BACK ON TRACK
Software Training Guide
Prepared Courtesy of the CMAP Coordinator
INTERNET ADDRESS:
https://assessments.courts.wa.gov/default.asp
TRAINING SITE:
https://ssl.training.assessments.courts.wa.gov
LOGON:
A User ID and password will be assigned.  The password must be at least 8 characters.  The User ID and password are NOT case sensitive.

eSERVICE CENTER:
The icon is ? eService Center and it’s in the upper right corner of the Home Page.
TABS:
There are 7 tabs at the top of the Home Page and each tab represents a different area of the account.

There are 4 tabs designed for end-users:
1. Home
2. Assessments
3. Action Plans
4. Reports
There are 3 tabs for administrative functions:

1. Permissions
2. User Profiles
3. Account
The tab that you are working on will be highlighted.  A list of functions will display horizontally when a tab is clicked on.

Home Page Tab:

· There is an alphabetical list and clicking on the first letter of the juvenile’s last name will take you directly to a list of juveniles that match the criteria.  Click on “full list” to view all juveniles on your caseload.
· You can also search for the juvenile by clicking on “search for a test subject” and you will default to a search page.  Each drop-down menu allows you to select the field you choose to search by.  To narrow your search, use “is equal to” rather than “starts with” or “contains” and “and” rather than “or”.  In order to eliminate duplication, this feature is also used to determine whether or not a juvenile is already in the system.  Click on the juvenile’s name and you will be taken to the juvenile’s Home Page.

· There is a box that lists the top ten reminders.  Click on the item and it will take you to the reminder.

Assessments Tab:
· Clicking on this tab allows you to view all assigned assessments.
· Information includes: the juvenile’s name, caseworker, assessment title, status, and date assigned.  Use the drop-down menus to sort by caseworker, juvenile, status, or date assigned.
· You can print or open the assessment.

Action Plans Tab:
· Clicking on this tab allows you to view the selected link:

· Case Notes.
· Create New Plans
· Review Existing Plans
· Plan Status Reporting

· Using drop down menus select; the plan type, the person you are creating/reviewing the plan for, and apply the screening criteria.

Reports Tab:  (For CUSTOM REPORTS go to Page 3 of 21)
· Clicking on this tab allows you to review and/or print a variety of aggregate reports.
· Select the report and sort by selected criteria/fields:

· Scores

· Score Averages

· Demographics

· Q/A Statistics

· Compare Test Subjects

· Account Custom Reports
· Upcoming assessments

· To create a report for a specific juvenile, click on “R’ next to the assessment title in the juvenile’s completed items box:
· Summary risk report

· Static factor report

· Dynamic factor report

· Risk factor scores

· Protective factor scores

· Comparative risk factor report

· Compare risk factors in initial assessment against subsequent assessments.

· Comparative protective factor report

· Compare protective factors in initial assessment against subsequent assessments. 

· Report version

· View entire assessment; questions and answers.

· When you’ve selected the report to print, click on “printer friendly version”.

· For aggregate reports:  click on the “Reports” tab, select a report, and sort fields by selecting specific criteria.

Permissions Tab:
· Clicking on this tab allows creation of permissions for user access to functionality of the site as determined by the account administrator.
· User permissions:

· Create, edit, delete, or archive juvenile profiles.

· Transfer juveniles.

· View case notes and action plans.

· Generate and view reports.

· Tool Permissions:
· Which assessments, etc. are available to the account in general, as well as software users.

User Profiles tab:

· Clicking on this tab allows you to create or edit existing test subjects (juveniles), managers (case worker), supervisors, or administrator.

· This is generally an administrative function.

Account tab:

· Clicking on this tab allows performance of Administrative functions.
· Customize fields

· Lists of values

· Answers list

· Define and manage providers
CUSTOM REPORTS:
A variety of custom reports can be reviewed and/or printed.  After clicking on the “Reports tab”, click on “Custom Reports” on the green bar.  Select one of the following reports and sort by selected criteria/fields.

1. Predefined Interim Outcome Measures
2. AD Hoc Program Reports
3. Interim Outcome Measures for CJS
4. CJAA Eligibility Report
5. Risk level Breakdown
6. Upcoming Re-Assessments Report
7. Assessment Statistics (Counting Assessments)
8. Series Opened Report
9. Caseload Report
10. Series Closure Report

CUSTOM REPORTS DESCRIPTIONS:
The Purpose of the report, the Procedures to run the report, and the Information provided by the report is listed for each custom report.
Predefined Interim Outcome Measures:  (for Consolidated Contract Programs, but not CJS At-Risk)
Purpose:
This report provides courts with interim outcome measures required by the consolidated juvenile services contract with JRA.  For ART, FFT, DBT, MST, and FFT, the report measures change on the specific items from CMAP that identified a youth as eligible for the respective program.

For instance, a youth is determined to be eligible for ART based on the youth’s scores on Domain 10, questions 4, 5, 9, 10, Domain 11, questions 1 through 6, and Domain 12, questions 1 through 11.  The report will measure change on these specific items for youth who participated in ART.

For youth in SSODA and CDDA, we have selected items on CMAP that are most likely to be impacted by those respective programs.  The specific CMAP items pre-defined for each of the programs are listed below.
	Program Name
	Domain
	Item

	ART
	10 – Attitudes

11 – Aggression 

12 – Skills
	4-5, 9-10

1-6

1-11

	CDDA
	8B – Drug/Alc
	1-4

	DBT
	10 – Attitudes,

12 – Skills
	4-5, 9-10

1-11

	FFT
	7B – Family
	7-16

	FIT
	7B – Family

8B – Drug Alc
	7-16

1-4

	MST
	7B – Family
	7-16

	SSODA
	10 – Attitudes

12 – Skills
	4-5, 6, 8, 9, 10

1-11


Procedure:
From your Home Page:

1. Select “Reports” from the Blue Tab.
2. Select “Custom Reports” from the Green Tab.
3. Select “Predefined Interim Outcome Measures”.
4. Enter “start” and “end” date for the report.
· The pre-test should be the completed full assessment that is closest to but not after, the intervention start date.

· The post assessment should be the completed full assessment that is either on or immediately after the completion date of the program.
· The report will select youth in a “predefined” program with any completion status except “Refuse to participate” and “Moved out of state”.

5. Select Program from the Drop-Down Menu:

· ART (Aggression Replacement Training)

· CDDA JRA Commit MI (This searches for CDDA youth whose suspended CDDA disposition was a Manifest Injustice Commitment)

· CDDA JRA Commit SR (This searches for CDDA youth whose suspended CDDA disposition was a Standard Range Commitment) 

· CDDA LS (This searches for CDDA youth whose suspended CDDA disposition was Local Sanctions)
· DBT (Dialectical Behavior Treatment)

· FFT (Functional Family Therapy)

· FIT (Family Integrated Transition)
· SSODA JRA Commit MI (This searches for SSODA youth whose suspended SSODA disposition was a Manifest Injustice Commitment)

· SSODA JRA Commit SR (This searches for SSODA youth whose suspended CDDA disposition was a Standard Range Commitment) 

· SSODA LS (This searches for SSODA youth whose suspended SSODA disposition was Local Sanctions

6. Select “Display Report” from the Blue Tab at bottom of page.
7. Options:  Copy the report to the “Clipboard’ or select a “Different Report”.
Information:
This report gives you the opportunity to review four different sub reports or types of outcome measures.
1. Individual item measures:

Results in percentages of youth who achieved any positive movement (improved), kids whose movement decreased (regressed), and kids who stayed the same (maintained).  For measuring selected items use the following:

I) For Improved, % where

a. Risk was reduced,
b. Protective factor increased, or

c. Risk factor changed to protective factor.

II) For Regressed, % where
a. Risk was increased,

b. Protective reduced, or

c. Protective factor changed to risk factor.

III) For Maintained, the risk score or protective score did not change.
2. Graph of answer level detailed change:
For each item this would show the aggregate number of answers that changed from the pre to the post assessment.  It displays as shown in the chart below:
	Pre    
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3. Graph of aggregate measures:

Aggregate of selected items by each domain (comes from dynamic risk and protective factor score).  It displays as shown in the chart below:
	% of answers that:  (combine X,Y)
	Decrease Protective
	Same
	Increase Protective

	Increase Risk
	
	
	

	Same
	
	
	

	Decrease Risk
	
	
	


4. Graph of total aggregate measures:
Total aggregate selected item score across all selected domains (comes from dynamic risk and protective score). It displays as shown in the chart below:

	% of answers that:  (combine X,Y)
	Decrease Protective
	Same
	Increase Protective

	Increase Risk
	
	
	

	Same
	
	
	

	Decrease Risk
	
	
	


AD Hoc Program Reports:
Purpose:
This report allows the User to examine the progress of youth across domains and items on the risk assessment following program participation.  The program administrator can view all youth.  Juvenile probation counselors can only view youth on their caseload.

Procedure:
From your Home Page:
1. Select “Reports” from the Blue Tab.
2. Select “Custom Reports” from the Green Tab.
3. Select “Ad Hoc Program Reports”.
4. Enter “start” and “end” date for the report.
5. Select a Program.
6. Select the Program Administrator (all youth) or the caseload of a JPC.
7. Select the risk assessment item or items to be examined.
8. Select “Display the Report”.
Information:
This report displays:
1. Percentage of youth who participated in a specific program who improved, regressed or stayed the same on selected items of the risk assessment.

2. The change by item following program participation.
3. The increase or decrease in risk and protective factors by domain following program participation.
4. The increase or decrease in risk and protective factors across all domains following program participation.

Interim Outcome Measures for CJS:
Purpose:
This report allows the Program Administrator to track interim outcomes as identified in the Consolidated Juvenile Services (CJS) contract with Juvenile Rehabilitation Administration (JRA).
Procedure:
From your Home Page:
1. Select “Reports” from the Blue Tab.
2. Select “Custom Reports” from the Green Tab.
3. Select “Interim Outcome Measures for CJS”.
4. Enter “start” and “end” date for the report.
5. Select the Program Administrator (all youth) or the caseload of a JPC

6. Select “Display the Report”.
Information:
This report displays:
1. The increase or decrease in risk and protective factors by domain following program participation.
2. The increase or decrease in risk and protective factors across all domains following program participation.

CJAA Eligibility Report:
Purpose:
This report is a User, Supervisor or Manager tool to identify youth eligible for CJAA interventions in their county.

Procedure:
From your Home Page
1. Select “Reports” from the Blue Tab.
2. Select “Custom Reports” from the Green Tab.
3. Select “CJAA Eligibly Report”.
4. Enter 01/01/2005 in the “start date”.
5. Enter 06/21/2005 in the “end date”.
6. Select “ART” from the Program box.
7. Select “Administrator” from the JPC box.
8. Select “Display the Report”.
Information:
This report will be modified prior to July 1, 2005.  If you look closely at the report this eligible column is not recording the information exactly.
Risk level Breakdown:
Purpose:
This report provides a JPC, supervisor, or manager the ability to review an individual caseload, group of caseloads, or the entire county by level of risk.  Individual JPCs will be able to view their caseloads and have a breakdown of youth with completed assessments by low, moderate or high risk.  Supervisors will be able to view all JPCs caseloads under their supervision.  A Manager/ Administrator will be able to view all youth on community supervision with a completed assessment. 

Procedure:
From your Home Page:

1. Select “Reports” from the Blue Tab.
2. Select “Custom Reports” from the Green Tab.
3. Select “Risk Level Breakdown”.

4. Enter “start” and “end” date for the report.
5. Select the desired caseloads i.e.; individual JPC, multiple caseloads, or the administrator.
6. Selecting by reassessment date, juvenile, or caseworker appears to give you the same report.

7. Select “Display the Report”.
Information:
This report displays:

1. The number of completed assessments that score moderate and high risk.

2. The percentage of moderate and high-risk assessments.

Upcoming Re-Assessments Report:
Purpose:
This report allows you to see which re-assessments need to be completed during a specific time frame.  It will also show which re-assessments are overdue.
Procedures:
From your Home Page.
1. Select “Reports” from the Blue Tab.
2. Select “Custom Reports” from the Green Tab.
3. Select the “Upcoming Re-assessments Report”.
4. Enter “start” and “end” date for the report.
5. Enter a “cut-off date” for which you want the information to no longer look ahead.  This will allow you to see which re-assessments are going to be due up until this date.
6. Put in the time frame that your QAP has established for re-assessments to be completed.  (every 90 days, 120 days, or 6 months).  This will allow you to indicate everyone should have a re-assessment completed according to the selected time frame and allow you to see which ones will be due up until the cut-off date.

7. Select the youths you would like to look up information on.  Youths can be looked up under an individual caseload, all caseloads under a certain supervisor, or all youths under an account administrator.

8. Select how you would like the report arranged.  You can have the report list re-assessments by due dates, by whose caseload they are on, or by the juvenile’s name.

9. Select “Display the Report”.
Information:
This report displays re-assessment information for those courts whose QAP requires re-assessments to be done at pre-determined time intervals (every 90 days, 120 days, or 6 months).

Assessment Statistics (Counting Assessments)
Purpose:
This report allows you to count the number of pre-screen, initial assessments, re-assessments, and final assessments that have been started, completed, etc.
Procedures:
From your Home Page.
1. Select “Reports” from the Blue Tab.
2. Select “Custom Reports” from the Green Tab.
3. Select the “Assessment Statistics Report”.
4. Select “Display the Report”.

Information:
This report displays the number of assessments in progress and completed.
a. Assessment Statistics Section A – Pre-Screens:
Purpose:
This report allows you to see how many pre-screens are in progress and completed and the percentage distribution of risk levels for those completed during the time period.
Information:
This report displays:

1. The number of pre-screens in progress.

2. The number of pre-screens completed.

3. For completed pre-screens, the risk level percentage distribution (percent low, moderate, high).

b. Assessment Statistics Section B – Full Assessments:
Purpose:
This report allows you to see how many initial assessments are in progress and the number of re-assessments and final assessments completed during the time period.
Information:
This report displays:

1. The number of initial assessments in progress.

2. The number of initial assessments completed.

3. The number of re-assessments in completed

4. The number of final assessments completed.

Series Opened Report
Purpose:
This report allows you to see how many assessment series are opened and the number currently open, meaning the number of youth currently being supervised, and the risk level percentage distribution for these open series.
Procedures:
From your Home Page.
1. Select “Reports” from the Blue Tab.
2. Select “Custom Reports” from the Green Tab.
3. Select the “Series Opened Report”.
4. Select “Display the Report”.

Information:
This report displays:
1. The number of pre-screens and initial assessments completed; meaning the number of series that are opened.
2. The percentage distribution of risk levels for opened series.
3. The number of series that have been closed.

4. The number of series that are currently open; meaning the number of youth currently being supervised.
Caseload Report
Purpose:
This report allows court management to see the caseload size of all JPCs in their court.
Procedures:
From your Home Page.
1. Select “Reports” from the Blue Tab.
2. Select “Custom Reports” from the Green Tab.
3. Select the “Caseload Report”.
4. Select “Display the Report”.

Information:
This report displays:
1. The number of youth with an open series that are in active status.

2. The warrant status for each JPC.

3. The warrant status for all JPCs combined.
Series Closure Report

Purpose:
This report allows you to know how many series were closed and the reason for closing the series during the time period.  The closure codes measure successful completions of supervision as well as recidivism while on supervision.
Procedures:
From your Home Page.
1. Select “Reports” from the Blue Tab.
2. Select “Custom Reports” from the Green Tab.
3. Select the “Series Closure Report”.
4. Select “Display the Report”.

Information:
This report displays:
1. The number of series closed during the date range.

2. A count of the reasons for the series being closed.

3. The average number of months each series was open.
CREATING A NEW YOUTH ON YOUR CASELOAD:
1. Select “Create a Youth”.
2. Fill out the form.

· Fill out all items with an asterisk (*).
· Enter “date of birth” using slashed and the exact year (12/15/1983).
3. Select “Submit”.
4. You default to a page that checks the JUVIS # and the youth’s name to ensure they are not already in the system.
5. If the youth is not already in the system, select “Close”.
6. Select “Submit” again to add the youth to your caseload.
ASSIGNING A PRE-SCREEN/FULL ASSESSMENT:
1. Go to the youth’s Home Page.
2. Select “Assign an Item” found within the youth’s “Juvenile Profile Box”.
3. Select “Apply” for either a pre-screen or a full screen.
4. Select “Open it”.
5. Select “Add This Series to Assessment”.
6. Complete the assessment.
7. When you have completed all the questions on the assessment, select “Complete”.
EDITING A COMPLETED INITIAL ASSESSMENT:
If the information on the initial assessment is incorrect, you can edit the assessment.
1. Select “E” in the assessment box that is “Completed” and the status is “Open”
CLOSING AN ASSESSMENT BECAUSE A YOUTH COMPLETES PROBATION:
1. Go to the youth’s Home Page.
2. Select “Assign an Item” found in the youth’s “Information Box”.
3. Select “Apply” for Full Screen.
4. Select “Open it”.
5. Select the “tool bar” and select “Final Assessment”.
6. Select “Add This Series to assessment”.
7. Select “OK” to pre-populate the information.
8. Select “OK” again to pre-populate the information.
9. Complete the assessment.
10. When you have completed all the questions on the assessment, select “Complete”.
11. Select the “toolbar” and “Supervision Completed”.
12. The assessment may not be closed until the status of interventions has been addressed.
CLOSING AN ASSESSMENT BECAUSE A YOUTH HAS RE-OFFENDED:
When a youth re-offends, you must close the initial assessment and complete a new series.
1. Go to the youth’s Home Page.
2. Select “Assign an Item” found in the youth’s “Information Box”.
3. Select “Apply” for Full Screen.
4. Select “Open it”.
5. Select the tool bar and select “Final Assessment”.
6. Select “Add This Series to Assessment”.
7. Select “OK” to pre-populate information.
8. Select “OK” again to pre-populate information.
9. Complete the assessment.
10. When you have completed all the questions on the assessment, select “Complete”.
11. Select the “toolbar” and “New Adjudication”.
TRANSFERS:
You can transfer a juvenile (test subject) to a caseworker, from a caseworker to a supervisor, or from a supervisor to account administrator.  Permissions to make a transfer are set up on a hierarchy system determined by the account administrator.
1. Select “Transfer a Juvenile”.

2. From the drop down menus, select ”Transfer Juvenile to Caseworker, etc.

3. A box entitled “Users Available for Transfer” will appear.  Select the “name of the juvenile”, then Select “Add to List”.
4. A second box lets you select what caseworker the juvenile will be transferred to.  Select “that name”.

5. Select “Execute Transfer”.

TRANSFERRING A JUVENILE TO ANOTHER COUNTY WITH AN OPEN SERIES:
If a youth is transferred from one county/court to another county/court with an open assessment series, ownership of the series must be also transferred.  This means the editing and closing authority is owned by the receiving county/court.  (This allows for the supervising county/court to complete the series with the initial, re-assessment, and final closing assessment).

1. When transferring jurisdiction to another county/court at the time of disposition and the risk assessment is done pre-adjudication, the sending county/court will complete a full initial assessment series.
2. The sending county/court is then responsible for completing a Memorandum notifying the receiving county/court of the transfer and stating that the initial assessment series is ready to be pulled by the receiving county/court.
3. The receiving county’s Account Administrator will be responsible for “pulling” the case from the sending county/court and assigning it to a case worker.
4. If a youth has been on probation for 30 days or more, the sending county/court shall complete a full initial assessment series prior to transferring the case.
5. At all times, a pre-screen, if one is available,  should be completed prior to transferring a case.
6. The same rule (#5) applies to courtesy supervision cases.
7. Deferred Dispositions must be courtesy supervision and should include a pre-screen, if one is available.
Summary Table

	Risk Assessment completed Pre-Adjudication
	Send Full Initial Assessment Series

	Youth on probation 0-29 days prior to transfer 
	Send Pre-Screen

	Youth on probation 30 days or more prior to transfer
	Send Full Initial Assessment Series

	Deferred Disposition (Must be Courtesy Supervision)
	Send Pre-Screen


PRINTING A RISK REPORT:
1. Select “R” in the box of the assessment you would like the Risk Report for.
2. Select “Click Here” for printer friendly version.
3. Select “OK”.
4. Select printer image toolbar at the top of the screen.  (After a few seconds you will see a printer image flash on the lower right side of your screen)

5. Select “Back”.
6. Select “Refresh”.
7. Select “Retry”.
PRINTING A FULL RISK ASSESSMENT:
1. Select “R” in the box of the assessment you would like to print.
2. Select “Summary Risk Report” toolbar.  Drag it all the way down to “Report Version”.
3. Select “Go”.
4. Select “Click Here” for printer friendly version.
5. Select “OK”.
6. Select printer image toolbar at the top of the screen.  (After a few seconds you will see a printer image flash on the lower right side of your screen).
7. Select “Back”.
8. Select “Refresh”.
9. Select “Retry”.
CREATING AN INTERVENTION:
1. Select “Intervention” within the youth’s “Juvenile Profile Box”.
2. Select “Go” in “B) General Intervention”.
3. Complete the form using the various toolbars.
PRINTING THE INTERVENTION HISTORY:
1. Go to youth’s Home Page.
2. Select “Actions Plans” (these are the interventions already completed).
3. Go to Box 1.  Select “Select Plan Created for Juvenile”.
4. Select “4) List plans”.
5. When the new screen appears, scroll to the bottom.  Select “Print List with Details”.
6. Select “Print”.
CREATING A NEW JUVENILE:
1. On the Home Page select link “Create a New Juvenile”.
2. You will be directed to a personal information form.

3. Fields marked by an asterisk (*) must be filled out.  The software will not allow you to complete the form if these fields are skipped.
4. After you have entered the first and last name, you will “check name”.  Again, this feature eliminates the possibility of duplicate entries.
5. When the form is complete, select “Submit”.

JUVENILE HOME PAGE/ASSIGNING AN ASSESSMENT:
1. Select “the juvenile’s name” to go to their Home Page.
2. Select “Assign an Item” within the youth’s “Juvenile Profile Box”.

3. A list of available assessments will be displayed.

4. Select the item (assessment) you want to assign.

5. That assessment will appear.  Select “Apply”.
6. “The item has been successfully assigned” will display.

7. Select “Open it” to begin the assessment.

8. A list of assigned items, completed items, top 5 case notes, and top 5 action plans will be displayed on the right hand side of the juvenile’s Home Page.
9. For any completed item, you may select “R” for reports or “E” to edit the item or select the assessment title to review the entire assessment.

10. To “un-assign” an item:
· Select “Un-assign an Item” in the profile box on the juvenile’s Home Page.
· A list of all assigned items will be displayed.
· Select the item you want deleted, or “un-assigned”.  Select “Un-assign”.
· A prompt will appear on the screen, asking if you want the item un-assigned.  Select “OK” and the item will be deleted.

11. The procedures for “create goals” and “to-do’s”/“reminders” are very similar.
· Create goals:  You are able to create a goal for the juvenile related to an assessment or a general goal.

· Select “Goal” in the juvenile’s profile box.
· A screen displays that will allow you to assign a goal related to a specific assessment or a general goal.

a. For a goal related to a specific assessment:

1) Select “Go” next to the assessment.

2) Fill in the blanks adding comments as needed.

3) Select “Save New Plan” (bottom of the page).
b. For a general goal:

1) Select “Go” at the bottom of the page.

2) Fill in the blanks.

3) Select “Save New Plan”.
4) The specifics of the plan will be displayed.

· Create to-do’s:  You are able to create to-do’s to be used as a reminder tool for either the juvenile or the caseworker.  For instance, a reminder for the caseworker to do a re-assessment, etc.
· Fill in the blanks.

· Select “Save New Plan”.
12. Case Notes:
· Select “Case Notes” in the juvenile’s profile box.
· A screen displays that will allow you to add a new case note, edit an existing note, or delete the note.
· Add a new note in the text box at the top of the screen.

· Select “Save”.
· The date, time, and the person who created or modified the case note are displayed to the right of each case note.

ASSESSMENT:
1. All items on the assessment must be completed.  The software will not allow you to save the assessment as complete unless all the items have been answered.  Save each page as it is completed.
2. Enter comments about a specific domain in the box at the bottom of each page.

3. Static information from the original assessment (pre-screen or full assessment) can pre-populate subsequent assessments.  A prompt will appear that allows you to choose if you want to pre-populate.

4. The assessment may be saved as “in progress” and you are allowed to go back to the assessment to complete it.

5. Save assessment as “final” when the juvenile has completed his/her supervision period.

OPENING A CLOSED SERIES:
The Program Administrator is allowed to open a closed series and change a final assessment to a re-assessment.
1. Select “Open this Series”.
2. Select “OK” in response to “Are you sure you want to open this series?”.
3. Select:

· “OK” to change to “re-assessment”:

· Select “BOT 4.1 Full Screen”.
· Select “Completion”.
· Select “Submit for scoring”.
OR
· “Cancel” to leave as a “final assessment”:
· Select “BOT 4.1 Full Screen”.
· Select “Complete”.
· Select “Submit for scoring”.
· Select the “reason for completion”.
DESCRIPTION OF BOT SERIES REFERRAL # (JCS):
This is the new Juvenile Correction System (JCS) I.D. Number (05-R-00000-0).  Use this field only if your department is using JCS.  From your Home Page:
1. Select “the first letter in the youth’s last name”.
2. Select “the youth’s Home Page”.
3. Select “the youth’s assessment”.
4. Select “the box” in the top right-hand corner of the Criminal History Domain.
5. Enter “the ID Number” (05-R-00000-0).
SEAL A JUVENILE'S RECORD:
The account Administrator is the only one who has access to seal a juvenile's record.  When the court receives an order to seal a juvenile's record, then the account administrator:

1. Go to the aggregate Home Page.

2. Select “ACCOUNT”.
3. The “Account Management” page will be displayed.
4. Scroll down and select "Seal Juvenile Record".
5. The "Seal Juvenile Record" page will be displayed.
6. Select “the first letter in the youth’s last name”.
7. Scroll down until you see the youth's name.

8. Select "Seal Juvenile" (left hand side).

9. It will confirm that you want to seal the youth's record, select “OK”.
10. A confirmation that the youth's record has been sealed will be displayed.
11.  Select “OK” and it will return to the “Seal Juvenile Record” page.

OTHER:
1. When you are working with a juvenile, select “Home” to return to the juvenile’s home page.

2. The name of the juvenile you’re working on will display at the top of the page.
3. To return to the main Home Page, select “Change”.
4. Always log out before closing the system.

Assessments.com Business Rules

1. There can only be one assessment series open statewide.

2. The assessment series is owned by the county/court that has the series open.  This means only the county/court with the open series can make changes to the assessment data.

3. Anyone with authority to view assessments will be able to view all assessments statewide.

4. Anyone with authority to edit assessments within a county/court can open, edit, or close an assessment series.

5. If a youth has no open assessment series statewide, any county/court can open a new series.

6. If a youth has an open assessment series, a final assessment to close the open assessment series must be completed prior to opening a new assessment series.

7. If a youth has an open series in a county/court and is adjudicated on a new offense in another county/court, the court with the new adjudication will not be able to open a new assessment series.

· If a youth has an open series in another county, it is likely that the youth will continue to be supervised by that county.  Therefore, prior to disposition, it is considered to be “best practice” for the intake officer to execute a Search for a Juvenile in Assessments.com to determine whether the youth is currently under supervision in another county.  The purpose of the search is to obtain a recommendation from the assigned probation officer in the county in which the youth will continue to be supervised.  Contact with the probation officer can be made by phone or email.  Following the disposition hearing, the intake officer will contact the supervising probation officer regarding the disposition of the case.
8. If a youth has an open assessment series in a county/court and commits a new criminal offense in a different county/court, a new series can not be opened until the open assessment series is closed.  This means the county/court with the new offense can not open a new series until after adjudication of the case and the county/court with the open assessment series has closed it.
9. If a youth is transferred from one county/court to another county/court with an open assessment series, ownership of the series must also be transferred.  This means the editing and closing authority is owned by the receiving county/court.  (This allows for the supervising county/court to complete the series with the initial, re-assessment, and final closing assessment).

· When transferring jurisdiction to another county/court at the time of disposition and the risk assessment is done pre-adjudication, the sending county/court will complete a full initial assessment series.  The sending county/court is then responsible for completing a Memorandum notifying the receiving county/court of the transfer and stating that the initial assessment series is ready to be pulled by the receiving county/court.  The receiving county’s/court’s Account Administrator will be responsible for “pulling” the case from the sending county/court and assigning it to a case worker.

· If a youth has been on probation for 30 days or more, the sending county/court shall complete a full initial assessment series prior to transferring the case.

· At all times, a pre-screen, if one is available, should be completed prior to transferring a case.  The same rule applies to courtesy supervision cases.  Deferred Dispositions must be courtesy supervision and should include a pre-screen, if one is available.

Summary Table

	Risk Assessment completed Pre-Adjudication
	Send Full Initial Assessment Series

	Youth on probation 0-29 days prior to transfer 
	Send Pre-Screen

	Youth on probation 30 days or more prior to transfer
	Send Full Initial Assessment Series

	Deferred Disposition (Must be Courtesy Supervision)
	Send Pre-Screen


10. If a youth has no open assessment series and they commit new crimes in two different counties, the county that opens the assessment series first owns the series until adjudication.

11. Upon completion of community supervision, the case worker must close all interventions and close the series.  The case worker should then archive the youth’s case.  Archiving a case can only be done after a final assessment series has been completed.

· To archive:

· Go to your Home Page.

· Select “Working With Just Your Caseload”.
· Select “Full List”.

· Select “Archive” next to the youth’s case.
12. If a youth’s case is archived and they commit a new offense, then the county of jurisdiction will unarchive the case to open a new series.

· To Unarchive/Activate from your own county:

· Go to your Home Page.
· Select either: 
a. “Work with all Juveniles in your county”

OR

b. “Work with just your Caseload”

Select whichever is best (i.e. if you are activating a youth who was on your caseload, you would choose to work with just your caseload).
· Select “Archived” (next to Full List).

· Select “Activate” next to the youth’s case.
· To Unarchive/Activate from another county:

· Go to the Home Page.

· Select “Search for a Juvenile”. 
· Enter “the youth’s information”.

· Select “the youth’s name”.

· A “big blue box” will be displayed, indicating the youth’s case is archived.
· Select “OK”.
· Select “Transfer this Juvenile to my Account” (blue bar).
· Once the transfer to your caseload is complete, a “blue box” will be displayed, indicating the youth is currently archived.

· Select “OK” to view the archive list.

· Select “Activate” next to the youth’s case.
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