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Introduction

What is JUST Connect?

JUST Connect is a consolidated scheduling system for the Department of Justice, providing a
cloud-hosted web interface for agency staff as well as public users to manage bookings.

The system will allow authorised users to create and manage video, phone or in-person
appointments, including:

o Correctional Assessments

e Correctional Meetings

e Court appointments

¢ Mandatory Case Conferences

e Professional and Appearances (initiated by ODPP)

o Peer-to-peer appointments (inter-agency and intra-agency appointments)

What services are available through JUST Connect?

Through the JUST Connect system, users will be able to perform a range of tasks, depending on
their profile. These tasks may include:

e View schedules and calendars

e Create appointments

¢ Allocating attendees to appointments

e Accept or decline bookings

¢ Marking appointments as did not occur

e Editing bookings

e Cancel bookings

o Generate reports

e Manage accounts and access

e Access support materials

Accessing JUST Connect
JUST Connect is a web based system accessed here:

https://justconnect.justice.nsw.gov.au

JUST Connect User Guide July 2019 Page 6 of 124
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https://justconnect.justice.nsw.gov.au/

Browser requirements

To get the best performance from this site you will need to use the following browsers:

e Google Chrome v56 or above
e Internet Explorer v11

Refer to the images below for assistance in checking your browser version.

Google Chrome

1. Click on Google Chrome button
2. Select Help

3. Select About Google Chrome

4. Displays Version number

About

G Google Chrome

A web browser built for speed, simplicity, and security

Get help with using Chrome

| Version 56.0.2024.87 (64-bit) | 0

B Updates are disabled by your administrator,

Report an issue

About Google Chrome a

Help center

Report an issue...

lall= i 3
MNew tab Crl+T
New window Ctrl+
New incognite window Ctrl+Shift+
Histary »

Downloads Ctrl+

Bookmarks 4
Zoom - 100%  + -

Print... Ctrl+P
Cast...
Find... Ctrl+F

Mare tools 4

Edit Cut Copy Paste
Settings

e .

Exit Ctrl+Shift+Q

Internet Explorer:

1. Click on Tools icon
2. Select About Internet Explorer
3. Displays Version number.

Internet

e Explorer11

v : 11.0.9600.18097
aTe TersoTE T Y (K. )}
Product ID: 00150-20000-0000: 459

'&' Install new versions automatically

@ 2013 Microsoft Corporation. All rights reserved.

Close

@
L] gﬁ

Print

File

Zoom (100%)
Safety

View downloads Ctrl+]
Manage add-ons
F12 developer tools

Go to pinned sites

Internet options

I About Internet Explorer I
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Roles and Permissions

All JUST Connect users will be assigned a role and permissions. Please refer to the tables below

for an overview.

JUST Connect Roles

Assigned to Position

System Administrator

The Support Team who manage all JUST Connect accounts.

Agency Administrator

Manages users and rooms for all locations within their agency. This includes
creating new locations.

Location(s) Manager

Manages users, allocating locations and roles for any user within their agency at
their specific location.

Agency Staff

All staff using JUST Connect within the agency. This is usually administrative
team members that provide assistance to an Agency Professional.

Agency Staff will also get a view of the rooms at their location, including own
device appointments.

Agency Professional

All professionals working for an agency and that will be an attendee to the AVL
booking, for example a legal aid lawyer.
Agency Professionals will get a view of their own calendar and appointments, as

well as appointments they have created on behalf of others in their Appointment
List

Guest Professional

Private lawyers or medical professionals Do not have access to make or
manage their own appointments in JUST Connect but have been registered as
‘guests’ to allow them to be added to appointments by other users, and to allow
them to receive notifications.

Note: These users can only be created by the CS Support Team personnel.

What permission do | have?

This guide has been developed for Agency Staff and Agency Professionals.

Location Managers and Agency Administrators should refer to the Locations and Agency
Administrators Guide, located on the JUST Connect Support page, for more information on roles

and permissions.

JUST Connect User Guide
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Registration and Log on

Register for JUST Connect

Agency and Legal Aid staff who previously had access to VCSS will automatically be registered for
JUST Connect. New users can be added to the system by contact the AVL call centre. Refer to the
Support section of this guide for details.

Non-registered users or guest attendees

A non-registered user or guest attendee can be added to an appointment and will receive
notifications for the appointment; however they cannot access the JUST Connect system
themselves to create or edit the appointment.

Log on and Password information
The JUST Connect system requires users to enter a username and password:

e Agency users and Legal Aid staff: will have a single login; i.e. when they log into their
network, they will automatically be logged into JUST Connect. If a timeout or log out occurs,
agency staff can use their work email address for their username and their normal network
password

¢ Non-agency users: use their registered email address and the password provided (non-
agency users must re-set this password on their first login).

e Non-agency users have three attempts to log into JUST Connect. If the user fails three
times to login, they will be locked out for a period of 30 minutes, or until their account is
unlocked by JUST Connect support. This will not change your password.

e When any user logs into JUST Connect (or opens JUST Connect for the first time), they will
need to read, and then accept the Term & Conditions for using the JUST Connect system

%]

JUST Connect TERMS & CONDITIONS OF USE
and CONFIDENTIALITY UNDERTAKING

I understand that during the course of my employment | may become
aware of information held in JUST Connect that, by its very nature, is
personal, sensitive or confidential

I acknowledge that disclosure of such information (either verbally or in
writing) is governed by legislation, policies and a Memorandum of
Understanding agreed by my organisation and the Department of
Justice

| therefore undertake:

1. To abide by these terms of use and any usage policies of the
Department of Justice as may be issued from time to time.

inue. | hereby: agree to the
itions of use and AGREE AND CONTINUE

JUST Connect User Guide July 2019 Page 9 of 124
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Re-set passwords

e Agency Users — as the password is the same as their network password, they will need to
contact the normal IT support within their agency.

¢ Non-agency Users — can reset their own password by clicking ‘Forgotten your password’
from the login screen. This will redirect the user to the reset password screen. The
information on how to re-set their password is sent to their registered email address; they
will need to follow the instructions in the email to re-set their password.

Reset Password

wWe'll email you instructions on how to reset your password.

Email

RESET PASSWORD

JUST Connect User Guide July 2019 Page 10 of 124
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JUST Connect page overview

Home page

When a user has logged into JUST Connect, they will first land on the home page (dashboard) as

per the image at the bottom of this page.

From this screen, a user can:

e View upcoming appointments (today and tomorrow)

e View appointments needing attention
e Create an appointment (via Create Appointment button)
e View Schedule (via View Schedule button)

In addition, users can:

o Return to the home screen at any stage by clicking ‘Home’

e Access their schedules at the top of the screen

¢ View contact details for relevant locations, including location addresses and map

e Sign out of JUST Connect

Note that different user types may view all or some of the options listed above.

;‘j‘é!; NSW Home Schedules Contacte  Support

Legal Aid NSW

Welcome to JUST

Connect Kim Fletcher

e m

TODAY

TOMORROW

PPOINTMENTS NEEDING ATTENTIO

Pending: REILLY, Colin - John Moror

Pending: GREEN. Brett - John

Terms & Conditions ¥ Kim Fletcher KF

Morony CC

JUST Connect User Guide
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View Schedule

Users can view both their future and past appointments from their Schedule. Schedules can be
viewed in three ways:

1. Appointment List
2. Day
3. Week

Appointment List

The Appointment List view is the most detailed view. From this page a user can view:

e Scheduled appointments
e Cancelled appointments
e Appointments that did not occur
e Appointments that were declined

This view will default to the current day; however a user can change the displayed date using the
arrows at the top of the page, or by clicking a date in the calendar on the left of the screen.

Depending on the user, they may also have the option to select different locations where
appointments are scheduled; this can be done by selecting the radio button beside the location on
the left of the screen. By default, the first location in the list will display automatically.

Day view

The day view will display all appointments scheduled for the current day. The displayed date can
be changed using the arrows at the top of the screen, or by selecting a date from the calendar.
Depending on the user’s profile, alternate locations may also be selected from the list below the
calendar.

To view an appointment in more detail, select the appointment from the calendar.

Week view

The week view will display all appointments scheduled for the current week, with the week always
starting on a Monday. The displayed week can be changed using the arrows at the top of the
screen, or by selecting a date from the calendar.

To view an appointment in more detail, select the appointment from the calendar.
Depending on the user’s profile:

e Alternate locations may be selected from the list below the month calendar (where

applicable)
e The Week view will look different for different user types — see below for various user
examples.
JUST Connect User Guide July 2019 Page 12 of 124
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Legal Aid AVL Officer Schedule examples

Appointment List

Wik NSw

Welcome to JUST Connect

Appointment List

Day
Week
SEPTEMBER 2017 <
MoT T F s
28 29 30 3| 1 2

LOCATION AVL

Sydney Legal Aid

Bathurst

Bondi Legal Aid

Broadway CRC

Broken Hill

Cesznock CC 250 bed max

DOOOO0O®

Cacenark ©F minimim

Day View

Wik NSW

Welcome to JUST Connect

Appointment List

Day
Week

SEPTEMBER 2017 <
M T V T F
28 29 30 3N 1 2

18 19 20 21 22 23

25 26 27 26 29 30

LOCATION AVL

(®) syciney Legal Aid
Bathurst
Bondi Legal Aid

Broadway CRC

Broken Hill

O
O
O
O
O

Cessnock GC 250 bed max

Home

Schedule:  Contact:  Support

Sydney Legal Aid

Monday, September 18

Scheduled (4)

Q@ sas5am 2 GREEN, Brett
@ 10:00 am 2 GREEN, Brett
@ meoam 2. GREEN, Brett

2. sIMS, Dwayne

Scheduled - Own Device (0)

Cancelled (1)

2 SIMS, Dwayne

12:00 pm

Did not occur (0)

Declined (0)
Home Schedules Contacts

Sydney Legal Aid

Monday, September 18

Suite

RM.110

Suite

RM.2.10

Suite

RM21

Suite

RM.212

Suite

RM.3.01

TODAY

MIN 580102

MIN 123456

MIN 123456

MIN 3456789

MIN 3456789

Support

02:40 pm

ToDAY

John Morony CC

John Morony CC

John Morony CC

John Morany CC

< >
0250 pm 03:00 pm
(]

Correctional Meeting (Video)

Correctional Meeting (Video)

Correctional Meeting (Video)

Correctional Mesting (Video)

Correctional Meeting (Video)

03:10 pm 03:20 pm

Terms & Conditions

L CREATE APPOINTMENT

@ tcon Glossary

2 BoYD, David +2

& BOYD, David +5

ZAKAI Muhammad uma,

2, BovD, David 1

2 BovD, David

Terms & Conditions ¥ Kim Fletcher

®

con Glossary

03:30 pm 03:40 pm 03:50 pm

REILLY, Colin - John Mereny CC

@ 03:30 pm - 04:00 pm
BOYD. David

RM210

RM2.11

RM2.11, RM2.10

RM210

Suite no langer

~ Kim Fletcher KF

avail (]

KF

CREATE APPOINTMENT

04:00 pm

04 >

JUST Connect User Guide
Document Version 1.5

July 2019

Page 13 of 124



Week view

You will be able to view all appointments at the locations attached to your profile, whether or not
they’ve been made by yourself.

A NSW
Welcome to JUST Connect

Appointment List

Day

Week

SEPTEMBER 2017 < >
S - -

28 29 30 12 03

18 19 20 21 22 23 24

25 26 27 28 29 30 1

LOCATION AVL
(®) sydney Legal aid
Bathurst

Bondi Legal Aid

Broadway CRC

ONONONO)

Broken Hill

Home

Schedules  Contacts  Support
Sydney Legal Aid
18 - 24 Sep 2017
MONDAY 18
RM.110
08:45GREEN,
11:00 GREEN,
RM.210 O1:00GREEN
02:3C5IMS,
10:00GREEN
00 GREEN
RM.2M
RM.212

TODAY < >
TUESDAY 19 WEDNESDAY 20
OT:00GREEN.
O1:00GREEN, 02115 GREEN,
03:3CGREEN,
O1:00GREEN, 04:15GREEN,

THURSDAY 21

09:45GREEN,

Terms & Conditions

~ Kim Flstcher K F

(@) icon Glossary CREATE APPOINTMENT

FRIDAY 22

10:45GREEN,

SATURDAY 23 SUNDAY 24

10:45GREEN,

JUST Connect User Guide

Document Version 1.5
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Corrective Services Officer Schedule examples

Correctives Appointment List

Please note the Print icon at the top of the screen, which allows you to print the Appointment list.

;m NSW Home  Schedules  Account  Contacts ~ Keith Trubridge KT
Welcome to JUST Connect LB T =S ; o
- TODAY < > (1) Icon Gloszary CREATE APPOINTMENT
Wednesday, April 04
Appointment List Court (3) Q
Day - - -
Time % Name & MIN/CIMS Court Name % Courtroom Wait Time Appearance
Week
230pm A GREEN, Brett MIN 600218 Central Court -Smins ~ -
APRIL 2018 < >
Zz45pm L GREEN, Brett MIN 559914 Sutherland Court -5 mins - =
26 27 28 29 3 1 e EEE 26 /B et MIN 318830  Central Court -5mins -
2 3 4 5 6 7 8
9 W M 12 13 1 s
% 17 18 19 20 2 22 Court - Cancelled (1)
23 24 25 26 27 28 29
30 1 2 3 4 5 6 Time Name MIN/CIMS Reason Owner
530 am 2 REILLY, Colin CrT 2 PINACOLADA, Carla +1 [
Professional (8)
Time Name MIN/CIMS Room Owner
hd ® nasanm & GREEN, Brett M.2.01 & BOYD, David
2:00 pm = GREEN, Brett John Moreny CC - Phone and Video ( & BOYD, David +3
@® 1235 prr = GREEN, Brett MIN 123456 John Morony CC - Phone and Video ( o ODPP+3
® 130pm 2 GREEN, Brett MIN 123456 John Morony €€ - Phene and 2 BOYD, David

® 300pm

® 430pm

® e00pm

REILLY, Colin

GREEN, Brett

REILLY, Colin

GREEN, Brett

Professional - Cancelled (2)

Time

9:00 am

® s30am

Family (5)

Time

@ 1045 8m
00 am
® n3cam
® n4sem

Name

& GREEN, Brett

Name

GREEN, Brett

GREEN, Brett

GREEN, Brett

GREEN, Brett

GREEN, Brett

Family - Cancelled (2)

Time

© 1230 pm

@ 200pm
P

Name

= GREEN, Brett

2 GREEN, Brett

M0l

MIN 123456

MIN 123456 M102

MIN/CIMS Reason

MIN 123456 suite no longer available

Equipment Failure

MIN/CIMS Room

Morony CC - Phone and

Morony CC - Phone and

MIN 123456 Jehn Morony CC - P
MIN 123456 John Morony CC - Phone and V
MIN 123456 John Morony CC - Phone and Vide
MIN/CIMS. Reason

MIN 123456 Equipment Failure

MIN 123456 Equipment Failurs

orony CC - Phone and Video (

-
2, BOYD, David

& coPP 15

& BOYD, David

& BOYD, David +4

Owner

2 BOYD, David (]

& BOYD, David +3 (]

Owner

2 FAMILY, Alison

2% SURNAME, Temp +1

&% GURU, Guru
z

&% GURU, Guru

% SURNAME, Temp 2

Owner
2

2% REID, Jackie

2% SURNAME, Temp

JUST Connect User Guide
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Day view
Wik NSwW

Welcome to JUST Connect

Appointment List

Day

Week

SEPTEMBER 2017 <
MoT T F s
28 29 30 3 1 2
4 s 6 7 8 9
m o2 13 14 15 16
18 19 20 21 22 23
25 26 27 28 29 30

LOCATION AVL

@ John Morony CC
O
O

Cessnock CC 250 bed max

Cessnock CC minimum

security

Week view

Home  Schedules  Contacts  Suppert

John Marony CC
Monday, September
18

TODAY < >

< 11:00 am 110 am

Suite

JML01

GREEN, Brett - John Moron

Suite
M102 ® m00am-12:00pm
2 zakal Muhammad um

Suite
JM103

Suite

John Morony CC -
Phone and Video
(Mixed) Room

Suite

Terms & Conditions v Keith Trubridge KT

@ e
11:20 am 11:30 am 11:40 am 11:50 am 12:00 pm 1210 pm 12:20 p >
L]
cc REILLY
® =
ir 2w
or —

Local Court - GREEN, Brett

® 1215pm - 12:45 pm
S, PINACOLADA, Carla

You can view all your own appointments at your nominated location. These appointments have
been split into appointment types; Court, Family & Friends, and Professional appointments.

Wik NSW

Welcome to JUST Connect

Appointment List

Day

Week

SEPTEMBER 2017 <
MoT T F s
28 29 30 3 1 2
4 5 6 7 8 9
no12z 13 14 15 16
B 19 20 2 22 23
25 26 27 28 29 30

LOCATION AVL

@ John Morony CC
O
O

Cessnock CC 250 bed max

Cessnock CC minimum

security

Home Schedules Contacts Support Terms & Conditions v Keith Trubridge KT
John Marony CC
TODAY < > @ Icen Glossary CREATE APPOINTMENT
18 - 24 Sep 2017
MONDAY 13 TUESDAY 19 WEDNESDAY 20 THURSDAY 21 FRIDAY 22 SATURDAY 23 SUNDAY 24
Court Court Court Court Court Court Court
2:15 ... Local Co. N/A N/A N/A N/A N/A N/A
Family Family Family Family Family Family Family
N/A 01:00. N/A N/A N/A 0215 GREEN N/A
| Professional Professional i I i |
08:45. GREEN, 01:00. 09:45.. GREEN. 09:45, 0:45 0:45.. GREEN, N/A
0:00 GREEN. 115 a.. GREEN.
00 GREEN, o115 GREEN,
2:30 .. REILLY 0215 .. GREEN
0100 GREEN, 03:30.. GREEN,
02:30.. SIMS, D... 04/15.. GREEN,

JUST Connect User Guide
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Legal Aid Lawyer Schedule examples

Appointment List

Welcome to JUST Connect

Appointment List

Day

() Guest own Device

eal aid

< >

2 3

9 10

% 7

25 24

o 3
—

() Parramatta Legal Aid

Day view

Wik NSW

Welcome to JUST Connect

Appointment List

Day

Week

SEPTEMBER 2017

B 19 20 20

25 26 27 28

23

30

Wednesday, December 06

Sydney Legal Aid

Scheduled (5)

& GREEN, Brett MIN 123456

2. GREEN, Brett

2. GREEN, Brett MIN

- GREEN, Brett MIN 12

2 GREEN, Brett

Scheduled - In Person (1)

2. GREEN, Brett

View appointments for a
specific location

Home  Scheclulez  Contact:  Support

Monday, September

18

08:00 am

09:00 am

10:00 am

11:00 am

12:00 pm

01:00 pm

02:00 pm

03:00 pm

04:00 pm

05:00 pm

| v GREEN, Brett - John Morony CC

| O+ GREEN, Brett - John Morony CC

TODAY

John Moron:

08:45 am - 0915 am

10:00 am - 10:30 am

Correctional Meeting (Phone)

Correctional Meeting (Video!

Correctional Meeting (Video

Meeting (Video)

Court (Video)

ectional Meeting (in perzon

@ Sydney Legal Aid

@ Sydney Legal Aid

BOYD, David +2

BOYD, David

& 80OYD, David

BOYD, David +3

.
an

WALKER, Esme +3

BOYD, David

RM 21

0o}

RM2.10

RM210

JM201

Terms & Conditions ¥ David Boyd DB

(@) 1con Glossary CREATE APPOINTMENT

N, Brett - John Morony CC

| O+ GREEN, Brett - John Morony CC

| Ov  SIMS, Dwayne - John Moreny CC

(¢]

(¢]

11200 am - 1200 pm

01:00 pm - 01:30 pm

02:30 pm - 03:00 pm

@ Sydney Legal Aid

@ Sydney Legal Aid

@ Ssydney Legal Aid
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Week view

You can view all your own appointments at your nominated location.

"
iﬁ’d‘ NSW Home  Schedules  Contacts  Support Terms & Conditions v David Boyd DB

et | 18-24Sep2017 [\ [T R

Appointment List

MONDAY 18 TUESDAY 19 WEDNESDAY 20 THURSDAY 21 FRIDAY 22 SATURDAY 23 SUNDAY 24

Day 08:00 am
Week

0800em | GREEN,Brett- or
SEPTEMBER 2017 < >

1000am GREEN, Brett - ov GREEN, Brett - ov
1T T GREEN, Bre or
2 29 30 12 03

1:00 am GREEN, Brett - 0w GREEN, Brett - ow
A GREEN, Brett -

Q Sydneyleg o

12:00 pm
25 26 27 28 29 30 1
2 4 s 7
01:00 pm
GREEN, Bre 6w GREEN, Brett -. ov
GREEN, Brett - ov
02:00 pm
GREEN, Brett - ov
SIMS, Dway Ov
03:00 pm
GR ov
04:00 pm

GRI ov

Contacts

The Contacts page will display the contact information for each agency and Legal Aid location
within NSW. Contact details include the Agency type, address and phone number.

Use the search bar at the top of the screen to find an agency or Legal Aid office, and once selected
from the list, their address will then display in the map on the right of the screen.

;h""]; NSW Home  Schedule:  Account Contact:  Support  Manage

" Locatlon Detalls

Sydney Central Court House

8 Liverpool Strest, SYDNEY 2000, NSW Paint.

Sydney Central Court House

Sydney Legal Ald ! Rozelle

50 Bhillp Street, Sydney 2000, NSW The Sisyansy SR ShAn ey - ocsu

— i arling nw”v ¥

fe P
@ Capitol Theatre

y H

Sydney West Trial Courts

LOT 1 Gecrge Street, Parramatta 2150, NSW [

Gougler0
Taree &
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Appointments Overview

A person in-custody is either an adult inmate (at Correctional Services) or a detainee (at Juvenile
Justice). A ‘Professional’ includes for example, legal practitioners and medical practitioners.

Professional Appointments with a person in-custody
Professional Appointments in the JUST Connect system has several Appointment types:

e Correctional Meeting

e Correctional Assessment

¢ Family and Friend (Corrective services only)

e Peerto peer

¢ Mandatory Case Conference (ODPP and Legal Aid)
¢ Professional and Appearances (ODPP only)

Court Appointments
Appointments in the JUST Connect system use five Appointment types:

e Correctional Meeting

e Correctional Assessment
o Court

e Family and Friend

e Peer to peer

Peer to peer Appointments

Peer-to-peer appointments can be made within an agency (intra-agency) or with any other agency
(inter-agency) at any time of the day within the agencies specified time frames. These may be for
the purpose of Meetings, Interviews or Training.

Appointments requested at short notice

All appointments created to connect with a person in-custody made before 3pm the day prior to the
appointment will be automatically scheduled by the system.

Appointments made after 3pm the day prior to the appointment, or made on the same day as the
appointment is to occur, will NOT be automatically scheduled and will have the status of ‘Pending’.
These require the appropriate staff at Corrective Services or Juvenile Justice to review and then
accept or decline the appointment.

Person in-custody ‘in transit’

If you are making an appointment and the person in-custody is in transit, you will not be able to
save the appointment as the location of the person in-custody is not able to be retrieved. The
location is not updated until the person in-custody reaches their final destination.

If a person in-custody goes into transit at a time an appointment is scheduled, that appointment will
remain in place within JUST Connect until the new location is updated in OIMS. When OIMS has
been updated, the information will automatically be transferred to JUST Connect, and the
appointment will be cancelled (as the location for the appointment is no longer correct). This also
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applies to court appointments where multiple in-custody people are attendees on the one
appointment, and at least one of those in-custody people go into transit.

Appointment Status

All appointments in JUST Connect are assigned a Status.

Appointment
Status

1

Pending

Description

Appointments made with a person-in-custody at short notice (see below) will be
given a status of Pending. These appointments must be accepted or declined by a
AVL Correctional Services Officer or AVL Juvenile Justice Officer.

Created/made;: Booked to Occur: Status

Today Today (same day) Pending

Today after 3pm Next day Pending

e Pending status does not apply to court appointments regardless of when the
appointment is made, ie court appointments are always automatically given a
status of Scheduled.

e Appointments which are always assigned a status of Pending regardless of
how far in advance the appointment is made include:
- Appointments with a Juvenile detainee; appointments with a correctional
inmate housed at a high risk location; all Family and Friends appointments.

Scheduled

e Appointments with a person-in-custody made before 3pm to occur the next day
or greater are automatically given a status of Scheduled.

e Court, Supreme Court, and NCAT are automatically given a status of Scheduled
(includes appointments made at short notice).

e Any appointments made which do not include a person in-custody are given a
status of Scheduled regardless of when the appointment is made.

Cancelled

A scheduled or pending appointment has been cancelled.

All attendees (excluding person in-custody) will receive natification via email and/or
SMS (provided their email address and mobile number has been recorded in JUST
Connect) which includes the reason for the cancellation.

Accepted

The Pending appointment (with a person-in-custody) has been accepted by the
Correctional Services or Juvenile Justice Officer.

Declined

The Pending appointment (with a person-in-custody) has been declined by the
Correctional Services or Juvenile Justice Officer.

Did not Occur

A scheduled appointment that did not take place can be marked by a Correctional
Services officer as ‘Did not occur’.

JUST Connect User Guide July 2019 Page 20 of 124

Document Version 1.5




Appointment -
M Description

Pending Appointments made with a person-in-custody at short notice (see below) will
be assigned a status of Pending. These appointments must be accepted or
declined by a Correction Services or Juvenile Justice Officer.

Created/made: Booked to Occur: Status

Today Today (same day) Pending

Today after 3pm Next day Pending

e Pending status does not apply to court appointments regardless of when
the appointment is made, i.e. court appointments are automatically given a
status of Scheduled. The only exception is when a court appointment is
made with a person in custody from a high security facility.

e Family and Friend appointments are automatically given a status of
Pending regardless of how far in advance they are made. The
appointment needs to be accepted or declined by Corrective Services or
Juvenile Justice Officer.

Scheduled e Appointments with a person-in-custody made before 3pm to occur the

next day or greater are automatically given a status of Scheduled.

e Court, Supreme Court, NCAT and Peer appointments are automatically
given a status of Scheduled (includes appointments made at short notice).

Cancelled The appointment has been cancelled.
¢ All attendees (excluding inmates and family and friend attendees) will

receive notification via email which includes the reason for the cancellation.

Accepted The Pending appointment (with a person-in-custody) has been accepted by
the Correctional Services or Juvenile Justice Officer.

Declined The Pending appointment (with a person-in-custody) has been declined by

the Correctional Services or Juvenile Justice Officer.

Did not Occur

A scheduled appointment that did not take place can be marked by a
Correctional Services officer as ‘Did not occur’.
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Create Professional Appointments

Make an appointment as a Legal Aid Lawyer

To make an appointment for yourself with a person in-custody as the legal representative from
Legal Aid, follow the steps outlined below:

Step Action

1 Log on to the JUST Connect system.

2 The Home page will display. Click Create appointment.

Legal Aid NSW

Welcome to JUST
Connect David Boyd

e m

3 The New Appointment screen displays.

Complete the Agenda details by selecting the Appointment Type, Mode (either Video or
Phone), the relevant Jurisdiction, and the Purpose.

Agenda

Appointment type Maode Jurisdiction Purpose

Cerrectional Masting 4 Phane s Laeal Court w Conference with Client

SAVE AS DEFAULT i What does this mean?

& o The Jurisdiction field only displays for certain Appointment types (i.e. Correctional
NOTE Meeting).

e Save as Default button: If your appointments have common agenda types, you can
set those types as your default.

o Select options from various agenda drop down menus, and then click the Save as
Default button.
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Step Action

4 Complete the Attendees & Time details.

The Appointment owner defaults to your name (the Legal Aid Lawyer) and you are
automatically added as an attendee.

Select the Date and complete the From and To time fields.

Attendees & Time

Appointment owner Date From To

BOYD, David N B 19/08/2017 10°15 am 10:45 am

& BOYD, David VIN 12345 Sydney Legal Aid RM.210

& The Location is automatically selected and the Room is automatically assigned based
#orF on eligibility and availability. Change these if required, by clicking on the fields and
selecting the desired drop down option.

You can select Own device from the Location drop down if you want to use your own
device, or if for example, there is no availability at the location and you will use your own
device.

Attendees & Time

Appointment owner Date From To

BOYD. David e a 19/08/2017 10:15 am 10:45 am
& BOYD, David VIN 12345 Sydney Legal Aid RM.210 ~ [ ]
5 The timeline shows availability of the attendees and the location (including rooms).

The following can display:

¢ Not available - timeline shows the time selected in red.
e Available - timeline shows the time selected in green.

The example below shows the selected time and locations (including the room) are
available.

Saturday, 19 August dam 0915 am 09:30 am 09:45 am 10:00 am 1015 am 10:30 am 10:45 am 1:00 am 115 am N30 a1

BOYD. David

v lsydney Legal Aid

L RM.210

RM.211 < >

& To see the room rows in the timeline, click on the location row to expand and display the
#o7F rooms displayed beneath it.
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Step Action

6 Add attendees to the appointment by clicking Add Attendee.

New Appointment

Appointment owner Date From To

BOYD. David v B 19/08/2017 1015 am 10:45 am

& BOYD, David VIN 12345 Sydney Legal Aid RM.210 v []
7 The Add Attendee pop-up displays.

Select the type of attendee from the options available onscreen
< Add Attendee
Select type
PROFESSIONAL CORRECTIONS INMATE JUWVENILE DETAINEE

8 If you selected a Corrections Inmate attendee, you will then need to enter the MIN

If you selected a Juvenile Detainee you will then need to enter the CIMS.
This example uses a Corrections Inmate attendee. Enter the MIN then click Search.

¢ Add Attendee: Corrections Inmate

Enter MIN (6 digits minimum)

9 In the Add Attendee pop-up, the results from your search will display.

Ensure that the results displayed matches the correct name for whom you want to make
an appointment with. If the incorrect details display, click <Search Again.

Click Select.

¢ Add Attendee: Corrections Inmate

Results

= REILLY, Colin MIN 234567 John Moreny CC

< SEARCH AGAIN SELECT
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Step Action

10 The attendee is added.

Their details display in the Attendees and Time area on the screen, as well as at the top of
the screen. In this example it is a Correctional Inmate located in John Morony CC. This
also becomes the title of the appointment and is used to identify the appointemnt in the
Legal Aid Lawyers schedule views.

The system will automatically assign a room at the relevant end point location (e.g.
Correctional Centre location) if it is available although the room listed will show as ‘Any’.

[REILLY, Colin - John Morony CC |

Appointment owner Date From To

BOYD, David b a 19/08/2017 10:30 am 1:00 am
& BOYD, David VIN 12345 Sydney Legal Aid RM.210 [ ]
‘ L REILLY, Colin MIN 234567 Correctional Inmate John Morony CC Any ]

+ ADD ATTENDEE Interpreting Services reguirad?

& If there is no room available for the location, time and date selected, it will display in red
AP7F and you will need to select another time and/or date.

The location is based off the attendees current location. If the attendee is ‘in transit’ or
unavailable you will not be able to add them to the appointment. In this instance, a
message will display on screen, notifying you to contact Sencence Administration.

11 If required, enter any notes relevant to the appointment. Note that these notes will be
visible to all attendees and will also display on appointment notifications

+ ADD ATTENDEE Interprating Sarvice:s reguired?

Appointment Notes

hese will be attached to the notification sent about the appointment
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12 Once you have added all attendees to the appointment, click Save Appointment.

REILLY, Colin - John Morony CC

Appointment owner Date From To

BOYD, David hd a 19/08/2017 10:30 am 11:00 am

& BOYD, David VIN 12345 Sydney Legal Aid > RM.210 ~

; REILLY, Colin MIN 234567  Correctional Inmate John Morony CC Any

+ ADD ATTENDEE nterprating Services reguir:

13 The Appointment scheduled screen displays.
Click OK.

14 Other attendees (excluding in-custody attendees) will receive a naotification email, and the
appointment will now display in the Schedule.

On behalf of a Barrister or Medical Practitioner

A Legal Aid lawyer can book an appointment on behalf of another professional such as a Barrister
or Medical practitioner (e.g. psychologist or psychiatrist). This can be done by adding them as an
attendee, or a guest attendee (when they’re not already registered for JUST Connect). The Legal
Aid lawyer will need to assign the barrister or medical practitioner as the appointment owner and
then remove themselves from the appointment.

Refer to the section Add a ‘Guest Attendee’ to an appointment in this User Guide for more
information.
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Make an appointment as a Legal Aid AVL Officer

Legal Aid AVL Officers who manage AVL appointments make professional appointments for legal
aid lawyers, private legal professionals or private health professionals to connect with a person in-
custody.

For peer-to-peer appointment types, refer to the Create a peer-to-peer appointment section in this
User Guide.

Step Action

1 Log on to the JUST Connect system.

2 The Home page will display. Click Create appointment.

Kim Fletcher

VIEW SCHEDULE

UPCOMING APPOINTMENTS NEEDING ATTENTION

CREATE APPOINTMENT

TOMORROW

1 AVL Appointment

3 The New Appointment screen displays.

Complete the Agenda details by selecting the Appointment Type, Mode (either Video or
Phone), the relevant Jurisdiction, and the Purpose.

Click Add Attendee.

New Appointment

Agenda

Appeintment type Mode Jurisdiction Purpose

Correctional Meeting v Video v Select jurisdiction w Select purpose

+ ADD ATTENDEE

&  The Jurisdiction field only displays for certain Appointment types for a Legal Aid AVL
yorE Officer (i.e. Correctional Meeting).

Save as Default button: If your appointments have common agenda types, you can set
those types as your default.

e Select options from various agenda drop down menus, and then click the Save as
Default button.
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Step Action

4 The Add Attendee pop-up displays.
Select the type of attendee from the options available onscreen.

¢ Add Attendee

Select type
PROFESSIONAL CORRECTIONS INMATE JUVENILE DETAINEE
5 If you selected a Corrections Inmate attendee, you will then need to enter the MIN

If you selected a Juvenile Detainee you will then need to enter the CIMS.
This example uses a Corrections Inmate attendee. Enter the MIN then click Search.

¢ Add Attendee: Corrections Inmate X

Enter MIN (6 digits minimum)

6 In the Add Attendee pop-up, the results from your search will display.

Ensure that the results displayed matches the correct name for whom you want to make
an appointment with. If the incorrect details display, click <Search Again.

Click Select.
Results
; REILLY, Colin MIN 234567 John Morony CC
< SEARCH AGAIN
7 The attendee has been added.

By default, the system will automatically assign a date, time and room number. Adjust
these by clicking the Date, From, To and location fields as necessary. Note that
correctional locations will always display the room as ‘any’.

Attendees & Time

Appointment owner Date From To

Select appointment owner ~ B z3/08/2017 01:00 pm 0130 pm

:. REILLY, Colin MIN 234567 Correctional Inmate John Morony CC Any i
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Step Action

& If the date and time for the appointment with a person in custody is at short notice, the
#orF appointment will need to be accepted or rejected by the correctional facility, and a warning
- message will display onscreen.

® Appointments with People in Custody made at short notice are required to be accepted by the Correctional facility. You will be notified when a determination

is made.

Attendees & Time

Appeointment owner Date From To
Select appointment owner N B 18/08/2017 M:30 am 12:00 pm
8 Add additional attendees as required.

In this example, we’ll add a professional attendee to this appointment.
Click Add attendee.

Attendees & Time

Appointment owner Date From To
Select appointment owner e a 23/08/2017 01:00 pm 01:30 pm
; REILLY, Colin MIN 234567 Caorrectional Inmate John Morony CC Any [ ]

+ ADD ATTENDEE Intsrprating Services raguired?

&  You cannot add more than one in custody attendee, so those options will now be greyed
#o7F outif selected previously. If you need to change the person in custody in this appointment,
- you must first remove the existing one, then you will have the option to add a new one.

9 The Add attendee pop-up window displays.
Click Professional

¢ Add Attendee

Select type
PROFESSIONAL CORRECTIONS INMATE JUVENILE DETAIMEE
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Step Action

10 Enter the Name, Email, VIN or CIMS number.

If the attendee is already registered with the system, they should appear below the search
field. Select the attendee from the list below the search bar.

{ Add Attendee: Professional

Enter Name, Email, VIN or CIMS Number

david

BOYD, David VIN 12345 david boyd@mailinator.com

o
r_ L L L L L L L —[

| | 1 1 1
11 The attendee has been added to the appointment.

The system will automatically assign a room at the relevant default location if it is
available.

Attendees & Time

Appointment owner Date From To

BOYD, David v @ 23/08/2017 01:00 pm 01:30 pm
; REILLY, Colin MIM 234567  Carrectional Inmate John Morony CC Any i
‘ 2 BOYD, David VIN 12345 Sydney Legal Aid > RM.2.10 []
Interpreting Services reguired?
& The timeline shows availability of the attendees and the location (including rooms).
#O7TE  The following can display for the required time period:
e Green - indicates attendee and/or room are available.
e Grey Diagonal lines — indicates the rooms are unavailable.
e Red - indicates there is a clash and attendee and/or room is not available.
Wednesday. 23 August am 12:00 pm 1215 pm 12:30 pm 12:45 pm 01:00 pm OT15 pm 01:30 pm 01:45 pm 02:00 pm 02115
» John Morony CC
BOYD, David < >
? Sydney Legal Aid
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12 If required, enter any notes relevant to the appointment. Note that these notes will be
visible to all attendees and will also display on appointment notifications.

+ ADD ATTENDEE Interprating Services reguired?

Appointment Notes

hese will be attached to the notification sent about the appointment.

13 Once you have added all attendees to the appointment, click Save Appointment.

REILLY, Colin - John Morony CC ||

Attendees & Time

Appointment owner Date From To

BOYD. David ~ @ 23/08/2017 01:00 pm 01:30 pm
= REILLY, Colin MIN 234567  Correctianal Inmate John Marany CC Any [ ]
& BOYD, David VIN 12345 Sydney Legal Aid RM.210 v L}

14 The Appointment scheduled screen displays.
Click OK.

&  The appointment will now display in the Schedule. As an AVL Officer you will be able to
AO7F see all appointments at your assigned locations, whether you have created them or not.
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Make an appointment as a Private Professional

To make or manage an appointment yourself using JUST Connect with a person in-custody you
will need to be a registered user for the JUST Connect system.

If a private professional is not a registered user of JUST Connect, they can still be added to
appointments by another registered user as a ‘guest attendee’. Guest attendees will receive email
notifications regarding appointments, however they will not be able to access JUST Connect
themselves to manage or edit the appointment.

Step Action

1 Log on to the JUST Connect system.

2 The Home page will display. Click Create appointment.

Private Professional

Welcome to JUST
Connect Linh Do

e m

UPCOMING APPOINTMENTS NEEDING ATTENTION

TODAY

0 AVL Appointments

TOMORROW

1 AVL Appointment

3 The New Appointment screen displays.

Complete the Agenda details by selecting the Appointment Type, Mode (either Video or
Phone) and the Purpose.

Agenda

Appointment type Mode Jurisdiction Purpose

Correctional Meeting v Phone b Local Court v Conference with Client

SAVE AS DEFAULT i What does this maan?

& Save as Default button: If your appointments have common agenda types, you can set
#o7F those types as your default.

e Select options from various agenda drop down menus and then click the Save as
Default button.
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Step Action

4 Complete the Attendees & Time details.

The Appointment owner defaults to your name and you are automatically added as an
attendee.

Select the Date and complete the From and To time fields.

The Location is automatically selected and the Room is automatically assigned based
on eligibility and availability. Change these if required, by clicking on the fields and
selecting the desired drop down option.

You can select Own device from the Location drop down if you want to use your own
device, or if for example, there is no availability at the location and you will use your own
device.

Click Add Attendee.

Agenda

Appointment type Mode Purpose

Correctional Assessment v video v Assessment b

Attendees & Time

Appointment owner Date From To

DO. Linh v a 13/09/2017 10:00 am 10:30 am

‘ .,. DO, Linh VIN 345879 Liverpool Mental Health Cent . LMHC1.01 v

+ ADD ATTENDEE Interprating Services required?

5 The Add Attendee pop-up displays.

Select the type of attendee from the options available onscreen.

£ Add Attendee

Select type
PROFESSIOMAL CORRECTIONS INMATE JUVENILE DETAIMEE
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Step Action

6 If you selected a Corrections Inmate attendee, you will then need to enter the MIN
If you selected a Juvenile Detainee you will then need to enter the CIMS.
This example uses a Corrections Inmate attendee. Enter the MIN then click Search.

¢ Add Attendee: Corrections Inmate

Enter MIN (6 digits minimum)

7 In the Add Attendee pop-up, the results from your search will display.

Ensure that the results displayed matches the correct name for whom you want to make
an appointment with. If the incorrect details display, click Search Again.

Click Select.

¢ Add Attendee: Corrections Inmate

Results

= REILLY, Colin MIN 234567 John Marony CC

< SEARCH AGAIN SELECT

& If the date and time for the appointment with a person in custody is at short notice, the
#orF appointment will need to be accepted or rejected by the correctional facility, and a warning
- message will display onscreen.

® Appointments with People in Custody made at short notice are required to be accepted by the Correctional facility. You will be notified when a determination

is made

Attendees & Time

Appeointment owner Date From To

Select appointment owner W B B/o8/2017 M:30 am 12:00 pm
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8 The attendee has been added to the appointment.

The system will automatically assign a room at the relevant default location if it is
available.

Add additional attendees as required. Note that only one in-custody person can be
added to an appointment.

Attendees & Time

Appointment owner Date From To

DO. Linh v B 18/09/2017 10:00 am 10:30 am

& DO, Linh VIN 345679 Liverpool Mental Health Cent.. LMHC1.01

2 REILLY, Colin MIN 234567 Corractional Inmate John Morony CC Any

+ ADD ATTENDEE Interpreting Sarvices reguired?

& The timeline shows availability of the attendees and the location (including rooms).
#OFTE  The following can display:

¢ Not available - timeline shows the time selected in red.
¢ Available - timeline shows the time selected in green.

To see the room rows in the timeline, click on the location row to expand and display the
rooms displayed beneath it.

The location is based off the attendees current location. If the attendee is ‘in transit’ or
unavailable you will not be able to add them to the appointment.

Monday. 18 September m 08:30 am 08:45 am 09:00am | 09:15am 0g30am  09:45am 1000 am 1015 am 10:30 am 10:45 am

DO, Linh

> Liverpool Mental Healt <

* John Morony CC

9 If required, enter any notes relevant to the appointment. Note that these notes will be
visible to all attendees and will also display on appointment notifications.

+ ADD ATTENDEE Interprating Services reguirad?

Appointment Notes

These will be attached to the notification sent about the appointment
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Step Action

10 Once you have added all attendees to the appointment, click Save Appointment.

REILLY, Colin - John Morony CC

Agenda

Appointment type Mode Purpose

Correctional Assessment v Video v Assessment v

11 The Appointment scheduled screen displays.
Click OK.

[ 3
#prE The appointment will now display in the Schedule.
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Make an appointment as a Correctional Services Officer

Corrective Service Officers who manage AVL appointments make professional appointments for
legal aid lawyers, private legal professionals or private health professionals to connect with a
person in-custody. The Correctional Services Officer making the appointment can only make
appointments for in-custody people who are based at their registered location.

For peer-to-peer appointment types, refer to the Create a peer-to-peer appointment section in this
User Guide.

Please note Correctional Services Officers may see an option to create appointments for Family &
Friends. This option will not be available for use until future releases.

Step Action

1 The Home page will display. Click Create appointment.

Keith Trubridge

e m

UPCOMING APPOINTMENTS NEEDING ATTENTION

TODAY

L Appointments

TOMORROW

AVL Appointments

2 The New Appointment screen displays.

Complete the Agenda details by selecting the Appointment Type, Mode (either Video or
Phone), and the Purpose (the Purpose will not display for Family and Friends
appointments).

Click Add Attendee.

Agenda

Appaintment type Mode Jurisdiction Purpose

+ ADD ATTENDEE

& Save as Default button: If your appointments have common agenda types, you can set
#o7F those types as your default.

e Select options from the various agenda drop down menus, and then click the Save as
Default button.
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3 The Add Attendee pop-up displays.
Select the type of attendee from the options available onscreen.

¢ Add Attendee

Select type
PROFESSIOMAL CORRECTIONS INMATE JUVEMILE DETAINEE
4 If you selected a Corrections Inmate attendee, you will then need to enter the MIN

If you selected a Juvenile Detainee you will then need to enter the CIMS.
This example uses a Corrections Inmate attendee. Enter the MIN then click Search.

< Add Attendee: Corrections Inmate X

Enter MIN (6 digits minimum)

5 In the Add Attendee pop-up, the results from your search will display.

Ensure that the results displayed matches the correct name for whom you want to make
an appointment with. If the incorrect details display, click <Search Again.

Click Select.

¢ Add Attendee: Corrections Inmate

Results

== REILLY, Colin MIN 234567 John Morony CC

< SEARCH AGAIN SELECT

6 The attendee has been added.

By default, the system will automatically assign a date, time and room number. Adjust
these by clicking the Date, From, To and location fields as necessary.

Attendees & Time

Appointment owner Date From To

B 24/0802017 09:00 am 09:30 am

<

Select appointment owner

& REILLY, Colin MIN 234567 Correctional Inmate John Mareny CC John Morony CC - Video only R.. > []
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7 If the date and time for the appointment with a person in custody is at short notice, the
appointment will need to be accepted or rejected by the correctional facility, and a warning
message will display onscreen.

® Appointments with People in Custody made at short notice are required to be accepted by the Correctional facility. You will be notified when a determination

is made.

Attendees & Time

Appointment owner Date From To
Select appointment owner ' @ 18/08/2017 1M:30 am 12:00 pm
8 Add additional attendees as required. In this example, we’ll add a professional attendee to

this appointment.
Click Add attendee.

Attendees & Time

Appointment owner Date From To
Select appointment owne v B 24/08/2017 ©9:00 am 09:30am
= REILLY, Colin MIN 234567 Correctional Inmate John Moreny CC Jahn Mereny CC - Video only R.. L]

+ ADD ATTENDEE Interpreting Services reguired?

9 The Add attendee pop-up window displays.

You cannot add more than one in custody attendee, so those options will now be greyed
out if selected previously.

Select the attendee type.

{  Add Attendee

Select type

PROFESSIOMAL CORRECTIONS INMATE JUVENMILE DETAIMEE

10 Enter the Name, Email, VIN or CIMS number.

If the attendee is already registered with the system, they should appear below the search
field. Select the attendee from the list below the search bar.

¢ Add Attendee: Professional

Enter Name, Email, VIN or CIMS Number

david

* BOYD, David VIN 12345 david boyd@mailinator.com

an

L e ————
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11 The attendee has been added to the appointment.

The system will automatically assign a room at the relevant default location if it is
available. This can be changed by selecting the location or room number on screen and
selecting from the list.

Attendees & Time

Appointment owner Date From To

BOYD, David v [ 24/08/2017 09:00 am 09:30 am

2 REILLY, Colin MIN 234567 Corractional Inmate John Morony CC John Morony CC - Video only R..

-

. BOYD,David VIN 12345 Sydney Legal Aid RM.210

+ ADD ATTENDEE Interpreting Services required?

12 The timeline shows availability of the attendees and the location (including rooms).
The following can display:

¢ Not available - timeline shows the time selected in red.
¢ Available - timeline shows the time selected in green.

If nothing is available, you could select another location or own device from the drop down
location field for the professional. If you select ‘own device’ this would mean that they are
not assigned a room but will use their own device to make the AVL connection.

Thursday. 24 August Jam | 07:45am 0g:00am  0815am 08:30am  O245am  09:00am | 0915am 09:30am  0945am | 10:00 am 10415 am 10308

> John Morony CC

BOYD, David < >

13 If required, enter any notes relevant to the appointment. Note that these notes will be
visible to all attendees and will also display on appointment notifications.

+ ADD ATTENDEE Interpreting Services required?

Appointment Notes

These will be attached to the notification sent about the appointment.
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Step Action

14 Once you have added all attendees to the appointment, click Save Appointment.

REILLY, Colin - John Morony CC

Attendees & Time

Appointment owner Date From To

BOYD. David v B z4/08/2017 09:00 am 09:30 am

-

& REILLY, Colin MIN 234567 Correctional Inmate John Moreny €C John Morony CC - Video enly R.. >

2 Bovp, pavia VIN 12345 Sydney Legal Aid RM.210 v

15 The Appointment scheduled screen displays.
Click OK.

&  The appointment will now display in the Schedule. As an officer that organises AVL you
AP7F will be able to see all appointments at your assigned locations, whether you have created
- them or not.
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Create Court Appointments

Note that Court rooms cannot be booked by non-court users.

All Court appointments are automatically approved, and will not go into a ‘Pending’ status. The only
exception to this rule is when an attendee is from a high security facility. In all instances where a
person in custody is from a high security facility, the court appointment will need to be approved by
a Correctional Officer.

Make an appointment as a Court Registrar

Court Registrars would be making an appointment (at selected locations only) on behalf of a
solicitor that wishes to use a court multipurpose suite.

To make an appointment as a Court Registrar, follow the steps outlines below.

Step Action

1 Log on to the JUST Connect system.

2 The Home page will display. Click Create appointment.

Welcome to JUST
Connect Carla Pinacolada

3 The New Appointment screen displays.

Complete the Agenda details by selecting the Appointment Type, Mode (either Video or
Phone), the relevant Jurisdiction, and the Purpose.

Click Add Attendee.

Agenda

Appointment type Mode Jurisdiction Purpose

+ ADD ATTENDEE

Important:

When creating a court appointment that includes a person in-custody the Purpose drop
down list includes the option “Witness Appearance” in the list.

e Only select the Withess Appearance when adding a person in-custody that is
attending the court appointment via AVL and not in-person.
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&  The Jurisdiction field only displays for certain Appointment types (i.e. Court and
#o7E Correctional Meeting).

Save as Default button: If your appointments have common agenda types, you can set
those types as your default.

e Select options from the various agenda drop down menus, and then click the Save as
Default button.

4 The Add Attendee pop up screen displays. Attendees can be added to an appointment in
any order. In this example, we’ll add a Professional attendee first.

Select type
FPROFESSIOMAL ‘ CORRECTIONS INMATE JUVENILE DETAINEE
5 Search for the Professional by entering their Name, Email, VIN or CIMS number.If the

attendee is already registered with the system, they should appear below the search field.

Click on the attendee from the list below the search bar. The professional attendee has
been added to the appointment.

< Add Attendee: Professional

Enter Name, Email, VIMN or CIMS Number

david

.,. BOYD, David VIN 12345 david.boyd@mailinator.com

L -

& If the professional attendee does not display on screen, click Add New Attendee, then
Ao7F enter the guest attendees details as required. Refer to the Guest Attendee section of this
guide for more information.

< Add Attendee: Professional

Enter Mame, Email, VIMN or CIMS Mumber

toby

No record found ADD NEW ATTENDEE
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The Professional attendee has been added.
6 . .
To add a person in-custody, click Add Attendee.
New Appointment
Agenda
Attenclees & Time
BOYD, David ~ E 21/08/2017 02:00 pm 02:30 pm
| 2. BovD.David VIN 23436 Sydney Legal Ald ~ any i
The Add Attendee pop up screen displays.
7 . .
Click Corrections Inmate.
{  Add Attendee
Select type
PROFESSIOMAL CORRECTIONS INMATE JUVEMILE DETAIMEE
8 When searching for a person in custody use the MIN number for a Corrections Inmate and
the CIMS number for a Juvenile Detainee. This example uses a Corrections Inmate
attendee.
Enter the MIN number and then click Search.
¢ Add Attendes: Corrections Inmate
Enter MIM {& digits minifmam)
123458 (]
JUST Connect User Guide July 2019 Page 44 of 124

Document Version 1.5



Step Action

9 The search results display onscreen. Ensure that the results displayed matches the
correct name for whom you want to make an appointment with.

Click Select if correct. If the details displayed are incorrect click Search Again and
re-enter the MIN number.

¢ add Attendee Corrections Inmate

Results

- GREEM, Bratt MIM 123458

& Youcannot add more than one in custody attendee, these options will now be greyed
#07F  out. If you need to change the person in custody in this appointment, you must first
remove the existing one, then you can proceed to add a new one.

The location is automatically selected, based on the person in custody’s current location.
As JUST Connect is integrated with Corrective Services Offender Integration Management
System (OIMS) and checks the status of the person in custody, if the person in custody is
marked in OIMS as ‘in transit’ or ‘unavailable’ you will not be able to add them to the
appointment. A message will appear onscreen notifying you to call Sentence
Administration.
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Step Action

10 Complete the Attendees & Time details.

The Appointment owner defaults to the first professional added to the appointment. You
can change this by selecting an alternate professional from the Appointment owner drop
down list.

Select the Date and complete the From and To time fields.
The following can display for the required time period:
e Green - indicates attendee and/or room are available.

e Grey Diagonal lines — indicates the rooms are unavailable.
¢ Red - indicates there is a clash and attendee and/or room is not available.

As you are making a booking to use a Court room at your suite, you will need to edit the
Professional’s location to your Court site and the Room is automatically assigned based
on eligibility and availability. Change these if required, by clicking on the fields and
selecting the desired drop down option.

The Location is automatically selected based on the location saved against the
Professional’s details in JUST Connect.

You can select Own device from the Location drop down if the professional will be using
their own device for the appointment.

If required, enter any notes relevant to the appointment. Note that these notes will be
visible to all attendees and will also display on appointment notifications.

Click Save appointment

GREEN, Brett - John Morony CC

Attendess & Time

ALELr b AT Dwte Faom Ta

A : - -
: ’
- RN R e St a ar A M iy 65 ) [ ]
€ *
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¢ If the date and time for the appointment with a person in custody is at short notice, the

#07F  appointment will need to be accepted or rejected by the correctional facility, and a warning
— message will display onscreen.

@ Appointments with People in Custody made at short notice are required to be accepted by the Correctional facility. You will be notified when a determination
is made.

Attendees & Time

Appeointment owner Date From To

Select appointment owner ~ a 18/08/2017 N30 am 12:00 pm

11 The Appointment scheduled screen displays.
Click OK.

12 The appointment will now display in the Schedule.
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Make an appointment as an ACCSO for Family and Friends

The types of appointments you are able to create and manage are dependent on your role and
permissions. ACCSOs can create appointments on behalf of family and friends for a person in
custody. All appointments made by ACCSO will be in a pending status, until they have been
accepted or rejected by a Correctional Service Officer.

The existing application and approval process for Family visits and requesting VINs remains the
same and is completed prior to the JUST Connect appointment request process.

To make an appointment with a person in-custody on behalf of a family member or friend, follow
the steps outlined below.

Step Action

1 Log on to the JUST Connect system.

2 The Home page will display. Click Create appointment.

Courts NSW

Welcome to JUST
Connect Tony Kingsley

VIEW SCHEDULE

3 The New Appointment screen displays.

All Family/Friends appointments must be reviewed by the appropriate staff at Corrective
Services who will then accept or decline the appointment. Attendees will receive
notifications advising if the appointment has been accepted or declined.

The Appointment type will default to Family and Friend, and the Mode will default to
Video.

4 Click Add Attendee.

Agenda

nnnnnnnnnnnnnnn Mode

© This appointrent is required to be accepted by the Correctional facility. This is required for appointments made at st
= made

| + ADD ATTENDEE

#  Save as Default button: If your appointments have common agenda types, you can set
#O7F  those types as your default.

e Select options from the various agenda drop down menus, and then click the Save as
Default button.
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5 The Add Attendee pop up window displays.
Click Family and Friend.

Select type

FAMILY/FRIEND CORRECTIONS INMATE

6a  Search for the Family/Friend by entering their Name, Email, VIN or CIMS number.
If the attendee is already registered within the system, they should appear below the
search field.

Click on the attendee from the list below the search bar.

¢ Add Attendee: Family,/Friend

Enter Mame, Email, VIN or CIMS Number

parker

&% PAR KERj Helen VIN 657667 helen.parker@mailinator.com Q4122M3N

s JUST Connect automatically assigns the first Family/Friend (adult) attendee added, as the
#O7E  appointment owner.

e The appointment creator (e.g. ACCSO) will always receive appointment notifications.

e The appointment owner (adult family/friend) will also receive appointment notifications,
provided that their email address and/or mobile number have been entered.

Family/Friend Attendee has been added to appointment.

New Appointment

Appointment Lype Mode

Family and Friend v video

© This appointment is required to be accepted by the Correctional facility. This is required for appointments made at short notice and all appointments with family or friends. You will be notified when a
determination iz made

Attendees & Time

Appointment owner Date From To

PARKER. Helen ~ M cs/12/20m 12:45 pm o115 pm

| & pankeR, Helen M esTasT [——— Bourks AG Bourke PS1- 91131 v

+ ADD ATTENDEE
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6b a. Add a Guest Attendee — Family/Friend

If the attendee is not already listed within JUST Connect, they can be added as a guest
attendee provided they have a valid VIN number.

Click Add Attendee button, enter their Name, Email, VIN or CIMS number, displays no
record found.

Click Add new Attendee button.

< Add Attendee: Family/Friend

Enter MName, Email, VIN or CIMS Number

jenny parkerd

Mo record found ADD MEW ATTEMDEE

Displays Add Attendee: Family/Friend pop-up window, enter details into the required
fields, then click Finish button.

Mandatory fields:
e First and Last Name
e Date of Birth — identifies if an attendee is a minor
¢ VIN number

Optional fields:

¢ Email address and Mobile Number — although this is optional the attendee will
only receive appointment notifications if their email address and/or mobile
number have been entered.

¢ Add Attendee: Family/Friend

Please create a new user contact for this attendes * these fields are mandatary
First Mame * Last Name *
|
Date OFf Birth *
Select identification number *
@} VIN \::I CIMS :;I Both/VIMN & CIMS
VIN Number *
Email address Mobile number
FINISH
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7 To add a Correctional Inmate, click Add Attendee.
The Add Attendee pop up window displays, click Corrections Inmate.

€ Add Attendee

Select type

FAMILY/FRIEND CORRECTIONS INMATE

8 When searching for Correctional Inmate you must have their MIN number.
Enter the MIN number and then click Search.

¢ Add Attendes: Corrections Inmakte

9 The search results display onscreen. Ensure that the results displayed matches the
correct name for whom you want to make an appointment with.

Click Select if correct. If the details displayed are incorrect click Search Again and
re-enter the MIN number.

Y Add Attendee: Corrections inmate

Results

o GREEM, Brett ik 123454

© SEARCH AGAIM SELECT

& A Family/Friend appointment:

_"Wf e Can only include one person in-custody.
e Can Include up to four previously approved adults and four previously approved
children.
¢ Requires each attendee to be added as a Guest attendee (unless previously added as
a guest attendee)
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10 complete the Attendees & Time details.
Select the Date and complete the From and To time fields.
The timeline shows availability of the attendees and the location (including rooms):
¢ Available - timeline shows the time selected in green.
e Not available - timeline shows the time selected in red.

The Location is automatically selected based off the court location assigned to the
ACCSO making the appointment, and the Room is automatically assigned based on
eligibility and availability however you may need to verify if the room type is suitable for
your appointment needs (for example you may need a remote witness room instead of a
multipurpose suite). Change these if required, by clicking on the fields and selecting the
desired drop down option.

If required, enter any notes relevant to the appointment. Note that these notes will be
visible to all attendees and will also display on appointment notifications.

When all attendees have been added, click Save Appointment button.

GREEN, Brett - John Morony CC

Anendest & Time

e p—— [

11 The Appointment scheduled screen displays.
Click OK.

12 The appointment will now display in the Schedule.
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Make an appointment as a Supreme Court Officer
Supreme Court Officers will use JUST Connect to make AVL appointments for arraignments.

Appointments scheduled with the Supreme Court will automatically be scheduled in JUST Connect
and do not go into a Pending status at short notice.

To make an appointment with a person in-custody for an arraignment, follow the steps outlined
below.

Step Action

1 Log on to the JUST Connect system.

2 The Home page will display. Click Create appointment.

Courts NSW

Esme Walker

3 The New Appointment screen displays.
To create an arraignment appointment, select:
e The Appointment Type as Court,
e The Mode as Video,
e The Jurisdiction as Supreme Court,

CREATE APPOINTMENT

e The Purpose as Arraignment.
The Attendees & Time section will then display below.

Agenda

Appointment type Mode Jurisdiction Purpose

- Arrsignment

Court e Video \d Supreme Court

" 4 Save as Default button: If your appointments have common agenda types, you can set
#o7F those types as your default.

e Select options from the various agenda drop down menus, and then click the Save as
Default button.
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Step Action

4 Complete the Attendees & Time details.
The Appointment owner defaults to your name (the Supreme Court Officer).

Select the Date and click the From and/or To field to adjust the time. The length of time
defaults to 30 minutes. Click the To field and manually type the finish time. This allows you
to create 5 minute time intervals for arraignment appointments.

You can also change the room by selecting an option form the room drop down list.
Click Add Attendee.

SR

Agenda

Appointment type Mode Jurisdiction Purpose

Court ~ Videa ~ Supreme Court ~ Arraigrment ~

Attendees & Time

Appointment owner Date From Ta

ER, Exme [ 2voaz07 09:30 am 10:00 am

™ court Supreme Court QELE SCI3A A - 91387
+ ADD ATTENDEE nterpreting Services reguired?

5 The Add Attendee pop up window displays.

Click Corrections Inmate.

% Add Attendes x

Select type

PROFESSIOMAL CORRECTIONS INMATE JUVEMILE DETAIMEE REMOTE WITHESS

6 When searching for Correctional Inmate you must have their MIN number.
Enter the MIN number and then click Search.

¢ Add Attendes: Corrections inmate
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Step Action

7 The search results display onscreen. Ensure that the results displayed matches the
correct name for whom you want to make an appointment with.

Click Select if correct. If the details displayed are incorrect click Search Again and
re-enter the MIN number.

Results

y  GREEN, Brett

8 The Corrections Inmate has been added to the appointment.

An arraignment appointment may include more than one person in custody; add
additional attendees — repeat steps 4-7 as required for co-accused.

If an interpreter service is required, click Interpreting Service Required. This does not
book an interpreter for the appointment; you must follow your existing business process to
book an interpreter. This action only adds a record to the attendee list denoting an
interpreter will also be attending the arraignment appointment.

If required, enter any notes relevant to the appointment. Note that these notes will be
visible to all attendees and will also display on appointment notifications.

When all attendees have been added, click Save Appointment.

Supreme Court - GREEN, Brett M|

Attendess: & Time

9 The Appointment scheduled screen displays. Click OK.

10 The appointment will now display in the Schedule.
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Make an appointment to book a Remote Witness room

A remote witness room is used for vulnerable persons, complainants and sexual offence witnesses
in prescribed sexual offence proceedings who are entitled to give their evidence from a place other
than the courtroom. The remote witness room is considered to be part of the court. For the safety
of the witness their location is confidential.

JUST Connect enables you to book a Remote Witness room in conjunction with the court
appointment. However, there is no change to the existing business guidelines and policy in
requesting a remote witness room. You must follow your existing operational guidelines when
using a remote witness room.

When creating an appointment to book a Remote Witness room it should not include any
attendees, ie do not add any professionals or person in-custody to the appointment.

Step Action

1 Log on to the JUST Connect system.

2 The Home page will display. Click Create appointment.

Welcome to JUST
Connect Carla Pinacolada

VIEW SCHEDULE

3 The New Appointment screen displays.

To create an appointment to book a remote witness room, select options from the drop
down list for:

e Appointment Type: Court

e Mode: Video

e Jurisdiction: Select from options listed in drop-down menu
e Purpose: Hearing

Agenda

Appointment type Mode Jurisdiction Purpose

Court \ Video A Local Court w Hearing -
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Step Action

' 3 If your appointments have common agenda types, you can save these options by clicking
#0o7F the Save as Default button. JUST Connect will then pre-select these options each time
' you create an appointment.

The Appointment owner defaults to your name (the Supreme Court Officer), and you are
automatically added as an attendee.

4 Complete the Attendees & Time details.
The Appointment owner defaults to your name.
Select the Date
Adjust the From and/or To time fields to book the room for the full or half day.
Click Add Attendee.

Attendees & Time

Appecintment owner Date From To

) Adjust time and book
PINACOLADA, Carla B 22/m/2017 09:30 am 04:30 pm € 0m for the entire day

m Court Griffith Griffith LC

+ ADD ATTENDEE Interpreting Services required?

5 The Add Attendee pop up window displays.

To add a remote witness, click Remote Witness.

Select type

PROFESSIOMNAL CORRECTIONS INMATE JUVEMILE DETAIMEE REMOTE WITNESS

¢ Selecting the Remote Witness button will create a Witness Information (free text) field
NOTE . .
\ which must be filled.
6 Remote witness rooms will be identifiable with ‘RW’ in the name.
If the system does not automatically assign a room containing letters ‘RW’ click on the
drop down arrow next to the allocated room and select a room that includes the letters
‘RW’.
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Step Action

Local Court

Attendees & Time

A A TR Crotab

Click Save Appointment.

7 The Appointments Notes free text field displays below.

Enter case information into the Appointment Notes field.
Note that the information required here may differ between court locations.

EAVE APPDIMTHEINT |

Local Court

Wednesday, Novembsr 22,
Fael g
930 am - 030 pm

ApperdTe RaEe

Junticelink cass no SONT/OCS4RTES
Pefice v Jokn Gmith

Longal Bagrn s it iy Seith
Waaring Duration: | howr

Cffeate Someman Aol

-
| B o

‘ &, Bemots Winsn

Court (¥ideo)
Lecal Court
wWitness appsarance

TR

Scheduled

ek L (Dl 1200}

Corittirh B (Diad S0°500

‘ m Cowan wriith eritith LC
& Femons Winress etk 1]
4 WL AT L PR
8 The appointment has been created and the remote witness room has been booked.

To view the details of this booking, including the witness information, select the
appointment from the schedule.
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Make an appointment as an NCAT Officer

The types of appointments that you are able to create and manage are dependent on your user’'s
role and permissions. NCAT Officers can create court appointments for professionals with a person
in custody.

Appointments scheduled with NCAT will automatically be scheduled in JUST Connect and do not
go into a Pending status at short notice.

To make a court appointment for a professional with a person in-custody, follow the steps outlined
below

Step Action

1 Log on to the JUST Connect system.

2 The Home page will display. Click Create appointment.

NSW Civil and Administrative Tribunal

Welcome to JUST
Connect Mia Chung

NNTHENT VIEW SCHEDULE

3 The New Appointment screen displays.
To create an arraignment appointment, select:

e The Appointment Type as Court
e The Mode as Video
e The Jurisdiction as Guardianship Division
e And select the Purpose
The Attendees & Time section will then display below.

Guardianship Division

Agenda

Appointment typs Mode Jurisdiction Purpose

Court o~ Wideo 0 Guardianzhip Divizion o~

#  Save as Default button: If your appointments have common agenda types, you can set
#O7F  those types as your default.

e Select options from the various agenda drop down menus, and then click the Save as
Default button.
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4 Complete the Attendees & Time details. The Appointment owner defaults to your name.

Select the Date and click the From and/or To field to adjust the time. The length of time
defaults to 30 minutes. Click the To field and manually type the finish time if it's not
available from the drop down list.

You can also change the location and room by selecting an option form the drop down
lists.

Click Add Attendee.

Guardianship Division

Agenda

Appointment type Mode Jurisdiction Purpose

Court ~ Video ~ Guardianship Division ~ Hearing ~

Attendees & Time

Appointment owner Date From To

CHUNG. a E 21/09/2007 10:30 am 1:00 am

W cour Guardianship Division D101 v

+ ADD ATTENDEE

5 The Add Attendee pop up window displays.

You can add attendees to an appointment in any order. In this example we’ll add a
Corrections Inmate first.

Click Corrections Inmate.

¢ Add Attendee *®

Select type

PROFESSION CORRECTIONS INMATE JUVEMILE DETAINEE REMOTE WITMESS

6 When searching for Correctional Inmate you must use their MIN number.
Enter the MIN number and then click Search.

% Add Attendee: Corrections inmate
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Step Action

7 The search results display onscreen. Ensure that the results displayed matches the
correct name for whom you want to make an appointment with.

Click Select if correct. If the details displayed are incorrect click Search Again and
re-enter the MIN number.

¢ add Attendee Corrections Inmate

Results

2  GREEM, Brett MIM 123458

8 The Corrections Inmate has been added to the appointment.

Add additional attendees as required. If you need to add a guest attendee, refer to the
Guest Attendee section of this guide for more information.

If an interpreter service is required, click Interpreting Service Required. This does not
book an interpreter for the appointment; you must follow your existing business process to
book an interpreter. This action only adds a record to the attendee list denoting an
interpreter will also be attending the arraignment appointment.

If required, enter any notes relevant to the appointment. Note that these notes will be
visible to all attendees and will also display on appointment notifications.

When all attendees have been added, click Save Appointment.

Guardianship Division - GREEN, Brett m

Attendes: & Time

i |

9 The Appointment scheduled screen displays. Click OK.

10 The appointment will now display in the Schedule.
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Add a ‘Guest Attendee’ to an appointment

Who are Guest Attendees?
There are two types of guest attendees in JUST Connect appointments:

1. Professionals — for example a Barrister, or medical professional such as a psychologist
2. Family & Friends — for example a family member appointment with a person in custody

A Guest Attendee is an attendee who is not a registered JUST Connect user and needs to be
added to an appointment (eg medical practitioner or barrister). They must they have a valid VIN
(Visiting Identification Number) number in order to be added as a Guest Attendee.

A Guest Attendee has no access to JUST Connect, however they will receive notifications in
regards to the appointment, provided their email address and/or mobile phone number has been
entered in JUST connect.

Adding a Guest Attendee with no VIN number:

Under certain circumstances a Guest Attendee that does not have a VIN number can be added to
an appointment with an inmate.

This option is ONLY available to Corrective Services staff.

The only time this can be done is when you know that the attendee is from a Government
Agency; e.g. NSW Police, NSW Government or Federal Government agency.

This action will be recorded in JUST Connect.

Using Own Device

The location for the Guest Attendee will default to ‘Own device’ however the Guest Attendee
inherits the location options of the appointment creator. For example, if a Legal Aid AVL Officer
creates an appointment for a Guest Attendee or includes a Guest Attendee as a participant in an
appointment that they have created, the locations and rooms that can be allocated to the Guest
Attendee for the appointment are the same as the Legal Aid AVL Officer (appointment creator).
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Add a Guest Attendee

To add a Guest Attendee, the JUST Connect system user must have the Guest Attendees details
beforehand:

e Professional guest attendees require:

o AVIN (Visitor Identification Number), if they are attending an appointment with an inmate or
detainee (however the appointment can be made without a VIN in the instance where the
guest attends a peer appointment).

Note:

Under certain circumstances a Guest Attendee that does not have a VIN number can be
added to an appointment with an inmate:

- The only time this can be done is when you know that the attendee is from a
Government agency; e.g. NSW Police, NSW Government or Federal Government
agency.

- This option is ONLY available to Corrective Services staff.

o Email address; must be unique for each guest attendee and cannot be used by another
guest attendee.

o Mobile phone number
o Family and Friends guest attendees require: a VIN (Visitor Identification Number)

Note: If the Guest Attendee has participated in a previous appointment created in JUST Connect,
the system will save the record for future use, i.e. you can add them to another appointment by
searching for them by using their VIN, CIMS, Name or Email address, always check you have
selected the correct person.

Step Action

1 From the Home page, click Create Appointment.

2 The New Appointment screen displays.
Complete the Agenda details as required.

3 Click Add Attendee to add an attendee.

New Appointment

Agenda

Appointment type Mode Jurisdiction Purpose

orrectional Meeting ~ Video v Select jurisdiction z Select purpose

+ ADD ATTENDEE
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4 The Add Attendee pop-up displays. You will now add the Guest Attendee.
Click Professional.

< Add Attendee *

Select type
FAMILY/FRIEND CORRECTIONS INMATE JUVENILE DETAINEE
5 Before you can add a guest attendee, you must first search the attendees details to

ensure they are not already in the system.
Enter the guest attendees Name, Email or VIN.

¢ Add Attendee: Professional

Enter Name, Email, VIN or CIMS Number

6 If the guest attendee cannot be found in the sytem you will need to enter their details to
add them as an attendee.

Click Add New Attendee.

< Add Attendee: Professional

Enter Name, Email, VIN or CIMS Number

toby

No record found ADD NEW ATTENDEE

JUST Connect User Guide July 2019 Page 64 of 124
Document Version 1.5



Step Action

7 Enter the details to create a new user contact for this attendee. All fields with an * are
mandatory.

When complete, click Finish.

<

Add Attendee: Professiona

Please create a new user contact for this attendee " thece fieids are mancatory

First Name * Last Name *

Professionals require a VIN number to schedule appointments with corrections inmates

Select identification number *

@wvww OQams (O eovvincams () nNene () NotRequired
VIN Number *
Email address * Mobile number *

FINISH

& Toadd a Guest Attendee without a VIN number, select the Not Required option.

] This option is ONLY available to Corrective Services staff.

The only time this can be done is when you know that the attendee is from a
Government Agency; e.g. NSW Police, NSW Government or Federal Government
agency.
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Step Action

8 The Guest Attendee has been added.
Their details display in the Attendees and Time area on the screen.

The system will automatically assign the location as ‘Own device’, however the guest
attendee’s location can be changed to the locations assigned to the appointment creator.

Agenda

Appointment type Mode Jurisdiction Purpose

v Video v Select jurisdiction ~ Select purpose v
Attendees & Time
Appointment owner Date From To
8OYD, David ~ [ 23/08/2017 02:00 pm 02:30 pm
2 50vD, bavid VIN 12345 Sydney Legal Aid RM211 L]
& MCGUIRE, Toby Guest attendee Own device v [ ]

+ ADD ATTENDEE Interreting Services requirsc?
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Create a Peer-to-peer Appointment

Peer-to-peer appointments can be made with colleagues within an agency or with any other
agency (at any time of the day within the agencies specified time frames). These may be for the
purpose of Meetings, Interviews or Training.

Step Action

1 Log on to the JUST Connect system.

2 From the Home page, click Create Appointment.

David Boyd

R m

3 The New Appointment screen displays.

Complete the Agenda details. Ensure you select the appointment type as Peer.

Select the Mode (either Video or Phone), and the Purpose (Meeting, Training or
Interview).

Agenda

Appointment type Mode Purpose

Peer W Video w Meeting A4

4 Complete the Attendees & Time details.

In this example, a Legal Aid Lawyer is creating the appointment.
Select the Date and complete the From and To time fields.

Attendees & Time

Appointment owner Date From To

BOYD, David e @ 08/09/2017 10:00 am 10:30 am
& BOYD, David VIN 12345 Sydney Legal Aid RM.210
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Step Action

& By default, the system will automatically assign a date, time and room number. Adjust
yorE these by clicking the Date, From, To and location fields as necessary.

The Appointment owner defaults to the Legal Aid Lawyers name (the person creating the
appointment) and they are automatically added as an attendee. The appointment owner
can be changed once the guest attendee has been added, and the original appointment
owner can be removed from the appointment by clicking the delete/discard icon (if
required).

Select Own device from the Location drop down if you want to use your own device, or if
for example, there is no availability at the location and you will use your own device.

Attendees & Time

Appointment owner Date From To

BOYD, David ~ B 08/09,/2017 10:00 am 10:30 am

& BOYD, David VIN 12345 Sydney Legal Aid RM.210 ™

5 If required, enter any notes relevant to the appointment. Note that these notes will be
visible to all attendees and will also display on appointment notifications.

The timeline shows availability of the attendees and the location (including rooms).
The following can display:

¢ Not available - timeline shows the time selected in red.
¢ Available - timeline shows the time selected in green.

The example below shows both the selected time and locations are available.

Attendees & Time

Appcintment ownes ke Fram Ta

). Dl 5 B osoaizon afa f b D3

_',!'_ DOV, Burwia b 13544 Fyciraey gl Abd - BT My .

m B

AT R
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Step Action

& To see the individual room availability in the timeline, select the arrow beside the location.
#prE The rooms will display below.

6 Now you need add the professional ‘peer’ attendee(s) to the appointment.
Click Add Attendee.

Attendees & Time

Appointment owner Date From To
BOYD, David e a 08/09/2017 10:00 am 10:30 am
& BOYD, David VIN 12345 Sydney Legal Aid v RM.2.10 >

+ ADD ATTENDEE Interpreting Services reguired?

7 The Add Attendee pop-up displays.
Click on Professional.

¢ Add Attendee

Select type

PROFESSIOMAL FAMILY/FR

8 Enter the Name, Email, VIN or CIMS number.

¢ Add Attendee: Professional

Enter Name, Email, VIN or CIMS Number

&  For a Peer appointment type the attendees do not require a VIN or CIMS number to be
#o7F added as a participant, although they may have one.
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aid lawyer is added.

¢ Add Attendee: Professional

Enter Name, Email, VIN or CIMS Number

dlen|

:_ RITCHIE, Dennis VIN 54321 dennis. ritchie@mailinator.com

9 In the Add Attendee pop-up, the results from your search will display.
Select the correct attendee from the list of results displayed. In this example, another legal

= display. Click this button to add a guest attendee.

¢ Add Attendee: Professional

Enter Name, Email, VIN or CIMS Number

fre

Mo record found ADD NEW ATTENDEE

Please create a new user contact for this attendee * these fislds are mandatory

First Name * Last Name ~

Enter first name

Professionals require a VIN number to schedule appointments with corrections inmates

Select identification number *

WIN CIMs Both/VIN & CIMS MNone
® O O O

& A professional ‘guest attendee’ can be added if they are not already a registered user in
#o7F JUST Connect. When the search returns no results, the ‘Add new attendee’ button will

¢ Add Attendee: Professional X

VIN Number
Email address = Mobile number *
FINISH
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10 The professional ‘peer’ attendee is added.
Their details display in the Attendees and Time area.

The system will automatically assign a room at the relevant default location if it is
available. You could select another location or own device from the drop down location
field for the professional. If you select ‘own device’ the professional will no longer be
assigned a room and will use their own device to make the AVL connection.

Attendees & Time

Appointment owner Date From To

BOYD, David v 8 osr09/2017 10:00 am 10:30 am

2. BOYD, Davia VIN 12545 Sydney Legal Aid RM.210 v

[ [}

2 RITCHIE, Dennis VIN 54321 Parramatta Legal Aid RM5.01 v

+ ADD ATTENDEE Interpreting Services reguired?

& The timeline shows availability of the attendees and the location (including rooms).

#O7TE  The following can display:

¢ Not available - timeline shows the time selected in red.
e Available - timeline shows the time selected in green.

If required, the appointment owner can be changed by selecting from the Appointment
Owner drop down list.

11 Once you have added all attendees to the appointment, click Save Appointment.
Peer Meeting
Attendees & Time

Appointment owner Date From To

BOYD, David v M os/00/2017 10:00 am 10:30 am

. BOYD, David VIN 12345 Sydney Legal Aid > RM.210

-

&, RITCHIE, Dennis VIN 54321 Parramatta Logal Ald RM.5.01 ¥

+ ADD ATTENDEE nterorsting Services reouir

12 The Appointment scheduled screen displays.
Click OK.

The appointment will now display in the Schedule.
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Create Appointments - ODDP or CDPP

ODDP and/or CDPP staff can create the following types of appointments:

¢ Mandatory Case conference

e Professional and Appearance

e Correctional Meeting appointments

e Correctional Assessment appointment
o Peer appointments

Make a Correctional Meeting and/or Assessment appointment

A correctional meeting can be used for conducting meetings with an inmate or detainee. A
Correctional Assessment can be used for a medical practitioner to conduct a medical assessment
of inmate or detainee.

Step Action

1 Log on to the JUST Connect system.

2 The Home page will display. Click Create appointment.

Kim Fletcher

VIEW SCHEDULE

UPCOMING APPOINTMENTS NEEDING ATTENTION

CREATE APPOINTMENT

TOMORROW

1 AVL Appointment

3 The New Appointment screen displays.

Complete the Agenda details by selecting the Appointment Type, Mode (either Video or
Phone), the relevant Jurisdiction, and the Purpose.

Click Add Attendee.

New Appointment

Agenda

Appointment type Mode Jurisdiction Purpose

orrectional Meeting e Video = Select jurisdiction ] Select purpose

+ ADD ATTENDEE
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&  The Jurisdiction field only displays for certain Appointment types for a Legal Aid AVL
#o7F Officer (i.e. Correctional Meeting).

Save as Default button: If your appointments have common agenda types, you can set
those types as your default.

e Select options from various agenda drop down menus, and then click the Save as
Default button.

4 The Add Attendee pop-up displays.
Select the type of attendee from the options available onscreen.

¢ Add Attendee

Select type

PROFESSIONAL CORRECTIONS INMATE JUVENILE DETAINEE

5 If you selected a Corrections Inmate attendee, you will then need to enter the MIN
If you selected a Juvenile Detainee you will then need to enter the CIMS.
This example uses a Corrections Inmate attendee. Enter the MIN then click Search.

¢ Add Attendee: Corrections Inmate X

Enter MIN (6 digits minimum)

6 In the Add Attendee pop-up, the results from your search will display.

Ensure that the results displayed matches the correct name for whom you want to make
an appointment with. If the incorrect details display, click <Search Again.

Click Select.

¢ Add Attendee: Corrections Inmate

Results

& REILLY, Colin MIN 234567 Jehn Morony CC

< SEARCH ABAIN SELECT
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7 The attendee has been added.

By default, the system will automatically assign a date, time and room number. Adjust
these by clicking the Date, From, To and location fields as necessary. Note that
correctional locations will always display the room as ‘any’.

Attendees & Time

Appointment owner Date From To

Select appointment owner ~ B z3/08/2017 01:00 pm 0130 pm

; REILLY, Colin MIN 234567  Correctional Inmate John Morony CC Any

+ ADD ATTENDEE Interpreting Services required?

& If the date and time for the appointment with a person in custody is at short notice, the
#orF appointment will need to be accepted or rejected by the correctional facility, and a warning
- message will display onscreen.

® Appointments with People in Custody made at short notice are required to be accepted by the Correctional facility. You will be notified when a determination
is made.

Attendees & Time

Appeointment owner Date From To
Select appointment owner w B B/08/2017 M:30 am 12:00 pm
8 Add additional attendees as required.

In this example, we’ll add a professional attendee to this appointment.
Click Add attendee.

Attendees & Time

Appointment owner Date From To
Select appointment owner e B 23/08/2017 Q1:00 pm 01:30 pm
; REILLY, Colin MIN 234567 Correctional Inmats John Merony CC Any ]

+ ADD ATTENDEE Interpreting Saervices reguired?

& You cannot add more than one in custody attendee, so those options will now be greyed
#o7F outif selected previously. If you need to change the person in custody in this appointment,
- you must first remove the existing one, then you will have the option to add a new one.
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9 The Add attendee pop-up window displays.
Click Professional

¢ Add Attendee

Select type

PROFESSIOMAL CORRECTIONS INMATE JUVENILE DETAIMEE

10 Enter the Name, Email, VIN or CIMS number.

If the attendee is already registered with the system, they should appear below the search
field. Select the attendee from the list below the search bar.

¢ Add Attendee: Professional

Enter Name, Email, VIN or CIMS Number

david

BOYD, David VIN 12345 david. boyd@mailinator.com

l,l
r_ 1 1 1 1 1 1 1 —[
| | 1 1 1 1

11 The attendee has been added to the appointment.

The system will automatically assign a room at the relevant default location if it is
available.

Attendees & Time

Appointment owner Date From To
BOYD, David v B 23/08/2017 01:00 pm 01:30 pm
; REILLY, Colin MIN 234567 Caorrectional Inmate John Merony CC Any [ ]
‘ &2 BOYD, David VIN 12345 Sydney Legal Aid RM.210 []
Interpreting Services reguirad?
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Step Action

& The timeline shows availability of the attendees and the location (including rooms).
#O7TE  The following can display for the required time period:

e Green - indicates attendee and/or room are available.
o Grey Diagonal lines — indicates the rooms are unavailable.
¢ Red - indicates there is a clash and attendee and/or room is not available.

Wednesday, 23 August am 12:00 pm 12:15 pm 12:30 pm 12:45 pm 01:00 pm 0115 pm 01:30 pm 01:45 pm 02:00 pm 0215

> John Morony CC

BOYD. David < >

> sydney Legal Aid

12 If required, enter any notes relevant to the appointment. Note that these notes will be
visible to all attendees and will also display on appointment notifications.

+ ADD ATTENDEE Interprating Services raguirad?

Appointment Notes

These will be attached to the notification sent about the appointment

13 Once you have added all attendees to the appointment, click Save Appointment.

REILLY, Colin - John Morony CC

Attendees & Time

Appointment owner Date From To

BOYD. David ~ B 23/08/2017 01:00 pm 01:30 pm

& REILLY, Colin MIN 234567  Correctional Inmate John Morony CC Any

&, BOYD, David VIN 12345 Sydney Legal Aid RM.210 v

14 The Appointment scheduled screen displays.
Click OK.

&  The appointment will now display in the Schedule. As an AVL Officer you will be able to
AP7F see all appointments at your assigned locations, whether you have created them or not.
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Make a Mandatory Case Conference appointment

The Mandatory Case Conference appointment type must only be used for committal proceedings
in the Local Court, or for a Serious Children’s Indictable Offence in the Children’s Court, where the
Magistrate has made an order that a case conference certificate be filed.

Mandatory Case Conference appointments can be created by:

e Legal Aid Administration staff;

e Legal Aid Location Managers;

e Legal Aid lawyers;

e Aboriginal Legal Services (ALS);

o Office of the Director of Public Prosecutions (ODPP) staff;

¢ Commonwealth Department of Public Prosecutions (CDPP) staff
o Private defence lawyers who have access to JUST Connect

When booking this type of appointment, only the appointment owner, creator, or associated
Location Manager, will be able to view the name or contact details of the ODPP or CDPP attendee
listed in the appointment. The ODPP or CDPP details will be masked and will appear as ‘ODPP’ or
‘CDPP’, i.e. their name and contact information will not be displayed.

Tuesday, April 17, 2018 Mandatery Case Confarenca (Video) scheduled
09:30 am - 10:30 am Local Court
;;;;;;;;;;;;;;;;

If a Legal Aid Location Manager creates an appointment on behalf of a Legal Aid or Private
Lawyer, the Location Manager will only see the appointment in their schedule if the Legal Aid or
Private Lawyer is booked at the same location as the Location Manager, or is using their “own
device”. ODPP Location Managers will only be able to see an appointment, if the ODPP Lawyer is
booked at the same location as the Location Manager.

Book a Mandatory Case Conference (MCC) at a Court Location:

o Email the relevant Court Register requesting they book a court room (in JUST Connect) at their
location to be used for Mandatory Case Conference. No attendees are to be added to the court
room appointment. In the JUST Connect appointment, the Court Register can use the
Appointment Notes field to enter text advising that the Court room is being used for a MCC
appointment.

e Create a Mandatory Case Conference (MCC) appointment.

For attendees appearing from the Court location, ensure you select “Own Device” in the
location field (refer to following steps to create the MCC). Advise attendees of the Court
location, this information can be entered into the Appointment Notes field.
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To create an appointment for a Mandatory Case Conference, follow the steps below:

Step Action

1 Log on to the JUST Connect system.

2 The Home page will display. Click Create appointment.

Welcome to JUST Connect
Alex Miller

Last loggsd on 04/04/2018 10:04 am
CREATE APPOINTMENT

3 Complete the Agenda details by clicking the drop-down arrow and selecting the required
option for:
o Appointment Type: Mandatory Case Conference
e Mode: Video
e Jurisdiction: Local Court; or Children’s Court
e Purpose: Accused in Custody (Accused Not Present; Accused on Bail)
Note:

If the person in-custody is not required to attend this appointment, then in the Purpose
field select Accused Not Present or Accused on Bail.

Agenda
Appointment type Mode Jurisdiction Purpose
Mandatory Case Conference v Video ~ Lecal Court ~ Accused in custody ~
SAVE AS DEFAULT i What does thiz mean?

+ ADD ATTENDEE

4 Add a Professional
Click Add Attendee button
Click Professional button
Enter their Name, Email VIN or CIMS number in the search field

£ Add Attendee %  Add Attendee: Professiconal

Select type Enter Name, Email, VIN or CIMS Number

PROFESSIONAL CORRECTIONS INMATE

Displays drop-down list (if the attendee is already registered with the system, they should
appear below the search field).

Click on name required.
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Step Action

F If you are unable to find the professional within JUST Connect, then you can add them as a
NOTE Guest Attendee.

Repeat this step to add additional professionals.

5 Adding a Person in-custody:

Note: If you selected either Accused Not Present or Accused on Bail in the Purpose
field then the Corrections Inmate and Juvenile Detainee buttons will not be available, as
their attendance is not required.

Click Add Attendee button, then click Corrections Inmate or Juvenile Detainee button.

In search field enter their MIN (inmate) or CIMS (Detainee), displays drop-down list with
inmate’s name, click Select button.

€ Add Attendes: Corrections Inmate

Results

- GREEM, Bratt MIM 123458 Jahn Marony Cormactional Cantrs

You cannot add more than one in custody attendee, so those options will now be greyed
out if selected previously.

6 The attendee(s) has been added to the appointment.

By default, the system will automatically assign a date, time and room number. Adjust
these by clicking the Date, From, To and location fields as necessary.

Attendees & Time

Appointment cwner Date From To
LAWSOCHN, Lisa 4 B /04,2018 09:30 am 11:30 am
& LAWSON Lisa  VIN 457346 Qwn device
; GREEM, Brett MIM 123456 Correctional Inma.. John Morony Correctional Ce.. Any
o BOYD, David VIM 822835 Parramatta Legal A ™ Any

The timeline shows availability of the attendees and the location (including rooms).

¢ Available — displays the time in green.
e Not available - displays the time in grey diagonal lines.
e Clash — displays the time in red.

If nothing is available, you could select another location or own device from the drop down

location field for the professional. If you select ‘own device’ this would mean that they are
not assigned a room but will use their own device to make the AVL connection.
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Step Action

7 The system will automatically assign a room at the relevant default location if it is
available. This can be changed by selecting the location or room number on screen and
selecting from the list.

If an interpreter is required, click Interpreting Service required. This will not book the
interpreter, rather it will flag that an interpreter will be present in the appointment. You
must follow your existing business process to book an interpreter.

If required, enter Appointment Notes. These notes will be visible to all attendees, and will
also display on appointment reminders.

Check you have selected and/or entered all the required appointment details, when
complete click Save Appointment

GREEN, Brett - John Morony Correctional Centre ||

:_ LAWSON, Lisa  VIN 457346 Own device ™ .
; GREEM, Brett MIM 123456 Correctional Inma.. John Morony Correctional Ce... Any '
o BOYD. David VIN 888885 Parramatta Legal A.. ™ Any [ ]

+ ADD ATTENDEE | Interpreting Services reguired?

Appointment Notes

2018/00034985
R vs Green

‘Wednesday, 11 April 8:30 am 08:45 am 09:00 am 09:15 am 08:30 am 09:45 am 10:00 am 10:15 am 10:30 am

LAWSON, Lisa

[0 Own Device Selacted

* John Morony Correctio... L4 >

BOYD, David

¥ Parramatta Legal Aid

8 The Appointment scheduled screen displays.
Click OK.
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&  The appointment will now display in the Schedule.

fﬁ Note that the Legal Aid Lawyer or any other non ODPP or CDPP attendees that are not
the owner or creator of the appointment will not be able to see the name or contat details
of the ODPP attendee.

Home Schedules Account Contacts Support v¥David Boyd DB
GREEN, Brett - John Morony Correctional Centre
When Agenda Status
Wednesday, Aprll 11, 2018 | Mandatory Case Conference | scheduled
09:30 am - 11:30 am (Video)

Local Court
Accused In custody

Attendess
S oDep Own device Owner
Al N
2 GREEN. Brett MIN 123456 Correctional Inmate John Morony Correctional Centre  John Morony CC - Phane and Vid..
&, BOYD, David VIN 238835 Parramatta Legal Aid Phillip St (Dial: 30270@Legalaid...

Appointment Notes

2018/00034985
R vs Green

Show history A
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Make a Professional and Appearances appointment

The Office of the Director of Public Prosecutions (ODPP) staff are able to create Professional and
Appearances appointments:

o for when a Prosecutor appearance is required in court; or
e to book a professional conference with witnesses, or
e for conducting professional conferences and/or Interstate Jurisdiction

o for booking a remote withess appearance

Remote Witness:

A remote witness can appear from an ODPP location, or a Court location, or use their ‘Own
Device’ to give their evidence.

e Court Location: if the witness is appearing from a Remote Witness room at a Court location,
the booking for the Remote Witness room is made by the Court Registrar. ODPP staff must
notify (via email) the Court Registrar (at the relevant local court) that you require a remote
witness room to be booked, including required details.

There is no change to the existing business guidelines and policy in requesting a remote
witness room at a Court location. You must follow your existing operational guidelines when
booking and using a remote witness room.

o Own Device: if the witness will be using their “own device” during the appointment then it is the
responsibility of the ODPP prosecutor (or staff) to arrange (outside of JUST Connect) the dial in
details for the witness.

e ODDP Location: if the witness is appearing from an ODPP location, you must select the
Remote Witness and Court options when making the appointment (refer to following steps).
When the appointment is saved an email is sent to the relevant Court registrar.

Step Action

1 From the Home page or Schedule page; click on the Create Appointment button

Office of the Director of Public Prosecutions

Welcome to JUST Connect
Alex Miller
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Step Action

2 New appointment screen displays

Complete the Agenda details by clicking the drop-down arrow and select the following
option for:

e Appointment Type: select Professional and Appearances

e Mode: select Video / Phone

e Jurisdiction: select required option e.g. Local Court

e Purpose: select required option, e.g. Witness Appearance
Professional and Appearances m
Agenda

Appointment type Mode Jurisdiction Purpose

Professional and Appearances A Video hd Local Court hd witness Appearance v

SAVE AS DEFAULT i What doss this mean?

+ ADD ATTENDEE

3 Add Professional

Click Add Attendee button, then click Professional button.

¢ Add Attendee

Select type

REMOTE WITHESS

Click in field and start entering the professional’s name or enter their VIN number or email
address.

Displays drop down list, click on name required.

< Add Attendee: Profezsional

Enter Name, Email, VIN or CIMS Number

liza la

| l?l LAWSOMN. Lisa VIM 457348 isa lawson@Emailinator com |

Repeat this step to add remaining professionals required for this appointment.
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Step Action

4 Add Remote Witness
a) Remote Witness appearing from ODPP Location for a court hearing:

e Click Add Attendee button, displays Add Attendee pop up window.

e Click Remote Witness button, adds the Remote Witness selection to the
appointment.

¢ add Attendes

Select type

PROFESSIOMNAL REMOTE WITHESS COURT

e Select an ODPP location
e Click Add Attendee button, then click Court button.

¢ add Attendes

select type

PROFESSIONAL REMOTE WITHESS COURT

e Displays, Add Attendee Court prompt, enter name of Court then select from
drop-down list.

1 Add Attendee: Court

Enter court location

E Parramatta Children's Court

.l m Parramatta Local Cowrt | .

Note: When the appointment is saved an email is sent to the Court Registrar.
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Step Action

b) Remote Witness appearing from a Court Location

If the witness is appearing from a Remote Witness room at a Court location, the
booking for the Remote Witness room is made by the Court Registrar.

ODPP staff must notify (via email) the Court Registrar (at the relevant local court) that
you require a remote witness room to be booked, including required details.

c) Remote Witness is appearing via their “Own Device”

If the witness will be using their “Own Device” during the appointment then it is the
responsibility of the ODPP prosecutor (or staff) to arrange (outside of JUST Connect)
the dial in details for the witness.

e Click Add Attendee button, displays Add Attendee pop up window.

e Click Remote Witness button, select “Own Device” from Location drop-down
menu.

Note: If the Remote Witness is a professional and/or an expert in their field, you will
need to also add them as a Professional attendee. If the professional attendee is not
already listed within JUST Connect they can be added as a Guest Attendee.

5 Date and Time: defaults to today’s date and current time.
Select required Date, then adjust the From and To time fields to book the room for the full
day.
Attendees & Time
Appaintment owner Date Fram T8
LAWSON, Liza - B mroaszom 3630 & 0100 pem
APRIL 2018 € ¥
ab LAWSON, Lisa M 4B TR Syaney - Level 17
26 aa 23 o
2 BOYD, David M ESEIES Sydney - Lewvel 17
B ROYALE, Stlacious LN - Sydney - Level 17
23 24 a5 26 27 28 9
50 1 F4
#, Remole Withess Sydney - Lowel 17~
6 Location and Rooms

If required you can allocate other rooms at your location depending on availability, or
change to own device.
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Step Action

7 Appointment Notes

This is a free text field and it is important that the relevant case information is entered. For
example: enter case information into the Appointment notes field.

Please do not enter any confidential information into the appointment notes, as these
notes will be visible to all attendees, and will also display in the appointment reminder
notifications.

+ ADD ATTENDEE Interprating Services raguired?

Appointment Notes

Police v John Smith

Legal representative: Mary Jones
Hearing Duration: 1 hour
Offence: Commeon assault

8 Save appointment

Check you have selected and/or entered all the required appointment details, when
complete.

Click the Save Appointment button.
Displays prompt advising Appointment has been scheduled.
Click OK button.
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Manage Appointments

Appointments can be managed in JUST Connect by the appointment owner or in some instances,
by the attendee. Users can manage their appointments by:
e Accepting or Declining an appointment
e Cancelling an appointment
¢ Editing appointment (for example; add attendees, change locations, rooms, date or time)
¢ Marking the appointment as ‘Did Not Occur'.

Not all options listed above are available to all users. Permissions and user types will dictate which
areas of an appointment can be managed.

Accept or Decline an appointment

Appointments made with a person in-custody for the same day, or made after 3pm for an
appointment the following day are scheduled in JUST Connect with a status of ‘Pending’. These
appointments must be accepted or declined by a Correctional Services Officer or Juvenile Justice
Officer. Appointments in the status of ‘Pending’ and require attention will display on the home page
under ‘Appointments needing attention’; However only the two appointments closest in time are
shown.

The Appointment List view in the Schedule is a simple way to see the appointments requiring
attention, day by day. Note that the ‘Pending’ icon is located on the right of the screen, and may
not be visible if your browser is not expanded to full screen.

Accept an appointment

Step Action

1 From the Home page, select the pending appointment from the list.

Keith Trubridge

R m

TODAY

oooooooo
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& If the pending appointment does not display on the Home page, open the Schedule, select
yp7E the Appointments List, then select the pending appointment.

John Morony €&
Wednesday, August 30 " [ 7 O femosey | ®
E s
Appointment Lizt
Court (0)
Day
Week 0
Court - Not Required (0)
AUGUST 2017 ¢ >
Professional (1)
B 12 3 a4 5 6
7 8 8 w0 onm @ B
© 400pm L siMs, Dwayne MIN 3456789 M102 h BOYD, David ]
Mol 16 7 W w20
N 22 23 24 25 26 27

2% 29 30 % 1 2z 3 .
- Professional - Cancelled (3)

2 The appointment details will display.
Check the details for the appointment.
Click Accept Appointment.

SIMS, Dwayne - John Morony CC EDIT APPOINTMENT ‘ DECLINE APPOINTMENT
When Agenda Status
Wednesday, August 30, 2017 | Correctional Meeting (Video) | @ Pending
04:00 pm - 04:30 pm Drug Court
Conference with Client
Attendees
2 B0YD, David VIN 12345 Sydney Legal Aid RM_2.10 (Dial: 10210) owne
- SIMS, Dwayne MIN 3456789  Correcticnal Inmate John Morony CC JM.1.02 (Dial: 80014)

&  Once the appointment is accepted, the appointment will change from a ‘pending’ status to
APTE scheduled.

The appointment owner and other attendees (however not the person in-custody) will
receive a confirmation notification.
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Decline an appointment

When Correctional Services or Juvenile Justice Officer declines an appointment, this appointment
is removed from the schedule (although it will still display in the Appointment List view under the
heading ‘Declined’).

Declining an appointment requires a reason to be provided, either:

Person in Custody Refusal to Attend
Emergency Lockdown

Person in Custody Medically Unfit
Public Holiday

Equipment Failure

Industrial Action

Suite no Longer Available

Other (if other is selected, the user needs to add a description)

Step Action

1 From the Home page, select the pending appointment from the list.
CREATE APPQOINTMENT m
UPCOMING APPOINTMENTS NEEDING ATTENTION
TODAY Pending: GRIFFITH, Chad - Kariong Correctional Centre
AVL Appointment Legal Aid NSW -« Tuesday 12 September. 02:00pm
TOMORROW
O AVL Appointments
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& If the pending appointment does not display on the Home page, open the Schedule, select
yp7E the Appointments List, then select the pending appointment.

IJUST CONNECT Home  Scheduls:  Contact:  Support

Terms & Conditions ¥ Jules Kariong  J K

Kariong Correctional Centre

meemmers T [ ] & e [

< Back

Appointment List

Court (0)
Day
Week .
= Court - Not Required (0)
SEPTEMBER 2017 < >
M T o RS Professional (2)
28 29 30 3N 1 2 3

a s 6 7 8 9 10

® 10:00am 2. TRIMMER, Keith MIN 911073 Professional Studio 1 &, GOsFORD, sam
LI TR S PR ER E R

[ERNNIERR2C RN 1N 22082 2t | ® zo00pm 2. GRIFFITH, Chad MIN 911071 Professional Studio 1

2. PARRAMATTA, Riley
25 26 27 28 29 30 1

2 To decline the appointment, click Decline Appointment.

GRIFFITH, Chad - Kariong Correctional Centre EDIT APRQINTHENT

DECLINE APPOINTMENT

ACCEPT APPOINTMENT

When

Agenda Status
Tuesday, September 12, 2017 | correctional Meeting (Video) | Pending
02:00 pm - 02:30 pm Coroner's Court
Conference with Client
Attendees
& PARRAMATTA, Riley VIN 345297 Parramatta Legal Aid RM.5.01 (Dial- 30501) Owner
; GRIFFITH, Chad MIN 911071 Correctional Inmate Kariong Correctional Centre Professional Studio 1 (Dial: 91760)

3 The Decline appointment pop-up box displays.
Select a reason for declining the appointment from the drop down list.

Click Yes.
Reason
Select ~
& Al attendees will be notified NO YES
4 A message displays on screen confirming the appointment has been declined Click OK.

&  Once the appointment is declined, the appointment will display in the appointment creator
#@7F and/or owners Appointment List view under Declined appointments.

Attendees and the appointment creator will receive an email notification.
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Cancel an appointment

Once an appointment has commenced it cannot be cancelled or edited.

Appointments can only be cancelled by:
e The person who created the appointment; or
e Appointment owner; or

e AVL Officer at a Correctional facility - where there is a person in custody on the
appointment

e Location Manager — can cancel any appointment in their assigned locations.

The appointment’s status will be changed to cancelled and removed from the appointment
owner’s and attendee’s calendar (day and week) views. However, they can still be viewed in the
Appointment list (under the heading “Cancelled”).

A notification email is sent to the appointment creator, appointment owner and attendees
(excluding person-in-custody) advising reason for the cancellation.

If an appointment is cancelled, a number of pre-defined reasons for the cancellation will display.

Once an appointment has commenced it cannot be cancelled or edited.

Step Action

1 Go to the Schedule.
Select either the Appointment List or Day or Week view.
Click on the appointment that you want to cancel.

2 The Appointment details screen displays.
Click Cancel Appointment.

MANNING, Alice - Dillwynia Correctional Centre

When Agenda Status

Tuesday, September 12, 2017 | correctional Meeting (Phone) | scheduled

01:30 pm - 02:00 pm District Court
Conference with Client
Attendees
.’. PARRAMATTA, Charlie VIN 345367 Parramatta Legal Aid RM.5.05 (Dial: 30505) Owner
; MANNING, Alice MIN 911034 Corractional Inmate Dillwynia Correctional Centre Telephone 1
Show history
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Step Action

3 The Cancel Appointment pop-up box displays.
Select a Reason for cancellation from the drop down list.
Click Yes.

Cance| Appointment?

Reason

Select... ~

& 4l attendees will be notified NO l YES ‘

& If Other is selected, you must enter the details in the free text field and then click Yes.

A Al attendees will be notified NO YES

4 A message displays on screen confirming the appointment has been cancelled. Click OK.

&  Once the appointment is cancelled, the appointment will display in the appointment creator
AP7F and/or owners Appointment List view under Cancelled appointments.

Attendees will receive an email notification.
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Edit an appointment

Appointments can be edited by the appointment creator, appointment owner and an attendee
(excluding person-in-custody) of the appointment. They will also receive an email notification when
any changes are made to the appointment.

Location managers can view and edit any appointment at their designated location(s).
An appointment cannot be edited once it has commenced.

If an in-custody appointment is edited after 3pm the day prior, the appointment will need to be re-
accepted to be confirmed (note that this applies only when changes have been made that impact
the in-custody person, such as the date or time).

Editing an appointment can include:

o Change of date and/or time
¢ Change of location or room
¢ Adding attendees (i.e. additional attendees to the existing appointment)

You can navigate to the Edit Appointment page from various points, including the Appointment List,
Day or Week view. Open the appointment details to access the Edit Appointment button.

Step Action

1 Go to the Schedule.
Select either the Appointment List (or the Day or Week view).
Click on the appointment that you want to edit.

2 The Appointment details screen displays.
Click Edit Appointment.

GRIFFITH, Chad - Kariong Correctional Centre CANCEL APPQINTHENT

When Agenda Status

Thursday, September 14, 2017 | Correctional Meeting (Video) | scheduled

10:00 am - 10:30 am Coroner's Court
Instructions
Attendees
.?, PARRAMATTA, Riley VIN 345297 Parramatta Legal Aid Phillip St (Dial: 39270@Legalaid.nsw. Owner
:. GRIFFITH, Chad MIN 911071 Correctional Inmate Kariong Correctional Centre Professional Studie 1(Dial: 91760)
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Step Action

& The Edit button displays slightly differently depending on which view you select the
#p7F appointment in, for example:
N ¢ Inthe Day view, you click the appointment and the appointment details pop-up
displays, then click Edit, then click Edit Appointment.
¢ Inthe Appointments List, or the Week view, you can click on the appointment to
open the appointment details screen and click the Edit Appointment button.

e Orin the Appointments List you can click on the More (...) at the end of the
appointment row and select Edit.

3 The Edit Appointment screen displays.
Make any changes required.
Click Save Appointment.

GRIFFITH, Chad - Kariong Correctional Centre

Agenda

Appointment type Mode Jurisdiction

Attendees & Time

................ [ g5 m
‘ . .
2 GRIFFITH, Chad MIN 911071 Correctional Inmate Kariong Correctional Centre Professional Studio | (Dial: 91760) L]
- < \ 77777 ,
4 The Appointment updated screen displays.
Click OK.
5 The Appointment details screen displays again showing the new details.
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History log

When an appointment has been edited, it will create a history log. This log can be viewed from the

appointment details screen, by clicking the arrow beside Show history.

From the History section, you can view:

e A detailed change log showing the original appointment data

¢ Details of any changes made to that appointment, for example when appointments are
edited, accepted, rejected or cancelled

o The exact change (if any) that was made to an appointment, including details about when

the appointment was edited, and who made the change

CANCEL APPOINTMENT EDIT APPOINTMENT

Status

| scheduled

GREEN, Brett - John Morony Correctional Centre

When
Friday, June 15, 2018
02:00 pm - 02:30 pm

Attendees

‘ 2 g0vD, David VIN 812345
& GREEN, Brett MIN 123456

‘ & MIRAUS, Dennis  VIN 364443

Show history

Agenda

| correctional Meeting (Video)

Local Court

Conference with Client

Profassional Sydney Legal Aid
Correctional Inmate John Morony Correctional Centre
Professional Parramatta Legal Aid

GREEN, Brett - John Morony Correctional Centre

Hide history

RM.110 (Dial: 10110)
Professional Studio 1 (Dial: 90428)

Phillip St (Dial: 39270 &Lagalaid.n...

CANCEL APPOINTMENT EDIT APPOINTMENT

® 14/08/2018 14:37 pm
Changslog

Attendes added

Attendee added

QOwner set

From date set

To date set

interprater cet

Jurizdiction set

Purpose set

Mode zet

Date & time Previous status

Action taken

Scheduled appointment created

Edited by

Kim Fletcher

David Boyd

Brett Graen

David Boyd

15/06/2078 14:00 pm

15/06/2078 14:30 pm

Mot required

Local Court

Conference with Client

Video

Agency

Legal Aid NSW

Changelog

Attendee added

@ 14/06/2018 14:38 pm Scheduled

Appointment edited

Kim Fletcher

Dennis Miralis

Legal Aid NSW
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Contact Cards — Attendee contact details

Contact details, including the phone number and email address for guest attendees, can be viewed

on a Contact Card.

To access the contact card, open any appointment from your schedule or home page:

¢ Click the attendee’s name. This will open the contact card and display the applicable contact
details for that attendee (noting that different users will display different sets of information).

Name

Brett GREEN
|

LOCATION
John Morany €€

Phone
N/A

Mame

David BOYD

Legal Aid NSW

VIN
123487

Default Address
Sydney Legal Aid
50 Philip Strest
Sydney NSW 2000

Email
david.boyd @ mailinator.com

Phone
02 9219 3020
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Custody List

Viewing the Custody List

Courts — View the Custody List

The Custody List page is used by Court Officers during court sessions to manage inmates and
detainees appearing in court, either in person (cells/docs) or via AVL (phone / video). Data for the
Custody List page is retrieved from Correctional Services (OIMS), and Juvenile Justice (CIMS)
once each morning, at approximately 5am.

To view the Custody List page in JUST Connect, Court Officers will need to:

Step Action

1 Log into JUST Connect, and then select the Custody List page at the top of the screen

w Home Schedules Custody List Account Contacts Support

Court Services

Welcome to JUST Connect
Renee Hammond

Lazt logged on 21/03/2018 1157 am
. m

UPCOMING APPOINTMENTS NEEDING ATTENTION IN THE NEXT 7 DAYS

2 The Custody List page displays
Select your location, room and Jurisdiction from the drop down list.

Note that if you have only one location assigned to your profile, this will display by default.

im Nsw Home Schedulez Custody List Account Contacts Support

Friday, June 28

My location Burwood Court v in Select + for All +
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Step Action

3 Once the location, room and jurisdiction have been entered, the View Custody List button
will become active. Click View Custody List.

QmNsw Home  Schedule:  Custodylit Account  Contact:  Support ~ Carla Pinacola

Friday, June 28 Dy ||

My location Burwood Court + in Burwoed 2 + for Local Court

& Once you have clicked ‘View Custody List’, you will not be able to change the location or

#p7E room. If you need to change one or both of these during the day, you will need to log out of
— JUST Connect, and then log back in again.

4 The Custody List for the current day, at your chosen location, will display below.
Wednesday, March 21 (@) icon Glossary ‘ & ‘ VIEW CUSTODY LIST
My location coffs Harbour Court House ~ iN Coffs Harbour LC 1 | Search appearances | Q
Active (7)
Mame % Case No. Jurisdiction % Courtroom ¥ Mode %  Location % Walt Time Appearance
= CUNNINGHAM, Chr_ Local Court Coffs Harbour LC 1 Video Goulburn Correctio_ 1-5 minz Select = S Result
= GREEN, Brett Local Court Coffs Harbour LT 1 Video John Morony CC 1-5 mins In progress  ~ = Result
= REILLY, Colin Local Court Coffs Harbour LC 1 wideo John Merony CC 1-5 minz In progress ¥ = Result
= CONNELL, Luke 2016/00315791 District Court cellz Grafton Intake and - Result
- WILLIAMS, Peter 2017/00083932 District Court Cellz Grafton Intake and - Result
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Correctives and Juvenile Justice — View the Appointment List

The Appointment List page is used by Correctional Officers or Juvenile Justice Staff to manage
people in custody appearing via AVL. The Appointment List details all Court appointments and
Professional appointments, as well as any appointments that have been cancelled. Data for the
Appointment List page is retrieved from OIMS once each morning at approximately 5am.

To view the Appointment List page in JUST Connect, Correctional Officers and Juvenile Justice
Staff will need to:

Step Action

1 Log into JUST Connect, and then select View Schedule

im‘ Nsw Home Schedules Account Contacts Support ~ Keith Trubridge KT

Corrective Services NSW

Welcome to JUST Connect
Keith Trubridge

Last logged on 03/04/2018 12:03 am
CREATE APPOINTMENT VIEW SCHEDULE

UPCOMING APPOINTMENTS NEEDING ATTENTION IN THE NEXT 7 DAYS

TODAY

5 AVL Appointments
Pending: REYNOLDS, Marjorie - Silverwater Women's
Correctional Centre

TELIEREE Legal Aid NSW + Tuesday 3 April, 02:15pm

4 AVL Appointments

2 Check the correct location is displaying from the bottom of the screen
Click Appointment List

Welcome to JUST Connect Junee Correctional Centre.

TODAY < > con Glossary CREATE APPOINTMENT
HoNDAY 1 Tuesoariz WeonesDaY 13

THURSDAY 14 FRIDAY 15 SATURDAY 16

SUNDAY 17
Day
Court Court Court Court Court Court Court
Week
/A NA N/A /A /A N/A N/A
JUNE 2018 <o
M T W T F s s
22 20 30 B 1 2 3
Family Family Family Family Family Family Family
4 s & 7 8 s 10
/A NA N/a /A 72 /A /A
no2 13 14 s 16 17
B 19 20 21 2 25 24
25 26 27 28 29 30 1
2 5 4 s 5 7 8
Profe: Professional Professional Professional Professional Professional Professional
LOCATION AVL /A NA N/a /A NA /A /A
(®) June= Correctionsl Centre
Amber Laurel Correctional
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Step Action

3 The Court appointments will display at the top of the screen

Wednesday, June 13

‘ TODAY ‘ ‘ < > ‘ (@) Icon Glassary ‘ L] ‘ CREATE APPOINTMENT
Court (25) Q
- - a

Time ¥ Name ¥ MIN/CIMS Court Name ¥ Courtroom Wait Time. Appearance

2 FORBES, Warren MIN 223204 Goulburn Court 1-5 mins Select ~

= SERDIUK, Trevor MIN 292552 Central Court 1-5 mins Select ~

2 CONGDON, Steven MIN 607710 Griffith Court 1-5 mins G ©

& LAWLER, Shaun MIN 368040  Albury Court 1-5 mins Select ~

2 GRUBE, Shannon MIN 266763 State Parole Autherity 1-5 mins Select ~

2 FIREBRACE, Scott MIN 227707 Griffith Court 1-5 mins Select ~

2 BAKER, Richard MIN 585633 State Parole Authority 1-5 mins Gelact v
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Custody List page Overview

Courts Overview

The Custody List page has several columns, which can be sorted using the arrows at the top of
selected columns.

Tuesday, March 20 (@ icon Glozzary & VIEW CUSTODY LIST

My Iocation Coffs Harbour Court * in Coffs Harbour LC1 - 1160 Q

Active (9)

Name % Case No. Jurisdiction % Courtroom % Mode % Location & Wait Time. Appearance

2 GREEN, Brett Local Gourt Goffs Harbour LG - 91160 Video John Morony GG 15 mins
2 JOHNSON, Eddie Local Court Coffs Harbour LCT - 97160 Video Goulbum Correctional Centre 1-5 mins

A REILLY. Colin Local Court Coffs Harbour LCT - 91160 Video John Morony CC 1-5 ming Requezt = & Result

2 WILSON, Mark Loeal court Catfe Harbour LC - 91160 Vices Goulbum Corractizra) Cantr 5 mine

2 CONNELL. Luke 2078/00071054 Local Court Video Gratton Intake and Tranzient Cent_ 1120 minz

The data in each column is outlined below.

Column: Description :

Name This is the name of the person in-custody who has a court appearance at
your nominated location.

Case number This is the case number being dealt with during the day’s court session.

If a person in-custody is appearing for several cases within the same
jurisdiction, only one case number will display alongside their name, and only
one entry for that person in custody will display in the custody list.

Jurisdiction Lists the court jurisdiction the matter is being heard in, for example Local
Court or District Court.

Courtroom When a person in-custody is requested by a Court Officer, the court room
assigned to that Court Officer will display in this column. This column will
remain blank until a court officer has requested the person in-custody.

If a Court Officer from a different court room has requested the inmate /
detainee, then this will display with their assigned courtroom number, and will
appear in light grey text.

Mode Identifies whether the session will take place by video, cells (docs) or by
phone (see further breakdown of mode options following this table)

Location Lists the physical location of the person in-custody, for example, MRRC.
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Column: Description :

Wait time This refers to the amount of time it will take a Correctives Officer or Juvenile
Justice Staff to place the person in-custody into the AVL suite after receiving
the JUST Connect request from the Court Officer. This only applies to AVL
appearances.

Appearance Contains a drop down list beside each person in-custody with appearance
options. For Court Officers, these appearance options include

e Request
o Once selected, a Correctional Officer or Juvenile Justice Staff
will place the person in-custody into the AVL suite, and then
change the appearance to ‘Placed in suite’
¢ Not required
o If the person in-custody is no longer required in court, the
court officer can set the appearance status to ‘Not required’.
This will notify the Correctional Officer or Juvenile Justice
Staff, who can then remove the person in-custody from the
holding cell

Note: these options are outlined in the following table

Result When a person in-custody has completed their court session, the court officer
is required to enter their court results into JUST Connect. The Court Officer
has three options to select from:

1. Adjourned
2. Complete
3. Still required

Once the selection is saved, the results will be sent to Correctives or Juvenile
Justice via JUST Connect, who will then remove the inmate / detainee from
the holding cell. Court Officers will then follow standard procedures and enter
the outcomes into JusticeLink.

Mode types
Appearance type Mode Meaning
VIDED "Wideo"” | By AVL
DOCSs "Cells” |In person in custody
MOT "Mot” | Mot required to attend
MPOL "MPol” |In N5W Police Custody
UMNES “Unes” | Unescorted - bringing themselves to Court
Any other value | ™" If the appearanceType is any other value then set it to Dash
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Correctives and Juvenile Justice Overview

The Court Appointment List has several columns, which are outlined in the table below

(-] CREATE APPOINTMENT

Wednesday, June 13

Court (25)

TODAY

® teon

Gloss:

ary

Q

Time * Name ¥

MIN/CIMS

Court Name ¥

Courtroom

Wait Time

Appearance

REILLY, Colin

REILLY, Colin

BINION, Craig

FENTON, Jamie

GOUGH, David

= GROVES, Keith

Column:

Time

MIN 223204
MIN 292552
MIN 607710
MIN 368040
MIN 266763

MIN 227707

Description :

Goulburn Court

Central Court

Griffith Court

Albury Court

State Parole Authority

Griffith Court

1-5 mins

1-5 mins

1-5 mins

1-5 mins

People in custody who have been booked for a court appearance via a JUST
Connect Appointment (that is, Supreme Court Arraignment, State Parole
Authority / NCAT) will display at the top of the list and have a time allocated
to their appearance. This is the time the person in custody should be placed

in the suite

People in custody who are appearing in Court as a result of a Remand

Warrant or Section 77 provided by the Courts will display below

When a “request” is made by a Court Officer, the time the request was made
will display in this column.

Name

This is the name of the person in-custody who has a court appearance via

AVL

MIN/CIMS

This is the MIN or CIMS number of the person in custody with the court

appearance

Location

This is the location of the court where their matter is being dealt with during
this appearance

Courtroom

If the court appearance was made via a JUST Connect appointment, their
courtroom will display in this column (excluding interstate courts)

For people in custody appearing as a result of a Remand Warrant or Section
77, the courtroom number will only display after a Court Officer has
requested that person in custody appear in court. Once requested, the
courtroom assigned to that Court Officer will display in this column
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Column: Description :

Wait Time Refers to the amount of time it will take a Correctional Officer to place the
person in custody into the AVL suite after receiving the JUST Connect
request from the Court Officer

It is the responsibility of the Correctional Officer to update this field for each
person in custody, so the Court Officer can manage lead times accurately. It
is strongly recommended that this list is first updated in the morning before
Court sittings begin, and then maintained throughout the day

Appearance Displays the status of each person in custody and should be closely
monitored by Correctional Officers and Juvenile Justice Staff

This column is updated in real time, and is the key communication area
between Court Officers, Correctional Officers and Juvenile Justice Staff. For
example, a Court Officer may request an appearance by changing their
appearance status to ‘Request’, and the Correctional Officer may update this
status to ‘In Progress’ once they’ve seen the request, and are about to place
the person in custody into the AVL suite

These options are outlined in the following section; Appearance Options

View/Edit Displays three dots “..." By clicking on these dots, you will get an option to
‘View’ the appearance or appointment, or ‘Edit’ the appointment (only
available to court appearances from JUST Connect Appointments that have
not already started)

When viewing completed appearances, you will also see the brief result
notes
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Appearance Options

The Appearance column on the Custody List page contains a drop down list with appearance
options. Court Officers, Correctional Officers or Juvenile Justice Staff can select from a range of
options, which will then notify the other agencies about the appearance of the person in-custody.

My location Burwood Court ~ in Burwood 2 ~ Q
Active (37)
Name % Case No. Jurisdiction ¥ Courtroom Mode % Location % Wait Time Appearance
2 BATZIOLAS, Ahmad 2018/00089056 Local Court Burwood 2 Video John Morony Correc_ 6-10 mins Requast - «  Result
~  AHMED, Fernando 2018/00143673 Local Court Burwood 2 Video MRRC 1-5 mins Request = " Result
= ATOR, Aaron 2012/00098642 Local Court Video Bathurst Correctiona_ 1-5 mins Select w S Result
= AUELUA, Michael 2018/00090772 Local Court Video MRRC 1-20 mins n progress ~ = Result
= BOBAK, Nathan 2017/003338 Local Court Burwood 2 Video Cessnock Correction 1-5 mins Mot required ~ & Result
= BOULOS,Shane 2018/00125221 Local Court Video Silverwater Women 1-5 mins Select - - Result
& CALLEJA, Grant 2018/00133397 Local Court Burwood 2 Videa Silverwater Women 1-5 mins still required ~ - Result

The table below outlines the appearance options for each agency:

Appearance
Status:

Actioned by: Description :

Request Court Officers Used by Court Officers to request the inmate / detainee be
placed in the AVL suite.

This request should be made in line with the lead time required
for each inmate / detainee as listed on screen.

Not required  Court Officers Used by Court Officers to inform Corrective or Juvenile
Justice staff that the inmate / detainee are no longer required
to attend the AVL session.

In Progress Correctives or Used by Correctives or Juvenile Justice to notify Court
Juvenile Justice  Officers that they have seen the request, and will now be
actioning it by placing the inmate / detainee in the AVL suite.

Unavailable Correctives or Used by Correctives or Juvenile Justice to notify Court
Juvenile Justice  Officers that the person in custody is temporarily available and
will be placed in the suite when they become available. No
further details are provided about the availability of the person
in custody.

Available Correctives or Used by Correctives or Juvenile Justice to notify Court
Juvenile Justice  Officers that the person in custody who was temporarily
unavailable, is now available.

Result Correctives or Used by Correctives or Juvenile Justice to request that
required Juvenile Justice  Court Officers add the court result into JUST Connect.
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Appearance
Status:

Actioned by: Description :

Complete JUST Connect  Assigned by JUST Connect when a result has been recorded
following a court appearance.

Reset Court Officers Used by Court Officers when they need to reset the
appearance status back to “select”

Note: You will only be able to see the appearance status options in the list that are available to
your user profile type
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Manage the Custody List - Courts

Make requests

As a Court Officer your role will be to use the Custody List to:

¢ Make requests for an inmate or detainee to appear in court
e Provide the court results

These processes are outlined below.

Please note the steps below only refer to a person in custody who is appearing by video. If the
person in custody is appearing by ‘Cells’ (docs), or by phone (shown onscreen with a ‘-’ symbol in
the Mode column), you will need to call the Corrective Services cells or Police cells depending on
your court location

Step Action

1 Go to the Custody List page, and then select your location, room and Jurisdiction (you
only do this when you log in, or if you change courtrooms). Click View Custody List to
display the custody list for your location below.

Home Schedules y List Account Contacts Support ~ Renee Hammond R H
Tuesday, March 27 (@) Icon Glossary L] VIEW CUSTODY LIST
My \ocat\othorrs Harbour Court House v in Coffs Harbour LC1 v | ‘ Search appearances ‘ Q
2 Locate the person in custody from the list.

You can use the arrows at the top of each column, or the search field at the top of the
screen to locate the person in custody quickly.

Tuesday, March 27 (@) Icon Glossary L-2 VIEW CUSTODY LIST
My location Coffs Harbour Court House v in Coffs Harbour LC 1 v || earch appearances | Ql
Active (23)
Case No. Jurisdiction ¥ Courtroom ¥ Mode ¥  Location ¥ | Wait Time Appearance
- GREEN, Brett Local Court Coffs Harbour LC 1 Video John Marony CC 6-10 mins Select ¥ - Result
JOHNSON, Eddie Local Court ffs Harbour DC2
; REILLY, Colin Local Court Coffs Harbour LC 1 Video John Morony CC 1-5 mins Select ¥ - Result
2. SIMS, Dwayne Local Court Coffs Harbour LC 1 Video John Morony CC 1-5 mins ¥ Select ¥ - Result
2. WILSON, Mark Local Court Coffs Harbour LC 1 Video Goulburn Correction_ 1-5 mins ¥ Select ¥ o Result
; BUCHANAN, Peter 2018/00020134 Local Court Video Mid North Coast Cor_ N-20 mins ¥ Select ¥ - Result
L SKINNER, Thomas 2016/00356332 Local Court Video ‘Wellington Correctio_ 6-10mins ¥ Select ¥ - Result
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Step Action

3 Select the drop down arrow in the Appearance column for the person in custody.
Then click Request.

; REILLY, Colin Local Court Coffs Harbour LC 1 Video John Morony CC 1-5 mins felect =
; SIMS, Dwayne Local Court Coffs Harbour LC 1 Video John Moror :
... WILSON, Mark Local Court Coffs Harbour LC 1 Video Goulburn € Not required
4 BUCHANAN, Peter 2018/00020134 Local Court Video Mid North ¢ i required

& A Correctional Officer or Juvenile Justice Staff member will view this request, and then
#p7F Place the person in custody into the AVL suite within the wait time noted onscreen.

Court Officers may need to manually note down the time each request is made. If the
Correctional Officer or Juvenile Justice Staff member does not place the person in custody
into the suite within the specified wait time, you may need to manually call them.

4 When the Correctional Officer sees a Request in JUST Connect, they must update the
Appearance column to read ‘in Progress’. This notifies the Court Officer that the
Correctional Officer has seen the request, and is now actioning it. The Court Officer will
know to expect the inmate or detainee to be available in the AVL suite within the
nominated wait time.

Active (23)
Name @ Case No. Jurisdiction * Courtroom % Mode % Location % Wait Time Appearance
2. GREEN, Brett Local Court Coffs Harbour LC 1 Video John Morony CC 6-10 mins Select ~ _ Result
JOHNSON, Eddie L Court Coffs Harb
2 REILLY, Colin Local Court Coffs Harbour LC 1 Video John Moreny CC 1-5 mins —  Result
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Send Results

When a person in custody has completed their appearance, you are required to send a result via
JUST Connect. This result notifies the Correctional or Detention facility of the basic result for that
case, they can then move the person in custody from the AVL holding area back to their cells or

room.

Please note this does not replace outcoming in JusticeLink. As per current procedures, outcomes
will still be entered for all cases into JusticeLink and Corrective Officers, Juvenile Justice or Court
staff should still check OIMS, CIMS or JusticeLink, for the official final court outcomes for all cases

and proceedings.

Step Action

1 Locate the person in custody from the list.

You can use the arrows at the top of each column, or the search field at the top of the

screen to locate the person in custody quickly.

Click Result.
Tuesday, March 06 (7) Icon Glassary & VIEW CUSTODY LIST
My location Griffith ~ in Griffith LC ~ | | e earance | Q
Active (6)
Case No. Jurisdiction ¥ Courtroom Mode = Location % | Wait Time Appearance
; BARBER, Reuben Children's Court Griffith PS1 Video Frank Baxter Juvenil 1-20 mins Select ~ Result
|; GREEN, Brett Local Court Griffith LC Video John Morony CC 1-5 mins Select + Result
; JOHNSON, Eddie Local Court Griffith LC Video Goulburn Correction_ N-20 mins Select ~ Result
4 REILLY, Colin Local Court Griffith LC Video John Morony CC 1-5 mins Select ~ Result
2 sIMS, Dwayne District Court Griffith DC Vidso John Morony CC 1-5 mins Select ~ Result
; WILSON, Mark Local Court Griffith RW Video Gouloburn Correction_ 1=5 min: Select ~ Result

2 A pop up window will display.

Select the result from the options on screen: Adjourned, Complete, Still required.

Click Save.
2 caLDERWOOD, Jon 2017/00001234-000 Distriet ta MRRC 1-5 min Rea - ©  Result
& IGNATOWSKI, Jon 2017/00001234-000 Local Add Result x .
A INNOCENT, Jon 2017/00061234-000 Loca ‘esult

Please select a result below
o Adjourned Complete still required
& MANN, Jon 2017/00001234-000 Local fesult
A MACFARLANE, Jon 2017/00001234-000 District esult
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Step Action

3 The results have been saved to JUST Connect.

Correctional Officers or Juvenile Justice Staff can then move the person in custody from
the AVL holding area back to their cells or room.

Please note this does not replace outcoming in JusticeLink. As per current procedures,
outcomes will still be entered for all cases into JusticeLink and Corrective Officers,
Juvenile Justice or Court staff should still check OIMS, CIMS or JusticeLink, for the official
final court outcomes for all cases and proceedings.

& If you did not obtain the result from the court papers then select completed > other resuilt.

fﬂﬁ In some instances, you may need to make a person in custody active after entering a

result. You can only edit your own result, in which case, you'd need to edit the completed
appearance and set the result to ‘Still required’

Active (2)

Name % Case No. Jurisdiction ¥ Courtroom 3 Mode = Location % Wait Time Appearance

; REILLY, Colin Local Court Griffith LC Video John Morony CC 1-5 mins Select - - Result

Complete (1)

Mame % Case No. Jurisdiction = Courtroom = Mode = Location Wait Time Appearance

4. GREEN, Brett Local Court Griffith LC Video John Morany CC 1-5 mins Complete e Edit

Result options

Additional options:

Adjourned Bail refused Then select the adjournment date from the

Bail granted calendar on screen

Non bail matter

Complete Sentenced

Other result

Still required (No further options)
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Manage the Custody List — Correctives and Juvenile Justice

As a Correctional Officer your role will be to use the Court Appointment List to:

e Update the wait time for each person in custody as required

e Action any requests by updating the Appearance status to ‘In Progress’ (or the relevant
status), and then placing the inmate or detainee into the AVL suite

e Review results and return the person in custody to their cell or room

These processes are outlined below.

Update the Wait time

By default, all wait times will be listed as 1-5 minutes until updated by a Correctional Officer.

If you are a Correctional Officer or Juvenile Justice Staff based at a location where there is only
one officer or staff member monitoring the JUST Connect system, you may need to manage the
wait times by increasing your wait time to allow for multiple requests at the same time, or if a
person in custody is likely to take longer to reach the AVL suite (for example they are in a block on
the other side of the facility).

If you are unable to have someone monitor the JUST Connect screen at all, please update the wait
times to say ‘Please call’ and revert to manual processes for the day. This can be updated in the
morning so that Court Officers know to call your facility when required. Please note this ONLY
applies to limited Juvenile Justice and Corrective locations. The expectation is that in the first
instance, Correctives and Juvenile Justice locations use JUST Connect to manage their Custody
List.

Follow the process below to update the wait time for any person in custody that requires longer.

Step Action

1 Go to the Appointment List page, and review the court appearance list

Locate the person in custody and click the drop down list in the Wait time column
beside that person’s name

John Morony CC
Court (11) Q

Time Name MIN/CIMS Location Courtroom Wait Time Appearance

10:30 am 2 REILLY, Colin MIN 234567 Interstate Court/Tribunal or Interjuris
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2 Select the time that best reflects how long it may take to place that person in custody into
the AVL suite; the options include 1-5 minute, 6-10 minutes, 11-20 minutes and ‘please
call

anal or Interjuris__ = 1-5 mins =

QS5LC SCI3A A - 9138) 1-5 mins

House Sydney Central 2 6-10 min:
o - 11-20 mins
3 The wait time will be update in real time in the Court Officers JUST Connect Custody List
John Morony CC
Tuesday, April 03 ‘ e ‘ 12 SRt ‘i‘
Court (11) [
Time Name MIN/CIMS Location Courtroom Wait Time

@ 10:30 am : REILLY, Colin MIN 234567 Interstate Court/Tribunal or Interjuris -
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Update the Appearance Status

Please note that updating the appearance status to ‘In Progress’ does not replace the requirement
for you to dial into the courtroom using the AVL equipment. This process only removes the phone
calls to/from the Court Officer requesting the appearance and updating them that the person in

custody is now ready to appeatr.

Step Action

computer.

AV holding area and place them into the AVL suite

Name MIN/CIMS Location Courtroom

; REILLY, Colin MIN 234567 Interstate Court/Tribunal or Interjuris,_

:. REILLY, Colin MIN 234567 Supreme Court QS5LC SCI3A A - 91387

1 From the Appointment List page, locate all persons in custody with an Appearance status
of ‘Request’. Note that when a request is made by a Court Officer, that inmate will move to
the bottom of the list (this will be changed to the top of the list in coming releases), so all
‘requested’ inmates will display in a blue box, and an noise alert will play through your

Click the drop down list and select the option that applies to your situation
Following standard business processes, move all requested persons in custody from the

Wait Time

1-5mins ~

-5 mins  ~

Appearance

Result required ™

this person in custody to reflect the option selected in step 1 above

2 NELSON, David MIN 244960 Sydney Central Court House Sydney Central 2 11-20 mins ~ | |
= BAR, Daniel MIN 3456789 Sydney Central Court House Sydney Central 2 1] In progress -
; HANNA, Andy MIN 578823 Blacktown Court House 1] Unavailable
z KOBEISSI, Hussein MIN 517442 Waverley Court House 1| Result required
2 The Court Officers JUST Connect Custody List will now show the appearance status for

AOTE from Court Officers

& Please note you may need to scroll to the bottom of your list to view any new requests
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View Results

When a person in custody has completed their appearance, the Court Officer will send a brief
result via JUST Connect. This result notifies the Correctional facility of the basic result for that
case, so they can move the person in custody from the AVL holding area back to their cells or
room.

Please note this does not replace the official final court outcomes from OIMS. This should only be
used as an indication that the person in custody is no longer required for court proceedings that
day.

Step Action

& Allcompleted court appearances that have a result entered by a Court Officer will display
#prF nbold text on the Court Appointment List page

1 Review the Court Appointment List page and locate any complete court appearances
Click the name of the person in custody

John Morony CC
Tuesday, April 03 b | T © wmgesay | B

Court (12) Q

Time Name MIN/CIMS, Location Courtroom Wait Time Appearance

@® 10:30am & REILLY, Colin MIN 234567 Interstate Court/Tribunal or Interjuris - 1-5mins ~ Select ~

@ o130 pm MIN 34587, Sydney Central Court Houze Sydney Central 2 8-10 minz -~
2 The appearance details will display onscreen

View the brief result notes. If the results indicate the person in custody is no longer
required. Follow standard business procedures and return that person in custody to their
cell or room

Click Back to return to the Appointment List page

When ‘Agenda Status
Tuesday, April 03, 2018 | court (videoy | scheduled
01:30 pm - 02:00 pm Local Court
Hearing
2 SIMS, Dwayne Result
Matter Completed - Refer to OIMS or Sentence Admin for all case results
Attend:
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3 Completed appointments that have been viewed by any Correctional Officer at your
location will display as greyed out text. You can still click the person in custody’s name to
view the results again if required

T

John Morony CC

Tuesday, April 03 ‘ e ‘

O e |0
Court (12)
Time Name MIN/CIMS Location Courtroom Wait Time Appearance
@ 10:30 am 2. REILLY, Colin MIN 234567  Interstate Court/Tribunal or Interjuris - 6-10 mins Select ~
REILLY, Colin 1234567  Supreme Court
|.':: SIMS, Dwayne 3456789  Sydney Central Court House Sydney Central 2 PGS Complete = |

& In some instances, the result may be changed by a Court Officer from a ‘Complete’
AOTF status, to ‘Still required’. In this instance the person in custody will display as standard
- black text, and will have the appearance status listed as ‘Still required’. The Correctional

Officer will need to ensure the person in custody remains in the AV holding area until the
status is updated again.

John Morony CC

5 TODAY < > (@ icon Glossary (-] CREATE APPOINTMENT
Tuesday, April 03 ‘ ‘

Court (12)

Time Name MIN/CIMS Location Courtroom Wait Time Appearance

@® 10:30 am 2 REILLY, Colin MIN 234567  Interstate Court/Tribunal or Interjuris - 6-10 mins Select =

am REILLY, Colin 234567 Supreme Court A A~ ete

® o130 pm 2. SIMS, Dwayne MIN 3456789  Sydney Central Court House Sydney Central 2 1-5 mins * still required ~

Result options entered by Court Officers

Additional options:

Adjourned Bail refused Then select the adjournment date from the

Bail granted calendar on screen

Non bail matter

Complete Sentenced

Other result

Still required (No further options)
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Manage Account Settings

Manage Personal Account Settings

You can manage your personal account settings via the Account page, accessed at the top of the

screen.

From this page you can update your:

Phone number
Mobile number
Notification preferences (both SMS and email)
Email notification address
Password; Passwords must contain at least:

O

(@]
(@]
o

One lowercase character
One uppercase character
One number

A special character

To make changes to your details: click Account link in menu bar, make your changes, and then
click Update Settings to save the changes.

Al NSW Home  Schedules

Account settings: David Boyd

0D  Manage your personal account settings here

Name Contact details

User Mame / Email Address

.D. Manage your system notification preferences here

I% Manage your JUST Connect Password here

Change password

ald password
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Notifications and reminders

The system generates notifications which are sent via email or SMS for the following reasons.

Email notifications are sent:

. When a new appointment is created (scheduled or pending), to all attendees not including
the person making the appointment (i.e. the creator)

. When a pending appointment is approved or declined, to all attendees and the creator.

. When any change is made to the appointment including time, location, attendees added or
removed etc.

. When an appointment is cancelled, to all attendees and the creator and a reason will be
given (note: a reason will not be given for family and friend appointments)

. At 8am to remind attendees of appointments, if users have requested email in their Account
Settings or if they are a guest attendee and have an email address recorded in JUST
Connect.

SMS Notifications

SMSs are only sent on the day of the appointment to appointment attendees. They are only sent
to:

. Attendees who have a mobile number recorded and have requested SMS notification in their
Account Settings; and

. Guest professionals/family (who do not set notification options) where a mobile number has
been recorded.

An SMS is sent to the above attendees:

. At 8am to remind attendees of scheduled appointments

. At 8am to notify attendees of pending appointments that day that have not been confirmed
(in a separate SMS to the above)

. Where the status of an appointment changes on the day of the appointment —i.e. the
appointment is accepted, declined or cancelled on the day of the appointment.

. 5 minutes before the start time of family and friend appointments as a reminder.
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Notification preferences can be managed by each user from their Account screen.

Schedules Contacts Support

Account settings: David Boyd

Legal A ney Legal Aid « VIN: 1234 543

Q Manage your system notification preferences here

() Receive no notifications

Email notification address*

Examples:

Terms & Condlitions ¥ David Boyd DB

UPDATE SETTINGS

Appointment is Created

Pending Appointment Accepted

®

YOU HAVE A NEW
APPOINTMENT

| —

WITH Norman DESILVA (MIN 911093)
David BOYD

WHEN Tuesday, 29/05/2018 - 10:00am to 11.00am

TYPE Correctional Meeting (Video)

PURPOSE Conference with Client

WHERE Bondi Legal Aid, BJ.1.23

DIAL IN You will receive dial-in details in the appointment reminder email on the day
of appointment

=

Please come to

Bonai Legal Ad

1 Beach Street, Sydney, NSW, 2000
Contact: 02 1111 2222

Click here to view map

APPOINTMENT NOTES

For more information contact
David BOYD, Legal Aid NSW
david boyd@madlinator com

@.

PENDING APPOINTMENT
HAS BEEN ACCEPTED
AND IS NOW
SCHEDULED

Updated by
Alan PAOL, Juvenile Justice
alan pack@mallinator com

-
WITH Dayne HANCOCKS (CIMS 2345878) (Dial: 91614)
David BOYD (Diak 10110)
James LANGRIDGE
Lisa LAWSOM (Dial: 12123)
WHEN Monday, 2B/05/2018 - 2:45pm to 3:00pm
TYPE Cormectional Meeting (Videa)

PURPOSE Private Legal Matter

APPOINTMENT NOTES

To view o edil this appointment, visit
biips-iftest pstconnect justice nsw.gov au'schedules/summ d=5b00E51 F5cefd 3000 cectdd

For Instructions on dealling In, visit:
- . i . clics

! |
Conferencng/iinstructions-to-Conmnect aspx
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Appointment has been edited

Cancelled Appointment

©

APPOINTMENT
UPDATED

Updated by
Kim FLETCHER, Legal Aid NSW
Kim . fied rngv@mghggl Dr_COf

o
WITH Norman DESILVA (MIN 911093)
David 8BOYD
WHEN Tuesday, 20/05/2018 - 10:00am 1o 11:00am
TYPE Correctional Meeting (Video)
PURPOSE Conference with Client
WHERE Alison Location, AF room 2
B3
—

Please come to

Alison Location

Level 7, 220 Pacific Hwy, Crows Nest, NSW, 2065
Contact: 123456769

APPOINTMENT NOTES

To view or ean this appointment, visit
n L ust: { SW

For instructions on dialling in, wisit
hitpJiwww corredtiveservices justice nsw.gov. awPages/CorrediveServices/AVL -Vigeo-
Conferencinginstructions-to-Connect aspx

O

APPOINTMENT
CANCELLED

Cancelied by
Kim FLETCHER. Legal Ald NSW
kim. fletcher@mailinator.com

Canceliation Reason
Suite no longer available

=

WITH Norman DESILVA (MIN 911003)
David BOYD

WHEM Tuesday, 29/05/2018 - 10.00am 1o 11.00am

TYPE Correctional Meeting (Video)

PURPOSE Conference with Client

WHERE Alison Location, AF room 2

=y

APPOINTMENT NOTES

=1

Question?

Legal Ald NSW
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Reports

Daily report

In the Appointments List, there is an option to print the list. This becomes the daily job sheet or
daily report.

For Court users, the printed list will also contain all appointment attendees, so court staff can see
who is present on the Court List.

Step Action

1 Click View Schedule.
2 Click Appointment List.
Click the Print icon in the top right corner of the screen.
szw Home Account  Contact:  Support Terms & Conditions ¥ Carla Pinacolada  CP
e Cees ;;;sday, December 05 | e | Dl °
Scheduled (3)
Day
Week © n30am 2 AHMAD, Hassan @) MIN 911007 Bathurst Correction Court (Video) & PINACOLADA, Carla +1 Griffith DC
©® 24spm Court (Video) 2 PINACOLADA, Carla +1 Griffith DC
ki ©® z4spm Court (Video &, PINACOLADA, Carla +2 Griffith RW. Griffith
‘Bt Y Cancelled (1)
= ’f = ’f’ ’:" b © 2150m 2 AHMAD, Hassan @) MIN 811007 Court (Video 2. PINACOLADA, Carla Person in Custody N o
3 The PDF document downloads.
Click on the downloaded document at the bottom left of the screen to open the
document.
T filepdf ~
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4 The Appointments List document displays.
This list displays:

All appointments for the selected day (top of PDF document)
Shows all attendee’s for each appointment and their location.
The person in-custody housing location with appointment room
Type of Appointment (eg Video, Phone)

Location of court and family/friend appointments

APPOINTMENT LIST GRIFFITH 04/04/2018

Scheduled (2)

3:00 pm Griffith Court (Video) PINACOLADA, Griffith LG
Carla
SIMS, Dwayne MIN 3456789 John Marony CC JM.1.01
4:30 pm Griffith Court (Video) PINACOLADA, Griffith DC
Carla
BARBER, Reuben CIM 1234567 Frank Baxter JJC FB.1.01
Cancelled (5)

9:30 am REILLY, Colin MIN 234567 Court (Videa) PINACOLADA, Carla +1 Suite no longer available
Griffith

10:00 am REILLY, Colin MIN 234567 Family and Friend (Video) REID, Jackie Suite no longer available
Griffith

12:30 pm GREEN, Brett MIN 123456 Court (Videa) PINACOLADA, Carla +1 Suite no longer available
Griffith

12:45 pm GREEN, Brett MIN 123456 Court (Videa) PINACOLADA, Carla +1 Suite no longer available
Griffith

4:15 pm GREEN, Brett MIN 123456 Court (Videa) PINACOLADA, Carla Suite no longer available
Griffith

@ Copyright Department of Justice * Printed by Carla Pinacolada on 04/04/2018 at 228pm
This document is confidential and may contain sensitive or privileged information. If you are not the intended recipient, you must not use, disclose, copy or distribute this document. Page1of1
5 Print the PDF document as you would normally print.
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Glossary

Term Description

ALS Aboriginal Legal Services

AVL Audio Visual Link

CIMS Client Information Management System

The computer system which JJINSW use to manage information on detainees
and permitted visitors

CaTS Courts and Tribunal Services

CSNSW Corrective Services NSW

JINSW Juvenile Justice NSW

MIN Master Index Number. A 6-digit number given to each adult inmate.
ODPP Office of the Director of Public Prosecutions NSW

OIMS Offender Integrated Management System

The computer system which Corrective Services NSW use to manage
information on inmates and permitted visitors or restrictions

Professionals | Professionals’ include Legal Aid Lawyers, Aboriginal Community Client Service
Officers, private legal practitioners, and private health practitioners etc.

SOP Standard Operational Procedure

SPA State Parole Authority

VCSS Video Conferencing Scheduling System (system JUST Connect is replacing)

VIN Visitor Identification Number

VMR Virtual Meeting Room (phone number to connect into a virtual meeting room)
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Icons Glossary

Icon Glossary

Q@ Lccation Appolntment type Appolntment status

& Print 22 Mandatory Case Conference Pending

@ Tirme &% Peer Meeting o Cancelled/Declined
=" ily and Friend + sted

m Date mw Family and Frien &' Requeste

s Edit Or Correctional € Unavailable

=+ 2dd i Court B not required

B Delete/Discard == In-Progress

(D) Information Appolntment attendes types @ Result complete
& Inmat

Q Search e NMate Read rezult
® Juvenile .

e More - @ Result Required

ey -

ara Professional

ah Family/Friend

&% Family/Friend (Minor)

&, Remecte Witness

Interpreter
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Support

The Support page provides support information and instructional guides for current users of JUST

Connect.

e Click on the Support link in the Menu bar at the top of your screen.

AWk NSW

Home Schedules Custedy List Account Contacts

e Displays the JUST Connect Support page.

ﬁ Justice Home | About Justice | Media & news | Forms, fees & fines | Publications & research | Contact Justice |

AWk
N

NSW | justice
Reporting Crime

Justice Home > Corrective Services

Community Corrections

Parole

Programs and services

ES

Preventing or Victims Services| Courts & Corrective | Juvenile For Students & Legal & Regulatory | Life Events

Iribunals | Services Justice Legal Profession | Information &

Gusan  p o
JUST Connect Support
This page provides support information and instructional guides for current users
F r information about JUST Connect and applying for access click here

Contact us - JUST Connect Support Team
email: justconnectjustice.nsw.gov.au

hone: 02 8759 0010

Support Materials

Connect Overview

Please do not save these documents to your PC. The most up to date versions will be maintained via

the support page.
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	Introduction  
	What is JUST Connect? 
	JUST Connect is a consolidated scheduling system for the Department of Justice, providing a cloud-hosted web interface for agency staff as well as public users to manage bookings. 
	The system will allow authorised users to create and manage video, phone or in-person appointments, including: 
	 Correctional Assessments 
	 Correctional Assessments 
	 Correctional Assessments 

	 Correctional Meetings 
	 Correctional Meetings 

	 Court appointments 
	 Court appointments 

	 Mandatory Case Conferences 
	 Mandatory Case Conferences 

	 Professional and Appearances (initiated by ODPP) 
	 Professional and Appearances (initiated by ODPP) 

	 Peer-to-peer appointments (inter-agency and intra-agency appointments) 
	 Peer-to-peer appointments (inter-agency and intra-agency appointments) 


	 
	What services are available through JUST Connect? 
	Through the JUST Connect system, users will be able to perform a range of tasks, depending on their profile. These tasks may include: 
	 View schedules and calendars 
	 View schedules and calendars 
	 View schedules and calendars 

	 Create appointments 
	 Create appointments 

	 Allocating attendees to appointments 
	 Allocating attendees to appointments 

	 Accept or decline bookings 
	 Accept or decline bookings 

	 Marking appointments as did not occur 
	 Marking appointments as did not occur 

	 Editing bookings 
	 Editing bookings 

	 Cancel bookings 
	 Cancel bookings 

	 Generate reports 
	 Generate reports 

	 Manage accounts and access  
	 Manage accounts and access  

	 Access support materials 
	 Access support materials 


	 
	Accessing JUST Connect 
	JUST Connect is a web based system accessed here: 
	https://justconnect.justice.nsw.gov.au
	https://justconnect.justice.nsw.gov.au
	https://justconnect.justice.nsw.gov.au

	 

	  
	Browser requirements 
	To get the best performance from this site you will need to use the following browsers: 
	 Google Chrome v56 or above 
	 Google Chrome v56 or above 
	 Google Chrome v56 or above 

	 Internet Explorer v11  
	 Internet Explorer v11  


	Refer to the images below for assistance in checking your browser version. 
	Google Chrome  
	1. Click on Google Chrome button 
	1. Click on Google Chrome button 
	1. Click on Google Chrome button 

	2. Select Help 
	2. Select Help 

	3. Select About Google Chrome 
	3. Select About Google Chrome 

	4. Displays Version number 
	4. Displays Version number 


	 
	 
	Internet Explorer: 
	1. Click on Tools icon 
	1. Click on Tools icon 
	1. Click on Tools icon 

	2. Select About Internet Explorer 
	2. Select About Internet Explorer 

	3. Displays Version number. 
	3. Displays Version number. 


	 
	 
	  
	Roles and Permissions 
	All JUST Connect users will be assigned a role and permissions. Please refer to the tables below for an overview.  
	Table
	TR
	TD
	Span
	JUST Connect Roles 

	TD
	Span
	Assigned to Position 

	Span

	TR
	TD
	Span
	System Administrator 

	TD
	Span
	The Support Team who manage all JUST Connect accounts. 

	Span

	Agency Administrator 
	Agency Administrator 
	Agency Administrator 

	Manages users and rooms for all locations within their agency.  This includes creating new locations. 
	Manages users and rooms for all locations within their agency.  This includes creating new locations. 

	Span

	Location(s) Manager 
	Location(s) Manager 
	Location(s) Manager 

	Manages users, allocating locations and roles for any user within their agency at their specific location. 
	Manages users, allocating locations and roles for any user within their agency at their specific location. 

	Span

	Agency Staff 
	Agency Staff 
	Agency Staff 

	All staff using JUST Connect within the agency.  This is usually administrative team members that provide assistance to an Agency Professional. 
	All staff using JUST Connect within the agency.  This is usually administrative team members that provide assistance to an Agency Professional. 
	Agency Staff will also get a view of the rooms at their location, including own device appointments. 

	Span

	Agency Professional 
	Agency Professional 
	Agency Professional 

	All professionals working for an agency and that will be an attendee to the AVL booking, for example a legal aid lawyer. 
	All professionals working for an agency and that will be an attendee to the AVL booking, for example a legal aid lawyer. 
	Agency Professionals will get a view of their own calendar and appointments, as well as appointments they have created on behalf of others in their Appointment List 

	Span

	Guest Professional 
	Guest Professional 
	Guest Professional 

	Private lawyers or medical professionals Do not have access to make or manage their own appointments in JUST Connect but have been registered as ‘guests’ to allow them to be added to appointments by other users, and to allow them to receive notifications.  
	Private lawyers or medical professionals Do not have access to make or manage their own appointments in JUST Connect but have been registered as ‘guests’ to allow them to be added to appointments by other users, and to allow them to receive notifications.  
	Note:  These users can only be created by the CS Support Team personnel. 

	Span


	 
	 
	What permission do I have? 
	This guide has been developed for Agency Staff and Agency Professionals.  
	Location Managers and Agency Administrators should refer to the Locations and Agency Administrators Guide, located on the JUST Connect Support page, for more information on roles and permissions. 
	 
	Registration and Log on 
	Register for JUST Connect 
	Agency and Legal Aid staff who previously had access to VCSS will automatically be registered for JUST Connect. New users can be added to the system by contact the AVL call centre. Refer to the Support section of this guide for details. 
	 
	Non-registered users or guest attendees 
	A non-registered user or guest attendee can be added to an appointment and will receive notifications for the appointment; however they cannot access the JUST Connect system themselves to create or edit the appointment. 
	 
	Log on and Password information 
	The JUST Connect system requires users to enter a username and password: 
	 Agency users and Legal Aid staff: will have a single login; i.e. when they log into their network, they will automatically be logged into JUST Connect. If a timeout or log out occurs, agency staff can use their work email address for their username and their normal network password 
	 Agency users and Legal Aid staff: will have a single login; i.e. when they log into their network, they will automatically be logged into JUST Connect. If a timeout or log out occurs, agency staff can use their work email address for their username and their normal network password 
	 Agency users and Legal Aid staff: will have a single login; i.e. when they log into their network, they will automatically be logged into JUST Connect. If a timeout or log out occurs, agency staff can use their work email address for their username and their normal network password 

	 Non-agency users: use their registered email address and the password provided (non-agency users must re-set this password on their first login). 
	 Non-agency users: use their registered email address and the password provided (non-agency users must re-set this password on their first login). 

	 Non-agency users have three attempts to log into JUST Connect. If the user fails three times to login, they will be locked out for a period of 30 minutes, or until their account is unlocked by JUST Connect support. This will not change your password.  
	 Non-agency users have three attempts to log into JUST Connect. If the user fails three times to login, they will be locked out for a period of 30 minutes, or until their account is unlocked by JUST Connect support. This will not change your password.  

	 When any user logs into JUST Connect (or opens JUST Connect for the first time), they will need to read, and then accept the Term & Conditions for using the JUST Connect system 
	 When any user logs into JUST Connect (or opens JUST Connect for the first time), they will need to read, and then accept the Term & Conditions for using the JUST Connect system 


	 
	Re-set passwords 
	 Agency Users – as the password is the same as their network password, they will need to contact the normal IT support within their agency. 
	 Agency Users – as the password is the same as their network password, they will need to contact the normal IT support within their agency. 
	 Agency Users – as the password is the same as their network password, they will need to contact the normal IT support within their agency. 

	 Non-agency Users – can reset their own password by clicking ‘Forgotten your password’ from the login screen. This will redirect the user to the reset password screen. The information on how to re-set their password is sent to their registered email address; they will need to follow the instructions in the email to re-set their password. 
	 Non-agency Users – can reset their own password by clicking ‘Forgotten your password’ from the login screen. This will redirect the user to the reset password screen. The information on how to re-set their password is sent to their registered email address; they will need to follow the instructions in the email to re-set their password. 


	   
	JUST Connect page overview 
	Home page 
	When a user has logged into JUST Connect, they will first land on the home page (dashboard) as per the image at the bottom of this page. 
	From this screen, a user can: 
	 View upcoming appointments (today and tomorrow) 
	 View upcoming appointments (today and tomorrow) 
	 View upcoming appointments (today and tomorrow) 

	 View appointments needing attention 
	 View appointments needing attention 

	 Create an appointment (via Create Appointment button) 
	 Create an appointment (via Create Appointment button) 

	 View Schedule (via View Schedule button) 
	 View Schedule (via View Schedule button) 


	 
	In addition, users can: 
	 Return to the home screen at any stage by clicking ‘Home’ 
	 Return to the home screen at any stage by clicking ‘Home’ 
	 Return to the home screen at any stage by clicking ‘Home’ 

	 Access their schedules at the top of the screen 
	 Access their schedules at the top of the screen 

	 View contact details for relevant locations, including location addresses and map 
	 View contact details for relevant locations, including location addresses and map 

	 Sign out of JUST Connect 
	 Sign out of JUST Connect 


	 
	Note that different user types may view all or some of the options listed above. 
	 
	 
	  
	View Schedule 
	Users can view both their future and past appointments from their Schedule. Schedules can be viewed in three ways: 
	1. Appointment List 
	1. Appointment List 
	1. Appointment List 

	2. Day  
	2. Day  

	3. Week 
	3. Week 


	Appointment List 
	The Appointment List view is the most detailed view. From this page a user can view: 
	 Scheduled appointments 
	 Scheduled appointments 
	 Scheduled appointments 

	 Cancelled appointments  
	 Cancelled appointments  

	 Appointments that did not occur 
	 Appointments that did not occur 

	 Appointments that were declined 
	 Appointments that were declined 


	This view will default to the current day; however a user can change the displayed date using the arrows at the top of the page, or by clicking a date in the calendar on the left of the screen. 
	Depending on the user, they may also have the option to select different locations where appointments are scheduled; this can be done by selecting the radio button beside the location on the left of the screen. By default, the first location in the list will display automatically.  
	Day view 
	The day view will display all appointments scheduled for the current day. The displayed date can be changed using the arrows at the top of the screen, or by selecting a date from the calendar. Depending on the user’s profile, alternate locations may also be selected from the list below the calendar. 
	To view an appointment in more detail, select the appointment from the calendar. 
	Week view 
	The week view will display all appointments scheduled for the current week, with the week always starting on a Monday. The displayed week can be changed using the arrows at the top of the screen, or by selecting a date from the calendar. 
	To view an appointment in more detail, select the appointment from the calendar. 
	Depending on the user’s profile: 
	 Alternate locations may be selected from the list below the month calendar (where applicable) 
	 Alternate locations may be selected from the list below the month calendar (where applicable) 
	 Alternate locations may be selected from the list below the month calendar (where applicable) 

	 The Week view will look different for different user types – see below for various user examples. 
	 The Week view will look different for different user types – see below for various user examples. 


	Legal Aid AVL Officer Schedule examples 
	Appointment List 
	 
	 
	Day View 
	 
	 
	  
	Week view 
	You will be able to view all appointments at the locations attached to your profile, whether or not they’ve been made by yourself. 
	 
	 
	  
	Corrective Services Officer Schedule examples 
	Correctives Appointment List 
	Please note the Print icon at the top of the screen, which allows you to print the Appointment list. 
	   
	Day view 
	 
	 
	 
	Week view 
	You can view all your own appointments at your nominated location. These appointments have been split into appointment types; Court, Family & Friends, and Professional appointments. 
	  
	Legal Aid Lawyer Schedule examples 
	Appointment List 
	 
	 
	Day view 
	 
	 
	  
	Week view 
	You can view all your own appointments at your nominated location. 
	  
	Contacts 
	The Contacts page will display the contact information for each agency and Legal Aid location within NSW. Contact details include the Agency type, address and phone number. 
	Use the search bar at the top of the screen to find an agency or Legal Aid office, and once selected from the list, their address will then display in the map on the right of the screen. 
	   
	Appointments Overview 
	A person in-custody is either an adult inmate (at Correctional Services) or a detainee (at Juvenile Justice). A ‘Professional’ includes for example, legal practitioners and medical practitioners.  
	Professional Appointments with a person in-custody  
	Professional Appointments in the JUST Connect system has several Appointment types: 
	 Correctional Meeting 
	 Correctional Meeting 
	 Correctional Meeting 

	 Correctional Assessment 
	 Correctional Assessment 

	 Family and Friend (Corrective services only) 
	 Family and Friend (Corrective services only) 

	 Peer to peer 
	 Peer to peer 

	 Mandatory Case Conference (ODPP and Legal Aid) 
	 Mandatory Case Conference (ODPP and Legal Aid) 

	 Professional and Appearances (ODPP only) 
	 Professional and Appearances (ODPP only) 


	Court Appointments 
	Appointments in the JUST Connect system use five Appointment types: 
	 Correctional Meeting 
	 Correctional Meeting 
	 Correctional Meeting 

	 Correctional Assessment 
	 Correctional Assessment 

	 Court 
	 Court 

	 Family and Friend 
	 Family and Friend 

	 Peer to peer 
	 Peer to peer 


	Peer to peer Appointments 
	Peer-to-peer appointments can be made within an agency (intra-agency) or with any other agency (inter-agency) at any time of the day within the agencies specified time frames. These may be for the purpose of Meetings, Interviews or Training.  
	Appointments requested at short notice 
	All appointments created to connect with a person in-custody made before 3pm the day prior to the appointment will be automatically scheduled by the system. 
	Appointments made after 3pm the day prior to the appointment, or made on the same day as the appointment is to occur, will NOT be automatically scheduled and will have the status of ‘Pending’. These require the appropriate staff at Corrective Services or Juvenile Justice to review and then accept or decline the appointment. 
	Person in-custody ‘in transit’ 
	If you are making an appointment and the person in-custody is in transit, you will not be able to save the appointment as the location of the person in-custody is not able to be retrieved. The location is not updated until the person in-custody reaches their final destination.  
	If a person in-custody goes into transit at a time an appointment is scheduled, that appointment will remain in place within JUST Connect until the new location is updated in OIMS. When OIMS has been updated, the information will automatically be transferred to JUST Connect, and the appointment will be cancelled (as the location for the appointment is no longer correct). This also 
	applies to court appointments where multiple in-custody people are attendees on the one appointment, and at least one of those in-custody people go into transit. 
	Appointment Status 
	All appointments in JUST Connect are assigned a Status. 
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	Appointment Status 

	TH
	Span
	Description 

	Span

	Pending 
	Pending 
	Pending 

	Appointments made with a person-in-custody at short notice (see below) will be given a status of Pending. These appointments must be accepted or declined by a AVL Correctional Services Officer or AVL Juvenile Justice Officer. 
	Appointments made with a person-in-custody at short notice (see below) will be given a status of Pending. These appointments must be accepted or declined by a AVL Correctional Services Officer or AVL Juvenile Justice Officer. 
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	Created/made: 

	TD
	Span
	Booked to Occur:   

	TD
	Span
	Status 

	Span

	TR
	Today 
	Today 

	Today (same day) 
	Today (same day) 

	Pending 
	Pending 

	Span

	TR
	Today after 3pm 
	Today after 3pm 

	Next day 
	Next day 

	Pending 
	Pending 

	Span

	TR
	 Pending status does not apply to court appointments regardless of when the appointment is made, ie court appointments are always automatically given a status of Scheduled. 
	 Pending status does not apply to court appointments regardless of when the appointment is made, ie court appointments are always automatically given a status of Scheduled. 
	 Pending status does not apply to court appointments regardless of when the appointment is made, ie court appointments are always automatically given a status of Scheduled. 
	 Pending status does not apply to court appointments regardless of when the appointment is made, ie court appointments are always automatically given a status of Scheduled. 

	 Appointments which are always assigned a status of Pending regardless of how far in advance the appointment is made include: 
	 Appointments which are always assigned a status of Pending regardless of how far in advance the appointment is made include: 

	- Appointments with a Juvenile detainee; appointments with a correctional inmate housed at a high risk location; all Family and Friends appointments.  
	- Appointments with a Juvenile detainee; appointments with a correctional inmate housed at a high risk location; all Family and Friends appointments.  
	- Appointments with a Juvenile detainee; appointments with a correctional inmate housed at a high risk location; all Family and Friends appointments.  




	Span

	Scheduled 
	Scheduled 
	Scheduled 

	 Appointments with a person-in-custody made before 3pm to occur the next day or greater are automatically given a status of Scheduled. 
	 Appointments with a person-in-custody made before 3pm to occur the next day or greater are automatically given a status of Scheduled. 
	 Appointments with a person-in-custody made before 3pm to occur the next day or greater are automatically given a status of Scheduled. 
	 Appointments with a person-in-custody made before 3pm to occur the next day or greater are automatically given a status of Scheduled. 

	 Court, Supreme Court, and NCAT are automatically given a status of Scheduled (includes appointments made at short notice). 
	 Court, Supreme Court, and NCAT are automatically given a status of Scheduled (includes appointments made at short notice). 

	 Any appointments made which do not include a person in-custody are given a status of Scheduled regardless of when the appointment is made. 
	 Any appointments made which do not include a person in-custody are given a status of Scheduled regardless of when the appointment is made. 
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	Cancelled 
	Cancelled 
	Cancelled 

	A scheduled or pending appointment has been cancelled. 
	A scheduled or pending appointment has been cancelled. 
	All attendees (excluding person in-custody) will receive notification via email and/or SMS (provided their email address and mobile number has been recorded in JUST Connect) which includes the reason for the cancellation. 

	Span

	Accepted 
	Accepted 
	Accepted 

	The Pending appointment (with a person-in-custody) has been accepted by the Correctional Services or Juvenile Justice Officer. 
	The Pending appointment (with a person-in-custody) has been accepted by the Correctional Services or Juvenile Justice Officer. 
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	Declined 
	Declined 
	Declined 

	The Pending appointment (with a person-in-custody) has been declined by the Correctional Services or Juvenile Justice Officer. 
	The Pending appointment (with a person-in-custody) has been declined by the Correctional Services or Juvenile Justice Officer. 
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	Did not Occur 
	Did not Occur 
	Did not Occur 

	A scheduled appointment that did not take place can be marked by a Correctional Services officer as ‘Did not occur’. 
	A scheduled appointment that did not take place can be marked by a Correctional Services officer as ‘Did not occur’. 

	Span
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	Appointment Status 

	TH
	Span
	Description 
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	Pending 
	Pending 
	Pending 

	Appointments made with a person-in-custody at short notice (see below) will be assigned a status of Pending. These appointments must be accepted or declined by a Correction Services or Juvenile Justice Officer. 
	Appointments made with a person-in-custody at short notice (see below) will be assigned a status of Pending. These appointments must be accepted or declined by a Correction Services or Juvenile Justice Officer. 

	Span
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	Created/made: 
	Created/made: 

	Booked to Occur:   
	Booked to Occur:   

	Status 
	Status 

	Span

	TR
	Today 
	Today 

	Today (same day) 
	Today (same day) 

	Pending 
	Pending 

	Span

	TR
	Today after 3pm 
	Today after 3pm 

	Next day 
	Next day 

	Pending 
	Pending 

	Span

	TR
	 Pending status does not apply to court appointments regardless of when the appointment is made, i.e. court appointments are automatically given a status of Scheduled. The only exception is when a court appointment is made with a person in custody from a high security facility. 
	 Pending status does not apply to court appointments regardless of when the appointment is made, i.e. court appointments are automatically given a status of Scheduled. The only exception is when a court appointment is made with a person in custody from a high security facility. 
	 Pending status does not apply to court appointments regardless of when the appointment is made, i.e. court appointments are automatically given a status of Scheduled. The only exception is when a court appointment is made with a person in custody from a high security facility. 
	 Pending status does not apply to court appointments regardless of when the appointment is made, i.e. court appointments are automatically given a status of Scheduled. The only exception is when a court appointment is made with a person in custody from a high security facility. 

	 Family and Friend appointments are automatically given a status of Pending regardless of how far in advance they are made. The appointment needs to be accepted or declined by Corrective Services or Juvenile Justice Officer. 
	 Family and Friend appointments are automatically given a status of Pending regardless of how far in advance they are made. The appointment needs to be accepted or declined by Corrective Services or Juvenile Justice Officer. 
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	Scheduled 
	Scheduled 
	Scheduled 

	 Appointments with a person-in-custody made before 3pm to occur the next day or greater are automatically given a status of Scheduled. 
	 Appointments with a person-in-custody made before 3pm to occur the next day or greater are automatically given a status of Scheduled. 
	 Appointments with a person-in-custody made before 3pm to occur the next day or greater are automatically given a status of Scheduled. 
	 Appointments with a person-in-custody made before 3pm to occur the next day or greater are automatically given a status of Scheduled. 

	 Court, Supreme Court, NCAT and Peer appointments are automatically given a status of Scheduled (includes appointments made at short notice). 
	 Court, Supreme Court, NCAT and Peer appointments are automatically given a status of Scheduled (includes appointments made at short notice). 
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	Cancelled 
	Cancelled 
	Cancelled 

	The appointment has been cancelled. 
	The appointment has been cancelled. 
	 All attendees (excluding inmates and family and friend attendees) will receive notification via email which includes the reason for the cancellation. 
	 All attendees (excluding inmates and family and friend attendees) will receive notification via email which includes the reason for the cancellation. 
	 All attendees (excluding inmates and family and friend attendees) will receive notification via email which includes the reason for the cancellation. 
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	Accepted 
	Accepted 
	Accepted 

	The Pending appointment (with a person-in-custody) has been accepted by the Correctional Services or Juvenile Justice Officer. 
	The Pending appointment (with a person-in-custody) has been accepted by the Correctional Services or Juvenile Justice Officer. 
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	Declined 
	Declined 
	Declined 

	The Pending appointment (with a person-in-custody) has been declined by the Correctional Services or Juvenile Justice Officer. 
	The Pending appointment (with a person-in-custody) has been declined by the Correctional Services or Juvenile Justice Officer. 
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	Did not Occur 
	Did not Occur 
	Did not Occur 

	A scheduled appointment that did not take place can be marked by a Correctional Services officer as ‘Did not occur’. 
	A scheduled appointment that did not take place can be marked by a Correctional Services officer as ‘Did not occur’. 
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	Create Professional Appointments 
	Make an appointment as a Legal Aid Lawyer 
	To make an appointment for yourself with a person in-custody as the legal representative from Legal Aid, follow the steps outlined below: 
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	1  
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	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 
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	2  
	2  
	2  
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
	 

	Span

	3  
	3  
	3  
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	Complete the Agenda details by selecting the Appointment Type, Mode (either Video or Phone), the relevant Jurisdiction, and the Purpose. 
	 

	Span

	 
	 
	 

	 The Jurisdiction field only displays for certain Appointment types (i.e. Correctional Meeting). 
	 The Jurisdiction field only displays for certain Appointment types (i.e. Correctional Meeting). 
	 The Jurisdiction field only displays for certain Appointment types (i.e. Correctional Meeting). 
	 The Jurisdiction field only displays for certain Appointment types (i.e. Correctional Meeting). 

	 Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	 Save as Default button: If your appointments have common agenda types, you can set those types as your default.  

	o Select options from various agenda drop down menus, and then click the Save as Default button. 
	o Select options from various agenda drop down menus, and then click the Save as Default button. 
	o Select options from various agenda drop down menus, and then click the Save as Default button. 
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	Complete the Attendees & Time details. 
	Complete the Attendees & Time details. 
	The Appointment owner defaults to your name (the Legal Aid Lawyer) and you are automatically added as an attendee. 
	Select the Date and complete the From and To time fields. 
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	The Location is automatically selected and the Room is automatically assigned based on eligibility and availability. Change these if required, by clicking on the fields and selecting the desired drop down option.  
	The Location is automatically selected and the Room is automatically assigned based on eligibility and availability. Change these if required, by clicking on the fields and selecting the desired drop down option.  
	You can select Own device from the Location drop down if you want to use your own device, or if for example, there is no availability at the location and you will use your own device. 
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	The timeline shows availability of the attendees and the location (including rooms). 
	The timeline shows availability of the attendees and the location (including rooms). 
	The following can display:  
	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 

	 Available - timeline shows the time selected in green.  
	 Available - timeline shows the time selected in green.  


	The example below  shows the selected time and locations (including the room) are available. 
	 

	Span

	 
	 
	 

	To see the room rows in the timeline, click on the location row to expand and display the rooms displayed beneath it. 
	To see the room rows in the timeline, click on the location row to expand and display the rooms displayed beneath it. 
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	Add attendees to the appointment by clicking Add Attendee. 
	Add attendees to the appointment by clicking Add Attendee. 
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	The Add Attendee pop-up displays. 
	The Add Attendee pop-up displays. 
	Select the type of attendee from the options available onscreen 
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	If you selected a Corrections Inmate attendee, you will then need to enter the MIN 
	If you selected a Corrections Inmate attendee, you will then need to enter the MIN 
	If you selected a Juvenile Detainee you will then need to enter the CIMS. 
	This example uses a Corrections Inmate attendee. Enter the MIN then click Search. 
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	In the Add Attendee pop-up, the results from your search will display.  
	In the Add Attendee pop-up, the results from your search will display.  
	Ensure that the results displayed matches the correct name for whom you want to make an appointment with. If the incorrect details display, click <Search Again. 
	Click Select. 
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	The attendee is added.  
	The attendee is added.  
	Their details display in the Attendees and Time area on the screen, as well as at the top of the screen. In this example it is a Correctional Inmate located in John Morony CC. This also becomes the title of the appointment and is used to identify the appointemnt in the Legal Aid Lawyers schedule views. 
	The system will automatically assign a room at the relevant end point location (e.g. Correctional Centre location) if it is available although the room listed will show as ‘Any’. 
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	If there is no room available for the location, time and date selected, it will display in red and you will need to select another time and/or date.   
	If there is no room available for the location, time and date selected, it will display in red and you will need to select another time and/or date.   
	The location is based off the attendees current location. If the attendee is ‘in transit’ or unavailable you will not be able to add them to the appointment. In this instance, a message will display on screen, notifying you to contact Sencence Administration. 
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	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications 
	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	12  
	12  
	12  
	12  
	12  



	Once you have added all attendees to the appointment, click Save Appointment. 
	Once you have added all attendees to the appointment, click Save Appointment. 
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	The Appointment scheduled screen displays. 
	The Appointment scheduled screen displays. 
	Click OK. 
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	Other attendees (excluding in-custody attendees) will receive a notification email, and the appointment will now display in the Schedule.  
	Other attendees (excluding in-custody attendees) will receive a notification email, and the appointment will now display in the Schedule.  
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	On behalf of a Barrister or Medical Practitioner 
	A Legal Aid lawyer can book an appointment on behalf of another professional such as a Barrister or Medical practitioner (e.g. psychologist or psychiatrist). This can be done by adding them as an attendee, or a guest attendee (when they’re not already registered for JUST Connect). The Legal Aid lawyer will need to assign the barrister or medical practitioner as the appointment owner and then remove themselves from the appointment. 
	Refer to the section 
	Refer to the section 
	Add a ‘Guest Attendee’ to an appointment 
	Add a ‘Guest Attendee’ to an appointment 

	in this User Guide for more information.  

	  
	Make an appointment as a Legal Aid AVL Officer 
	Legal Aid AVL Officers who manage AVL appointments make professional appointments for legal aid lawyers, private legal professionals or private health professionals to connect with a person in-custody. 
	For peer-to-peer appointment types, refer to the 
	For peer-to-peer appointment types, refer to the 
	Create a peer-to-peer appointment 
	Create a peer-to-peer appointment 

	section in this User Guide.  

	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	Complete the Agenda details by selecting the Appointment Type, Mode (either Video or Phone), the relevant Jurisdiction, and the Purpose. 
	Click Add Attendee. 
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	The Jurisdiction field only displays for certain Appointment types for a Legal Aid AVL Officer (i.e. Correctional Meeting). 
	The Jurisdiction field only displays for certain Appointment types for a Legal Aid AVL Officer (i.e. Correctional Meeting). 
	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	 Select options from various agenda drop down menus, and then click the Save as Default button. 
	 Select options from various agenda drop down menus, and then click the Save as Default button. 
	 Select options from various agenda drop down menus, and then click the Save as Default button. 
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	The Add Attendee pop-up displays. 
	The Add Attendee pop-up displays. 
	Select the type of attendee from the options available onscreen.  
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	If you selected a Corrections Inmate attendee, you will then need to enter the MIN 
	If you selected a Corrections Inmate attendee, you will then need to enter the MIN 
	If you selected a Juvenile Detainee you will then need to enter the CIMS. 
	This example uses a Corrections Inmate attendee. Enter the MIN then click Search. 
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	In the Add Attendee pop-up, the results from your search will display.  
	In the Add Attendee pop-up, the results from your search will display.  
	Ensure that the results displayed matches the correct name for whom you want to make an appointment with. If the incorrect details display, click <Search Again.  
	Click Select. 
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	The attendee has been added.  
	The attendee has been added.  
	By default, the system will automatically assign a date, time and room number. Adjust these by clicking the Date, From, To and location fields as necessary. Note that correctional locations will always display the room as ‘any’. 
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	If the date and time for the appointment with a person in custody is at short notice, the appointment will need to be accepted or rejected by the correctional facility, and a warning message will display onscreen. 
	If the date and time for the appointment with a person in custody is at short notice, the appointment will need to be accepted or rejected by the correctional facility, and a warning message will display onscreen. 
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	Add additional attendees as required. 
	Add additional attendees as required. 
	In this example, we’ll add a professional attendee to this appointment. 
	Click Add attendee. 
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	You cannot add more than one in custody attendee, so those options will now be greyed out if selected previously. If you need to change the person in custody in this appointment, you must first remove the existing one, then you will have the option to add a new one. 
	You cannot add more than one in custody attendee, so those options will now be greyed out if selected previously. If you need to change the person in custody in this appointment, you must first remove the existing one, then you will have the option to add a new one. 
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	The Add attendee pop-up window displays. 
	The Add attendee pop-up window displays. 
	Click Professional  
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	Enter the Name, Email, VIN or CIMS number.  
	Enter the Name, Email, VIN or CIMS number.  
	If the attendee is already registered with the system, they should appear below the search field. Select the attendee from the list below the search bar. 
	 

	Span

	11  
	11  
	11  
	11  
	11  



	The attendee has been added to the appointment.  
	The attendee has been added to the appointment.  
	The system will automatically assign a room at the relevant default location if it is available. 
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	The timeline shows availability of the attendees and the location (including rooms). 
	The timeline shows availability of the attendees and the location (including rooms). 
	The following can display for the required time period: 
	 Green - indicates attendee and/or room are available. 
	 Green - indicates attendee and/or room are available. 
	 Green - indicates attendee and/or room are available. 

	 Grey Diagonal lines – indicates the rooms are unavailable. 
	 Grey Diagonal lines – indicates the rooms are unavailable. 

	 Red – indicates there is a clash and attendee and/or room is not available. 
	 Red – indicates there is a clash and attendee and/or room is not available. 
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	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
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	Once you have added all attendees to the appointment, click Save Appointment. 
	Once you have added all attendees to the appointment, click Save Appointment. 
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	The Appointment scheduled screen displays. 
	The Appointment scheduled screen displays. 
	Click OK. 
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	The appointment will now display in the Schedule. As an AVL Officer you will be able to see all appointments at your assigned locations, whether you have created them or not.  
	The appointment will now display in the Schedule. As an AVL Officer you will be able to see all appointments at your assigned locations, whether you have created them or not.  
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	Make an appointment as a Private Professional 
	To make or manage an appointment yourself using JUST Connect with a person in-custody you will need to be a registered user for the JUST Connect system.  
	If a private professional is not a registered user of JUST Connect, they can still be added to appointments by another registered user as a ‘guest attendee’. Guest attendees will receive email notifications regarding appointments, however they will not be able to access JUST Connect themselves to manage or edit the appointment.  
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	Complete the Agenda details by selecting the Appointment Type, Mode (either Video or Phone) and the Purpose. 
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	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	 Select options from various agenda drop down menus and then click the Save as Default button. 
	 Select options from various agenda drop down menus and then click the Save as Default button. 
	 Select options from various agenda drop down menus and then click the Save as Default button. 
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	Complete the Attendees & Time details. 
	Complete the Attendees & Time details. 
	The Appointment owner defaults to your name and you are automatically added as an attendee. 
	Select the Date and complete the From and To time fields. 
	The Location is automatically selected and the Room is automatically assigned based on eligibility and availability. Change these if required, by clicking on the fields and selecting the desired drop down option.  
	You can select Own device from the Location drop down if you want to use your own device, or if for example, there is no availability at the location and you will use your own device. 
	Click Add Attendee. 
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	The Add Attendee pop-up displays. 
	The Add Attendee pop-up displays. 
	Select the type of attendee from the options available onscreen.  
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	If you selected a Corrections Inmate attendee, you will then need to enter the MIN 
	If you selected a Corrections Inmate attendee, you will then need to enter the MIN 
	If you selected a Juvenile Detainee you will then need to enter the CIMS. 
	This example uses a Corrections Inmate attendee. Enter the MIN then click Search. 
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	In the Add Attendee pop-up, the results from your search will display.  
	In the Add Attendee pop-up, the results from your search will display.  
	Ensure that the results displayed matches the correct name for whom you want to make an appointment with. If the incorrect details display, click Search Again.  
	Click Select. 
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	If the date and time for the appointment with a person in custody is at short notice, the appointment will need to be accepted or rejected by the correctional facility, and a warning message will display onscreen. 
	If the date and time for the appointment with a person in custody is at short notice, the appointment will need to be accepted or rejected by the correctional facility, and a warning message will display onscreen. 
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	The attendee has been added to the appointment.  
	The attendee has been added to the appointment.  
	The system will automatically assign a room at the relevant default location if it is available. 
	Add additional attendees as required. Note that only one in-custody person can be added to an appointment. 
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	The timeline shows availability of the attendees and the location (including rooms). 
	The timeline shows availability of the attendees and the location (including rooms). 
	The following can display:  
	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 

	 Available - timeline shows the time selected in green.  
	 Available - timeline shows the time selected in green.  


	To see the room rows in the timeline, click on the location row to expand and display the rooms displayed beneath it. 
	The location is based off the attendees current location. If the attendee is ‘in transit’ or unavailable you will not be able to add them to the appointment. 
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	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
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	Once you have added all attendees to the appointment, click Save Appointment. 
	Once you have added all attendees to the appointment, click Save Appointment. 
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	The Appointment scheduled screen displays. 
	The Appointment scheduled screen displays. 
	Click OK. 
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	The appointment will now display in the Schedule. 
	The appointment will now display in the Schedule. 
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	Make an appointment as a Correctional Services Officer 
	Corrective Service Officers who manage AVL appointments make professional appointments for legal aid lawyers, private legal professionals or private health professionals to connect with a person in-custody. The Correctional Services Officer making the appointment can only make appointments for in-custody people who are based at their registered location. 
	For peer-to-peer appointment types, refer to the 
	For peer-to-peer appointment types, refer to the 
	Create a peer-to-peer appointment 
	Create a peer-to-peer appointment 

	section in this User Guide.  

	Please note Correctional Services Officers may see an option to create appointments for Family & Friends. This option will not be available for use until future releases. 
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	Complete the Agenda details by selecting the Appointment Type, Mode (either Video or Phone), and the Purpose (the Purpose will not display for Family and Friends appointments). 
	Click Add Attendee. 
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	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
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	The Add Attendee pop-up displays. 
	The Add Attendee pop-up displays. 
	Select the type of attendee from the options available onscreen.  
	 

	Span

	4  
	4  
	4  
	4  
	4  



	If you selected a Corrections Inmate attendee, you will then need to enter the MIN 
	If you selected a Corrections Inmate attendee, you will then need to enter the MIN 
	If you selected a Juvenile Detainee you will then need to enter the CIMS. 
	This example uses a Corrections Inmate attendee. Enter the MIN then click Search. 
	 

	Span

	5  
	5  
	5  
	5  
	5  



	In the Add Attendee pop-up, the results from your search will display.  
	In the Add Attendee pop-up, the results from your search will display.  
	Ensure that the results displayed matches the correct name for whom you want to make an appointment with. If the incorrect details display, click <Search Again.  
	Click Select. 
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	The attendee has been added.  
	The attendee has been added.  
	By default, the system will automatically assign a date, time and room number. Adjust these by clicking the Date, From, To and location fields as necessary.  
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	If the date and time for the appointment with a person in custody is at short notice, the appointment will need to be accepted or rejected by the correctional facility, and a warning message will display onscreen. 
	If the date and time for the appointment with a person in custody is at short notice, the appointment will need to be accepted or rejected by the correctional facility, and a warning message will display onscreen. 
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	Add additional attendees as required. In this example, we’ll add a professional attendee to this appointment. 
	Add additional attendees as required. In this example, we’ll add a professional attendee to this appointment. 
	Click Add attendee. 
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	The Add attendee pop-up window displays. 
	The Add attendee pop-up window displays. 
	You cannot add more than one in custody attendee, so those options will now be greyed out if selected previously. 
	Select the attendee type. 
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	Enter the Name, Email, VIN or CIMS number.  
	Enter the Name, Email, VIN or CIMS number.  
	If the attendee is already registered with the system, they should appear below the search field. Select the attendee from the list below the search bar. 
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	The attendee has been added to the appointment.  
	The attendee has been added to the appointment.  
	The system will automatically assign a room at the relevant default location if it is available. This can be changed by selecting the location or room number on screen and selecting from the list. 
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	The timeline shows availability of the attendees and the location (including rooms). 
	The timeline shows availability of the attendees and the location (including rooms). 
	The following can display:  
	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 

	 Available - timeline shows the time selected in green.  
	 Available - timeline shows the time selected in green.  


	If nothing is available, you could select another location or own device from the drop down location field for the professional.  If you select ‘own device’ this would mean that they are not assigned a room but will use their own device to make the AVL connection. 
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	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
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	Once you have added all attendees to the appointment, click Save Appointment. 
	Once you have added all attendees to the appointment, click Save Appointment. 
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	The Appointment scheduled screen displays. 
	The Appointment scheduled screen displays. 
	Click OK. 
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	The appointment will now display in the Schedule. As an officer that organises AVL you will be able to see all appointments at your assigned locations, whether you have created them or not. 
	The appointment will now display in the Schedule. As an officer that organises AVL you will be able to see all appointments at your assigned locations, whether you have created them or not. 
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	Create Court Appointments 
	Note that Court rooms cannot be booked by non-court users. 
	All Court appointments are automatically approved, and will not go into a ‘Pending’ status. The only exception to this rule is when an attendee is from a high security facility. In all instances where a person in custody is from a high security facility, the court appointment will need to be approved by a Correctional Officer.  
	Make an appointment as a Court Registrar 
	Court Registrars would be making an appointment (at selected locations only) on behalf of a solicitor that wishes to use a court multipurpose suite.  
	To make an appointment as a Court Registrar, follow the steps outlines below. 
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	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	Complete the Agenda details by selecting the Appointment Type, Mode (either Video or Phone), the relevant Jurisdiction, and the Purpose. 
	Click Add Attendee. 
	 
	Important: 
	When creating a court appointment that includes a person in-custody the Purpose drop down list includes the option “Witness Appearance” in the list. 
	 Only select the Witness Appearance when adding a person in-custody that is attending the court appointment via AVL and not in-person. 
	 Only select the Witness Appearance when adding a person in-custody that is attending the court appointment via AVL and not in-person. 
	 Only select the Witness Appearance when adding a person in-custody that is attending the court appointment via AVL and not in-person. 
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	The Jurisdiction field only displays for certain Appointment types (i.e. Court and Correctional Meeting). 
	The Jurisdiction field only displays for certain Appointment types (i.e. Court and Correctional Meeting). 
	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
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	The Add Attendee pop up screen displays. Attendees can be added to an appointment in any order. In this example, we’ll add a Professional attendee first. 
	The Add Attendee pop up screen displays. Attendees can be added to an appointment in any order. In this example, we’ll add a Professional attendee first. 
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	Search for the Professional by entering their Name, Email, VIN or CIMS number.If the attendee is already registered with the system, they should appear below the search field. 
	Search for the Professional by entering their Name, Email, VIN or CIMS number.If the attendee is already registered with the system, they should appear below the search field. 
	Click on the attendee from the list below the search bar. The professional attendee has been added to the appointment.  
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	If the professional attendee does not display on screen, click Add New Attendee, then enter the guest attendees details as required. Refer to the Guest Attendee section of this guide for more information. 
	If the professional attendee does not display on screen, click Add New Attendee, then enter the guest attendees details as required. Refer to the Guest Attendee section of this guide for more information. 
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	The Professional attendee has been added. 
	The Professional attendee has been added. 
	To add a person in-custody, click Add Attendee. 
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	The Add Attendee pop up screen displays.  
	The Add Attendee pop up screen displays.  
	Click Corrections Inmate. 
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	When searching for a person in custody use the MIN number for a Corrections Inmate and the CIMS number for a Juvenile Detainee. This example uses a Corrections Inmate attendee.  
	When searching for a person in custody use the MIN number for a Corrections Inmate and the CIMS number for a Juvenile Detainee. This example uses a Corrections Inmate attendee.  
	Enter the MIN number and then click Search. 
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	The search results display onscreen. Ensure that the results displayed matches the correct name for whom you want to make an appointment with.  
	The search results display onscreen. Ensure that the results displayed matches the correct name for whom you want to make an appointment with.  
	Click Select if correct. If the details displayed are incorrect click Search Again and re-enter the MIN number. 
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	You cannot add more than one in custody attendee, these options will now be greyed out. If you need to change the person in custody in this appointment, you must first remove the existing one, then you can proceed to add a new one. 
	You cannot add more than one in custody attendee, these options will now be greyed out. If you need to change the person in custody in this appointment, you must first remove the existing one, then you can proceed to add a new one. 
	The location is automatically selected, based on the person in custody’s current location. As JUST Connect is integrated with Corrective Services Offender Integration Management System (OIMS) and checks the status of the person in custody, if the person in custody is marked in OIMS as ‘in transit’ or ‘unavailable’ you will not be able to add them to the appointment. A message will appear onscreen notifying you to call Sentence Administration. 
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	Complete the Attendees & Time details. 
	Complete the Attendees & Time details. 
	The Appointment owner defaults to the first professional added to the appointment. You can change this by selecting an alternate professional from the Appointment owner drop down list. 
	Select the Date and complete the From and To time fields. 
	The following can display for the required time period: 
	 Green - indicates attendee and/or room are available. 
	 Green - indicates attendee and/or room are available. 
	 Green - indicates attendee and/or room are available. 

	 Grey Diagonal lines – indicates the rooms are unavailable. 
	 Grey Diagonal lines – indicates the rooms are unavailable. 

	 Red – indicates there is a clash and attendee and/or room is not available. 
	 Red – indicates there is a clash and attendee and/or room is not available. 


	As you are making a booking to use a Court room at your suite, you will need to edit the Professional’s location to your Court site and the Room is automatically assigned based on eligibility and availability. Change these if required, by clicking on the fields and selecting the desired drop down option.  
	The Location is automatically selected based on the location saved against the Professional’s details in JUST Connect.    
	You can select Own device from the Location drop down if the professional will be using their own device for the appointment. 
	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	Click Save appointment 
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	If the date and time for the appointment with a person in custody is at short notice, the appointment will need to be accepted or rejected by the correctional facility, and a warning message will display onscreen. 
	If the date and time for the appointment with a person in custody is at short notice, the appointment will need to be accepted or rejected by the correctional facility, and a warning message will display onscreen. 
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	The Appointment scheduled screen displays. 
	The Appointment scheduled screen displays. 
	Click OK. 
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	The appointment will now display in the Schedule. 
	The appointment will now display in the Schedule. 
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	Make an appointment as an ACCSO for Family and Friends 
	The types of appointments you are able to create and manage are dependent on your role and permissions. ACCSOs can create appointments on behalf of family and friends for a person in custody. All appointments made by ACCSO will be in a pending status, until they have been accepted or rejected by a Correctional Service Officer. 
	The existing application and approval process for Family visits and requesting VINs remains the same and is completed prior to the JUST Connect appointment request process. 
	To make an appointment with a person in-custody on behalf of a family member or friend, follow the steps outlined below. 
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	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	All Family/Friends appointments must be reviewed by the appropriate staff at Corrective Services who will then accept or decline the appointment. Attendees will receive notifications advising if the appointment has been accepted or declined. 
	The Appointment type will default to Family and Friend, and the Mode will default to Video. 
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	Click Add Attendee. 
	Click Add Attendee. 
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	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
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	The Add Attendee pop up window displays. 
	The Add Attendee pop up window displays. 
	Click Family and Friend. 
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	Search for the Family/Friend by entering their Name, Email, VIN or CIMS number. If the attendee is already registered within the system, they should appear below the search field. 
	Search for the Family/Friend by entering their Name, Email, VIN or CIMS number. If the attendee is already registered within the system, they should appear below the search field. 
	Click on the attendee from the list below the search bar. 
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	JUST Connect automatically assigns the first Family/Friend (adult) attendee added, as the appointment owner. 
	JUST Connect automatically assigns the first Family/Friend (adult) attendee added, as the appointment owner. 
	 The appointment creator (e.g. ACCSO) will always receive appointment notifications. 
	 The appointment creator (e.g. ACCSO) will always receive appointment notifications. 
	 The appointment creator (e.g. ACCSO) will always receive appointment notifications. 

	 The appointment owner (adult family/friend) will also receive appointment notifications, provided that their email address and/or mobile number have been entered. 
	 The appointment owner (adult family/friend) will also receive appointment notifications, provided that their email address and/or mobile number have been entered. 
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	Family/Friend Attendee has been added to appointment. 
	Family/Friend Attendee has been added to appointment. 
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	a. Add a Guest Attendee – Family/Friend 
	a. Add a Guest Attendee – Family/Friend 
	a. Add a Guest Attendee – Family/Friend 
	a. Add a Guest Attendee – Family/Friend 


	If the attendee is not already listed within JUST Connect, they can be added as a guest attendee provided they have a valid VIN number. 
	Click Add Attendee button, enter their Name, Email, VIN or CIMS number, displays no record found. 
	Click Add new Attendee button. 
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	Displays Add Attendee: Family/Friend pop-up window, enter details into the required fields, then click Finish button. 
	Displays Add Attendee: Family/Friend pop-up window, enter details into the required fields, then click Finish button. 
	Mandatory fields: 
	 First and Last Name 
	 First and Last Name 
	 First and Last Name 

	 Date of Birth – identifies if an attendee is a minor 
	 Date of Birth – identifies if an attendee is a minor 

	 VIN number 
	 VIN number 


	Optional fields: 
	 Email address and Mobile Number – although this is optional the attendee will only receive appointment notifications if their email address and/or mobile number have been entered. 
	 Email address and Mobile Number – although this is optional the attendee will only receive appointment notifications if their email address and/or mobile number have been entered. 
	 Email address and Mobile Number – although this is optional the attendee will only receive appointment notifications if their email address and/or mobile number have been entered. 
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	To add a Correctional Inmate, click Add Attendee. 
	To add a Correctional Inmate, click Add Attendee. 
	The Add Attendee pop up window displays, click Corrections Inmate. 
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	When searching for Correctional Inmate you must have their MIN number.   
	When searching for Correctional Inmate you must have their MIN number.   
	Enter the MIN number and then click Search. 
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	The search results display onscreen. Ensure that the results displayed matches the correct name for whom you want to make an appointment with.  
	The search results display onscreen. Ensure that the results displayed matches the correct name for whom you want to make an appointment with.  
	Click Select if correct. If the details displayed are incorrect click Search Again and re-enter the MIN number. 
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	A Family/Friend appointment: 
	A Family/Friend appointment: 
	 Can only include one person in-custody. 
	 Can only include one person in-custody. 
	 Can only include one person in-custody. 

	 Can Include up to four previously approved adults and four previously approved children.  
	 Can Include up to four previously approved adults and four previously approved children.  

	 Requires each attendee to be added as a  Guest attendee (unless previously added as a guest attendee) 
	 Requires each attendee to be added as a  Guest attendee (unless previously added as a guest attendee) 
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	Complete the Attendees & Time details. 
	Complete the Attendees & Time details. 
	Select the Date and complete the From and To time fields. 
	The timeline shows availability of the attendees and the location (including rooms): 
	 Available - timeline shows the time selected in green. 
	 Available - timeline shows the time selected in green. 
	 Available - timeline shows the time selected in green. 

	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 


	The Location is automatically selected based off the court location assigned to the ACCSO making the appointment, and the Room is automatically assigned based on eligibility and availability however you may need to verify if the room type is suitable for your appointment needs (for example you may need a remote witness room instead of a multipurpose suite). Change these if required, by clicking on the fields and selecting the desired drop down option.  
	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	When all attendees have been added, click Save Appointment button. 
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	The Appointment scheduled screen displays. 
	The Appointment scheduled screen displays. 
	Click OK. 
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	The appointment will now display in the Schedule. 
	The appointment will now display in the Schedule. 

	Span


	 
	Make an appointment as a Supreme Court Officer 
	Supreme Court Officers will use JUST Connect to make AVL appointments for arraignments.  
	Appointments scheduled with the Supreme Court will automatically be scheduled in JUST Connect and do not go into a Pending status at short notice. 
	To make an appointment with a person in-custody for an arraignment, follow the steps outlined below. 
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	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	To create an arraignment appointment, select: 
	 The Appointment Type as Court,  
	 The Appointment Type as Court,  
	 The Appointment Type as Court,  

	 The Mode as Video,  
	 The Mode as Video,  

	 The Jurisdiction as Supreme Court,  
	 The Jurisdiction as Supreme Court,  

	 The Purpose as Arraignment. 
	 The Purpose as Arraignment. 


	The Attendees & Time section will then display below. 
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	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
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	Complete the Attendees & Time details.  
	Complete the Attendees & Time details.  
	The Appointment owner defaults to your name (the Supreme Court Officer). 
	Select the Date and click the From and/or To field to adjust the time. The length of time defaults to 30 minutes. Click the To field and manually type the finish time. This allows you to create 5 minute time intervals for arraignment appointments. 
	You can also change the room by selecting an option form the room drop down list. 
	Click Add Attendee. 
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	The Add Attendee pop up window displays. 
	The Add Attendee pop up window displays. 
	Click Corrections Inmate. 
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	When searching for Correctional Inmate you must have their MIN number.   
	When searching for Correctional Inmate you must have their MIN number.   
	Enter the MIN number and then click Search. 
	 

	Span
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	The search results display onscreen. Ensure that the results displayed matches the correct name for whom you want to make an appointment with.  
	The search results display onscreen. Ensure that the results displayed matches the correct name for whom you want to make an appointment with.  
	Click Select if correct. If the details displayed are incorrect click Search Again and re-enter the MIN number. 
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	The Corrections Inmate has been added to the appointment.  
	The Corrections Inmate has been added to the appointment.  
	An arraignment appointment may include more than one person in custody; add additional attendees – repeat steps 4-7 as required for co-accused. 
	If an interpreter service is required, click Interpreting Service Required. This does not book an interpreter for the appointment; you must follow your existing business process to book an interpreter. This action only adds a record to the attendee list denoting an interpreter will also be attending the arraignment appointment. 
	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	When all attendees have been added, click Save Appointment. 
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	The Appointment scheduled screen displays. Click OK. 
	The Appointment scheduled screen displays. Click OK. 
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	The appointment will now display in the Schedule. 
	The appointment will now display in the Schedule. 

	Span


	 
	Make an appointment to book a Remote Witness room 
	A remote witness room is used for vulnerable persons, complainants and sexual offence witnesses in prescribed sexual offence proceedings who are entitled to give their evidence from a place other than the courtroom. The remote witness room is considered to be part of the court. For the safety of the witness their location is confidential. 
	JUST Connect enables you to book a Remote Witness room in conjunction with the court appointment. However, there is no change to the existing business guidelines and policy in requesting a remote witness room. You must follow your existing operational guidelines when using a remote witness room. 
	When creating an appointment to book a Remote Witness room it should not include any attendees, ie do not add any professionals or person in-custody to the appointment. 
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	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	To create an appointment to book a remote witness room, select options from the drop down list for: 
	 Appointment Type: Court 
	 Appointment Type: Court 
	 Appointment Type: Court 

	 Mode: Video 
	 Mode: Video 

	 Jurisdiction: Select from options listed in drop-down menu 
	 Jurisdiction: Select from options listed in drop-down menu 

	 Purpose: Hearing 
	 Purpose: Hearing 
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	If your appointments have common agenda types, you can save these options by clicking the Save as Default button. JUST Connect will then pre-select these options each time you create an appointment.   
	If your appointments have common agenda types, you can save these options by clicking the Save as Default button. JUST Connect will then pre-select these options each time you create an appointment.   
	The Appointment owner defaults to your name (the Supreme Court Officer), and you are automatically added as an attendee. 
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	Complete the Attendees & Time details.  
	Complete the Attendees & Time details.  
	The Appointment owner defaults to your name. 
	Select the Date  
	Adjust the From and/or To time fields to book the room for the full or half day. 
	Click Add Attendee. 
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	The Add Attendee pop up window displays. 
	The Add Attendee pop up window displays. 
	To add a remote witness, click Remote Witness. 
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	Selecting the Remote Witness button will create a Witness Information (free text) field which must be filled. 
	Selecting the Remote Witness button will create a Witness Information (free text) field which must be filled. 
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	Remote witness rooms will be identifiable with ‘RW’ in the name. 
	Remote witness rooms will be identifiable with ‘RW’ in the name. 
	If the system does not automatically assign a room containing letters ‘RW’ click on the drop down arrow next to the allocated room and select a room that includes the letters ‘RW’. 
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	The Appointments Notes free text field displays below. 
	The Appointments Notes free text field displays below. 
	Enter case information into the Appointment Notes field. Note that the information required here may differ between court locations. 
	Click Save Appointment. 
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	The appointment has been created and the remote witness room has been booked. 
	The appointment has been created and the remote witness room has been booked. 
	To view the details of this booking, including the witness information, select the appointment from the schedule.  
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	Make an appointment as an NCAT Officer 
	The types of appointments that you are able to create and manage are dependent on your user’s role and permissions. NCAT Officers can create court appointments for professionals with a person in custody. 
	Appointments scheduled with NCAT will automatically be scheduled in JUST Connect and do not go into a Pending status at short notice. 
	To make a court appointment for a professional with a person in-custody, follow the steps outlined below 
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	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	To create an arraignment appointment, select: 
	 The Appointment Type as Court  
	 The Appointment Type as Court  
	 The Appointment Type as Court  

	 The Mode as Video 
	 The Mode as Video 

	 The Jurisdiction as Guardianship Division  
	 The Jurisdiction as Guardianship Division  

	 And select the Purpose 
	 And select the Purpose 


	The Attendees & Time section will then display below. 
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	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
	 Select options from the various agenda drop down menus, and then click the Save as Default button. 
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	Complete the Attendees & Time details. The Appointment owner defaults to your name. 
	Complete the Attendees & Time details. The Appointment owner defaults to your name. 
	Select the Date and click the From and/or To field to adjust the time. The length of time defaults to 30 minutes. Click the To field and manually type the finish time if it’s not available from the drop down list.  
	You can also change the location and room by selecting an option form the drop down lists. 
	Click Add Attendee. 
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	The Add Attendee pop up window displays. 
	The Add Attendee pop up window displays. 
	You can add attendees to an appointment in any order. In this example we’ll add a Corrections Inmate first. 
	Click Corrections Inmate. 
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	When searching for Correctional Inmate you must use their MIN number.   
	When searching for Correctional Inmate you must use their MIN number.   
	Enter the MIN number and then click Search. 
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	The search results display onscreen. Ensure that the results displayed matches the correct name for whom you want to make an appointment with.  
	The search results display onscreen. Ensure that the results displayed matches the correct name for whom you want to make an appointment with.  
	Click Select if correct. If the details displayed are incorrect click Search Again and re-enter the MIN number. 
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	The Corrections Inmate has been added to the appointment.  
	The Corrections Inmate has been added to the appointment.  
	Add additional attendees as required. If you need to add a guest attendee, refer to the Guest Attendee section of this guide for more information. 
	If an interpreter service is required, click Interpreting Service Required. This does not book an interpreter for the appointment; you must follow your existing business process to book an interpreter. This action only adds a record to the attendee list denoting an interpreter will also be attending the arraignment appointment. 
	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	When all attendees have been added, click Save Appointment. 
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	The Appointment scheduled screen displays. Click OK. 
	The Appointment scheduled screen displays. Click OK. 
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	The appointment will now display in the Schedule. 
	The appointment will now display in the Schedule. 
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	Add a ‘Guest Attendee’ to an appointment 
	Who are Guest Attendees? 
	There are two types of guest attendees in JUST Connect appointments: 
	1. Professionals – for example a Barrister, or medical professional such as a psychologist 
	1. Professionals – for example a Barrister, or medical professional such as a psychologist 
	1. Professionals – for example a Barrister, or medical professional such as a psychologist 

	2. Family & Friends – for example a family member appointment with a person in custody 
	2. Family & Friends – for example a family member appointment with a person in custody 


	A Guest Attendee is an attendee who is not a registered JUST Connect user and needs to be added to an appointment (eg medical practitioner or barrister). They must they have a valid VIN (Visiting Identification Number) number in order to be added as a Guest Attendee. 
	A Guest Attendee has no access to JUST Connect, however they will receive notifications in regards to the appointment, provided their email address and/or mobile phone number has been entered in JUST connect. 
	 
	Adding a Guest Attendee with no VIN number: 
	Under certain circumstances a Guest Attendee that does not have a VIN number can be added to an appointment with an inmate. 
	This option is ONLY available to Corrective Services staff. 
	The only time this can be done is when you know that the attendee is from a Government Agency; e.g. NSW Police, NSW Government or Federal Government agency. 
	This action will be recorded in JUST Connect. 
	 
	Using Own Device  
	The location for the Guest Attendee will default to ‘Own device’ however the Guest Attendee inherits the location options of the appointment creator. For example, if a Legal Aid AVL Officer creates an appointment for a Guest Attendee or includes a Guest Attendee as a participant in an appointment that they have created, the locations and rooms that can be allocated to the Guest Attendee for the appointment are the same as the Legal Aid AVL Officer (appointment creator).  
	  
	Add a Guest Attendee 
	To add a Guest Attendee, the JUST Connect system user must have the Guest Attendees details beforehand: 
	 Professional guest attendees require: 
	 Professional guest attendees require: 
	 Professional guest attendees require: 

	o A VIN (Visitor Identification Number), if they are attending an appointment with an inmate or detainee (however the appointment can be made without a VIN in the instance where the guest attends a peer appointment). 
	o A VIN (Visitor Identification Number), if they are attending an appointment with an inmate or detainee (however the appointment can be made without a VIN in the instance where the guest attends a peer appointment). 


	Note: 
	Under certain circumstances a Guest Attendee that does not have a VIN number can be added to an appointment with an inmate: 
	- The only time this can be done is when you know that the attendee is from a Government agency; e.g. NSW Police, NSW Government or Federal Government agency. 
	- The only time this can be done is when you know that the attendee is from a Government agency; e.g. NSW Police, NSW Government or Federal Government agency. 
	- The only time this can be done is when you know that the attendee is from a Government agency; e.g. NSW Police, NSW Government or Federal Government agency. 
	- The only time this can be done is when you know that the attendee is from a Government agency; e.g. NSW Police, NSW Government or Federal Government agency. 

	- This option is ONLY available to Corrective Services staff. 
	- This option is ONLY available to Corrective Services staff. 


	o Email address; must be unique for each guest attendee and cannot be used by another guest attendee. 
	o Email address; must be unique for each guest attendee and cannot be used by another guest attendee. 

	o Mobile phone number 
	o Mobile phone number 

	o Family and Friends guest attendees require: a VIN (Visitor Identification Number) 
	o Family and Friends guest attendees require: a VIN (Visitor Identification Number) 


	Note: If the Guest Attendee has participated in a previous appointment created in JUST Connect, the system will save the record for future use, i.e. you can add them to another appointment by searching for them by using their VIN, CIMS, Name or Email address, always check you have selected the correct person. 
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	From the Home page, click Create Appointment. 
	From the Home page, click Create Appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	Complete the Agenda details as required.  
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	Click Add Attendee to add an attendee.  
	Click Add Attendee to add an attendee.  
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	The Add Attendee pop-up displays. You will now add the Guest Attendee.  
	The Add Attendee pop-up displays. You will now add the Guest Attendee.  
	Click Professional.  
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	Before you can add a guest attendee, you must first search the attendees details to ensure they are not already in the system. 
	Before you can add a guest attendee, you must first search the attendees details to ensure they are not already in the system. 
	Enter the guest attendees Name, Email or VIN. 
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	If the guest attendee cannot be found in the sytem you will need to enter their details to add them as an attendee. 
	If the guest attendee cannot be found in the sytem you will need to enter their details to add them as an attendee. 
	Click Add New Attendee. 
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	Enter the details to create a new user contact for this attendee. All fields with an * are mandatory. 
	Enter the details to create a new user contact for this attendee. All fields with an * are mandatory. 
	When complete, click Finish.  
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	To add a Guest Attendee without a VIN number, select the Not Required option. 
	To add a Guest Attendee without a VIN number, select the Not Required option. 
	This option is ONLY available to Corrective Services staff. 
	The only time this can be done is when you know that the attendee is from a Government Agency; e.g. NSW Police, NSW Government or Federal Government agency. 
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	The Guest Attendee has been added. 
	The Guest Attendee has been added. 
	Their details display in the Attendees and Time area on the screen.  
	The system will automatically assign the location as ‘Own device’, however the guest attendee’s location can be changed to the locations assigned to the appointment creator. 
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	Create a Peer-to-peer Appointment 
	Peer-to-peer appointments can be made with colleagues within an agency or with any other agency (at any time of the day within the agencies specified time frames). These may be for the purpose of Meetings, Interviews or Training.  
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	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 

	Span

	2  
	2  
	2  
	2  
	2  



	From the Home page, click Create Appointment. 
	From the Home page, click Create Appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	Complete the Agenda details. Ensure you select the appointment type as Peer. 
	Select the Mode (either Video or Phone), and the Purpose (Meeting, Training or Interview). 
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	Complete the Attendees & Time details. 
	Complete the Attendees & Time details. 
	In this example, a Legal Aid Lawyer is creating the appointment. 
	Select the Date and complete the From and To time fields. 
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	By default, the system will automatically assign a date, time and room number. Adjust these by clicking the Date, From, To and location fields as necessary.  
	By default, the system will automatically assign a date, time and room number. Adjust these by clicking the Date, From, To and location fields as necessary.  
	The Appointment owner defaults to the Legal Aid Lawyers name (the person creating the appointment) and they are automatically added as an attendee. The appointment owner can be changed once the guest attendee has been added, and the original appointment owner can be removed from the appointment by clicking the delete/discard icon (if required). 
	Select Own device from the Location drop down if you want to use your own device, or if for example, there is no availability at the location and you will use your own device. 
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	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	The timeline shows availability of the attendees and the location (including rooms). 
	The following can display:  
	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 

	 Available - timeline shows the time selected in green.  
	 Available - timeline shows the time selected in green.  


	The example below shows both the selected time and locations are available. 
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	To see the individual room availability in the timeline, select the arrow beside the location. The rooms will display below.  
	To see the individual room availability in the timeline, select the arrow beside the location. The rooms will display below.  
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	Now you need add the professional ‘peer’ attendee(s) to the appointment. 
	Now you need add the professional ‘peer’ attendee(s) to the appointment. 
	Click Add Attendee. 
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	The Add Attendee pop-up displays. 
	The Add Attendee pop-up displays. 
	Click on Professional. 
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	Enter the Name, Email, VIN or CIMS number.  
	Enter the Name, Email, VIN or CIMS number.  
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	For a Peer appointment type the attendees do not require a VIN or CIMS number to be added as a participant, although they may have one. 
	For a Peer appointment type the attendees do not require a VIN or CIMS number to be added as a participant, although they may have one. 
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	In the Add Attendee pop-up, the results from your search will display.  
	In the Add Attendee pop-up, the results from your search will display.  
	Select the correct attendee from the list of results displayed. In this example, another legal aid lawyer is added.  
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	A professional ‘guest attendee’ can be added if they are not already a registered user in JUST Connect. When the search returns no results, the ‘Add new attendee’ button will display. Click this button to add a guest attendee. 
	A professional ‘guest attendee’ can be added if they are not already a registered user in JUST Connect. When the search returns no results, the ‘Add new attendee’ button will display. Click this button to add a guest attendee. 
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	The professional ‘peer’ attendee is added.  
	The professional ‘peer’ attendee is added.  
	Their details display in the Attendees and Time area. 
	The system will automatically assign a room at the relevant default location if it is available. You could select another location or own device from the drop down location field for the professional.  If you select ‘own device’ the professional will no longer be assigned a room and will use their own device to make the AVL connection. 
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	The timeline shows availability of the attendees and the location (including rooms). 
	The timeline shows availability of the attendees and the location (including rooms). 
	The following can display:  
	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 
	 Not available - timeline shows the time selected in red. 

	 Available - timeline shows the time selected in green.  
	 Available - timeline shows the time selected in green.  


	If required, the appointment owner can be changed by selecting from the Appointment Owner drop down list.  
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	Once you have added all attendees to the appointment, click Save Appointment. 
	Once you have added all attendees to the appointment, click Save Appointment. 
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	The Appointment scheduled screen displays. 
	The Appointment scheduled screen displays. 
	Click OK.  
	The appointment will now display in the Schedule. 
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	Create Appointments - ODDP or CDPP 
	ODDP and/or CDPP staff can create the following types of appointments: 
	 Mandatory Case conference 
	 Mandatory Case conference 
	 Mandatory Case conference 

	 Professional and Appearance 
	 Professional and Appearance 

	 Correctional Meeting appointments 
	 Correctional Meeting appointments 

	 Correctional Assessment appointment 
	 Correctional Assessment appointment 

	 Peer appointments 
	 Peer appointments 


	 
	Make a Correctional Meeting and/or Assessment appointment 
	A correctional meeting can be used for conducting meetings with an inmate or detainee. A Correctional Assessment can be used for a medical practitioner to conduct a medical assessment of inmate or detainee. 
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	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
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	The New Appointment screen displays. 
	The New Appointment screen displays. 
	Complete the Agenda details by selecting the Appointment Type, Mode (either Video or Phone), the relevant Jurisdiction, and the Purpose. 
	Click Add Attendee. 
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	The Jurisdiction field only displays for certain Appointment types for a Legal Aid AVL Officer (i.e. Correctional Meeting). 
	The Jurisdiction field only displays for certain Appointment types for a Legal Aid AVL Officer (i.e. Correctional Meeting). 
	Save as Default button: If your appointments have common agenda types, you can set those types as your default.  
	 Select options from various agenda drop down menus, and then click the Save as Default button. 
	 Select options from various agenda drop down menus, and then click the Save as Default button. 
	 Select options from various agenda drop down menus, and then click the Save as Default button. 
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	The Add Attendee pop-up displays. 
	The Add Attendee pop-up displays. 
	Select the type of attendee from the options available onscreen.  
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	If you selected a Corrections Inmate attendee, you will then need to enter the MIN 
	If you selected a Corrections Inmate attendee, you will then need to enter the MIN 
	If you selected a Juvenile Detainee you will then need to enter the CIMS. 
	This example uses a Corrections Inmate attendee. Enter the MIN then click Search. 
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	In the Add Attendee pop-up, the results from your search will display.  
	In the Add Attendee pop-up, the results from your search will display.  
	Ensure that the results displayed matches the correct name for whom you want to make an appointment with. If the incorrect details display, click <Search Again.  
	Click Select. 
	  

	Span


	Table
	TR
	TH
	Span
	 Step 

	TH
	Span
	Action 

	Span

	7  
	7  
	7  
	7  
	7  



	The attendee has been added.  
	The attendee has been added.  
	By default, the system will automatically assign a date, time and room number. Adjust these by clicking the Date, From, To and location fields as necessary. Note that correctional locations will always display the room as ‘any’. 
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	If the date and time for the appointment with a person in custody is at short notice, the appointment will need to be accepted or rejected by the correctional facility, and a warning message will display onscreen. 
	If the date and time for the appointment with a person in custody is at short notice, the appointment will need to be accepted or rejected by the correctional facility, and a warning message will display onscreen. 
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	Add additional attendees as required. 
	Add additional attendees as required. 
	In this example, we’ll add a professional attendee to this appointment. 
	Click Add attendee. 
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	You cannot add more than one in custody attendee, so those options will now be greyed out if selected previously. If you need to change the person in custody in this appointment, you must first remove the existing one, then you will have the option to add a new one. 
	You cannot add more than one in custody attendee, so those options will now be greyed out if selected previously. If you need to change the person in custody in this appointment, you must first remove the existing one, then you will have the option to add a new one. 
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	The Add attendee pop-up window displays. 
	The Add attendee pop-up window displays. 
	Click Professional  
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	Enter the Name, Email, VIN or CIMS number.  
	Enter the Name, Email, VIN or CIMS number.  
	If the attendee is already registered with the system, they should appear below the search field. Select the attendee from the list below the search bar. 
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	The attendee has been added to the appointment.  
	The attendee has been added to the appointment.  
	The system will automatically assign a room at the relevant default location if it is available. 
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	The timeline shows availability of the attendees and the location (including rooms). 
	The timeline shows availability of the attendees and the location (including rooms). 
	The following can display for the required time period: 
	 Green - indicates attendee and/or room are available. 
	 Green - indicates attendee and/or room are available. 
	 Green - indicates attendee and/or room are available. 

	 Grey Diagonal lines – indicates the rooms are unavailable. 
	 Grey Diagonal lines – indicates the rooms are unavailable. 

	 Red – indicates there is a clash and attendee and/or room is not available. 
	 Red – indicates there is a clash and attendee and/or room is not available. 
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	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	If required, enter any notes relevant to the appointment. Note that these notes will be visible to all attendees and will also display on appointment notifications. 
	 

	Span

	13  
	13  
	13  
	13  
	13  



	Once you have added all attendees to the appointment, click Save Appointment. 
	Once you have added all attendees to the appointment, click Save Appointment. 
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	The Appointment scheduled screen displays. 
	The Appointment scheduled screen displays. 
	Click OK. 
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	The appointment will now display in the Schedule. As an AVL Officer you will be able to see all appointments at your assigned locations, whether you have created them or not.  
	The appointment will now display in the Schedule. As an AVL Officer you will be able to see all appointments at your assigned locations, whether you have created them or not.  
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	Make a Mandatory Case Conference appointment 
	The Mandatory Case Conference appointment type must only be used for committal proceedings in the Local Court, or for a Serious Children’s Indictable Offence in the Children’s Court, where the Magistrate has made an order that a case conference certificate be filed.  
	Mandatory Case Conference appointments can be created by: 
	 Legal Aid Administration staff; 
	 Legal Aid Administration staff; 
	 Legal Aid Administration staff; 

	 Legal Aid Location Managers; 
	 Legal Aid Location Managers; 

	 Legal Aid lawyers; 
	 Legal Aid lawyers; 

	 Aboriginal Legal Services (ALS); 
	 Aboriginal Legal Services (ALS); 

	 Office of the Director of Public Prosecutions (ODPP) staff; 
	 Office of the Director of Public Prosecutions (ODPP) staff; 

	 Commonwealth Department of Public Prosecutions (CDPP) staff 
	 Commonwealth Department of Public Prosecutions (CDPP) staff 

	 Private defence lawyers who have access to JUST Connect 
	 Private defence lawyers who have access to JUST Connect 


	When booking this type of appointment, only the appointment owner, creator, or associated Location Manager, will be able to view the name or contact details of the ODPP or CDPP attendee listed in the appointment. The ODPP or CDPP details will be masked and will appear as ‘ODPP’ or ‘CDPP’, i.e. their name and contact information will not be displayed. 
	 
	If a Legal Aid Location Manager creates an appointment on behalf of a Legal Aid or Private Lawyer, the Location Manager will only see the appointment in their schedule if the Legal Aid or Private Lawyer is booked at the same location as the Location Manager, or is using their “own device”. ODPP Location Managers will only be able to see an appointment, if the ODPP Lawyer is booked at the same location as the Location Manager. 
	Book a Mandatory Case Conference (MCC) at a Court Location: 
	 Email the relevant Court Register requesting they book a court room (in JUST Connect) at their location to be used for Mandatory Case Conference. No attendees are to be added to the court room appointment. In the JUST Connect appointment, the Court Register can use the Appointment Notes field to enter text advising that the Court room is being used for a MCC appointment. 
	 Email the relevant Court Register requesting they book a court room (in JUST Connect) at their location to be used for Mandatory Case Conference. No attendees are to be added to the court room appointment. In the JUST Connect appointment, the Court Register can use the Appointment Notes field to enter text advising that the Court room is being used for a MCC appointment. 
	 Email the relevant Court Register requesting they book a court room (in JUST Connect) at their location to be used for Mandatory Case Conference. No attendees are to be added to the court room appointment. In the JUST Connect appointment, the Court Register can use the Appointment Notes field to enter text advising that the Court room is being used for a MCC appointment. 

	 Create a Mandatory Case Conference (MCC) appointment. 
	 Create a Mandatory Case Conference (MCC) appointment. 


	For attendees appearing from the Court location, ensure you select “Own Device” in the location field (refer to following steps to create the MCC). Advise attendees of the Court location, this information can be entered into the Appointment Notes field. 
	  
	To create an appointment for a Mandatory Case Conference, follow the steps below: 
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	Log on to the JUST Connect system. 
	Log on to the JUST Connect system. 
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	The Home page will display. Click Create appointment. 
	The Home page will display. Click Create appointment. 
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	Complete the Agenda details by clicking the drop-down arrow and selecting the required option for: 
	Complete the Agenda details by clicking the drop-down arrow and selecting the required option for: 
	 Appointment Type: Mandatory Case Conference 
	 Appointment Type: Mandatory Case Conference 
	 Appointment Type: Mandatory Case Conference 

	 Mode: Video 
	 Mode: Video 

	 Jurisdiction: Local Court; or Children’s Court 
	 Jurisdiction: Local Court; or Children’s Court 

	 Purpose:  Accused in Custody (Accused Not Present; Accused on Bail) 
	 Purpose:  Accused in Custody (Accused Not Present; Accused on Bail) 


	Note: 
	If the person in-custody is not required to attend this appointment, then in the Purpose field select Accused Not Present or Accused on Bail. 
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	Add a Professional 
	Add a Professional 
	Click Add Attendee button 
	Click Professional button 
	Enter their Name, Email VIN or CIMS number in the search field 
	 
	Displays drop-down list (if the attendee is already registered with the system, they should appear below the search field). 
	Click on name required. 
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	If you are unable to find the professional within JUST Connect, then you can add them as a Guest Attendee. 
	If you are unable to find the professional within JUST Connect, then you can add them as a Guest Attendee. 
	Repeat this step to add additional professionals. 
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	Adding a Person in-custody: 
	Adding a Person in-custody: 
	Note: If you selected either Accused Not Present or Accused on Bail in the Purpose field then the Corrections Inmate and Juvenile Detainee buttons will not be available, as their attendance is not required. 
	Click Add Attendee button, then click Corrections Inmate or Juvenile Detainee button. 
	In search field enter their MIN (inmate) or CIMS (Detainee), displays drop-down list with inmate’s name, click Select button. 
	 
	You cannot add more than one in custody attendee, so those options will now be greyed out if selected previously. 
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	The attendee(s) has been added to the appointment.  
	The attendee(s) has been added to the appointment.  
	By default, the system will automatically assign a date, time and room number. Adjust these by clicking the Date, From, To and location fields as necessary.  
	 
	The timeline shows availability of the attendees and the location (including rooms). 
	 Available – displays the time in green. 
	 Available – displays the time in green. 
	 Available – displays the time in green. 

	 Not available - displays the time in grey diagonal lines. 
	 Not available - displays the time in grey diagonal lines. 

	 Clash – displays the time in red. 
	 Clash – displays the time in red. 


	If nothing is available, you could select another location or own device from the drop down location field for the professional.  If you select ‘own device’ this would mean that they are not assigned a room but will use their own device to make the AVL connection. 
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	The system will automatically assign a room at the relevant default location if it is available. This can be changed by selecting the location or room number on screen and selecting from the list. 
	The system will automatically assign a room at the relevant default location if it is available. This can be changed by selecting the location or room number on screen and selecting from the list. 
	If an interpreter is required, click Interpreting Service required. This will not book the interpreter, rather it will flag that an interpreter will be present in the appointment. You must follow your existing business process to book an interpreter. 
	If required, enter Appointment Notes. These notes will be visible to all attendees, and will also display on appointment reminders. 
	Check you have selected and/or entered all the required appointment details, when complete click Save Appointment 
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	The Appointment scheduled screen displays. 
	The Appointment scheduled screen displays. 
	Click OK. 
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	The appointment will now display in the Schedule.  
	The appointment will now display in the Schedule.  
	Note that the Legal Aid Lawyer or any other non ODPP or CDPP attendees that are not the owner or creator of the appointment will not be able to see the name or contat details of the ODPP attendee. 
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	Make a Professional and Appearances appointment 
	The Office of the Director of Public Prosecutions (ODPP) staff are able to create Professional and Appearances appointments: 
	 for when a Prosecutor appearance is required in court; or 
	 for when a Prosecutor appearance is required in court; or 
	 for when a Prosecutor appearance is required in court; or 

	 to book a professional conference with witnesses, or 
	 to book a professional conference with witnesses, or 

	 for conducting professional conferences and/or Interstate Jurisdiction 
	 for conducting professional conferences and/or Interstate Jurisdiction 

	 for booking a remote witness appearance 
	 for booking a remote witness appearance 


	Remote Witness: 
	A remote witness can appear from an ODPP location, or a Court location, or use their ‘Own Device’ to give their evidence. 
	 Court Location:  if the witness is appearing from a Remote Witness room at a Court location, the booking for the Remote Witness room is made by the Court Registrar.  ODPP staff must notify (via email) the Court Registrar (at the relevant local court) that you require a remote witness room to be booked, including required details. 
	 Court Location:  if the witness is appearing from a Remote Witness room at a Court location, the booking for the Remote Witness room is made by the Court Registrar.  ODPP staff must notify (via email) the Court Registrar (at the relevant local court) that you require a remote witness room to be booked, including required details. 
	 Court Location:  if the witness is appearing from a Remote Witness room at a Court location, the booking for the Remote Witness room is made by the Court Registrar.  ODPP staff must notify (via email) the Court Registrar (at the relevant local court) that you require a remote witness room to be booked, including required details. 


	There is no change to the existing business guidelines and policy in requesting a remote witness room at a Court location. You must follow your existing operational guidelines when booking and using a remote witness room. 
	 Own Device: if the witness will be using their “own device” during the appointment then it is the responsibility of the ODPP prosecutor (or staff) to arrange (outside of JUST Connect) the dial in details for the witness. 
	 Own Device: if the witness will be using their “own device” during the appointment then it is the responsibility of the ODPP prosecutor (or staff) to arrange (outside of JUST Connect) the dial in details for the witness. 
	 Own Device: if the witness will be using their “own device” during the appointment then it is the responsibility of the ODPP prosecutor (or staff) to arrange (outside of JUST Connect) the dial in details for the witness. 

	 ODDP Location: if the witness is appearing from an ODPP location, you must select the Remote Witness and Court options when making the appointment (refer to following steps). When the appointment is saved an email is sent to the relevant Court registrar. 
	 ODDP Location: if the witness is appearing from an ODPP location, you must select the Remote Witness and Court options when making the appointment (refer to following steps). When the appointment is saved an email is sent to the relevant Court registrar. 
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	From the Home page or Schedule page; click on the Create Appointment button 
	From the Home page or Schedule page; click on the Create Appointment button 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	2  
	2  
	2  
	2  
	2  



	New appointment screen displays 
	New appointment screen displays 
	Complete the Agenda details by clicking the drop-down arrow and select the following option for: 
	 Appointment Type: select Professional and Appearances 
	 Appointment Type: select Professional and Appearances 
	 Appointment Type: select Professional and Appearances 

	 Mode: select Video / Phone 
	 Mode: select Video / Phone 

	 Jurisdiction: select required option e.g. Local Court 
	 Jurisdiction: select required option e.g. Local Court 

	 Purpose: select required option, e.g. Witness Appearance 
	 Purpose: select required option, e.g. Witness Appearance 
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	Add Professional 
	Add Professional 
	Click Add Attendee button, then click Professional button. 
	 
	  
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	Click in field and start entering the professional’s name or enter their VIN number or email address. 
	Displays drop down list, click on name required. 
	 
	Repeat this step to add remaining professionals required for this appointment. 
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	Add Remote Witness 
	Add Remote Witness 
	a) Remote Witness appearing from ODPP Location for a court hearing: 
	a) Remote Witness appearing from ODPP Location for a court hearing: 
	a) Remote Witness appearing from ODPP Location for a court hearing: 

	 Click Add Attendee button, displays Add Attendee pop up window. 
	 Click Add Attendee button, displays Add Attendee pop up window. 

	 Click Remote Witness button, adds the Remote Witness selection to the appointment. 
	 Click Remote Witness button, adds the Remote Witness selection to the appointment. 


	 
	 Select an ODPP location 
	 Select an ODPP location 
	 Select an ODPP location 

	 Click Add Attendee button, then click Court button. 
	 Click Add Attendee button, then click Court button. 


	 
	 Displays, Add Attendee Court prompt, enter name of Court then select from drop-down list. 
	 Displays, Add Attendee Court prompt, enter name of Court then select from drop-down list. 
	 Displays, Add Attendee Court prompt, enter name of Court then select from drop-down list. 


	 
	Note:  When the appointment is saved an email is sent to the Court Registrar. 
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	b) Remote Witness appearing from a Court Location 
	b) Remote Witness appearing from a Court Location 
	b) Remote Witness appearing from a Court Location 
	b) Remote Witness appearing from a Court Location 


	If the witness is appearing from a Remote Witness room at a Court location, the booking for the Remote Witness room is made by the Court Registrar. 
	ODPP staff must notify (via email) the Court Registrar (at the relevant local court) that you require a remote witness room to be booked, including required details. 
	c) Remote Witness is appearing via their “Own Device” 
	c) Remote Witness is appearing via their “Own Device” 
	c) Remote Witness is appearing via their “Own Device” 


	If the witness will be using their “Own Device” during the appointment then it is the responsibility of the ODPP prosecutor (or staff) to arrange (outside of JUST Connect) the dial in details for the witness. 
	 Click Add Attendee button, displays Add Attendee pop up window. 
	 Click Add Attendee button, displays Add Attendee pop up window. 
	 Click Add Attendee button, displays Add Attendee pop up window. 

	 Click Remote Witness button, select “Own Device” from Location drop-down menu. 
	 Click Remote Witness button, select “Own Device” from Location drop-down menu. 


	Note:  If the Remote Witness is a professional and/or an expert in their field, you will need to also add them as a Professional attendee. If the professional attendee is not already listed within JUST Connect they can be added as a Guest Attendee. 
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	Date and Time: defaults to today’s date and current time. 
	Date and Time: defaults to today’s date and current time. 
	Select required Date, then adjust the From and To time fields to book the room for the full day. 
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	Location and Rooms 
	Location and Rooms 
	If required you can allocate other rooms at your location depending on availability, or change to own device. 
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	Appointment Notes 
	Appointment Notes 
	This is a free text field and it is important that the relevant case information is entered. For example: enter case information into the Appointment notes field. 
	Please do not enter any confidential information into the appointment notes, as these notes will be visible to all attendees, and will also display in the appointment reminder notifications. 
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	Save appointment 
	Save appointment 
	Check you have selected and/or entered all the required appointment details, when complete. 
	Click the Save Appointment button. 
	Displays prompt advising Appointment has been scheduled. 
	Click OK button. 
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	Manage Appointments 
	 
	Appointments can be managed in JUST Connect by the appointment owner or in some instances, by the attendee. Users can manage their appointments by: 
	 Accepting or Declining an appointment 
	 Accepting or Declining an appointment 
	 Accepting or Declining an appointment 

	 Cancelling an appointment 
	 Cancelling an appointment 

	 Editing appointment (for example; add attendees, change locations, rooms, date or time) 
	 Editing appointment (for example; add attendees, change locations, rooms, date or time) 

	 Marking the appointment as ‘Did Not Occur’. 
	 Marking the appointment as ‘Did Not Occur’. 


	Not all options listed above are available to all users. Permissions and user types will dictate which areas of an appointment can be managed.  
	Accept or Decline an appointment 
	Appointments made with a person in-custody for the same day, or made after 3pm for an appointment the following day are scheduled in JUST Connect with a status of ‘Pending’. These appointments must be accepted or declined by a Correctional Services Officer or Juvenile Justice Officer. Appointments in the status of ‘Pending’ and require attention will display on the home page under ‘Appointments needing attention’; However only the two appointments closest in time are shown. 
	The Appointment List view in the Schedule is a simple way to see the appointments requiring attention, day by day. Note that the ‘Pending’ icon is located on the right of the screen, and may not be visible if your browser is not expanded to full screen. 
	Accept an appointment 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	From the Home page, select the pending appointment from the list. 
	From the Home page, select the pending appointment from the list. 
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	If the pending appointment does not display on the Home page, open the Schedule, select the Appointments List, then select the pending appointment. 
	If the pending appointment does not display on the Home page, open the Schedule, select the Appointments List, then select the pending appointment. 
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	The appointment details will display. 
	The appointment details will display. 
	Check the details for the appointment.  
	Click Accept Appointment. 
	 

	Span

	 
	 
	 

	Once the appointment is accepted, the appointment will change from a ‘pending’ status to scheduled.  
	Once the appointment is accepted, the appointment will change from a ‘pending’ status to scheduled.  
	The appointment owner and other attendees (however not the person in-custody) will receive a confirmation notification.  
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	Decline an appointment 
	When Correctional Services or Juvenile Justice Officer declines an appointment, this appointment is removed from the schedule (although it will still display in the Appointment List view under the heading ‘Declined’).  
	Declining an appointment requires a reason to be provided, either:  
	 Person in Custody Refusal to Attend 
	 Person in Custody Refusal to Attend 
	 Person in Custody Refusal to Attend 

	 Emergency Lockdown 
	 Emergency Lockdown 

	 Person in Custody Medically Unfit 
	 Person in Custody Medically Unfit 

	 Public Holiday 
	 Public Holiday 

	 Equipment Failure 
	 Equipment Failure 

	 Industrial Action 
	 Industrial Action 

	 Suite no Longer Available 
	 Suite no Longer Available 

	 Other (if other is selected, the user needs to add a description) 
	 Other (if other is selected, the user needs to add a description) 
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	From the Home page, select the pending appointment from the list. 
	From the Home page, select the pending appointment from the list. 
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	If the pending appointment does not display on the Home page, open the Schedule, select the Appointments List, then select the pending appointment. 
	If the pending appointment does not display on the Home page, open the Schedule, select the Appointments List, then select the pending appointment. 
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	To decline the appointment, click Decline Appointment.  
	To decline the appointment, click Decline Appointment.  
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	The Decline appointment pop-up box displays. 
	The Decline appointment pop-up box displays. 
	Select a reason for declining the appointment from the drop down list. 
	Click Yes. 
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	A message displays on screen confirming the appointment has been declined Click OK. 
	A message displays on screen confirming the appointment has been declined Click OK. 
	 

	Span

	 
	 
	 

	Once the appointment is declined, the appointment will display in the appointment creator and/or owners Appointment List view under Declined appointments. 
	Once the appointment is declined, the appointment will display in the appointment creator and/or owners Appointment List view under Declined appointments. 
	Attendees and the appointment creator will receive an email notification. 
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	Cancel an appointment 
	 
	 
	Appointments can only be cancelled by: 
	 The person who created the appointment; or 
	 The person who created the appointment; or 
	 The person who created the appointment; or 

	 Appointment owner; or 
	 Appointment owner; or 

	 AVL Officer at a Correctional facility  - where there is a person in custody on the appointment 
	 AVL Officer at a Correctional facility  - where there is a person in custody on the appointment 

	 Location Manager – can cancel any appointment in their assigned locations. 
	 Location Manager – can cancel any appointment in their assigned locations. 


	The appointment‘s status will be changed to cancelled and removed from the appointment owner’s and attendee’s calendar (day and week) views. However, they can still be viewed in the Appointment list (under the heading “Cancelled”). 
	A notification email is sent to the appointment creator, appointment owner and attendees (excluding person-in-custody) advising reason for the cancellation. 
	If an appointment is cancelled, a number of pre-defined reasons for the cancellation will display. 
	Once an appointment has commenced it cannot be cancelled or edited. 
	 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	Go to the Schedule.  
	Go to the Schedule.  
	Select either the Appointment List or Day or Week view. 
	Click on the appointment that you want to cancel.  
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	The Appointment details screen displays. 
	The Appointment details screen displays. 
	Click Cancel Appointment. 
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	The Cancel Appointment pop-up box displays. 
	The Cancel Appointment pop-up box displays. 
	Select a Reason for cancellation from the drop down list. 
	Click Yes. 
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	If Other is selected, you must enter the details in the free text field and then click Yes. 
	If Other is selected, you must enter the details in the free text field and then click Yes. 
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	A message displays on screen confirming the appointment has been cancelled. Click OK. 
	A message displays on screen confirming the appointment has been cancelled. Click OK. 
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	Once the appointment is cancelled, the appointment will display in the appointment creator and/or owners Appointment List view under Cancelled appointments. 
	Once the appointment is cancelled, the appointment will display in the appointment creator and/or owners Appointment List view under Cancelled appointments. 
	Attendees will receive an email notification. 
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	Edit an appointment 
	Appointments can be edited by the appointment creator, appointment owner and an attendee (excluding person-in-custody) of the appointment. They will also receive an email notification when any changes are made to the appointment.  
	Location managers can view and edit any appointment at their designated location(s). 
	An appointment cannot be edited once it has commenced. 
	If an in-custody appointment is edited after 3pm the day prior, the appointment will need to be re-accepted to be confirmed (note that this applies only when changes have been made that impact the in-custody person, such as the date or time). 
	 
	Editing an appointment can include: 
	 Change of date and/or time 
	 Change of date and/or time 
	 Change of date and/or time 

	 Change of location or room 
	 Change of location or room 

	 Adding attendees (i.e. additional attendees to the existing appointment) 
	 Adding attendees (i.e. additional attendees to the existing appointment) 


	You can navigate to the Edit Appointment page from various points, including the Appointment List, Day or Week view. Open the appointment details to access the Edit Appointment button. 
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	Go to the Schedule.  
	Go to the Schedule.  
	Select either the Appointment List (or the Day or Week view). 
	Click on the appointment that you want to edit.  
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	The Appointment details screen displays. 
	The Appointment details screen displays. 
	Click Edit Appointment. 
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	The Edit button displays slightly differently depending on which view you select the appointment in, for example: 
	The Edit button displays slightly differently depending on which view you select the appointment in, for example: 
	 In the Day view, you click the appointment and the appointment details pop-up displays, then click Edit, then click Edit Appointment. 
	 In the Day view, you click the appointment and the appointment details pop-up displays, then click Edit, then click Edit Appointment. 
	 In the Day view, you click the appointment and the appointment details pop-up displays, then click Edit, then click Edit Appointment. 

	 In the Appointments List, or the Week view, you can click on the appointment to open the appointment details screen and click the Edit Appointment button.  
	 In the Appointments List, or the Week view, you can click on the appointment to open the appointment details screen and click the Edit Appointment button.  

	 Or in the Appointments List you can click on the More (…) at the end of the appointment row and select Edit. 
	 Or in the Appointments List you can click on the More (…) at the end of the appointment row and select Edit. 
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	The Edit Appointment screen displays. 
	The Edit Appointment screen displays. 
	Make any changes required. 
	Click Save Appointment. 
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	The Appointment updated screen displays. 
	The Appointment updated screen displays. 
	Click OK. 

	Span

	5  
	5  
	5  
	5  
	5  



	The Appointment details screen displays again showing the new details. 
	The Appointment details screen displays again showing the new details. 

	Span


	 
	  
	History log 
	When an appointment has been edited, it will create a history log. This log can be viewed from the appointment details screen, by clicking the arrow beside Show history. 
	From the History section, you can view: 
	 A detailed change log showing the original appointment data 
	 A detailed change log showing the original appointment data 
	 A detailed change log showing the original appointment data 

	 Details of any changes made to that appointment, for example when appointments are edited, accepted, rejected or cancelled 
	 Details of any changes made to that appointment, for example when appointments are edited, accepted, rejected or cancelled 

	 The exact change (if any) that was made to an appointment, including details about when the appointment was edited, and who made the change 
	 The exact change (if any) that was made to an appointment, including details about when the appointment was edited, and who made the change 


	  
	   
	Contact Cards – Attendee contact details 
	Contact details, including the phone number and email address for guest attendees, can be viewed on a Contact Card. 
	To access the contact card, open any appointment from your schedule or home page: 
	 Click the attendee’s name. This will open the contact card and display the applicable contact details for that attendee (noting that different users will display different sets of information). 
	 Click the attendee’s name. This will open the contact card and display the applicable contact details for that attendee (noting that different users will display different sets of information). 
	 Click the attendee’s name. This will open the contact card and display the applicable contact details for that attendee (noting that different users will display different sets of information). 


	 
	 
	 
	Custody List 
	Viewing the Custody List 
	Courts – View the Custody List 
	The Custody List page is used by Court Officers during court sessions to manage inmates and detainees appearing in court, either in person (cells/docs) or via AVL (phone / video). Data for the Custody List page is retrieved from Correctional Services (OIMS), and Juvenile Justice (CIMS) once each morning, at approximately 5am. 
	 
	To view the Custody List page in JUST Connect, Court Officers will need to: 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	Log into JUST Connect, and then select the Custody List page at the top of the screen 
	Log into JUST Connect, and then select the Custody List page at the top of the screen 
	 

	Span

	2  
	2  
	2  
	2  
	2  



	The Custody List page displays 
	The Custody List page displays 
	Select your location, room and Jurisdiction from the drop down list.  
	Note that if you have only one location assigned to your profile, this will display by default. 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	3  
	3  
	3  
	3  
	3  



	Once the location, room and jurisdiction have been entered, the View Custody List button will become active. Click View Custody List. 
	Once the location, room and jurisdiction have been entered, the View Custody List button will become active. Click View Custody List. 
	 

	Span

	 
	 
	 

	Once you have clicked ‘View Custody List’, you will not be able to change the location or room. If you need to change one or both of these during the day, you will need to log out of JUST Connect, and then log back in again. 
	Once you have clicked ‘View Custody List’, you will not be able to change the location or room. If you need to change one or both of these during the day, you will need to log out of JUST Connect, and then log back in again. 
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	4  
	4  
	4  
	4  



	The Custody List for the current day, at your chosen location, will display below.  
	The Custody List for the current day, at your chosen location, will display below.  
	 

	Span


	  
	 
	 
	  
	Correctives and Juvenile Justice – View the Appointment List 
	The Appointment List page is used by Correctional Officers or Juvenile Justice Staff to manage people in custody appearing via AVL. The Appointment List details all Court appointments and Professional appointments, as well as any appointments that have been cancelled. Data for the Appointment List page is retrieved from OIMS once each morning at approximately 5am. 
	 
	To view the Appointment List page in JUST Connect, Correctional Officers and Juvenile Justice Staff will need to: 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	Log into JUST Connect, and then select View Schedule  
	Log into JUST Connect, and then select View Schedule  
	 

	Span

	2  
	2  
	2  
	2  
	2  



	Check the correct location is displaying from the bottom of the screen 
	Check the correct location is displaying from the bottom of the screen 
	Click Appointment List 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	3  
	3  
	3  
	3  
	3  



	The Court appointments will display at the top of the screen 
	The Court appointments will display at the top of the screen 
	 
	 

	Span


	   
	Custody List page Overview 
	Courts Overview 
	The Custody List page has several columns, which can be sorted using the arrows at the top of selected columns. 
	 
	 
	 
	The data in each column is outlined below. 
	 
	Table
	TR
	TH
	Span
	Column: 

	TH
	Span
	Description : 

	Span

	Name 
	Name 
	Name 

	This is the name of the person in-custody who has a court appearance at your nominated location. 
	This is the name of the person in-custody who has a court appearance at your nominated location. 

	Span

	Case number 
	Case number 
	Case number 

	This is the case number being dealt with during the day’s court session. 
	This is the case number being dealt with during the day’s court session. 
	If a person in-custody is appearing for several cases within the same jurisdiction, only one case number will display alongside their name, and only one entry for that person in custody will display in the custody list. 

	Span

	Jurisdiction 
	Jurisdiction 
	Jurisdiction 

	Lists the court jurisdiction the matter is being heard in, for example Local Court or District Court. 
	Lists the court jurisdiction the matter is being heard in, for example Local Court or District Court. 

	Span

	Courtroom 
	Courtroom 
	Courtroom 

	When a person in-custody is requested by a Court Officer, the court room assigned to that Court Officer will display in this column. This column will remain blank until a court officer has requested the person in-custody. 
	When a person in-custody is requested by a Court Officer, the court room assigned to that Court Officer will display in this column. This column will remain blank until a court officer has requested the person in-custody. 
	If a Court Officer from a different court room has requested the inmate / detainee, then this will display with their assigned courtroom number, and will appear in light grey text. 

	Span

	Mode 
	Mode 
	Mode 

	Identifies whether the session will take place by video, cells (docs) or by phone (see further breakdown of mode options following this table) 
	Identifies whether the session will take place by video, cells (docs) or by phone (see further breakdown of mode options following this table) 

	Span

	Location 
	Location 
	Location 

	Lists the physical location of the person in-custody, for example, MRRC. 
	Lists the physical location of the person in-custody, for example, MRRC. 

	Span


	Table
	TR
	TH
	Span
	Column: 

	TH
	Span
	Description : 

	Span

	Wait time 
	Wait time 
	Wait time 

	This refers to the amount of time it will take a Correctives Officer or Juvenile Justice Staff to place the person in-custody into the AVL suite after receiving the JUST Connect request from the Court Officer. This only applies to AVL appearances. 
	This refers to the amount of time it will take a Correctives Officer or Juvenile Justice Staff to place the person in-custody into the AVL suite after receiving the JUST Connect request from the Court Officer. This only applies to AVL appearances. 

	Span

	Appearance 
	Appearance 
	Appearance 

	Contains a drop down list beside each person in-custody with appearance options. For Court Officers, these appearance options include  
	Contains a drop down list beside each person in-custody with appearance options. For Court Officers, these appearance options include  
	 Request 
	 Request 
	 Request 

	o Once selected, a Correctional Officer or Juvenile Justice Staff  will place the person in-custody into the AVL suite, and then change the appearance to ‘Placed in suite’ 
	o Once selected, a Correctional Officer or Juvenile Justice Staff  will place the person in-custody into the AVL suite, and then change the appearance to ‘Placed in suite’ 
	o Once selected, a Correctional Officer or Juvenile Justice Staff  will place the person in-custody into the AVL suite, and then change the appearance to ‘Placed in suite’ 


	 Not required  
	 Not required  

	o If the person in-custody is no longer required in court, the court officer can set the appearance status to ‘Not required’. This will notify the Correctional Officer or Juvenile Justice Staff, who can then remove the person in-custody from the holding cell 
	o If the person in-custody is no longer required in court, the court officer can set the appearance status to ‘Not required’. This will notify the Correctional Officer or Juvenile Justice Staff, who can then remove the person in-custody from the holding cell 
	o If the person in-custody is no longer required in court, the court officer can set the appearance status to ‘Not required’. This will notify the Correctional Officer or Juvenile Justice Staff, who can then remove the person in-custody from the holding cell 



	Note: these options are outlined in the following table 

	Span

	Result 
	Result 
	Result 

	When a person in-custody has completed their court session, the court officer is required to enter their court results into JUST Connect. The Court Officer has three options to select from: 
	When a person in-custody has completed their court session, the court officer is required to enter their court results into JUST Connect. The Court Officer has three options to select from: 
	1. Adjourned 
	1. Adjourned 
	1. Adjourned 

	2. Complete 
	2. Complete 

	3. Still required 
	3. Still required 


	Once the selection is saved, the results will be sent to Correctives or Juvenile Justice via JUST Connect, who will then remove the inmate / detainee from the holding cell. Court Officers will then follow standard procedures and enter the outcomes into JusticeLink.   

	Span


	 
	Mode types 
	  
	Correctives and Juvenile Justice Overview 
	The Court Appointment List has several columns, which are outlined in the table below 
	 
	 
	 
	Table
	TR
	TH
	Span
	Column: 

	TH
	Span
	Description : 

	Span

	Time 
	Time 
	Time 

	People in custody who have been booked for a court appearance via a JUST Connect Appointment (that is, Supreme Court Arraignment, State Parole Authority / NCAT) will display at the top of the list and have a time allocated to their appearance. This is the time the person in custody should be placed in the suite 
	People in custody who have been booked for a court appearance via a JUST Connect Appointment (that is, Supreme Court Arraignment, State Parole Authority / NCAT) will display at the top of the list and have a time allocated to their appearance. This is the time the person in custody should be placed in the suite 
	People in custody who are appearing in Court as a result of a Remand Warrant or Section 77 provided by the Courts will display below  
	When a “request” is made by a Court Officer, the time the request was made will display in this column. 

	Span

	Name 
	Name 
	Name 

	This is the name of the person in-custody who has a court appearance via AVL 
	This is the name of the person in-custody who has a court appearance via AVL 

	Span

	MIN/CIMS 
	MIN/CIMS 
	MIN/CIMS 

	This is the MIN or CIMS number of the person in custody with the court appearance 
	This is the MIN or CIMS number of the person in custody with the court appearance 

	Span

	Location 
	Location 
	Location 

	This is the location of the court where their matter is being dealt with during this appearance  
	This is the location of the court where their matter is being dealt with during this appearance  

	Span

	Courtroom 
	Courtroom 
	Courtroom 

	If the court appearance was made via a JUST Connect appointment, their courtroom will display in this column (excluding interstate courts) 
	If the court appearance was made via a JUST Connect appointment, their courtroom will display in this column (excluding interstate courts) 
	For people in custody appearing as a result of a Remand Warrant or Section 77, the courtroom number will only display after a Court Officer has requested that person in custody appear in court. Once requested, the courtroom assigned to that Court Officer will display in this column  

	Span


	Table
	TR
	TH
	Span
	Column: 

	TH
	Span
	Description : 

	Span

	Wait Time 
	Wait Time 
	Wait Time 

	Refers to the amount of time it will take a Correctional Officer to place the person in custody into the AVL suite after receiving the JUST Connect request from the Court Officer 
	Refers to the amount of time it will take a Correctional Officer to place the person in custody into the AVL suite after receiving the JUST Connect request from the Court Officer 
	It is the responsibility of the Correctional Officer to update this field for each person in custody, so the Court Officer can manage lead times accurately. It is strongly recommended that this list is first updated in the morning before Court sittings begin, and then maintained throughout the day 

	Span

	Appearance 
	Appearance 
	Appearance 

	Displays the status of each person in custody and should be closely monitored by Correctional Officers and Juvenile Justice Staff 
	Displays the status of each person in custody and should be closely monitored by Correctional Officers and Juvenile Justice Staff 
	This column is updated in real time, and is the key communication area between Court Officers, Correctional Officers and Juvenile Justice Staff. For example, a Court Officer may request an appearance by changing their appearance status to ‘Request’, and the Correctional Officer may update this status to ‘In Progress’ once they’ve seen the request, and are about to place the person in custody into the AVL suite  
	These options are outlined in the following section; Appearance Options 

	Span

	View/Edit 
	View/Edit 
	View/Edit 

	Displays three dots ‘…’ By clicking on these dots, you will get an option to ‘View’ the appearance or appointment, or ‘Edit’ the appointment (only available to court appearances from JUST Connect Appointments that have not already started) 
	Displays three dots ‘…’ By clicking on these dots, you will get an option to ‘View’ the appearance or appointment, or ‘Edit’ the appointment (only available to court appearances from JUST Connect Appointments that have not already started) 
	When viewing completed appearances, you will also see the brief result notes 

	Span


	  
	  
	Appearance Options  
	The Appearance column on the Custody List page contains a drop down list with appearance options. Court Officers, Correctional Officers or Juvenile Justice Staff can select from a range of options, which will then notify the other agencies about the appearance of the person in-custody. 
	 
	 
	The table below outlines the appearance options for each agency: 
	Table
	TR
	TH
	Span
	Appearance Status:  

	TH
	Span
	Actioned by: 

	TH
	Span
	Description : 

	Span

	Request 
	Request 
	Request 

	Court Officers 
	Court Officers 

	Used by Court Officers to request the inmate / detainee be placed in the AVL suite.  
	Used by Court Officers to request the inmate / detainee be placed in the AVL suite.  
	This request should be made in line with the lead time required for each inmate / detainee as listed on screen. 

	Span

	Not required 
	Not required 
	Not required 

	Court Officers 
	Court Officers 

	Used by Court Officers to inform Corrective or Juvenile Justice staff that the inmate / detainee are no longer required to attend the AVL session. 
	Used by Court Officers to inform Corrective or Juvenile Justice staff that the inmate / detainee are no longer required to attend the AVL session. 

	Span

	In Progress 
	In Progress 
	In Progress 

	Correctives or Juvenile Justice 
	Correctives or Juvenile Justice 

	Used by Correctives or Juvenile Justice to notify Court Officers that they have seen the request, and will now be actioning it by placing the inmate / detainee in the AVL suite. 
	Used by Correctives or Juvenile Justice to notify Court Officers that they have seen the request, and will now be actioning it by placing the inmate / detainee in the AVL suite. 

	Span

	Unavailable 
	Unavailable 
	Unavailable 

	Correctives or Juvenile Justice 
	Correctives or Juvenile Justice 

	Used by Correctives or Juvenile Justice to notify Court Officers that the person in custody is temporarily available and will be placed in the suite when they become available. No further details are provided about the availability of the person in custody. 
	Used by Correctives or Juvenile Justice to notify Court Officers that the person in custody is temporarily available and will be placed in the suite when they become available. No further details are provided about the availability of the person in custody. 

	Span

	Available 
	Available 
	Available 

	Correctives or Juvenile Justice 
	Correctives or Juvenile Justice 

	Used by Correctives or Juvenile Justice to notify Court Officers that the person in custody who was temporarily unavailable, is now available. 
	Used by Correctives or Juvenile Justice to notify Court Officers that the person in custody who was temporarily unavailable, is now available. 

	Span

	Result required 
	Result required 
	Result required 

	Correctives or Juvenile Justice 
	Correctives or Juvenile Justice 

	Used by Correctives or Juvenile Justice to request that Court Officers add the court result into JUST Connect. 
	Used by Correctives or Juvenile Justice to request that Court Officers add the court result into JUST Connect. 

	Span


	Table
	TR
	TH
	Span
	Appearance Status:  

	TH
	Span
	Actioned by: 

	TH
	Span
	Description : 

	Span

	Complete 
	Complete 
	Complete 

	JUST Connect 
	JUST Connect 

	Assigned by JUST Connect when a result has been recorded following a court appearance. 
	Assigned by JUST Connect when a result has been recorded following a court appearance. 

	Span

	Reset 
	Reset 
	Reset 

	Court Officers 
	Court Officers 

	Used by Court Officers when they need to reset the appearance status back to “select” 
	Used by Court Officers when they need to reset the appearance status back to “select” 

	Span


	 
	Note: You will only be able to see the appearance status options in the list that are available to your user profile type  
	 
	  
	Manage the Custody List - Courts 
	Make requests  
	As a Court Officer your role will be to use the Custody List to: 
	 Make requests for an inmate or detainee to appear in court 
	 Make requests for an inmate or detainee to appear in court 
	 Make requests for an inmate or detainee to appear in court 

	 Provide the court results  
	 Provide the court results  


	These processes are outlined below. 
	Please note the steps below only refer to a person in custody who is appearing by video. If the person in custody is appearing by ‘Cells’ (docs), or by phone (shown onscreen with a ‘-’ symbol in the Mode column), you will need to call the Corrective Services cells or Police cells depending on your court location    
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	Go to the Custody List page, and then select your location, room and Jurisdiction (you only do this when you log in, or if you change courtrooms). Click View Custody List to display the custody list for your location below. 
	Go to the Custody List page, and then select your location, room and Jurisdiction (you only do this when you log in, or if you change courtrooms). Click View Custody List to display the custody list for your location below. 
	 

	Span

	2  
	2  
	2  
	2  
	2  



	Locate the person in custody from the list. 
	Locate the person in custody from the list. 
	You can use the arrows at the top of each column, or the search field at the top of the screen to locate the person in custody quickly. 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	3  
	3  
	3  
	3  
	3  



	Select the drop down arrow in the Appearance column for the person in custody.  
	Select the drop down arrow in the Appearance column for the person in custody.  
	Then click Request. 
	 

	Span

	 
	 
	 

	A Correctional Officer or Juvenile Justice Staff member will view this request, and then place the person in custody into the AVL suite within the wait time noted onscreen. 
	A Correctional Officer or Juvenile Justice Staff member will view this request, and then place the person in custody into the AVL suite within the wait time noted onscreen. 
	Court Officers may need to manually note down the time each request is made. If the Correctional Officer or Juvenile Justice Staff member does not place the person in custody into the suite within the specified wait time, you may need to manually call them. 

	Span

	4 
	4 
	4 

	When the Correctional Officer sees a Request in JUST Connect, they must update the Appearance column to read ‘in Progress’. This notifies the Court Officer that the Correctional Officer has seen the request, and is now actioning it. The Court Officer will know to expect the inmate or detainee to be available in the AVL suite within the nominated wait time.  
	When the Correctional Officer sees a Request in JUST Connect, they must update the Appearance column to read ‘in Progress’. This notifies the Court Officer that the Correctional Officer has seen the request, and is now actioning it. The Court Officer will know to expect the inmate or detainee to be available in the AVL suite within the nominated wait time.  
	 

	Span


	 
	 
	 
	 
	  
	Send Results 
	When a person in custody has completed their appearance, you are required to send a result via JUST Connect. This result notifies the Correctional or Detention facility of the basic result for that case, they can then move the person in custody from the AVL holding area back to their cells or room.  
	Please note this does not replace outcoming in JusticeLink.  As per current procedures, outcomes will still be entered for all cases into JusticeLink and Corrective Officers, Juvenile Justice or Court staff should still check OIMS, CIMS or JusticeLink, for the official final court outcomes for all cases and proceedings. 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	Locate the person in custody from the list. 
	Locate the person in custody from the list. 
	You can use the arrows at the top of each column, or the search field at the top of the screen to locate the person in custody quickly. 
	Click Result. 
	 

	Span

	2  
	2  
	2  
	2  
	2  



	A pop up window will display. 
	A pop up window will display. 
	Select the result from the options on screen: Adjourned, Complete, Still required. 
	Click Save. 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	3  
	3  
	3  
	3  
	3  



	The results have been saved to JUST Connect. 
	The results have been saved to JUST Connect. 
	Correctional Officers or Juvenile Justice Staff can then move the person in custody from the AVL holding area back to their cells or room.  
	Please note this does not replace outcoming in JusticeLink.  As per current procedures, outcomes will still be entered for all cases into JusticeLink and Corrective Officers, Juvenile Justice or Court staff should still check OIMS, CIMS or JusticeLink, for the official final court outcomes for all cases and proceedings. 

	Span

	 
	 
	 

	If you did not obtain the result from the court papers then select completed > other result. 
	If you did not obtain the result from the court papers then select completed > other result. 
	In some instances, you may need to make a person in custody active after entering a result. You can only edit your own result, in which case, you’d need to edit the completed appearance and set the result to ‘Still required’  
	 

	Span


	 
	Result options 
	Table
	TR
	TH
	Span
	Result:  

	TH
	Span
	Additional options: 

	TH
	Span
	Notes: 

	Span

	Adjourned 
	Adjourned 
	Adjourned 

	Bail refused 
	Bail refused 
	Bail granted 
	Non bail matter 

	Then select the adjournment date from the calendar on screen 
	Then select the adjournment date from the calendar on screen 

	Span

	Complete 
	Complete 
	Complete 

	Sentenced  
	Sentenced  
	Other result 

	 
	 

	Span

	Still required 
	Still required 
	Still required 

	(No further options) 
	(No further options) 

	 
	 

	Span


	 
	 
	  
	Manage the Custody List – Correctives and Juvenile Justice 
	 
	As a Correctional Officer your role will be to use the Court Appointment List to: 
	 Update the wait time for each person in custody as required 
	 Update the wait time for each person in custody as required 
	 Update the wait time for each person in custody as required 

	 Action any requests by updating the Appearance status to ‘In Progress’ (or the relevant status), and then placing the inmate or detainee into the AVL suite 
	 Action any requests by updating the Appearance status to ‘In Progress’ (or the relevant status), and then placing the inmate or detainee into the AVL suite 

	 Review results and return the person in custody to their cell or room 
	 Review results and return the person in custody to their cell or room 


	These processes are outlined below. 
	 
	Update the Wait time  
	By default, all wait times will be listed as 1-5 minutes until updated by a Correctional Officer.  
	If you are a Correctional Officer or Juvenile Justice Staff based at a location where there is only one officer or staff member monitoring the JUST Connect system, you may need to manage the wait times by increasing your wait time to allow for multiple requests at the same time, or if a person in custody is likely to take longer to reach the AVL suite (for example they are in a block on the other side of the facility).  
	If you are unable to have someone monitor the JUST Connect screen at all, please update the wait times to say ‘Please call’ and revert to manual processes for the day. This can be updated in the morning so that Court Officers know to call your facility when required. Please note this ONLY applies to limited Juvenile Justice and Corrective locations. The expectation is that in the first instance, Correctives and Juvenile Justice locations use JUST Connect to manage their Custody List. 
	 
	Follow the process below to update the wait time for any person in custody that requires longer. 
	Table
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	TH
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	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	Go to the Appointment List page, and review the court appearance list 
	Go to the Appointment List page, and review the court appearance list 
	Locate the person in custody and click the drop down list in the Wait time column beside that person’s name 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span
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	2  
	2  
	2  
	2  



	Select the time that best reflects how long it may take to place that person in custody into the AVL suite; the options include 1-5 minute, 6-10 minutes, 11-20 minutes and ‘please call’ 
	Select the time that best reflects how long it may take to place that person in custody into the AVL suite; the options include 1-5 minute, 6-10 minutes, 11-20 minutes and ‘please call’ 
	 

	Span
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	3  
	3  
	3  
	3  



	The wait time will be update in real time in the Court Officers JUST Connect Custody List 
	The wait time will be update in real time in the Court Officers JUST Connect Custody List 
	 

	Span


	 
	 
	  
	Update the Appearance Status  
	Please note that updating the appearance status to ‘In Progress’ does not replace the requirement for you to dial into the courtroom using the AVL equipment. This process only removes the phone calls to/from the Court Officer requesting the appearance and updating them that the person in custody is now ready to appear.  
	Table
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	Step 

	TH
	Span
	Action 

	Span
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	1  
	1  
	1  
	1  



	From the Appointment List page, locate all persons in custody with an Appearance status of ‘Request’. Note that when a request is made by a Court Officer, that inmate will move to the bottom of the list (this will be changed to the top of the list in coming releases), so all ‘requested’ inmates will display in a blue box, and an noise alert will play through your computer. 
	From the Appointment List page, locate all persons in custody with an Appearance status of ‘Request’. Note that when a request is made by a Court Officer, that inmate will move to the bottom of the list (this will be changed to the top of the list in coming releases), so all ‘requested’ inmates will display in a blue box, and an noise alert will play through your computer. 
	Click the drop down list and select the option that applies to your situation  
	Following standard business processes, move all requested persons in custody from the AV holding area and place them into the AVL suite 
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	2  
	2  
	2  
	2  



	The Court Officers JUST Connect Custody List will now show the appearance status for this person in custody to reflect the option selected in step 1 above 
	The Court Officers JUST Connect Custody List will now show the appearance status for this person in custody to reflect the option selected in step 1 above 

	Span

	 
	 
	 

	Please note you may need to scroll to the bottom of your list to view any new requests from Court Officers 
	Please note you may need to scroll to the bottom of your list to view any new requests from Court Officers 

	Span


	 
	  
	View Results 
	When a person in custody has completed their appearance, the Court Officer will send a brief result via JUST Connect. This result notifies the Correctional facility of the basic result for that case, so they can move the person in custody from the AVL holding area back to their cells or room.  
	Please note this does not replace the official final court outcomes from OIMS. This should only be used as an indication that the person in custody is no longer required for court proceedings that day.  
	Table
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	Step 

	TH
	Span
	Action 

	Span

	 
	 
	 

	All completed court appearances that have a result entered by a Court Officer will display in bold text on the Court Appointment List page 
	All completed court appearances that have a result entered by a Court Officer will display in bold text on the Court Appointment List page 

	Span
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	1  
	1  
	1  
	1  



	Review the Court Appointment List page and locate any complete court appearances 
	Review the Court Appointment List page and locate any complete court appearances 
	Click the name of the person in custody  
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	2  
	2  
	2  
	2  



	The appearance details will display onscreen 
	The appearance details will display onscreen 
	View the brief result notes. If the results indicate the person in custody is no longer required. Follow standard business procedures and return that person in custody to their cell or room 
	Click Back to return to the Appointment List page 
	 

	Span
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	Completed appointments that have been viewed by any Correctional Officer at your location will display as greyed out text. You can still click the person in custody’s name to view the results again if required 
	Completed appointments that have been viewed by any Correctional Officer at your location will display as greyed out text. You can still click the person in custody’s name to view the results again if required 
	 

	Span

	 
	 
	 

	In some instances, the result may be changed by a Court Officer from a ‘Complete’ status, to ‘Still required’. In this instance the person in custody will display as standard black text, and will have the appearance status listed as ‘Still required’. The Correctional Officer will need to ensure the person in custody remains in the AV holding area until the status is updated again. 
	In some instances, the result may be changed by a Court Officer from a ‘Complete’ status, to ‘Still required’. In this instance the person in custody will display as standard black text, and will have the appearance status listed as ‘Still required’. The Correctional Officer will need to ensure the person in custody remains in the AV holding area until the status is updated again. 
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	Result options entered by Court Officers 
	Table
	TR
	TH
	Span
	Result:  

	TH
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	Additional options: 

	TH
	Span
	Notes: 

	Span

	Adjourned 
	Adjourned 
	Adjourned 

	Bail refused 
	Bail refused 
	Bail granted 
	Non bail matter 

	Then select the adjournment date from the calendar on screen 
	Then select the adjournment date from the calendar on screen 

	Span

	Complete 
	Complete 
	Complete 

	Sentenced  
	Sentenced  
	Other result 

	 
	 

	Span

	Still required 
	Still required 
	Still required 

	(No further options) 
	(No further options) 
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	Manage Account Settings 
	Manage Personal Account Settings 
	You can manage your personal account settings via the Account page, accessed at the top of the screen.  
	From this page you can update your: 
	 Phone number 
	 Phone number 
	 Phone number 

	 Mobile number 
	 Mobile number 

	 Notification preferences (both SMS and email) 
	 Notification preferences (both SMS and email) 

	 Email notification address 
	 Email notification address 

	 Password; Passwords must contain at least: 
	 Password; Passwords must contain at least: 

	o One lowercase character 
	o One lowercase character 
	o One lowercase character 

	o One uppercase character 
	o One uppercase character 

	o One number 
	o One number 

	o A special character 
	o A special character 



	To make changes to your details: click Account link in menu bar, make your changes, and then click Update Settings to save the changes. 
	 
	    
	Notifications and reminders 
	The system generates notifications which are sent via email or SMS for the following reasons. 
	 
	Email notifications are sent: 
	• When a new appointment is created (scheduled or pending), to all attendees not including the person making the appointment (i.e. the creator) 
	• When a pending appointment is approved or declined, to all attendees and the creator. 
	• When any change is made to the appointment including time, location, attendees added or removed etc. 
	• When an appointment is cancelled, to all attendees and the creator and a reason will be given (note: a reason will not be given for family and friend appointments) 
	• At 8am to remind attendees of appointments, if users have requested email in their Account Settings or if they are a guest attendee and have an email address recorded in JUST Connect. 
	 
	SMS Notifications 
	SMSs are only sent on the day of the appointment to appointment attendees.  They are only sent to: 
	• Attendees who have a mobile number recorded and have requested SMS notification in their Account Settings; and  
	• Guest professionals/family (who do not set notification options) where a mobile number has been recorded. 
	 
	An SMS is sent to the above attendees: 
	• At 8am to remind attendees of scheduled appointments 
	• At 8am to notify attendees of pending appointments that day that have not been confirmed (in a separate SMS to the above) 
	• Where the status of an appointment changes on the day of the appointment – i.e. the appointment is accepted, declined or cancelled on the day of the appointment. 
	• 5 minutes before the start time of family and friend appointments as a reminder. 
	 
	  
	Notification preferences can be managed by each user from their Account screen. 
	 
	 
	Examples: 
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	Appointment is Created 

	TD
	Span
	Pending Appointment Accepted 

	Span
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	Appointment has been edited 

	TD
	Span
	Cancelled Appointment 

	Span
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	Reports 
	Daily report 
	In the Appointments List, there is an option to print the list. This becomes the daily job sheet or daily report. 
	For Court users, the printed list will also contain all appointment attendees, so court staff can see who is present on the Court List. 
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	Step 

	TH
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	Action 

	Span
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	Click View Schedule. 
	Click View Schedule. 
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	Click Appointment List.  
	Click Appointment List.  
	Click the Print icon in the top right corner of the screen. 
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	The PDF document downloads. 
	The PDF document downloads. 
	Click on the downloaded document at the bottom left of the screen to open the document.  
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	The Appointments List document displays. 
	The Appointments List document displays. 
	This list displays: 
	 All appointments for the selected day (top of PDF document) 
	 All appointments for the selected day (top of PDF document) 
	 All appointments for the selected day (top of PDF document) 

	 Shows all attendee’s for each appointment and their location. 
	 Shows all attendee’s for each appointment and their location. 

	 The person in-custody housing location with appointment room 
	 The person in-custody housing location with appointment room 

	 Type of Appointment (eg Video, Phone) 
	 Type of Appointment (eg Video, Phone) 

	 Location of court and family/friend appointments 
	 Location of court and family/friend appointments 
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	Print the PDF document as you would normally print.  
	Print the PDF document as you would normally print.  
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	Glossary 
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	Term 

	TD
	Span
	 Description 

	Span

	ALS 
	ALS 
	ALS 

	Aboriginal Legal Services  
	Aboriginal Legal Services  

	Span

	AVL 
	AVL 
	AVL 

	Audio Visual Link 
	Audio Visual Link 

	Span

	CIMS 
	CIMS 
	CIMS 

	Client Information Management System 
	Client Information Management System 
	The computer system which JJNSW use to manage information on detainees and permitted visitors 

	Span

	CaTS 
	CaTS 
	CaTS 

	Courts and Tribunal Services 
	Courts and Tribunal Services 

	Span

	CSNSW 
	CSNSW 
	CSNSW 

	Corrective Services NSW  
	Corrective Services NSW  

	Span

	JJNSW 
	JJNSW 
	JJNSW 

	Juvenile Justice NSW 
	Juvenile Justice NSW 

	Span

	MIN 
	MIN 
	MIN 

	Master Index Number. A 6-digit number given to each adult inmate. 
	Master Index Number. A 6-digit number given to each adult inmate. 

	Span

	ODPP 
	ODPP 
	ODPP 

	Office of the Director of Public Prosecutions NSW  
	Office of the Director of Public Prosecutions NSW  

	Span

	OIMS 
	OIMS 
	OIMS 

	Offender Integrated Management System  
	Offender Integrated Management System  
	The computer system which Corrective Services NSW use to manage information on inmates and permitted visitors or restrictions 

	Span

	Professionals 
	Professionals 
	Professionals 

	Professionals’ include Legal Aid Lawyers, Aboriginal Community Client Service Officers, private legal practitioners, and private health practitioners etc. 
	Professionals’ include Legal Aid Lawyers, Aboriginal Community Client Service Officers, private legal practitioners, and private health practitioners etc. 

	Span

	SOP 
	SOP 
	SOP 

	Standard Operational Procedure 
	Standard Operational Procedure 

	Span

	SPA 
	SPA 
	SPA 

	State Parole Authority  
	State Parole Authority  

	Span

	VCSS 
	VCSS 
	VCSS 

	Video Conferencing  Scheduling System (system JUST Connect is replacing) 
	Video Conferencing  Scheduling System (system JUST Connect is replacing) 

	Span

	VIN 
	VIN 
	VIN 

	Visitor Identification Number 
	Visitor Identification Number 

	Span

	VMR 
	VMR 
	VMR 

	Virtual Meeting Room (phone number to connect into a virtual meeting room) 
	Virtual Meeting Room (phone number to connect into a virtual meeting room) 

	Span
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	Support  
	The Support page provides support information and instructional guides for current users of JUST Connect. 
	 
	 Click on the Support link in the Menu bar at the top of your screen. 
	 Click on the Support link in the Menu bar at the top of your screen. 
	 Click on the Support link in the Menu bar at the top of your screen. 


	 
	 
	 Displays the JUST Connect Support page. 
	 Displays the JUST Connect Support page. 
	 Displays the JUST Connect Support page. 


	 
	Please do not save these documents to your PC. The most up to date versions will be maintained via the support page.  
	 



