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Terms & Definitions

Facility Administrator 1 Designated person from the Police Department, authorized to access
and enter information into the JHELD Compliance Tool on behalf of that facility .

Police Liaisoni The contracted agent on behalfoft he Juveni | eCdhmigsion Judgeso
(JCJC) and PCCD responsible for working with Police Departments in monitoring compliance of
state and federaljuvenile holding laws.

Direct File Juvenile (DFJ) i Act 96éall ows for a 6direct filed ju
proceedings by reason of beingcharged with a crime that is excluded from the definition of

del i nqgu ¢orbe detaired i@ a secure juvenile detention center rather than the county jail if

the court has ordered such detention. (Act 96 of 2010 [SB 1169(2181)]

ORI i ORIiginating agency Identifier : the code assigned to every police department.

Secure custodyi Construction features designed to physically restrict the movements and
activities of persons in custody, such as locked rooms and buildings, fences, or other plysical
structures.

Further information can be found from the federal Guidance Manual for Monitoring Facilities
Under the Juvenile Justice and Delinquency Prevention Act of 2002, dated January 2007.
https://www.ojjdp.gov/about/jjdpa2002titlev.pdf

Administrative Notes

This document is designed to assist police and other law enforcement officials, who come in
contact with juvenile offenders, to meet state and federal reporting mandates through this new
web-based Compliance Tool. The Office of Juvenile Justice and Delinquency Prevention
(OJJIDP), of the Pennsylvania Commission on Crime and Delinquency (PCCD) developed this
online application to ease the administrative burden on police departments while improving
response times and accuracy.

Questions can be forwarded toyour regional Police Liaison listed below:
Seth Bloomquist, Central Region (717)477-1704/ c-sbloomqu@pa.gov
Paul Donaldson, Western Region @412) 932-9647 / c-pdonalds@pa.gov
Steve Masciantonio, Eastern Region (267) 6347687 / c-smascian@pa.gov
or
Wendy Poston, Compliance Administrator, PCCD (717) 2658459 / wposton@pa.gov
Chuck Risio, State Compliance Monit or, PCCD (717265-8457) / crisio@pa.gov

Any errors/corrections to this manual can be sent to Chuck Risio or Wendy Poston.
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PA OJJDP Compliance Tool Registration Process

To access theonline JHELD Compliance Tool use the following URL: www.pccdjheld.pa.gov
If you are already registered, enter your User Name, Password and Captcha code in the fields
provided. Ifyouarenot r egi stered, click ORegisterd (below 6

NOTE: If you incorrectly enter your User Name/Password 3 times, you will be locked out for 30
minutes. This is controlled by the state-wide Login.NET functionality, not PCCD, so you will
still have to wait 30 minutest o use the OForgotd hypestandenk even i f
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System Announcements

- The annual PCCD 2017 Facility Certification is now open. As you are aware, all facilities with the capacity to hold juveniles are required to complete the annual certification questions before being able to access the
admission logs.

User Name:~ I:l - If you are having problems logging into the PA OJJDP Compliance Tool, please read the following

information

- IMPORTANT!! If you enter your password incorrectly 3 or more times, your account will be
locked for at least 30 minutes. For security purposes, we do not indicate that an account is
locked, you will continue to receive a “User IPassword ination is invalid”

Captcha: = ¥

- If you believe your account is locked, please wait at least 30 minutes before trying to login or

P ) before using the “Forgot your user name or password" link.
[ iTypethe code from the image
- « If you know your user name and password, please enter this information and press the "Login” button_
« If you do not have a user name and you know your facilities id/ori number and registration key, please
click on the registration link.
> Register with the PA OJJDP Compliance Tool - Ifyou do not have a user name but DO NOT know your facilities id/ori number or registration key,

please contact your system administrator for registration instructions.
« If you have forgotten your user name or your password, please click the "Forgot” link to have your user
name and a new password sent to the email address you used during registration.
) « If you know your user name and password and wish to change your password, email address or
Change your password and/or e-mail address. security questions, please click the "Change” link

Forgot your user name or password?

Palice Department Administraters Users Guide

This application was developed using Internet Explorer 5.0. Although other browsers may work, you may
sxperience unexpected results when trying to view some pages

For best results when using this application it is suggested you use Intemet Explorer 9.0 or greater.

-2017 Pennsylvania Commission on Crime and Delinquency. All rights
ved. Unauthorized Access Prohibitad.

Enter your facilitybds ORI and Rsagnigudalplatumeriac Key .
key delivered via separate correspondenceto your facility. The Registration Key can also be
found on your facilitybés detail page (i f another
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‘ Step 1: Registration Information ‘

In order to register with the OJJDP Compliance Tool you must know the ID Number or ORI Number and Registration Key assigned to your facility.
When finished entering the information, press the “Next >>" button to continue the registration process.

Facility ID or ORI: * [99857766
Registration Key: * |1A2b3C4d5E

Capicha:

e o Wotanin
JKOBSQ [Type the code from the image

wiwvi.peed.pa.gov fW2.2.0 v1.3.3 Support: wposton@pa.qov

ssion on Crime and Delinquency. All rights

The Registration Key is case sensitive.If you do not type in the correct ORI, Registration Key, or
Captcha codeyou will seean error message. ENSURE youmousec | i ck O Next 6.
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If Administrators currently exist for the facility, their names will be displayed in alist.  You can
register as one of the existing administrators by clicking i R e g i reit ® thé&name,

OR

é selectfiContinue as New Useat the bottom of the page.
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Step 2: Personal Information

Facility

Facility: Pringle Police Department

This facility currently has the below administrators assigned.

If you see yourself in the list select the "Register” button next to your name.
If you do not see yourself in the list select the "Continue As New User »>" button at the bottom of the page

Current Facility Administrators

W[« m i Fage:uH Go | items Per Page: Change Item 1 to 1 0f 1
Name Active Registered
Chief Crisp Lays Yes Na

Cancel Continue As New User >> /

ime and Dalinquency. All rights reserved.

NOTE: If you want to register as an existing administrator, but are already registeredin
JHELD, you will see an error messagesaying you cannot register but can either sign in or use
the Forgot Password option.

press cancel and enter the User Name and Password on the login page. f vou do not know the passowrd you can use the Forgot Password option from the login page

: m The selected facilty administrator is already registered within the application. The administrator has created a User Name of fpid138. To login as this person, please
using the email address of v1.1@pccdedcis.com this administrator used during initial registration.

NOTE: If you want to register as an existing administrator, but are marked as Not Active, you
will seean error messagesaying a current Active facility administrator must reactivate you.

m The selected facilty administrator is currently set to Mot Active within the application. In order to register as this administrator you will need to contact an active facility
administrator to reactivate you.

Page 4



If you choseto register asan existing administrator , you will be prompted to verify your
information. Once verified, click dNextéto continue.
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Step 2: Personal Information

Facility

Facility: Pringle Police Department

Personal Information Mailing Address
Use Facility Address:
First Name: * [Crisp | Address Line2
Middle Name: | | City:
Last Name: * [Lays | State: * v
Suffix: Zip Code: *
Contact Information
Primary Phone Number: * [(717) 565-1212 Primary Email Address: * [cisp lays@pringlepd gov’ x
R —
Chief Crisp Lays, You have req; g as a Facility Admini for Pringle Police Department in the PA OJJDP Compliance Tool application. Please verify that the system has correctly found your personal information in the

system using the information displayed above.

If this is not you, please press the "Cancel” button and contact your administrator for help. If you are Chief Crisp Lays and want to continue with the registration process, please press the "Next " button

n Crime and Delinguancy. All rights

OR

€ if you chose to register as a New User, enter your information then clickNextéto continue.
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Step 2: Personal Information

Facility

Facility: Pringle Police Department

Personal Information Mailing Address
Use Facility Address:
Title: Address Line 1:
First Name: * [Chip | Address Line2
Middle Name: | | City: "
Last Name: ~ [Utz | State: v
Suffix Zip Code: *

Contact Information

Primary Phone Number: * [(570) 555-1234 Primary Email Address: * [chip.uz@pringlepd gov x
Frone Exunson: ||

n Crime and Delinquancy. All rights
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This is the final step in registration. If you are creating a new account, enter the information on
the left side of the screen. Remember your User Name and Passwod! You also must select the
block at the bottom indicating you have read the terms of useand click iComplete Registrationo
to finish.

OR

€ you may already have a MUSER accoun{from previous/ current PA government applications
such as PFAQ MPOETC, PAVTN). Having a MUSER account allows you to log into the JHELD
Compliance Tool but is not required. You can instead, create a new user account (as described
in the above paragraph), HOWEVER, you cannot use the same emailyou usefor your MUSER
account. If you have a MUSER account, enter the User Name and Password on the right side of
the screen.

g Pennsylvania
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Step 3: Login Information
Create New User Account -OR - Use Existing User Account

If you wish to create a new user name, enter the information below. The email address must be unigue. If you get a Ifyou have already registered with the states universal login (Login.NET) for another application you can reuse your

message that the email address is already in use, you will need to change to a different email address or login using | ogin information by entering your username and password below.

the user name associated to the email address you want to use. Ifyou are using an existing MUSER account or an existing CWOPA account you must enter MUSER\ or CWOPA\ in

front of your usemame.

User Name: * | |

Password: *

Verify Password: *

Email Address: * [chip. gov |

Verify Email Address: * |

If you ever forget your Password you will be asked to properly Answer the Question you specify below in order to
reset your Password.
(For Example, your secret question may be ‘my favorite color* and your secret answer may be ‘red’)

Secret Question: * | |

Secret Answer * | |

Terms Of Use:
Through your User ID and password you will be granted access to certain juvenile held information. The User ID and password are only for your use.
You d not disclose your User ID and/or password to a vania Commission on Crime and Delinguency (BCCD) or any Commonwealth

r ask you for your User ID and password i hone call or email.

User IDs and passwords is NOT permitted. Each img shes to use the site must properly register and cbtain a unigue User ID

eir User ID and password.

to users and for information security purposes.

ed a unique User ID and passs cessing this site.
F4

ir che eo nue, you are confirming that be aut riz of the User ID and password provided. [v]
If you have already shared your User ID and password, you must change your password lmmediately.
1 have read and agree with the terms of use policy provided above.

Cancel Complete Registration /

n Crime and Delinquency. All rights reserved.

If you receive an error message, you can eitherCreate New User Account with a different email
address (since that email address is associated with the MUSER account),

OR

€ you must contact your system administrator for the MUSER -linked system (PFAD, MPOETC)
for your MUSER username and password
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Home Menu
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Action Items

[wl[ | ][] Page nf1 Items Per Page: Change tem 1t0 3 0f 3

‘ Type Action Created ~

i—’/ Yearly Certification Needs Completed Your 2017 certification is due and must be completed by 03/31/2017. 12/31/2016 at 12:00 AM by System
35/ Yearly Certification Needs Completed Your 2016 certification is due and must be completed by 03/31/2016. 3/1/2016 at 12:00 AM by System
& Yearly Certification Needs Compleied Your 2015 ceriification is due and must be completed by 03/31/2015. 12/31/2014 at 12:00 AM by System

Notifications

[w][ |+ 1[n] Page nf1 Items Per Page: Change tem 0to 0 of 0

O | Notification Type ‘ Notification Detail | Read? | Created = Last Updated

[You do not have any noifications to dispiay at this time.

Zrime and Delinquency. All rights reserved. Unauthorized

PAGENAVIGATION
The Home page is the first page that will be displayed when you login to the application.
PAGE FUNCTION

1. This page will display any Action Items relevant to the logged in user. An Action Item is
a link to an action that must be taken in the system. The Action | tem will be displayed
until the action has been performed and submitted.
2. This page will display any Notifications relevant to the logged in user. A Notification is a
quick link to view information in the system that may be of importance to you. A
Notification will be displayed until you manually select to remove it from your list.
To view or complete an Action Item or Notification, click the icon (see middle arrow.)
To verify you are logged in, your name appears on the bottom left (see arrow.)
To proceed to your facility, click O6Facilityo

ok w

BUSINESSRULES

Only Action Items and Notification s associated to the logged in user will be displayed
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Facility Details
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Pringle PD:

Facility Details

| Open For Edit |

Home & Facility

Name:*
Type:
ORL:
Registration Key:

Primary Address

Pringle Police Department
Police Department
000899

YCEIMAJGm

County:
Region:
Disbanded Date:

Alternate Mailing Address

Luzerne
Central
01/01/2014

Address Line 1:
Address Line2:
City:"

State:
Zip Code:”

Department Head

* 89 Evans Street

Pringle
Pennsylvania
18704

Use Primary Address:
Address Line 1:
Address Line2:

City:

State:

Zip Code:

Primary Contact

Yes
88 Evans Street

Pringle
Pennsylvania
18704

Department Head:
Phone Number:
Fax:

Email Address:

Comments

Chief Crisp Lays
(717) 8551212
(717) 555-1212

\

Primary Contact:
Phone Number:
Fax:

Email Address:

police officer Chip Utz
(570) 555-1234

chip.utz@pringlepd.gov

rime and Delinquency. All rights

PAGENAVIGATION

\

/

| open For Edit |

You can get to the Facility Details page by clicking onfiFacility 6in the top right corner of the

screen.

PAGEFUNCTION

1. This pageallows the facility administrator to View, Enter and Edit facility information.
The Department Head is usually the Chief. The Primary Contact would usually be the
faci |l it yuserforghisicompliange tool (such as Youth Division Supervisor); it
does not necessarily have to be the Department Head.

2. Cl i

c k

60pen

For

Head and Primary Contact.
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Facility Administrators List
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‘oday is: 5 =

uesday, March 7, 2017 |Pr|ng|e Police Department ORI: 000899 Luzerne Count
4 Facility

. 4 Pringle PD Facility Administrators  |9¢ Add an Adminisirator

Administrators
Certifications
- Juvenile Logs
- Site Visits H 1@ [NAN) Page: 1 |of1  Go Items Per Page: 2 Change Item 1102 of 2

Facility Administrators

S omms
Name « Facility Type ORI Active Registered Primary Contact Department Head
18l | chiercrisp Lays Pringle Police Department Police Department 000299 Yes No No Yes

] palice officer Chip Uz Pringle Police Depariment Police Department 000899 Yes Yes Yes No

PAGENAVIGATION

You can get to the Facility Administrators list page by clicking 6 Ad mi ni s tthedeftsides 6 i n
menu.

PAGE FUNCTION

This page allows the facility administrator to View, Add and Edit other facility administrators.
The intent of this function is to allow for several potential facility administrators given the fact
that some facilities/police departments can have higher personnel turnover.

Due to the inherent properties of how this database works, you may not be able to delete a user.
In the example above, if ChiefLays ever entered a yearly certification or monthly log and then
retired, he could not be deleted from the system since he is associated with an entry in the
system. Attempting to delete him would result in an error message.

If you are able to delete a user, click the icon I7 preceding the name, then (as shown on next
page)s el ect AOpen f dar ABDdkiltedt,edt.hen sel ec

OR

In this example, to replace an administrator (Lays), first add a new administrator (if needed).

Then click the View/Edit icon I precedingthenameof t he admi ni strator to be
theAOpen fobutEdnt and iswé@®cftr dimlthlae tmenuthenselecar d t he
fiSave Changes, t h e n s e |Oe thi$ Fadiliy Adminiétrators list you should now see the

replaced administrator (Laysywi t h a 6 Nod under OActived col umn.
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Facility Administrators Details

PAGENAVIGATION

You can get to the Facility Administrators Detail page by clicking on the View/Edit icon & from
the Facility Administrators list page (as shown on page9.)

PAGE FUNCTION

1. This page allows the facility administrator to View, Add and Edit ot her administrators
and their contact information. To change t he f aci doiotthg Basiltypr i mar y
page, click ®@pen for Edit§ scroll down to Primary Contact and select New Primary
Contact6from the drop-down menu. Then click &Gave Changeé Also refer to page 8
(Facility Details) of this manual.
2. Inthe image above, the arrow points to the Status field to make an administrator Active
or Inactive as described in the bottom paragraph of page 9.

Page

10



