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Acronyms

Acronyms
Acronyms
ICJ
UNITY
ICJO
JPS
JPO
SS
RS

Description
Interstate Compact for Juveniles
Uniform Nationwide Interstate Tracking for Youth
State Compact Office Staff
Juvenile Parole/Probation Supervisor
Juvenile Parole/Probation Officer
Sending State
Receiving State
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Introduction
Welcome to the Uniform Nationwide Interstate Tracking for Youth (UNITY) System
The UNITY System is a browser-based system that tracks interstate juvenile movement.
UNITY has a user-friendly interface and intuitive workflows that enable the fifty states and
two territories that have adopted the Interstate Compact for Juveniles (ICJ) to manage
workflow and communications, as well as provide consistent service to juveniles. UNITY is
the approved electronic information system by which all compact transactions are
required to be transmitted by State Compact Office Staff (ICJO), Juvenile
Parole/Probation Supervisors (JPS), and Juvenile Parole/Probation Officers (JPO).
This manual is intended for State ICJO, JPS, and JPO users who are responsible for primary
ICJ functions in UNITY and provides a general overview of the system. This document
covers the first-time login process, common functions, conventions, and navigational
aspects in UNITY, creating and managing juvenile information and case workflows. Users
with the ICJO Admin role should review the UNITY State ICJO Administrator Manual to
learn more about administrator modules and tasks.
The UNITY ICJO/JPS/JPO User Manual – General Overview includes the following:
 System Login
 Conventions and Navigation
 Home Page
 Profile
 User Directory
 Task Lists
 Juvenile
 Case

© 2021 Optimum Technology, Inc.

6

Login

Login
Introduction: This chapter provides the user with the information necessary to log in to the
UNITY system. Users will also learn the steps for resetting a password, establishing
challenge questions, and be given instructions for what to do when the user login fails.

First-Time Login
New users will receive a welcome email from UNITY when their account is set up. The
email contains login instructions along with the site address and username. UNITY uses
the user’s email as the username for authentication. To ensure the user’s personal
information is secure and only accessed by the user, a temporary password is
provided. For security purposes, a separate second email is sent with a temporary
password for initial login with your username. First-time login instructions include
resetting your password, reviewing and agreeing to the Privacy Policy and User
Agreement, reviewing your profile information, and verifying your email address.

Welcome Emails
A new user receives two auto-generated emails from UNITY when the administrator
creates the new user.
The first email contains the system URL and login.

The second email contains the temporary password and the steps the user must
complete after successful login.
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Click the URL hyperlink to go to the UNITY System login page.

The new user enters the login (email address) and password and clicks the Login button.
Note: The password is case-sensitive. For first-time login, it is recommended to copy and
paste the password directly from the Welcome email.
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Reset Password
If the username and password are valid, UNITY will display the Reset My Password page
as shown below.

In the Current Password field, enter the temporary password.
In the New Password field, enter a new strong password. The new password must meet
the following requirements:
 Must be at least 8 characters long.
 Requires at least 2 numeric characters.
 Requires at least 2 characters that are upper case letters.
 Requires at least 2 characters that are lower case letters.
 Requires at least 2 characters that are symbols.

Note: If the password is missing a requirement, a red bar appears on the screen indicating
which of the password requirements is missing from the new password.
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Re-enter the new password in the Confirm Password field and click the Reset Password
button. The user receives a confirmation message that the password reset is successful,
and is redirected to the User Profile page.

System Consents
When the user clicks the Reset Password button, the Consent page opens. On the
Consent page, the user must read and agree to the following published Consents:
 ICJ Administrative Policy 02-2021: UNITY Privacy Policy
 UNITY User Agreement
To agree to each Consent, the user must select Yes on the toggle for each Consent.
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Click the Agree button to agree to all Consents.

If the user does not agree to each Consent or clicks the Disagree button, the user cannot
gain access to the UNITY system.

When the user clicks the Agree button on the Consents page, the My Profile page opens.
The user should review the profile information to ensure all information is complete and
correct.
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Click the Save button to save any changes made to the User Profile.

Verify Email Address
The user is required to verify the entered email address.
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When the user clicks the Verify Email button, the user receives a message that a
verification email was sent to the entered email address.

The user receives an email from UNITY that contains the email verification code.
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When the user clicks the URL hyperlink in the email, the user returns to UNITY and the Verify
Email page opens.

Enter the Verification Code from the email and click the Save button.
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To return to the My Profile page, click the Return to My Profile button.

Add Challenge Questions
The user must set up challenge questions to reset the password from the Login page. In
the Challenge Questions sub-section, the user can click the New User Challenge Question
button to set up a new challenge question.

When the user clicks the New User Challenge Question button, the New User Challenge
Question page opens.
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The user can select a question from the Question dropdown and provide an answer in
the Answer field. The user can click the Save User Challenge Question to save the
challenge question.

To save the entered challenge question and enter a new question and answer, click the
Save User Challenge Question and Add New button.
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To return to the My Profile page, click the Return to User Profile button.

On the My Profile page, the Challenge Questions appear in the Challenge Questions
section.

To view the Challenge Question, click the View button. When the user clicks the View
button, the Edit User Challenge Question page opens.
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The user can edit the answer to the challenge question and click the Save User Challenge
Question button to save the change.

Click the Return to User Profile button to return to the My Profile page.
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To delete a challenge question, click the Delete button in the Challenge Question subsection.

When the user clicks the Delete button, the user receives a message to confirm deleting
the Challenge Question. To delete the Challenge Question, click the Yes button. To keep
the Challenge Question and return to the My Profile page, click the Cancel button.
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The user can click on Home in the Menu Bar to access the UNITY Home page.

Note: After the first login, the user sees the Home Page after entering a correct username
and password.

Successful Login
After the first-time login, the user can go directly to the Login page and enter the
username and password. If the user and password are valid, the user is logged into the
UNITY system and will see the Welcome/Home Page.
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Failed Login
UNITY has built-in security features, including account security locks. Accounts are locked
after 3 unsuccessful login attempts. An unsuccessful login attempt will result in a Login
Failed message. The user can return to the login screen and try again. On the third
unsuccessful login attempt, the account is locked. This means that the account is
inaccessible for 10 minutes. After 10 minutes have passed, the user can try logging in
again with the correct password. If the user enters the incorrect password again, the
account will lock immediately for 10 minutes again without allowing retries. For security
reasons, the number of invalid logins will increment after every invalid login attempt. After
every successful login, the number of invalid logins count will reset to 0 for the user. The
user will then be allowed 3 unsuccessful login attempts until the account gets locked
again.
If the user has set up challenge questions, the Forgot Password feature can be used to
reset the password or contact the State ICJO administrator to immediately unlock the
account. The State ICJO can also reset the user's password to prevent further account
locks due to incorrect passwords.
If the username and password are not valid, the user sees the Login Failed screen.
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The user can click the Go Back button to re-enter the username and password. If the
user enters the incorrect username and password three times, the account is locked. The
user must contact the UNITY administrator to unlock the account or wait 10 minutes to
log in again.
Note: It is recommended that the user select the Reset Password button on the login
page if the user cannot remember the correct password.

Password Reset
If the user registered Challenge Questions in UNITY, the user can reset the password from
the Login page at any time.

On the Login page, the user clicks the Forgot Your Password button.
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On the next screen, enter the username and email address and click the Next button.

If the username and email combination are invalid, the user will see the pop-up below
and must re-enter the username and email.
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If the username and email combination are valid, and the user registered a challenge
question, the user must enter the answer to the Challenge Question and click the Submit
button.

If the answer is incorrect, the user is prompted to re-enter the answer. The account will
lock if the answer is incorrect 2 times. The user will need to contact the ICJO Admin to
unlock the account.

If the answer is correct, a system-generated temporary password is sent to the user’s
registered email address.
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On the Login page, enter the username and the temporary password and click the Login
button.

The user will be logged into the system and prompted to reset the password.
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Enter the password received in the email as the Current Password. In the New Password
field, enter the new password. The new password must contain the following:
 Must be at least 8 characters long.
 Requires at least 2 numeric characters.
 Requires at least 2 characters that are upper case letters.
 Requires at least 2 characters that are lower case letters.
 Requires at least 2 characters that are symbols.

Note: If the password is missing a requirement, a red bar appears on the screen indicating
which of the password requirements is missing from the new password.
Re-enter the new password in the Confirm Password field and click the Reset Password
button. The user receives a confirmation message that the password reset is successful.

After a successful password reset, the user is logged into the UNITY system and will see the
Welcome/Home Screen.
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Logout
The Logout button can be accessed from the blue Header Bar, in the top right corner of
the page under the logged-in user’s name. Click the username to invoke the dropdown
menu with the Logout option. Click on the Logout button to securely log out of the UNITY
system.
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Introduction: In this chapter, the overall design and general navigation of the UNITY
System are discussed. These features are consistent throughout the UNITY System.

Menu Bar
The Menu Bar on the left side of the window displays the main modules of UNITY. The
number of Menu Items available is determined by your role within the UNITY System.
Screenshots within this guide may show more or fewer sections than the user has
available.
Click on a menu item to display its dropdown menu. Modules in the left menu bar may
differ based on user permissions or as new modules are added.

The Menu Items for a user with a JPS or a JPO role include:






Home
Task Lists
Juvenile
Case
User Directory

Header Bar
The Header Bar is the top blue bar below the ICJ banner image. It features the expanded
form of the UNITY system’s name – Uniform Nationwide Interstate Tracking for Youth, along
with quick access menu options.
The Header bar on top is always visible with menu options even when the user navigates
through other pages of the UNITY system. Clicking on the user’s name drops down the
following menu options:
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1.
2.
3.
4.
5.

Profile
Resources
My Contacts
Master Task List
Logout

Alerts
Click the bell icon on the top right corner of the Header bar to access Alerts. The number
next to the bell icon displays the number of alerts that have not been cleared by the
user.

When the user clicks the Bell icon, the Alerts page opens.
The Alerts page contains system alerts and user notifications to alert the user of any action
completed or action needed. This includes system alerts such as password reset
notifications as well as case notifications such as assigned tasks, juvenile apprehended,
and case submission alerts.
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The user can click the Dismiss icon to clear the alert from the Alerts page.

The user can click the Clear All button at the bottom of this page to clear all alerts from
the Alerts page.
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Breadcrumbs
Links that are located below the UNITY banner are the Breadcrumbs that indicate the
navigational path. Breadcrumbs track the navigational path within the UNITY system. This
makes it easy to trace the previous pages and navigate backward at any point in time.

A double colon (::) separates each area to reflect the hierarchy of where you are in the
system. To navigate to a particular section, click the name of the section in the
navigational path.

Tooltips
There are tooltips available for many fields and controls throughout the UNITY system.
When the user hovers over a field that has a tooltip attached to it, a popup box appears
that displays information about that specific field. Tooltips are useful to new users that
have questions about a specific field or what information to enter into a specific field.
Depending on the context where the field appears, the tooltip will describe the purpose
of the field, whether user data input is required or optional, data input format, the
maximum number of allowable characters within that field, validation criteria, or other
useful tips for the user.
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Required Fields
All required fields in UNITY are surrounded by a pink halo.

If the field is required and no data is entered, the field is salmon-colored.

Grid Features
The UNITY system features a grid in multiple places to make data presentation, sorting,
and searching easier. Each grid has the following features:

Pagination








The pagination feature on the bottom left corner of the grid allows users to page
through the available reports.
The grayed-out number indicates where the user is currently in the grid. In the
above image, the user is currently on Page 1.
All other white numbers are clickable and will take the user directly to that page
of the grid.
The “>” takes the user to the next page of the grid.
The “>>” takes the user to the last page of the grid.
The “<” takes the user to the previous page of the grid.
The “<<” takes the user to the first page of the grid.

Go to Page Dropdown
The ‘Go to Page’ dropdown feature next to the pagination grid allows a user to select
and access a specific page. The user can type the page number, or select from the
dropdown. Typing or selecting the page number will directly take the user to that page
in the grid.

© 2021 Optimum Technology, Inc.

32

Conventions and Navigation

Row Count Dropdown
The ‘Row Count’ Dropdown allows the user to select the number of records to show on
one page.
Selecting a different row count from the dropdown allows the user to view the specified
number of rows on the page.

Row Numbers
The row numbers indicator is visible on the bottom right of the grid. The user can see the
total number of rows in the grid, and the number of rows currently visible.

Collapse
The user can collapse the grid by clicking on the upward arrow in the top right corner of
the grid, and make it visible again by clicking on the downward arrow.

Changes
The Changes section appears at the bottom of some pages in UNITY that involve
updating data fields such as the My Profile page and Juvenile page. The Changes
section lists all the changes made on the page. Changes are grouped by date and time
in reverse chronological order along with a summary of the data updated.
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Help
On the bottom of every page in UNITY, there is a Help section. The Help section contains
the contact information for the logged-in user’s State ICJO administrators that the user
can contact for assistance.
An online Support Request form is available for users to ask a question or report an issue.
This state-specific Support link is available in the Help section. The requests are reviewed
by the State ICJOs and routed to the ICJ National Office if required.
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Home Page
Introduction: The user lands on the Home Page after successfully logging into the UNITY
System as discussed in the Login Chapter.
The Home Page displays a welcome message and features a dashboard with the
following information:
1.
2.
3.
4.

News
Resources
Master Task List
Recent Cases

Welcome Message
The Welcome Message displays the Greeting, Name of the User, and User Agency.

Dashboard
The Homepage contains a Dashboard with News, Resources, Master Task List, and Recent
Cases sections.
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News
The News section displays current news items published by the National Office as well as
your State ICJO Administrator. The user can use the arrow icons at the bottom of the
News section to access additional News items and use the scroll bar to read through the
news.
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Resources
The Resources section contains resources such as user manuals uploaded by the National
Office as well as State ICJO administrators. These are available to download from the
Resources section for the user’s reference.
The user can click the Download hyperlink to download and view the resource.

The user can use the arrow icons at the bottom of the Resources section to access
additional Resources.
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The user can also view all Resources by clicking the user’s name in the Header Bar and
selecting Resources.

Master Task List
The Master Task List section displays a notification of how many cases and required tasks
are available within the Master Task List that need the user’s attention and follow-up. The
user can click on the hyperlink to go to the Master Task List page for further review and
action.
This section also displays a notification of how many alerts are available on the Alerts
page that has not been cleared by the user. The user can click on the Here hyperlink to
go to the Alerts page for further review and action.
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Recent Cases
The Recent Cases section displays the top 5 active cases that the user has worked on.
The user can click on the View button of each case listed to navigate directly to the
View/Edit case page.
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Introduction: The Profile stores demographic details about the user and allows the user to
update their information and manage their preferences.
The user can access their user profile by clicking the user name on the top right of the
portal, then clicking Profile.

When the user clicks Profile, the My Profile page opens.

On the My Profile page, the user can view and edit information in the following subsections: Demographics, Task Grid Preferences, Communication, Out of Office, and
Challenge Questions.
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After updating details in each sub-section, click the Save button at the bottom of the
User section to save any changes made.

Demographics
The Demographic sub-section displays the demographic information entered by the
administrator during the creation of the user in UNITY. The user can edit all fields in the
Demographic sub-section.

Add Photo
The user can add a photo to their user profile. To add a photo, click the Add icon in the
Demographics sub-section.

When the user clicks the Add icon, the Upload Photo page opens. The user can choose
a saved photo and click the Save Photo button.
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When the user clicks the Save Photo button, the user receives a confirmation message
that the photo is saved and the user returns to the My Profile page. The uploaded photo
displays in the demographic section.

The user has the option to view an enlarged image of the photo, view additional photos,
as well as add or remove the photo in the Demographics section.
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Reset Password
The user can reset the password in the Demographics sub-section. To reset the password,
click the Reset Password button.

When the user clicks the Reset Password button, the Reset My Password page opens.
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In the Current Password field, enter the current password. In the New Password field, enter
the new password. The new password must contain the following:
 Must be at least 8 characters long.
 Requires at least 2 numeric characters.
 Requires at least 2 characters that are upper case letters.
 Requires at least 2 characters that are lower case letters.
 Requires at least 2 characters that are symbols.
Note: If the password is missing a requirement, a red bar appears on the screen indicating
which of the password requirements is missing from the new password.
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Re-enter the new password in the Confirm Password field and click the Reset Password
button. The user receives a confirmation message that the password reset is successful
and the user returns to the My Profile page.

Task Grid Preferences
The Task Grid Preferences sub-section controls what columns the user sees in the Case
Tasks Grid for Travel, Transfer, and Return cases.

Note: It is recommended that ICJOs keep all options selected for their Task Grid. All
columns are deselected by default for JPS or JPO users and can be changed manually
here.

Communication
The Communication sub-section contains the user’s email and phone numbers. Users can
verify and update their contact details here.

UNITY sends email notifications based on the user’s preferences set up on their profile
page. To receive automated email alerts from UNITY, the Email Notifications field has to
be selected and the user’s email has to be successfully verified.
The user’s contact phone numbers and Email to Text field in this section are only for
reference purposes and will not be used by UNITY to send any notifications.
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Verify Email
The user is required to verify the entered email address to be able to receive email
notifications from UNITY.

When the user clicks the Verify Email button, the user receives a message that a
verification email was sent to the entered email address.

The user receives an email from UNITY that contains the email verification code.
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When the user clicks the URL hyperlink in the email, the user returns to UNITY and the Verify
Email page opens.

Note: If the user is not logged in at the time of verifying email, the login page is displayed.
After logging in, click on the URL hyperlink in the email again to return to Verify Email page
in UNITY.
Enter the Verification Code from the email and click the Save button.
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To return to the My Profile page, click the Return to My Profile button.

Out of Office
UNITY has an Out of Office feature where users can set out of office start time, end time,
and out-of-office contact user.
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After the user enters the date information and contact user fields, click the Out of Office
checkbox.

During the period the user is out of office, the user listed in the Out of Office Contact User
field receives the user’s case information. Notifications are also sent to the appropriate
UNITY users in the user’s zone structure.
Note: The Out of Office feature does not permanently reassign cases to the alternate
contact. When the end date passes, the out of office automatically turns off.

Challenge Questions
The user must set up challenge questions to be able to reset their password from the Login
page.
In the Challenge Questions sub-section, the user can click the New User Challenge
Question button to set up a new challenge question.

When the user clicks the New User Challenge Question button, the New User Challenge
Question page opens.
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The user can select a question from the Question dropdown and provide an answer in
the Answer field. The user can click the Save User Challenge Question to save the
challenge question.

To save the entered challenge question and enter a new question and answer, click the
Save User Challenge Question and Add New button.
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To return to the My Profile page, click the Return to User Profile button.

On the My Profile page, the Challenge Questions appear in the Challenge Questions
section.

To view the Challenge Question, click the View icon. When the user clicks the View icon,
the Edit User Challenge Question page opens.
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The user can edit the answer to the challenge question and click the Save User Challenge
Question button to save the change.

Click the Return to User Profile button to return to the My Profile page.
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To delete a challenge question, click the Delete icon in the Challenge Question subsection.

When the user clicks the Delete icon, the user receives a message to confirm deleting the
Challenge Question. To delete the Challenge Question, click the Yes button. To keep the
Challenge Question and return to the My Profile page, click the Cancel button.
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User Directory
Introduction: In this chapter, the User Directory module is discussed. In the User Directory
submodule, JPO & JPS users can view contact information for all users within their state.
A State ICJO user can view contact information for all users within their state as well as
State ICJO contacts from other states.

User Directory Module
The user can access the User Directory module in the Menu Bar. The User Directory
module has two submodules: Search UNITY Contacts and My Contacts.

Search UNITY Contacts
When the user selects the Search UNITY Contacts submodule, the Search UNITY Contacts
page opens.
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The Search UNITY Contacts page has two sections: User Search Criteria and User Search
Results.

User Search Criteria
In the User Search Criteria section, enter the search criteria and click the Search button
to search UNITY contacts.

The user can click the To My Contacts button to go to the My Contacts section.

User Search Results
When the user enters search criteria in the User Search Criteria section and clicks the
Search button, the search results display in the User Search Results section.
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To add the user to the My Contacts list, click the plus sign icon. This will allow each user
to maintain a personalized list of contacts from the My Contacts list for quick and easy
reference.

The plus sign icon changes to a minus sign icon when the contact is added to the My
Contacts list. Click the minus sign icon to remove the contact from the My Contacts list.

To view the details for the contact, click the View icon.

© 2021 Optimum Technology, Inc.

57

User Directory
When the user clicks the View icon, the View Contact page opens. This displays the user’s
demographic information as well as communication and out-of-office details.

To remove the contact from the My Contacts list, click the Remove Contact button.

To return to the Search UNITY Contacts page, click the Return to Search Contacts.

To return to the My Contacts page, click the Return to My Contacts button.
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My Contacts
When the user selects the My Contacts submodule from the Menu Bar, the My Contacts
page opens. The My Contacts page is a personalized list of contacts maintained by each
user and displays all contacts added by the user from the Search UNITY Contacts section.
If the user has contacts added to the My Contacts page, they can be accessed from
here for quick and easy directory reference.

If the user wants to remove any of the contacts from their My Contacts page, they can
click the minus icon.
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A shortcut to the My Contacts page is also available by clicking on the user name from
the top right dropdown menu on the Header bar.
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Task Lists
Introduction: In this chapter, the Task Lists module is discussed. The Master Task List
provides a quick overview of cases with pending required tasks that need action.

Master Task List
The Master Task List page shows a summary of all cases with pending required tasks that
need action along with due dates. This list also has shortcuts to easily access case and
juvenile detail pages.

For a JPO or a JPS user, all case tasks displayed in the Master Task List will be from within
the same zone as the logged-in user.
A zone is the unique structural mapping of a state’s JPS and JPO management and
juvenile supervision areas. A zone mapping can be based on Borough, County, District,
Parish, or other regional area groups. Each JPO and JPS user in UNITY is assigned to a zone
as per their state’s zone structure.
The Master Task List is focused only on cases with pending required tasks (displayed in
salmon color) that must be completed and does not list any optional tasks to be
completed. On viewing the case details page, additional tasks may be seen that include
required as well as optional tasks to be completed.
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The user can navigate to the Master Task List section from three locations in UNITY: Menu
Bar, Header Bar, and the Dashboard.
In the Menu Bar, the user can select the Master Task List submodule to go directly to the
Master Task List page.

A shortcut to the Master Task List page is also available by clicking on the user name from
the top right dropdown menu on the Header bar.

The user can also click on the hyperlink in the Master Task List section of the home page
dashboard to go directly to the Master Task List page.
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The Master Task List section on the home page dashboard shows a summary of the
number of cases within the user’s zone that have required tasks that are pending, along
with the total number of required tasks in all those cases that need action.
Note: When the user clicks on the Master Task List hyperlink from the home page
dashboard, the Master Task List page loads with the default filter criteria based on the
user’s role (JPO, JPS, or ICJO). The count displayed on the home page is based on all
required tasks pending within the user’s zone. For a JPO or a JPS user, this count may not
match on the Master Task List with the default filter as “Tasks Assigned to Me”, depending
on how many unassigned tasks remain within the zone. The different filter criteria
available in the Master Task List page is explained in the sections below

Master Task List Filter Criteria
In the Master Task List Filter Criteria section, the user can filter tasks based on role, case
type, sending/receiving state, and days remaining.

If the user selects specific filter criteria in the Master Task List Filter Criteria section, the
search results are refreshed in the Case Tasks section per the user’s selection.
The section below describes the filter criteria available to customize the Master Task List
grid view.
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All/My/Role Tasks Dropdown Filter
The following options are available in the Tasks filter:
1. All Tasks
This filter shows all active cases that have required pending tasks including the
tasks assigned to the logged-in user, or another user with the same role as the
logged-in user, or a group assignment to a generic role same as the logged-in
user. For a JPO or JPS user, all case tasks displayed in this list belong to the same
zone as the logged-in user.
2. Tasks Assigned to Me
This filter shows active cases that have required pending tasks specifically assigned
to the logged-in user with the user’s name appearing in the Assigned To column.
This is the default filter selection when a JPO or a JPS user views the Master Task List
page.
3. Unassigned Tasks in My Role in My Zone
This filter shows active cases with required pending tasks that have not been
assigned to a specific user in UNITY and are assigned to a generic role same as
the logged-in user’s role in the same zone.
For a JPS or a JPO user, the All/My/Role Tasks filter is defaulted to the “Tasks Assigned to
Me” filter to provide a focused list of tasks that require the user’s attention.

Case Type Filter
The following options are available in the Case Type filter:
1. All
This filter shows all active Travel, Transfer, or Return cases that have required
pending tasks to be completed.
2. Travel
This filter shows all active Travel cases that have required pending tasks to be
completed.
3. Transfer of Supervision
This filter shows all active Transfer cases that have required pending tasks to be
completed.
4. Return
This filter shows all active Return cases that have required pending tasks to be
completed.
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Sending/Receiving State Filter
The following options are available in the Sending/Receiving State filter:
1. All States
This filter shows all active cases from/to all states that have required pending tasks
to be completed.
2. State selection
This filter shows all active cases with the Sending or Receiving State matching the
state selected in this dropdown, that have required pending tasks to be
completed.

Days Remaining Filter
The following options are available in the Days Remaining filter:
1. All
This filter shows all active cases that have required pending tasks to be completed
with any due date that falls in the past, current, or in the future.
2. Overdue
This filter shows all active cases that have required pending tasks to be completed
with a due date that has already passed. These overdue tasks need the
immediate attention of the logged-in user.
3. Due Today
This filter shows all active cases that have required pending tasks to be completed
today.
4. Due Within 3 Days
This filter shows all active cases that have required pending tasks to be completed
within the next 3 days.
5. Due Within a Week
This filter shows all active cases that have required pending tasks to be completed
within the next 7 days or a week.
6. Due Within 30 Days
This filter shows all active cases that have required pending tasks to be completed
within the next 30 days.
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Case Tasks
In the Master Task List Case Tasks section, the case number, case type, sending state,
receiving state, and the juvenile name are displayed along with all required case tasks
that need action
The Case Tasks grid is grouped by cases and sorted by the due date in chronological
order. Cases with tasks that have the longest overdue dates in the past are listed on top
and cases with tasks that have the farthest due dates in the future are listed towards the
end of the list.
The columns displayed in the Case Task grid include the pending task name, Assigned To
User/Role, Zone assignment as well as Due Date. This view can be customized by clicking
on the Assigned To and Zone checkbox selections that can be turned on or off to display
the column detail in the Case Task grid. UNITY will remember these user selections and
display the Case Task grid according to the user’s preference during the next login.

To complete the assigned tasks, the user can click the Case Number hyperlink to go to
the Case page.

The user can click the Juvenile Name hyperlink in the Case Tasks section to go to the
Juvenile page.
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After the user completes the pending task, the task is removed from the Master Task List.
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Introduction: In this chapter, the Juvenile module of the UNITY System is discussed. This
chapter covers searching for a Juvenile who is already in the UNITY System as well as
adding a new Juvenile to the UNITY System.

Juvenile Search
The Search submodule is located in the left Menu bar.

When the user clicks Search in the Menu Bar, the Search Juveniles page opens.
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Juvenile Search Criteria
In the Juvenile Search Criteria section, the user can search for a current juvenile by last
name, first name, date of birth, state, sex, or race. The user can enter values in one or
more search criteria fields to search for the juvenile.

The Juvenile Search Results section displays 10 results by default. The user can sort any
column in the Juvenile Search Results section by clicking the double arrows.
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When the user enters information in the Juvenile Search Criteria section, the search results
are displayed in the Juvenile Search section.

The user can click the View icon to go to the Edit Juvenile page.

When the user clicks the View icon, the Edit Juvenile page opens.
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The user can review and edit the juvenile information from this page. Click the Save
Juvenile button to save any changes made on the Edit Juvenile page.

New Juvenile
The user can create a new juvenile in two locations in UNITY: Search and New Juvenile.
Note: Before creating a new juvenile, the user should use the Search Juvenile page to
ensure that the juvenile does not exist in UNITY to avoid duplicate entries of the same
juvenile in the system.
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To create a new juvenile in the Search submodule, click the New Juvenile button.

The user can also create a new juvenile by selecting New Juvenile in the Menu Bar.

On the New Juvenile page, the user must enter data in the required fields indicated by
salmon-colored fields
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If there is a possible match, it will appear in the Possible Matches section on the New
Juvenile page. The user can click the View icon to go to the View Juvenile page to check
if this juvenile already exists in the UNITY system.

If the user has confirmed that there are no matches and the new juvenile does not exist
in the UNITY system, the user can click the Create New Juvenile button to proceed.

The user will see a confirmation message that the new user is created.

Edit Juvenile
After the user clicks the Create New Juvenile button, the Edit Juvenile page opens.
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On the Edit Juvenile page, the user can complete the following sections:
 Demographics
 Scars, Marks, and Tattoos
 Social Media
 Current Resident
 Current Legal Guardianship
 Cases
Each one of the sections is explained below.
The user must minimally complete the required fields in the Demographics section for all
cases. Depending on the case type, the Case page will prompt the user to complete
additional required fields in the other Juvenile sections as part of the case steps.
After entering data on the Edit Juvenile page, the user should click the Save Juvenile
button to save all entered data. The user will see the blue Saving bar then the green
Saved bar after the data is saved.
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Demographics
In the Demographics section, the First Name, Last Name, Date of Birth, Sex, and Race are
auto-filled with the data entered on the New Juvenile page. The user can enter
additional data in demographics fields or edit auto-filled data in the required fields.
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The user can add a photo on the Edit Juvenile page. To add a photo, click the Add icon
in the Demographics sub-section.

When the user clicks the Add icon, the Upload Photo page opens. The user can choose
a saved photo and click the Save Photo button.

When the user clicks the Save Photo button, the user receives a confirmation message
that the photo is saved and the user returns to the My Profile page. The uploaded photo
displays in the demographic section.

© 2021 Optimum Technology, Inc.

76

Juvenile

The user can add more photos to the Demographics section by clicking the Add icon.

Scars, Marks, and Tattoos
In the Scars, Marks, and Tattoos section, the user can click the New Scar Mark Tattoo
button to add information.

On the New Juvenile Scar Mark Tattoo page, enter data in the required fields and click
the Save button.
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The user will see a confirmation message that the information is saved.
The user can enter a picture of the scar, mark, or tattoo on the Edit Juvenile Scar Mark
Tattoo page. To add a picture, click the Add icon.

When the user clicks the Add icon, the Upload Photo page opens. The user can choose
a saved photo and click the Save Photo button.

When the user clicks the Save Photo button, the user receives a confirmation message
that the photo is saved and the user returns to the Edit Juvenile Scar Mark Tattoo page.
The uploaded photo displays in the New Scar Mark Tattoo section.
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Click the Return to Juvenile button to return to the Edit Juvenile page.

The scar, mark, or tattoo displays in the New Scar Mark Tattoo section.
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The user can add more scars, marks, and tattoos by clicking the New Scar Mark Tattoo
button.
To delete a scar, mark, or tattoo, click the Delete icon.

When the user clicks the Delete icon, the user receives a message to confirm deleting the
scar, mark, or tattoo.
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To delete the scar, mark, or tattoo, click the Yes button. To keep the scar, mark, or tattoo
and return to the Edit Juvenile page, click the Cancel button.

Social Media
In the Social Media section, the user can click the New Social Media button to add
information.

When the user clicks the New Social Media button, the New Juvenile Social Media page
opens.
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On the New Juvenile Social Media page, enter data in the required fields and click the
Save button.

Click the Return to Juvenile button to return to the Edit Juvenile page.

The social media details display in the Social Media section.
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The user can add more social by clicking the New Social Media button.
To delete a social media entry, click the Delete icon.

When the user clicks the Delete icon, the user receives a message to confirm deleting the
social media entry.
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To delete the social media entry, click the Yes button. To keep the social media entry
and return to the Edit Juvenile page, click the Cancel button.

Current Residence
In the Current Residence section, the user can enter residence details such as
Relationship, Address, Phone Number, and Email.
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Note: If the user selects Residential Treatment Facility, Group Home, or Foster Home, an
additional Facility Name field appears.

Current Legal Guardianship
In the Current Legal Guardianship section, the user can enter the guardianship details
such as First Name, Last Name, Address, and Email.

If the current legal guardian is the same individual with the same address as entered in
the Current Residence section, the user can click the Copy Current Residence icon to
copy the information from the Current Residence section to the Current Legal
Guardianship section.

Note: If there is more than one legal guardian, the user should include the additional
guardian’s name and contact information in the Legal Guardian Notes Section.

© 2021 Optimum Technology, Inc.

85

Juvenile

Note: If the user selects Custodial Agency in the Legal Guardianship field, the Custodial
Agency Name appears.

Cases
In the Cases section, the user can enter a new case file or view current case information.
For a new juvenile, the Case section is blank.

For an existing juvenile, the Case section displays all current and past cases in UNITY. While
all users have visibility over the number of cases a juvenile may have in UNITY, not all users
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can view the case details page. To view the case details, the user must belong to either
the Sending or Receiving States associated with the case file. All other users can view
minimal information regarding the case such as the Case Number, Case Type, Sending /
Receiving state, and Date Opened / Closed from the Cases section.
Note: States that are not a party to the case cannot view the case details.
To create a new case, click the New Case File button. When the user clicks the New
Case File button, the New Case File page opens. The user then follows the steps to
create a new case for this juvenile.
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Introduction: In this chapter, the Case module is discussed. In the Case module, the user
can search for all cases in UNITY.
The user can access the Case module from the Menu Bar. To search for juvenile cases,
select the Search submodule.

Case Search
When the user selects the Search submodule in the Menu Bar, the Search page opens.

The Search page has two sections: Case Search Criteria and Case Search Results.

Case Search Criteria
In the Case Search Criteria section, the user can enter the Case Status, Case Type,
Sending State, Receiving State, and/or Case Number and click the Search button.
© 2021 Optimum Technology, Inc.

88

Case

The search results display in the Case Search Results section.

Case Search Results
By default, the Case Search Results page displays the cases in UNITY in reverse
chronological order of Case Opened date.
When the user enters search criteria in the Case Search Criteria section and clicks the
Search button, the matching search results are displayed in the Case Search Results
section.
To view the case, click the View button.
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When the user clicks the View button, the View Case page opens.

Note: The user can only view cases where their state is either the Sending or Receiving
State on the case. The View Case page will not show any details if a case belonging to
a different state is selected.
If the user is not authorized to view the details of a case, an appropriate message is
displayed.
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New Case
The user can create a new case by selecting the New Case File button in the Cases
section of the Edit Juvenile page.

After the user clicks the New Case File button, the New Case File page opens.

The user can select the type of new case with the Case Type selector. The user can
create three types of case files in UNITY: Travel, Transfer of Supervision (TOS), and Return.
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The creation of a Travel, TOS, or Return case in UNITY follows a unique set of steps and is
customized based on the user’s inputs. The selection of the case type determines which
fields the user is required to enter to create a new case.

Edit Case
After the user completes the initial case creation steps, the Edit Case page opens. The
Edit Case page is common for all the Case Types and has two sections: Case File and
Case Tasks.

Case File
The Case File section is common for all case types. The name of this section is prefixed
with the Case Type. For example, if you open a Travel Case, the section name is displayed
as Travel Permit Case File.
The Case File section includes the information entered during the creation of the juvenile
and case communications. The sub-sections include:
 Juvenile Profile Summary
 Case Profile
 Case Communications
 Case Documents
 Case Notes

© 2021 Optimum Technology, Inc.

92

Case

By default, the sub-sections of the Case File sections are collapsed. Click the arrow to
expand and review each of the sections.

Juvenile Profile Summary
The Juvenile Profile Summary sub-section displays the demographic information entered
on the Edit Juvenile page. Click the Edit Juvenile icon to go to the Edit Juvenile page.
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The user can review and update juvenile information from the Edit Juvenile page.

Click on the Save Juvenile button to save all changes and click the browser’s Back button
to return to the Edit Case File page.

Case Profile
The Case Profile sub-section displays the Case Type, Sending State, and Receiving State
entered on the New Case File page.
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The user can select the Receiving State Officer Assigned User from the dropdown and
can enter the Receiving State Court Case File Number in the textbox. The Sending State
user can also click the checkbox if the Sending State wishes to return authority to approve
Travel Permits.

Case Communications
The Case Communications sub-section displays a summary of all sent and received casespecific messages, and allows the user to send a new message about the case.
By default, both the Sending State and Receiving State do not allow communication
across states for JPOs and JPSs. JPOs and JPSs will only see messages from users within
their state agency. ICJOs are always able to see messages from the other State ICJOs.

If the Sending State ICJO Approves Interstate Communication option is selected, the
Sending State allows interstate communication for JPOs and JPSs. For this to be a twoway communication, the Receiving State ICJO must also allow JPO/JPS interstate
communication.

© 2021 Optimum Technology, Inc.

95

Case

When the Receiving State ICJO edits the case, the Receiving State Approves Interstate
Communication option is available for selection.
If the Receiving State Approves Interstate Communication is clicked, the Receiving State
allows interstate communication for JPOs and JPSs.
If both options are clicked, both the Sending State and Receiving State allow interstate
communications for JPOs and JPSs. The JPOs and JPSs will see messages from both the
Sending State and the Receiving State.

To send a message to another agency contact, enter the message, and click the Save
button.
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When the user clicks the Save button, the message displays above.

The user can tag another user by clicking the Attention To icon. When the user clicks the
Attention To icon, in the top right corner of a message, a window displaying available
users opens. The dropdown displays the following types of users:
 ICJOs in the Sending State
 ICJOs in the Receiving State
 Any user that is assigned to a task in the case
 Any user that completed a task in the case
 Any user that performs an action (accept, reject, upload, and/or save) in the case
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Select the user to tag the user in the message.

If the tagged user’s email address is verified in the My Profile section, the tagged user
receives an email notification.

Click the Expand/Collapse icon in the Case Communications section to show all
messages.

Click the Refresh button to refresh the messages in the Case Communication section.
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Case Documents
To upload a document to the case file, expand the Case Documents section and click
the New Document button.

The Edit Document Storage page opens. Locate the document to upload and click the
Save Document Storage button.

The uploaded document will appear in the Case Documents sub-section on the Edit
Case File page.
The user can view All documents in the Case Documents section or filter the documents
based on the following:
 Documents available under Case Tasks groups
 Sending State Documents
 Receiving State Documents
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Users that uploaded documents

If there are no documents, the filter does not display anything.

Case Notes
The Case Notes displays the notes entered by the user. The user can click the Expander
to expand the Case Notes textbox.

Save Case
The user can click the Save Case File button to save changes made in the Travel Permit
Case File section.
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Case Tasks
The Case Tasks section allows the user to complete the sections that pertain to the case.
The first and last name of the juvenile is always visible in the blue section header of the
Case Tasks section.
The common elements of the Case Tasks section are explained in this section. The case
type-specific elements of the Case Tasks section are explained in the respective Travel,
TOS, and Return manuals. The Case Tasks section contains the following:
1. Case Tasks Column Selector
2. Case Tasks Grid
3. Events List

Column Selection
The user can choose to include or exclude certain details in the Case Tasks grid by
selecting appropriate column selections in the Case Tasks section.

The Case Tasks grid displays the Task Name and Completed Date columns by default.
The Assigned To, Zone, and Completed By are optional columns that the user can choose
to include in the Case Task grid. To add Assigned To, Zone, and/or Completed By columns
to the Case Tasks grid, click the appropriate selections in the Case Tasks Column Selector.
After the user selects the columns in the Case Tasks Column Selector, the same columns
appear in all Case Tasks grids each time the user logs in.
The user can also set the default column preferences on the Edit Profile page.
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Task Grid
The Case Task grid lists all the workflow tasks specific to this case.

Task Header
Case tasks are logically grouped together in the Case Tasks section. The blue bar with a
folder icon in the Task header that groups a set of tasks. Tasks grouped within a Task
header can be compared to files kept within a folder.

The Task Header contains a collective name and completion date for this group of tasks.
Depending on the Column selections chosen by the user, the default Assigned To and
Zone information is also displayed.
The user can add other pertinent documents to this group of tasks by clicking the Add
(+) icon in the top right corner of the Task Header.

Task List
A list of tasks to be completed is displayed under each Task Header. There could be one
or more tasks under each Task Header.
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The first column in the Task Grid displays the abbreviation of the state (example: IL) that
is responsible for the completion of this task.
The Task column in the Task grid displays the task name. A required task row is shaded in
salmon color to indicate that the task must be completed by the State. An optional task
may also be listed under the same Task Header.
The Assigned To column displays the user to whom this task is assigned to. Tasks could be
assigned to a generic user group/role, which can then be reassigned to a specific user
by clicking on the Edit icon next to the Assigned To user/group name.
The Zone column displays the zone that the task is assigned. Some tasks may not have a
zone assignment and will be blank in which case a State ICJO user can update this task.
A specific zone could be assigned to this task by clicking on the Edit icon and selecting
a zone.
The Completed By column shows the name of the user that completed this task. When
the task is not completed, this column value is blank.
The Completed Date column shows the completed date or the completion due date.
When a task is yet to be completed, it shows the completion due date and a countdown
of the number of days left to complete the task. When a task is not completed before
the due date, the Completed Date shows Overdue and the number of days it has been
overdue. When the user completes a task, the Completed Date column will have the
actual date of completion of this task.

Task Types
There are different types of tasks and each one of them has specific functions associated
with it.
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Data Entry Tasks
Data entry tasks are the tasks where user input is required. Examples of data entry tasks
include Travel Information or Court Case Information.

Users can click on the plus icon of data entry tasks to open the relevant section with input
fields.

The salmon-colored fields with a pink halo indicate required fields. The user must enter
data in these fields if not already present. Once the user has entered data in a required
field and tabs out, the salmon-colored background disappears and the pink halo
remains to indicate the required criteria of these fields.
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UNITY pre-fills data in the fields where the relevant information was previously entered by
the user and is readily available and relevant in this scenario. Users can then review all
the details and update information if required before saving the data entry task.
Once the user enters data in all fields and clicks the Save button of the section, the data
entry section automatically closes and the salmon color around the task line disappears
and becomes white.

A green checkmark appears next to the task line to indicate this task is completed. The
Completed By and Completed Date indicate the user who completed the task and the
date when it was completed.
An edit icon appears in the task line to allow users to edit the task details as long as the
case has not been submitted to the other state.

Generate Tasks
Generate tasks are the tasks where the user can click a button to generate a completed
Form PDF file using the input data provided in UNITY. Examples of Generate tasks include
Generate Form VII or Generate Travel Plan.

Click the Printer icon to generate the form indicated in the Task Name.
While the form is generating, a gear icon is displayed to indicate form generated is in
progress.
Once form generation is complete, a green checkmark appears next to the task name
and two additional icons appear next to the printer icon.

The user can view the generated document by clicking the arrow icon.
The user can email the generated document by clicking the Email icon.
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Upload Tasks
Upload tasks are the tasks where a signed form or scanned document could be
uploaded to the task. Examples of Upload tasks include Upload Signed Form VII.

The user can click on the Upload Document icon to open the Document Upload section,
where a file can be selected from your computer to upload.
Once the file has been uploaded, additional options are presented in the Upload task.

The user can choose to upload another scanned document, erase the last uploaded
document, and view or email the uploaded document.

Action Tasks
Action tasks are the tasks where the user can approve or reject a task either to submit up
to the JPS/ICJO or to submit to the other State. Examples of action tasks include Submit
to Supervisor, or Submit to Receiving State, etc.

When the user clicks on the green thumbs-up icon, the Approval Comment box opens
where the user can optionally add a note.

Click the Approve button to move to the next task step. For example, a JPO approves a
task and sends it to the JPS. When a JPS opens the case, the JPS user can approve or
deny the task step. The green thumbs-up icon approves the task step and sends it to the
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ICJO. The red deny button sends it back to the JPO for corrections. The JPS can add a
comment or reason for an approval or rejection action.

After the JPS approves the task, the next task appears for the ICJO who in turn approves
to send the case to the Receiving State.

The Task Grid guides the user through each step of the data entry, generate, upload,
action steps of the case. After each task line item is completed, the next logical step
appears in the Task Grid. The task steps are designed to follow the Case workflow rules.

Read-Only Tasks
Once the case has been sent to the Receiving State, all the Sending State task steps are
collapsed and become read-only. This is indicated by the Eye icon as shown below.

Clicking on the Eye icon allows the user to view a read-only view of the task details for
future reference.

Events List
The Events List consists of Sending State Events and Receiving State Events. Each list
contains a menu of options to create an event relevant to each Case Type. The list of
events presented to the user is conditional and will depend on the current workflow step
of the case.
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Choose the event from the list and click on Create Event. This will create a new Task
Header with one or more new tasks in the task group.

Email Case Files
The user can click on the email icon in the Case Tasks grid.

A popup box opens with a default template appears.
The user can enter an email address in the Address to Mail Document to field, edit the
Subject and/or Body of the Email. The user can select one or more case documents listed
to attach in the email. To send a copy of this email to the user’s email address, select the
“Copy Me” checkbox. This requires a verified email address in the User Profile page of
the logged-in user. Click the OK button to send the email.
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Download Case Files
The user can click on the Download all Files icon in the Case Tasks grid to download all
case files to their computer.
.

A compressed zip file is downloaded and saved on the computer including all
documents about this case.
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