
Youth 
Placement 

For Residential Providers 



Select JJIS Module 

Select “Youth Placement – Facility” 
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Select Program 

1) Select program from 
dropdown.  Only programs 

for which you have 
permission will be available 

for selection. 

2) Click “Go” 
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Select Youth to Admit 

Find the youth to place, 
and click on the word 

“Place” on the youth’s line 

Youth Names 
and DJJ IDs 
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Enter Admit Information 

Youth 
Name and 

DJJ ID 

3) NOTE: You 
must put in a 

Projected 
Release Date 

4) Click “Save” 

2) The date and 
time will pull over 

1) Drop down to 
select the correct 

Admit Reason 
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Youth Admitted 

Youth Names 
and DJJ IDs 

Youth has been removed from list 
of youth eligible for admission.  

Repeat as needed. 

6 



Face Sheet/Census Review 

• Review your program census or the youth’s 
face sheet to ensure that the youth was 
successfully admitted to the program. 
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Update Projected Release Date 

Select “Youth Release” 
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Select Youth to Update 

2) Select checkbox for 
each youth to update 

Projected Release Date 

1) Select 
program from 
dropdown and 

click “Go” 
button.   

3) Click “Select 
Youth to 

Update/Release” 
Button 

Youth 
Names 
and DJJ 

IDs 
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Enter New Projected Release Date 

Youth 
Names 
and DJJ 

IDs 

1) Change the 
Projected Release Date 

2) Click on 
“Update” link 

10 

3) Repeat for each youth requiring an 
updated Projected Release Date. 



Youth Release Module 

Select “Youth Release” 
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Select Youth to Release 

2) Select checkbox 
for each youth to 

be released 

1) Select 
program from 
dropdown and 

click “Go” 
button.   

3) Click “Select 
Youth to 

Update/Release” 
Button 

Youth 
Names 
and DJJ 

IDs 

12 



Enter Release Information 

Youth 
Names 
and DJJ 

IDs 

1) Check the “Select” 
box again to activate 
youth to be released 

2) Complete the following: 
Actual Release Date, Release time,  

Release reason (drop down), Release to   
(drop down) 

3) Click on 
“Release Youth(s)” 

button 
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Release Successful 

Message indicating 
youth release was 

successful 
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Face Sheet/Census Review 

• Review your program census or the youth’s 
face sheet to ensure that the youth was 
successfully released from the program. 
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If you have any questions, 
contact your local DIO 
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