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Introduction

This User Guide has been developed for Location managers and Agency Administrators to explain
how to manage users, locations and rooms within JUST Connect.

JUST Connect Roles

User Type Description

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

Agency Administrator includes creating new locations

Manages users, allocating locations and roles for any user within

Location Manager their agency at their default location.

All staff using JUST Connect within the agency. This is usually
administrative team members that provide assistance to an Agency
Professional and make appointments on behalf of professionals.
They have a ‘room’ view of appointment schedules.

Agency Staff

All professionals working for an agency and that will be an attendee
Agency Professional to the AVL booking, for example a Legal Aid lawyer. They will have a
‘personal’ view of appointment schedules.

Private lawyers or medical professionals do not have access to

make or manage their own AVL bookings in JUST Connect.

Guest Professional . .
Note: These users can be created by Corrective Services AVL Staff

and the Support Team.
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What permission do | have?
Location Manager:
As a Location Manager, you will have access to:

o Create appointments and view all appointments at your default location and other locations
assigned to you

e Manage users in your default location
o Manage all rooms at your default location only
e Manage your default location

o Generate a report of appointments at your default location

You can see that you have Location Manager permission access by navigating to the Manage Users
page, typing your name into the Search by field, and seeing that you have Location Manager
credentials under Type

AR m

O4
Manage your team below

Search by
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Agency Administrator

As an Agency Administrator, you will have access to:
e Create an appointment
¢ View appointments from all locations within your agency
o Manage all users within your agency
¢ Manage all rooms at your agency
¢ Manage all locations at your agency
e Manage your agency

e Generate a report of appointments at your agency

You can see that you have Agency Administrator permissions by navigating to the Manage Users
page, typing your name into the Search by field, and seeing that you have Agency Administrator
credentials under Type

AR m

O+
Manage your team below
— ge ¥

Search by

Displaying 2 of 2 results | Displaying pege < 1| e
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Manage Users

Location Managers and Agency Administrators can all add new users, activate and deactivate
existing JUST Connect users for their allocated location(s). A user’s permission level is determined by
the user type and roles assigned to them by the Location Manager and/or Agency Administrator.

Note: If the new user is a private legal professional or private medical professional, contact the
Support team to create them for you.

Before creating a new user, it is important to note the approval process prior to creating them in the
system. The following table explains who can create what user types in JUST Connect, and the
procedure required prior to the creation of that user.

Who can create these Approval process prior to creation in
User type users? JUST Connect
Agency or Location Manager* Location Manager will approve and create in
Professional Staff JUST Connect

Agency Administrator*
ODPP will manage their own staff on-boarding
into JUST Connect.

Private medical and legal practitioners will be
on-boarded by the JUST Connect Support
Team upon receipt of request and creation of
a Service NOW ticket

Location Manager | Agency Administrator* Approved by Agency Administrator. Once
approved, approval then forwarded to the
JUST Connect Support Team for the user to

be created.
Agency Agency Administrator* SNOW ticket lodged approved by CSNSW
Administrator Support Manager, and then user created in

JUST Connect

* within their location / agency

Note:
o Private staff must be assigned the “Staff” role and can only be created by the Support Team.
e SMS and Email notification preferences are enabled by default when creating a new user.
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Add a new user

To add a new user, please follow the steps outlined below:

Step Action

If required complete a Service Now ticket, prefer to the Manage User table on previous
page for details.

2 Log into JUST Connect, and then click the Manage link in the menu bar at the top of the
page.
QWi NSW  tome  scheduies  Account  Contacts  Susport

Legal Aid NSW

Welcome to JUST Connect
Kim Fletcher

¢ The Manage link will only display in the menu bar if you have been assigned the role of a
AOTE | ocation Manager.

3 The Manage Users page displays
e Always search for the user to ensure they do not already exist in the system.
e Tick List Deactivated users and List Guest users

e Search by email address, as the system will not allow more than one user to be set
up in the system with the same email address. Alternatively, you can search by name
or VIN/ CIMS.

¢ If they exist already but are de-activated, you can reactivate them if they are within
the same agency

Note: If the user is deactivated and you recreate the user again they may not be able
to log in. In this instance you will need to call the Support team for assistance.

o

l'_'\+ Manage your team below

Search by

st deactivated users List guest users
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Step Action

4 e To add a new user click Add new user

Manage Users m

0
ﬁ+ Manage your team

Search by

Displaying 28 of 70 results | Displaying page <

Name Identity number Type Role Agency

5 The Add user page displays

Complete the fields on screen. Mandatory fields are marked with an asterisk (*), however
you should try to complete all fields where possible

e Enter the user's name and contact details
The user Email address is individual specific and must be a work email address.

If the user is a Justice staff member, the address entered must be their
@justice.nsw.gov.au email address.

If the user is a Legal Aid staff member, the address entered must be their
@legalaid.nsw.gov.au email address.

If the user is an ODPP staff member, the address entered must be their
@odpp.nsw.gov.au email address.

Manage Users CANCEL

o] 4 Create a new user of the JUST Connect system

Fields marked - are mandatory

Name

First Name* Last Name*

Penny Ling

Contact Detalls

Phone Number Email Address*

0295674323 penny ling@mailinator.com

Mobile Number

0414777555
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Step Action

& o The user can select to have email notifications sent to a different email address
NOTF (refer to Step 9).

o Private staff to be on-boarded by the JUST Connect Support Team only.

6 e Click on the drop down arrow in Agency fields and select Agency and Staff Type from
the listed options.

The Agency and Staff Type fields will only display Agency and Staff Types in line with
your own permissions.

Agency

Agency” staff Type"

Legal Aid NSW v Agency Staff

& « The Agency field will only list the same agency assigned to you (Agency Administrator
NOTE and Location Manager).

o The Staff Type will only list options available to your agency.
- Location Managers can only create Agency Professional and Agency Staff

- Agency Administrators can create Agency Professional, Agency Staff and Location
Managers

7 Location: Click the Location field; a list of locations assigned to you will display below
Select the location(s) from the list. Select additional locations if applicable

Locatlon/s

Location™

Parramatta Legal Aid Q

Bondi Legal Aid

Sydney Legal Aid

JUST Connect Location Manager and Agency Administrator User Guide v1.5 Page 9 of 44
Date: September 2018



Step Action

8 Select the default location

Locatlon/s

Location”

Parramatta Legal Aid Q Sydney Legal Aid Q

Default Location™

9 Role: Click in the Select Role/s field to display a list of roles that can be applied to the new
user. Select only the role(s) that apply.

¢ JUST Connect permissions are based the role that has been selected. Please refer to
Just Connect User Types and Roles document on the JUST Connect support page
for more information.

Role/s

Select Role/s"

Legal Aid Lawyer Q

Cancel Pending Appointment

Create Guest Attendees

Create Guest Family Attendees

Legal Aid Location Manager -

& To delete a selection, click the X icon

NOTE
= Select Role/s”
Create Guest Family Attendees @'
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Step Action

10 Identification: Enter a VIN, CIMS, both or none.

M Identification

Field marked * are compulzory

Select Identification Number*

Select Identification Number*
P ™y Fat Pt
(@) vin () cims (_J Both {_) None

VINT

& If the user is going to be creating appointments which include a person in-custody but they
AO7F are not attending the appointment, then they do not require a VIN or CIMS number.

When making an appointment which includes a person in-custody and the user is
attending the appointment then either a VIN or CIMS is required. The only exception is
staff from Corrective Services, Juvenile Justice or ODPP are able to attend an
appointment with a person in-custody without having a VIN or CIMS number entered.

11 Notification Preferences:

Select notifications for the user. The user can also edit this selection from their own
account in JUST Connect.

D Manage your system notlfications preferences here

Notification Emall

E Same a: login emai

Notification Email Address”

¢ If the user would like email notifications sent to a different email address (eg a group
inbox or personal email) to the one entered previously then deselect the ‘Same as
login email’ checkbox and enter a different email address into the field that appears
below. Otherwise leave the checkbox ticked.

e Please ensure you only enter a valid mobile number into the Mobile number field.

12 Click Create User.

JUST Connect Location Manager and Agency Administrator User Guide v1.5 Page 11 of 44
Date: September 2018



13 Displays Success message, click OK.

Success! This user has been

aclded to JUST Connect

14 The new user will receive an email notification welcoming them to JUST Connect and
providing them with a link to log on with.
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Update a User

You can update users’ contact details, roles, VIN/ CIMS, notification preference and email address.

Only Agency Administrators can change a user’s default location.

Step Action

1 Log into JUST Connect, and then select the Manage page

2 The Manage Users page displays

e Click in Search by field, you can search by user name, email VIN or CIMS number.

Displays matching user’s record.

e Click on Edit icon (...) and select Edit from drop down list.

Mame Identity number Type Role Agency Edit

PL VIN 678678 Agency Staff Legal Aid Lawyer Legal Aid NSW
& nator.com

Actions:

You can only assign user permissions that your level of access permits.
e You can only assign locations that are currently allocated to yourself.

¢ When you open the schedule views, the default location will always appear first. If
multiple locations have been assigned to you, then you can toggle between the
locations to view the schedule for each location.

Please refer to the User Types and Roles document on the JUST Connect Support page
for detailed information regarding assigning user permissions.
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Step Action

Manage Users

Fields marked * are mandatory

Name

4 Displays the user’s details onscreen

0+ Update a user of the JUST Connect system

First Name®

Penny

Contact Detalls

Last Name*

Ling

Phone Number

0295672423

Mabile Number

0414777555

Email Address®

penny ling@mailinator.com

¢ Review contents and make the required changes, and then click Update User.

CANCEL UPDATE USER
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Deactivate a User

When an existing JUST Connect user no longer works for your agency, the Location Manager needs
to deactivate them within JUST Connect. Once the user has been deactivated they will no longer
have access to JUST Connect.

Note: if the user has moved to a different office location and are still employed by your agency, then
their profile should be updated to have their new office location as their default location. This will
need to be done by the Agency Administrator.

Step Action

1 Log into JUST Connect, and then select the Manage page

2 The Manage Users page displays
e Click in Search by field, you can search by user name, email VIN or CIMS number.

Wil NSW  bome  scheduies  account Contact:  Support  Manage v Kim Fistcher K F

HETieas St M

gﬁ- Manage your team below

3 Displays name in result section of screen.
¢ In the Edit column, click on the ... button; from drop-down list select Deactivate
option.

Manage Users m

°+ Manage your team below

mM

Search by

nnie mur
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Step Action

4 Displays Deactivate User prompt.

e Click Yes to continue

Deactivate User

Thiz action will cancel all appaintments where this User iz a

Mesting Owner. Are you surgé you wish to continue?

‘ 2 [#] ‘ R

5 Displays prompt, user has been deactivated.
e Click OK to confirm
Note:
A deactivated user will no longer have
access to JUST Connect and will
Success! This user has automatically be hidden from view.

been deactivated.

& Important:

_"_K'WE ¢ If the deactivated user is an attendee (not the appointment owner) in an appointment,
then JUST Connect will display an © icon next their name denoting that they have
been deactivated, the appointment will still remain as scheduled.

DESILVA, Norman - Mid North Coast Correctional Centre

Appointment type Mode Jurisdiction Purpose

Video v Local Court v Conference with Client

Attendees & Time

Appointment owner Date From To
BOYD, David A E 28/05/20'8 09:30 am 10:30 am
(O MURPHY, Annie (Doactivate_ VIN 201387 CIMS 589132) Gasford Lagal Aid Studia ]~ | |
o BOYD, Davia VIN 912345 Sydney Legal Ald RAMZN I ]
; DESILVA, Norman MIN 915033 Correctional Inmate Mid North Coast Correctional Centre Professional Studio 2 (Dial: 91785) .
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Step Action

automatically cancel the appointment.

If the deactivated user is the appointment owner then JUST Connect will

The cancelled appointment will appear in the Appointment List under the Cancelled

heading with the reason for the cancellation.

Tuesday, May 29

TODAY < »

Scheduled (1)

a CREATE APPOINTHENT

Time ¥ Name ¥ MIN/CIMS Location ¥ Details

Cwner

Room

® 100 pm - siMS, [anyneo MIN 3456789 John Morony Correc Court (Video)

Cancelled (1)

& PINACOLADA, Carla +5

RM.110

Time ¥ Name ¥ MIN/CIMS Details

Owner ¥

Reason

|® 10:00 am

& DESILVA, Norman MIN BTG53

Correctional Meeting (Video)

@ MURPHY, Annie +1 (Dea

Thespeointmentow @

Attendees will receive notifications via email and/or SMS of the cancellation.

<

If the appointment includes other non-custodial attendees, the appointment can be

original appointment owner, thereby not cancelling the appointment.

AprF edited to change the appointment owner to another attendee prior to deactivating the

JUST Connect Location Manager and Agency Administrator User Guide v1.5

Date: September 2018

Page 17 of 44




Show/Hide Deactivated Users
JUST Connect automatically hides a user once they have been deactivated.

When managing users, you can show or hide deactivated users who were previously allocated to you
location(s) or for Agency Administrators, to your agency.

Step Action

1 Log into JUST Connect, and then select the Manage page

2 From the Manage Users page

e To Show deactivated users, tick the List deactivated users checkbox

- To find deactivated user click in the Search by field to enter their name.

v Kim Fletcher KF

WL NSW  tome  schedie:  Account  Contects Supmont -

- G m
anage Users|

Manage Rooms o'l- Manage your team below
') ey

User Name Identity number Type Role Agency Edit

AD iy VINIS7ES50 Agency Professions:

e To Hide deactivated users, untick the List deactivated users checkbox

- Tofind an active user click in the Search by field to enter their name.
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Activate a User

A Location Manager can activate a previously deactivated user that was previously at the Location
Manager’s default location.

An Agency Administrator can activate a previously deactivated user in their agency, regardless of
default location.

Step Action

1 Log into JUST Connect, and then select the Manage page

To View deactivated Users
¢ From the Manage Users page, tick the List deactivated users checkbox.

e Click in the Search by field and enter Name, Email, VIN or CIMS number of the
deactivated user.

e Displays © icon next to the deactivated user name

O+
Manage your team below
P ge v

Search by

Dizplaying 101 1 rezults | Displaying page <

User Name Identity number Type Role Agency Edit

3 Click on the ... Edit button and select Activate from drop-down list.

Manage Users m

D"’ Manage your team below
— ge y

Search by

User Name Identity number Type Rale Agency Edit
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4 Displays the user’s details onscreen.
o Ensure you review the pre-existing user’s details and then make any required changes
to match their current role.
e The system will perform all the same system checks as for a new user when a user is re-
activated.
e Click Activate User.
mNsw Home  Schedule:  Account Contact:  Support  Manage Kim Fleteher KF
< Back Manage Users CANCEL
Manage Uzers
Manage Locations
Manage Rooms Name
Contact Detalls
Agency
5 Displays prompt, user has been updated (reactivated).
e Click OK to confirm
Success! This user has been
updated in JUST Connect
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Download User List

Agency Administrators and Location Managers are able to download a list of Users allocated to their
location(s) or agency. JUST Connect will generate an Excel file listing all active and inactive users

allocated to your location(s).

Step Action

1 Log into JUST Connect, and then click the Manage link in the menu bar at the top of the
page.
;mNSW Homs  Schecules  Account  Contacts  Suppert

Legal Aid NSW

Welcome to JUST Connect
Kim Fletcher

2 The Manage Users page displays
¢ To generate Excel file click Download

g'l- Manage your team below

search by

Displaying 15 of 2228 results

User Name Identity number Type

AMANDA DOUGLAS
AD DA DOUGLAS VIN 1576950 Agency Professional
justice avl user12067 Emailinate 9

An Excel File is generated, places the file link in bottom left hand corner of your screen.

3
Terms & Conditions Privacy Policy
%] JustConnectUsers.csy e

4 Click on the File name to open file in Excel.
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Manage Room

Agency Administrator and a Location Manager can manage rooms (add room, edit, deactivate,
re-activate) at their assigned location(s) within their agency.

Add a new room

To add a new room for your location, please follow the steps outlined below:

Step Action

1 Log into JUST Connect, and then select the Manage page

am NSW  Home  Schedule:  Account Contactz  Support ~ Kim Fletchar K F

Legal Aid NSW

Welcome to JUST Connect
Kim Fletcher

2 The Manage Users page displays
¢ Select Manage Rooms from the left hand navigation menu

thsw Home  Schedules  Account  Contacts  Suppert ge “ Kim Fletcher K F

o Manage Users m

Manage Users

Manage Locations

.2'+ Manage your team below
3 The Manage Room page displays listing all rooms at your location(s) for your agency.

e Search for the room to ensure it does not already exist in the system
e To add a new location click Add New Room

Hanage Rooms

@ Manage your rooms below

Search by

Phillip 5t Parramatta Legal Aid Legal Aid NSW
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Step Action

4 The Add a new room page displays

Mandatory fields are marked with an asterisk (*), however you should try to complete all
fields where possible

o Enter Room Name/Number — The Maximum number of characters for Room Name is
14 characters to ensure it can display correctly when creating a new appointment

o Agency — defaults to your agency
o Select Room Type - Suite
e Enter contact details

@ Manage your rooms below

iz arked * are mandatory

Name Agency

MName* Agency”

Legal Aid NEW v

Type* Locakion®

Suite - Parramatta Legal Aid

Contact Number

Phone Number Codec

2543

5 Select the Appointment Types and Modes:

o Types; refers to the type of appointments that the room will be utilised for. These will
appear in the Appointment Type field when creating appointments.

¢ Modes; refers to the facilities and equipment the room has. Selecting Mixed mode
means the room can be used for Video and Phone appointments only.
Note:

When creating an appointment the system will only select rooms that are configured
with same appointment types and modes, i.e this room will only be allocated to the
appointment if the selected appointment type and mode matches the room setup.

Appeolntment Types and Modes

Types*

Correctional Assessment Correctional Mesting Court Pesr Family and Friend

Mandatory Case Conference Professional and Appearances

Modes*

In Person FPhone Video Mixed
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Step Action

& Important:

AOTE |t is important that any room that is created must have a mode selected. If a mode isn’t
selected then this will cause a conflict in the system resulting in the room not being
available for any appointment.

6 Select operating hours from the following options:

e Standard operating hours: predefined set daily hours (Monday to Friday)
- click Set as Standard; or

e Customise operating hours:
- Specify day and/or hours when the room is available for bookings

- click Set as Standard; or

Operating Hours

Ny i
(@) Uze standard operating hours [ ) Customizse aperating hours

Standared hours (Menday - Friday) From 09:00 am To 0500 pm
ET A& TAMDARD
7 Associated Housing Location (if required)

This field is only available to Agency Administrators at Correctional or Juvenile
facilities.

e Itis important that you contact the JUST Connect Support team for assistance if the
room that you are creating is in a designated maximum security wing of a facility.

¢ The Housing location field needs to have the Security Block name entered exactly as it
appears in OIMS or CIMS to ensure that only inmates housed at this facility have
access to this room.

8 When complete click Save Room

Manage Rooms canceL

Appolntment Types and Modes

Operating Hours

Room iz aperational
MON 09:00 am - 05:00 pm
TUE 09:00 am - 05:00 pm
WED 09:00 am - 05:00 pm
THU 09:00 am - 05:00 pm

FRI 08:00 am - 05:00 pm

EDIT GPERATING HOURS
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Edit aroom

Step Action

1 From the menu at the top of the JUST Connect screen, click Manage page

2 The Manage Users page displays
e Select Manage Rooms from the left hand navigation menu

m NSW  Home  Schedule:  Account  Contact:  Support ge v Kim Fletcher KF
Hepsge Sacms
Manage Users

Manage Locetions

@ Manage your rooms below

Generate Report

Search by

clude desctivated rooms

3 To find a room you can click in the Search by field and enter Room name, or Location.
Alternately you can use scroll bars to view list of rooms.

e Click on the ... icon at the end of the room record you need to edit.

e Displays drop down list, select Update.

@ Manage your rooms below

Search by

REIZ

aying 1 of 1 results | Displaying page <

Room Name Location Agency Type Availability Edit

RS2 Parramatta Legal Aid Legal Aid NSW Suite D

Actions:
View

Update
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Step Action

4 Displays Update room change.
o Make the required changes and then click Update Room.
Manage Rooms CANCEL
@ Update room
Name Agency
Contact Number
Appolntment Types and Modes
& If you make changes to a room which affects the room availability then the system will
AprF automatically cancel all future appointments which have been allocated to this room. For
. example:
If you change the operating hours of a room, all appointments made outside of these new
hours will be automatically cancelled.
If you remove a certain Mode available in a room (e.g. in person), any appointments that
were made that were made for that room in that particular mode (in this case in person
appointments) will be automatically cancelled.
JUST Connect Location Manager and Agency Administrator User Guide v1.5 Page 26 of 44
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Deactivate a Room

Step Action

1 Log into JUST Connect, and then select the Manage page
%Nsw Home Schedules Account Contacts. Suppert v Kim Fletcher KF

Legal Aid NSW

Welcome to JUST Connect
Kim Fletcher

2 The Manage Users page displays
o Select Manage Rooms from the left hand navigation menu

w Nsw Home Schedules Account Contacts Support ge ¥ Kim Fletcher KF

o Manage Users

Manage Users

Manage Locations

o,_'l' Manage your team below
Search by

3 The Manage Rooms page displays
e Click in Search by field, enter Room name
e Click on ... Edit button for the required room
e Select Deactivate

Manage Rooms

Search by

AF room 1 Alison Location Legal Aid NSW Suite
AF room 2 Alison Location Legal Aid NSW Suite D
Alizon Same Alison Location Legal Aid NSW Suite o
|
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Step Action

4 Displays Deactivate Room prompt:

Click Yes to deactivate room

Deactivate Room

This action prevents all further appointments in this room, any
future appointments will be cancelled. Are you sure you wish to

continua?

Room is no longer visible in the Manage Room list

S

AF raem | Aligesh Local:
Room AF room 2
removed from list

AF roam 3

The system will automatically cancel any appointments which have this room booked.

The room is no longer available for future bookings.

View cancelled appointment in the Appointment List under the Cancelled heading.

Tuesday, May 29 wonr |[ < [ 2 @ rmoens | &

Scheduled (1)

Time & Hame & MIN/CIMS Location $ Details Gwner Room

Cancelled (2)

@ 10:00 am 2 DESILVA, Nosman MIN STI083 2 BOYD, David +1

@ 1000 8m & DESILVA, Noman MIN 911093 © Hurey (Des
APPOINTMENT

CANCELLED

_— .

e JUST Connect will send cancel

Kim FLETCHER, Legal Ald NSW.
im.flelcher@mailinator.com

; notifications to attendees via email
and/or SMS. Notification includes

T [T cancellation reason.
David BOYD

WHEN Tuesday, 20/05/2018 - 10:00am 10 11.00am

TYPE Correctional Meeting (Video)

PURPOSE Conference with Client

WHERE Alison Location, AF room 2

APPOINTMENT NOTES
Question?

Legal Alg NSW
david boyd@mallinator.com
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View Deactivated Room in Appointment List:

o From the Manage Rooms page, tick the Include deactivated rooms checkbox.
o Displays deactivated rooms, or click in the Search by field and enter room name.

Manage Faaas

Displaying 23 of 28 results | Displaying page

Room Name Location Agency Type Availability Edit

AF room 1 Alison Location Legal Aid NSW Suite
AF room 2
AF room 3 Alison Location Legal Aid NSW Suite
JUST Connect Location Manager and Agency Administrator User Guide v1.5 Page 29 of 44
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Activate a Room

Step Action

1 Log into JUST Connect, and then select the Manage page
%Nsw Home Schedules Account Contacts. Suppert v Kim Fletcher KF

Legal Aid NSW

Welcome to JUST Connect
Kim Fletcher

loaged on 06/04/2018 0417 o
o m

2 The Manage Users page displays

o Select Manage Rooms from the left hand navigation menu

Ak NSW Home  Schedules  Account  Contacts  Supe ” wkim Fletcher  KF

<Back Manage Users

Manage Users

Manage Locations

fg"l' Manage your team below
3 e Tick the Include deactivated rooms checkbox.

¢ Displays deactivated rooms, or click in the Search by field and enter room name.

Manage i

Room Name Location Agency Type Availability Edit
AF room 1 Alison Location Legal Aid NSW Suite
AF room 2
AF room 3 Alison Location Legal Aid NSW Suite
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Step Action

4 e Click on ... Edit button for the required room

e Select Activate

Manage Rooms

search by

| Include dasctivated rooms

Dizsplaying 28 of 28 result

Room Name Location Agency Type Availability Edit
AF room 1 Alison Lecation Legal Aid NSW Suite
S AF room 2 D
Actions:
AF raom 3 Alison Location Legal Aid NSW Suite
Activate

5 e Room is reactivated

e Note: reactivating a room will not re-activate any future appointments that were cancelled
when the room was deactivated

Manage Rooms

Search by

¥ | Include deactivated rooms

Displaying 28 of 28 results | Displaying page

Room Name Location Agency Type Availability Edit
AF room 1 Alison Location Legal Aid NSW Suite

AF room 2 Alison Location Legal Aid NSW Suite

AF room 3 Alison Location Legal Aid NSW te
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Manage Locations

The Manage Locations page lists your allocated location(s) including the total number of rooms and
users per each location.

Add a new location

If your agency establishes a new location, only the Agency Administrator can create this in JUST
Connect.

A Location Manager cannot add a new location, if you require a new location please refer to your
Agency Administrator or contact the JUST Connect Support team.

Step Action

Where a new Corrective Services or Juvenile Justice location is established, a Service
Request must be lodged and assigned to DTS to ensure that OIMS and CIMS are updated

#OTE  and that the mapping is correctly applied to JUST Connect.?? What is the process for
CaTS

1 Log into JUST Connect, and then select the Manage page

2 The Manage Users page displays
e Select Manage Locations from the left hand navigation menu

mNsw Home  Schecules  Custodylist Account Contact:  Suppert  Manage

< Back Manage Locations

@ Manage your locations below

Manage Rooms

Search by

Manage Agencies

Generate Report

Location Mame Address Contact Rooms Users Edit

' 0266430000 4

2
10 \Click to view Users

at this location

Click to view Rooms
at this location
Albury Court

From the Manage Location page you can also view the list of rooms or users assigned to

VOTF the location by clicking on the number under the Rooms or Users columns.
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Step Action

3 The Manage your locations page displays listing all your allocated location(s) for your
agency.

e Always search for the location first to ensure that it does not already exist in the
system.

e Tick Include deactivated locations (deactivated locations can be reactivated)

4 To add a new location click Add New Location

The Add a new locations page displays

e Enter Name and Contact Details

Agency* (defaults to your agency) — Do not create a new Corrective service or
Juvenile Justice agency without approval from the Business Support Group and
DTS. You must raise a Service NOW ticket first DTS to ensure that OIMS and
CIMS are updated and that the mapping is correctly applied to JUST Connect.

Phone Number*
Location Name*

Email address and/or Fax Number

Email

Name Contact Detalls

Mgency” Phone Mumber

Legal Akd NSW v Q2969600

Location Mame® Fax Mumber

Alizons Location Q296891062

Email

& Anemail address is always required for the following locations:

#TE o Court locations — as they will receive emails about ODPP appointments (Professional
and Appearances) at their location; and
e Juvenile Justice locations — as they will receive emails for all pending and cancelled
appointments at their location
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Step Action

5 Location Address

e Click in the Location Address field and enter the address. JUST Connect uses
Google Maps to locate and display address on map.

Address

Location Address”

7/150 Parramatta Rd, Ashfield NSW 2131, Australia

aC varm A~
& h Syoney Har . B
= M‘f = 2 Homebush o Drummoyne birchorove —
- Mes N
Concord = Russell Lea Balmain
Homebush
{ 144 | . Five Dock Rozelie He Star
Canada Bay Rodd Poing > e Q &
M ™ Alsparamatta v = X
i m o . Darling Harbour o
Burwood ‘ ; N Capstol Theatre
R | Croydon - f
(S s . - $ G arkets
Strathfield i = : 3 Glebe Markets o Uttimo
2 ’ ‘ Haberfield ¥
- i Leichhardt
{ A3 ] ¢ Q
; Burwood Ashfield 8 A The University 5 5
Strathfield Enfield”  Heights 5 of Sydney §
South 5 2 ¢ ) A2}
m e Croydon Park ¢ g Petersham. - pery Newtown
; Ashbury more
Spipl i , [Enmore & Alexandn
Belfield Marrickville Erskineville |'}
5 (A3} Dulwich Hill
v p Sydney Park +
1 ¢
Campsie -
pst =3 The Australi.., ol
Go gl.eJ Ak Map data £2018 Google  Termaof Use  Report amas enos
6 Add Unique Correctional Identifier, Add Correctional systems Court name and Add

Correctional Centre name fields are only available to Agency Administrators at
Correctives Services, Juvenile Justice and Court locations.

e Itis important that you contact the JUST Connect Support team for assistance.

¢ The field needs to be entered exactly as they appear in OIMS or CIMS.
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7 Click the Save Location button

‘ CANCEL ‘ SAVE LOCATION

o Displays “Success! Location has been updated” prompt

Success! This location has been

added to JUST Connect

e Click OK

8 Once the location is created, you will need to Add New Rooms at that location and assign
user to this location - See Update a User.
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Update a Location

Step Action

1 Log into JUST Connect, and then select the Manage page

2 e Select Manage Locations in panel on the left side of the screen.

e Click on the ...Edit icon at the end of the location record, and then select Update

@ Manage your locatlons below

Search by

Location Name Address Contact Rooms Users Edit

B Legal Aid Level 5, 91 Phillip Strest 029E9TIE00 10 23
arramatta Legal A1 Parramatta NSW 2150 b o

50 Philip Strest Sydney NSW
Sydney Legal Aid B iEs e 02 9219 5020 7

2000

¢ From the location page you are also able to view the location rooms and location users
AOTE  pages by clicking on the number under the Rooms or Users columns.

3 Displays the Update location page.
¢ If required update the Name and contact details for the location.

e All Juvenile Justice NSW locations and Courts should also have a generic Email
address entered.

Juvenile Justice NSW locations will receive email notifications about pending or
cancelled appointments to this email address, and Courts will receive email
notifications about ODPP Professional and Appearance appointments created at their
location.
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Step Action

4 Address

Manage Locations

Address

e Click in the Location Address field and enter the address. JUST Connect uses
Google Maps to locate and display address on map.

‘ UPDATE LOCATION

CANCEL

Location Address*

Level 5, 91 Phillip Street, Parramatta NSW 2150

VR e SRS

Map Sstelins

The Kin .
Nocemesd School =1 va
. . (-} S
Toongabbie
=
o - lley
- Constitution Hill ey Ostlands [gindusVaiey
* - [
Parramatta Legal Aid s Den
Girraween v
TParm, st
Pendle Hill Westmead ?ar;en;anf, Weste
A3 | o L :
[ ¥ Po Rydalmere Ermington
Parramatta ol m
Sydney Murugan Temple -
ydney Murugan Temp Q » ra Camelis
- 2 South ¥ 4] ; Newington Armaory
Greystanes 1 Wentworthville & Ade] S-,j"lj-nglym(].: n}-; o
' Rosehill Blaxland
3 Riverside Park
M Holroyd # "
o : Clyde 2 s
v
Mewel;ndﬁ Merrylands
x Gronvilie & Newington +
ranville =3
Woodpark 3 [me ] o Qudo:
Google™m Mg data #2078 Socgle  Terma of Use | Abport 3 map emar
5 Add Unique Correctional Identifier, Add Correctional systems Court name and Add

Correctional Centre name fields are only available to Agency Administrators at
Correctives Services, Juvenile Justice, and Court locations.

e [tis important that you contact the JUST Connect Support team for assistance.

¢ The field needs to be entered exactly as they appear in OIMS or CIMS.

this location.

6 Appointments tick box for Mandatory Approval for all appointments involving a custodial at
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7 When complete click Update Location.

o Displays “Success! Location has been updated” prompt

Success! This location has been

updated
e Click OK
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Deactivate a Location

Step Action

1 Log into JUST Connect, and then select the Manage page
%Nsw Home Schedules Account Contacts. Suppert v Kim Fletcher KF

Legal Aid NSW

Welcome to JUST Connect
Kim Fletcher

2 The Manage Users page displays
e Select Manage Locations from the left hand navigation menu

mNsw Home  Scheculss  Custodylizt  Accoun! t  Contact:  Support  Manage

< Back Manage Locations

@ Manage your locatlons below

Search by

& You cannot deactivate a location if there are active users assigned to this location. You
ApFF must reassign the users to another location or deactivate the users before deactivating
- this location.

JUST Connect will display a Warning prompt advising there are active users assigned to
this location.

Warning

There are users azsignad to thic location. you mustt reazcign the
uzers to ancther location or deactivate themn before deactivating

thiz location
oK
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Step Action

3 e Click in Search by field, enter Location name, displays search results.
e Click on ... Edit icon button for the required location

e From the drop-down menu click Deactivate

Manage Locations

@ Manage your locations below

Search by

Location Hame Address Contact FRooms Users. Edit

el 7, Pacific Hwy,
Level 7, 220 Pacific H [ —

Alizon Test Location o S P et 234234234234 et
4 Displays Deactivate Location prompt:

e Click Yes to deactivate location

Deactivate Location

Thiz action will deactivate all raoms and prevents all further
appointments at thiz location, any future appointments will be

cancelled. Are you sure you wish to continue?

‘ L] ‘ YES

e Location is no longer visible in the Manage Locations list

& ° Youcannot deactivate a location if there are users assigned to this location.
Ap7F * The system will prevent all further appointments from being booked at this location.
: e Any future appointments booked at this location will automatically be cancelled.

e Cancelled appointment can be viewed in the Appointment List under the Cancelled
heading.
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Show/Hide Deactivated Locations

JUST Connect automatically hides locations that have been deactivated.

You can use Manage Locations to show or hide deactivated locations that were previously allocated
to you.

Step Action

1 Log into JUST Connect, and then select the Manage page
2 The Manage Users page displays
e Select Manage Locations from the left hand navigation menu
e To Show deactivated locations, tick the Include deactivated locations checkbox
- Tofind deactivated location click in the Search by field to enter location name.
Manage Locations
Search by
IIL] Include deactivated locations I
Bourke Court Houze i‘is_;;:e Strest, BOURKE  oopa720355
Bowral Community
® Cerrections
S,
e To Hide deactivated users, untick the List deactivated locations checkbox
- Tofind an active location click in the Search by field to enter their name.
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Activate a Location

Step Action

1 Log into JUST Connect, and then select the Manage page
%NSW Schedules Account Contacts. Suppert

Home v Kim Fletcher  KF

Legal Aid NSW

Welcome to JUST Connect
Kim Fletcher

Lazt logged on 06/04/2018 0417 om
o m

The Manage Users page displays

2

Manage Locations

search by

e Select Manage Locations from the left hand navigation menu
mNsw Home  Schedules  Custedylist  Accoun t  Contacts  Suppert  Manage
G Manage Locations
@ Manage your locatlens below
3 e Tick the Include deactivated locations checkbox.
¢ Displays deactivated locations, or click in the Search by field and enter room name.

ADD NEW LOCATION

Dizplaying 23 of 438 results

Location Name Adidrs Contact Rooms Users Edit
55-57 Oxley Street, BOURKE

Bourks Court Houzs Ter e = 0268722355
NSW 2840

Bowral Community

@ Correction:

. et Coolabah — Brewarring R,

rewarrina (Yetta D, [

e, ;::g thur Hall Way VCNSW 0268744715
83
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Step Action

4 e Click on ... Edit icon for the required room

e Select Activate

Manage Locations

[¥] metuge se

ivated locations

Dusplaying 23 of 438

ADD NEW LOCATION

Location Name Address Contact Rooms Users Edit
Bourke Court Houze yStreet, BOURKE  ¢a68722355
Bowral Community
o Correctionz
Coolsbah - Brewarr F—.c’ Actions

Brewarrina (Yetta
Dhinnakkal)Centre

0268744715

5 e Location is reactivated

Manage Locations

¥ | include deactivated locations

Displaying 28 of 438 results

ADD NEW LOCATION

Displaying page

Location Name Address Contact Rooms.

treet, BOURKE

Bourke Court Houze

Users

Edit

Bowral Community
Correctionz

. Coolabah - Brewarrina Rd
Brewarrina (Yetta szl

Dhinnakkal)Centre 4
2839

Hall Way VC NSW
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Generate a Report

Location Managers are able to generate a report (excel file) of appointments at your allocated
location(s) for a specified date range. Reports operate on local time.

Step Action

1 Log into JUST Connect, and then select the Manage page
2 Select Generate Report in panel on the left side of the screen, displays Generate Report
page.

e Displays your Agency and default location, to change Location click on the drop-down
arrow and select required location.

Generate Report

'L Generate a llst of all appolntments below

@ Reports for & wide date range can be slew and may degrade performance. For optimal performance. please limit the chosen date range to 3 manths or less.

B ovosizos B 2s/05201 Bondi Legal Ald

3 e Click in the From and/or To fields to select required date range.
e Click Generate

Agency Location

Legal Aid NSW b Sydney Legal Aid

From To

c
-
B
o
i |
e
L
o
-3
&

GEMERATE

4 e Generates an excel file and places link to file in bottom left hand corner of screen.

¢ Click on file name to open file in Excel.

G report-5b0b99b54...csv ™
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	Introduction  
	This User Guide has been developed for Location managers and Agency Administrators to explain how to manage users, locations and rooms within JUST Connect. 
	 
	JUST Connect Roles 
	Table
	TR
	TH
	Span
	User Type 

	TH
	Span
	Description 

	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 Manager 
	Location Manager 
	Location Manager 

	Manages users, allocating locations and roles for any user within their agency at their default location. 
	Manages users, allocating locations and roles for any user within their agency at their default 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 and make appointments on behalf of professionals. They have a ‘room’ view of appointment schedules.  
	All staff using JUST Connect within the agency.  This is usually administrative team members that provide assistance to an Agency Professional and make appointments on behalf of professionals. They have a ‘room’ view of appointment schedules.  

	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. They will have a ‘personal’ view of appointment schedules.  
	All professionals working for an agency and that will be an attendee to the AVL booking, for example a Legal Aid lawyer. They will have a ‘personal’ view of appointment schedules.  

	Span

	Guest Professional 
	Guest Professional 
	Guest Professional 

	Private lawyers or medical professionals do not have access to make or manage their own AVL bookings in JUST Connect. 
	Private lawyers or medical professionals do not have access to make or manage their own AVL bookings in JUST Connect. 
	Note:  These users can be created by Corrective Services AVL Staff and the Support Team. 

	Span


	 
	  
	What permission do I have? 
	Location Manager: 
	As a Location Manager, you will have access to: 
	 Create appointments and view all appointments at your default location and other locations assigned to you  
	 Create appointments and view all appointments at your default location and other locations assigned to you  
	 Create appointments and view all appointments at your default location and other locations assigned to you  

	 Manage users in your default location 
	 Manage users in your default location 

	 Manage all rooms at your default location only 
	 Manage all rooms at your default location only 

	 Manage your default location 
	 Manage your default location 

	 Generate a report of appointments at your default location 
	 Generate a report of appointments at your default location 


	 
	You can see that you have Location Manager permission access by navigating to the Manage Users page, typing your name into the Search by field, and seeing that you have Location Manager credentials under Type 
	 
	 
	  
	Agency Administrator 
	As an Agency Administrator, you will have access to: 
	 Create an appointment  
	 Create an appointment  
	 Create an appointment  

	 View appointments from all locations within your agency 
	 View appointments from all locations within your agency 

	 Manage all users within your agency 
	 Manage all users within your agency 

	 Manage all rooms at your agency 
	 Manage all rooms at your agency 

	 Manage all locations at your agency 
	 Manage all locations at your agency 

	 Manage your agency 
	 Manage your agency 

	 Generate a report of appointments at your agency 
	 Generate a report of appointments at your agency 


	 
	You can see that you have Agency Administrator permissions by navigating to the Manage Users page, typing your name into the Search by field, and seeing that you have Agency Administrator credentials under Type 
	 
	 
	  
	Manage Users 
	Location Managers and Agency Administrators can all add new users, activate and deactivate existing JUST Connect users for their allocated location(s). A user’s permission level is determined by the user type and roles assigned to them by the Location Manager and/or Agency Administrator.  
	Note:  If the new user is a private legal professional or private medical professional, contact the Support team to create them for you. 
	Before creating a new user, it is important to note the approval process prior to creating them in the system. The following table explains who can create what user types in JUST Connect, and the procedure required prior to the creation of that user. 
	Table
	TR
	TD
	Span
	Manage Users 

	Span

	TR
	TD
	Span
	User type  

	TD
	Span
	Who can create these users? 

	TD
	Span
	Approval process prior to creation in JUST Connect 

	Span

	Agency or Professional Staff 
	Agency or Professional Staff 
	Agency or Professional Staff 

	Location Manager* 
	Location Manager* 
	Agency Administrator* 
	 

	Location Manager will approve and create in JUST Connect 
	Location Manager will approve and create in JUST Connect 
	ODPP will manage their own staff on-boarding into JUST Connect. 
	Private medical and legal practitioners will be on-boarded by the JUST Connect Support Team upon receipt of request and creation of a Service NOW ticket 

	Span

	Location Manager 
	Location Manager 
	Location Manager 

	Agency Administrator* 
	Agency Administrator* 
	 

	Approved by Agency Administrator. Once approved, approval then forwarded to the JUST Connect Support Team for the user to be created. 
	Approved by Agency Administrator. Once approved, approval then forwarded to the JUST Connect Support Team for the user to be created. 

	Span

	Agency Administrator 
	Agency Administrator 
	Agency Administrator 

	Agency Administrator* 
	Agency Administrator* 
	 

	SNOW ticket lodged approved by CSNSW Support Manager, and then user created in JUST Connect 
	SNOW ticket lodged approved by CSNSW Support Manager, and then user created in JUST Connect 

	Span


	* within their location / agency 
	Note: 
	 Private staff must be assigned the “Staff” role and can only be created by the Support Team. 
	 Private staff must be assigned the “Staff” role and can only be created by the Support Team. 
	 Private staff must be assigned the “Staff” role and can only be created by the Support Team. 

	 SMS and Email notification preferences are enabled by default when creating a new user. 
	 SMS and Email notification preferences are enabled by default when creating a new user. 


	 
	 
	 
	 
	Add a new user 
	To add a new user, please follow the steps outlined below: 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	If required complete a Service Now ticket, prefer to the Manage User table on previous page for details.  
	If required complete a Service Now ticket, prefer to the Manage User table on previous page for details.  

	Span

	2  
	2  
	2  
	2  
	2  



	Log into JUST Connect, and then click the Manage link in the menu bar at the top of the page. 
	Log into JUST Connect, and then click the Manage link in the menu bar at the top of the page. 
	 

	Span

	 
	 
	 

	The Manage link will only display in the menu bar if you have been assigned the role of a Location Manager. 
	The Manage link will only display in the menu bar if you have been assigned the role of a Location Manager. 

	Span

	3  
	3  
	3  
	3  
	3  



	The Manage Users page displays 
	The Manage Users page displays 
	 Always search for the user to ensure they do not already exist in the system. 
	 Always search for the user to ensure they do not already exist in the system. 
	 Always search for the user to ensure they do not already exist in the system. 

	 Tick List Deactivated users and List Guest users  
	 Tick List Deactivated users and List Guest users  

	 Search by email address, as the system will not allow more than one user to be set up in the system with the same email address.  Alternatively, you can search by name or VIN/ CIMS. 
	 Search by email address, as the system will not allow more than one user to be set up in the system with the same email address.  Alternatively, you can search by name or VIN/ CIMS. 

	 If they exist already but are de-activated, you can reactivate them if they are within the same agency 
	 If they exist already but are de-activated, you can reactivate them if they are within the same agency 


	Note:  If the user is deactivated and you recreate the user again they may not be able to log in. In this instance you will need to call the Support team for assistance. 
	 

	Span


	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	4  
	4  
	4  
	4  
	4  



	 To add a new user click Add new user 
	 To add a new user click Add new user 
	 To add a new user click Add new user 
	 To add a new user click Add new user 
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	The Add user page displays 
	The Add user page displays 
	Complete the fields on screen. Mandatory fields are marked with an asterisk (*), however you should try to complete all fields where possible 
	 Enter the user’s name and contact details 
	 Enter the user’s name and contact details 
	 Enter the user’s name and contact details 


	The user Email address is individual specific and must be a work email address. 
	If the user is a Justice staff member, the address entered must be their @justice.nsw.gov.au email address. 
	If the user is a Legal Aid staff member, the address entered must be their @legalaid.nsw.gov.au email address. 
	If the user is an ODPP staff member, the address entered must be their @odpp.nsw.gov.au email address. 
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	 The user can select to have email notifications sent to a different email address  (refer to Step 9). 
	 The user can select to have email notifications sent to a different email address  (refer to Step 9). 
	 The user can select to have email notifications sent to a different email address  (refer to Step 9). 
	 The user can select to have email notifications sent to a different email address  (refer to Step 9). 

	 Private staff to be on-boarded by the JUST Connect Support Team only. 
	 Private staff to be on-boarded by the JUST Connect Support Team only. 
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	 Click on the drop down arrow in Agency fields and select Agency and Staff Type from the listed options. 
	 Click on the drop down arrow in Agency fields and select Agency and Staff Type from the listed options. 
	 Click on the drop down arrow in Agency fields and select Agency and Staff Type from the listed options. 
	 Click on the drop down arrow in Agency fields and select Agency and Staff Type from the listed options. 


	The Agency and Staff Type fields will only display Agency and Staff Types in line with your own permissions.  
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	 The Agency field will only list the same agency assigned to you (Agency Administrator and Location Manager).  
	 The Agency field will only list the same agency assigned to you (Agency Administrator and Location Manager).  
	 The Agency field will only list the same agency assigned to you (Agency Administrator and Location Manager).  
	 The Agency field will only list the same agency assigned to you (Agency Administrator and Location Manager).  

	 The Staff Type will only list options available to your agency. 
	 The Staff Type will only list options available to your agency. 

	- Location Managers can only create Agency Professional and Agency Staff  
	- Location Managers can only create Agency Professional and Agency Staff  
	- Location Managers can only create Agency Professional and Agency Staff  

	- Agency Administrators can create Agency Professional, Agency Staff and Location Managers 
	- Agency Administrators can create Agency Professional, Agency Staff and Location Managers 




	Span

	7  
	7  
	7  
	7  
	7  



	Location: Click the Location field; a list of locations assigned to you will display below Select the location(s) from the list. Select additional locations if applicable 
	Location: Click the Location field; a list of locations assigned to you will display below Select the location(s) from the list. Select additional locations if applicable 
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	Select the default location  
	Select the default location  
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	Role: Click in the Select Role/s field to display a list of roles that can be applied to the new user. Select only the role(s) that apply. 
	Role: Click in the Select Role/s field to display a list of roles that can be applied to the new user. Select only the role(s) that apply. 
	 JUST Connect permissions are based the role that has been selected. Please refer to Just Connect User Types and Roles document on the 
	 JUST Connect permissions are based the role that has been selected. Please refer to Just Connect User Types and Roles document on the 
	 JUST Connect permissions are based the role that has been selected. Please refer to Just Connect User Types and Roles document on the 
	 JUST Connect permissions are based the role that has been selected. Please refer to Just Connect User Types and Roles document on the 
	JUST Connect support page
	JUST Connect support page

	 for more information. 
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	To delete a selection, click the X icon 
	To delete a selection, click the X icon 
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	Identification: Enter a VIN, CIMS, both or none.  
	Identification: Enter a VIN, CIMS, both or none.  
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	If the user is going to be creating appointments which include a person in-custody but they are not attending the appointment, then they do not require a VIN or CIMS number. 
	If the user is going to be creating appointments which include a person in-custody but they are not attending the appointment, then they do not require a VIN or CIMS number. 
	When making an appointment which includes a person in-custody and the user is attending the appointment then either a VIN or CIMS is required. The only exception is staff from Corrective Services, Juvenile Justice or ODPP are able to attend an appointment with a person in-custody without having a VIN or CIMS number entered. 
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	Notification Preferences:  
	Notification Preferences:  
	Select notifications for the user. The user can also edit this selection from their own account in JUST Connect. 
	 
	 If the user would like email notifications sent to a different email address (eg a group inbox or personal email) to the one entered previously then deselect the ‘Same as login email’ checkbox and enter a different email address into the field that appears below. Otherwise leave the checkbox ticked. 
	 If the user would like email notifications sent to a different email address (eg a group inbox or personal email) to the one entered previously then deselect the ‘Same as login email’ checkbox and enter a different email address into the field that appears below. Otherwise leave the checkbox ticked. 
	 If the user would like email notifications sent to a different email address (eg a group inbox or personal email) to the one entered previously then deselect the ‘Same as login email’ checkbox and enter a different email address into the field that appears below. Otherwise leave the checkbox ticked. 

	 Please ensure you only enter a valid mobile number into the Mobile number field. 
	 Please ensure you only enter a valid mobile number into the Mobile number field. 
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	Click Create User. 
	Click Create User. 
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	Displays Success message, click OK. 
	Displays Success message, click OK. 
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	The new user will receive an email notification welcoming them to JUST Connect and providing them with a  link to log on with. 
	The new user will receive an email notification welcoming them to JUST Connect and providing them with a  link to log on with. 
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	Update a User 
	You can update users’ contact details, roles, VIN/ CIMS, notification preference and email address. 
	Only Agency Administrators can change a user’s default location. 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	The Manage Users page displays 
	The Manage Users page displays 
	 Click in Search by field, you can search by user name, email VIN or CIMS number. 
	 Click in Search by field, you can search by user name, email VIN or CIMS number. 
	 Click in Search by field, you can search by user name, email VIN or CIMS number. 
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	Displays matching user’s record. 
	Displays matching user’s record. 
	 Click on Edit icon (…) and select Edit from drop down list. 
	 Click on Edit icon (…) and select Edit from drop down list. 
	 Click on Edit icon (…) and select Edit from drop down list. 
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	 You can only assign user permissions that your level of access permits.   
	 You can only assign user permissions that your level of access permits.   
	 You can only assign user permissions that your level of access permits.   
	 You can only assign user permissions that your level of access permits.   

	 You can only assign locations that are currently allocated to yourself. 
	 You can only assign locations that are currently allocated to yourself. 

	 When you open the schedule views, the default location will always appear first. If multiple locations have been assigned to you, then you can toggle between the locations to view the schedule for each location.  
	 When you open the schedule views, the default location will always appear first. If multiple locations have been assigned to you, then you can toggle between the locations to view the schedule for each location.  


	Please refer to the User Types and Roles document on the 
	Please refer to the User Types and Roles document on the 
	JUST Connect Support page
	JUST Connect Support page

	 for detailed information regarding assigning user permissions. 
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	Displays the user’s details onscreen 
	Displays the user’s details onscreen 
	 Review contents and make the required changes, and then click Update User. 
	 Review contents and make the required changes, and then click Update User. 
	 Review contents and make the required changes, and then click Update User. 
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	Deactivate a User 
	When an existing JUST Connect user no longer works for your agency, the Location Manager needs to deactivate them within JUST Connect. Once the user has been deactivated they will no longer have access to JUST Connect. 
	Note:  if the user has moved to a different office location and are still employed by your agency, then their profile should be updated to have their new office location as their default location.  This will need to be done by the Agency Administrator. 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	The Manage Users page displays 
	The Manage Users page displays 
	 Click in Search by field, you can search by user name, email VIN or CIMS number. 
	 Click in Search by field, you can search by user name, email VIN or CIMS number. 
	 Click in Search by field, you can search by user name, email VIN or CIMS number. 
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	Displays name in result section of screen. 
	Displays name in result section of screen. 
	 In the Edit column, click on the … button; from drop-down list select Deactivate option. 
	 In the Edit column, click on the … button; from drop-down list select Deactivate option. 
	 In the Edit column, click on the … button; from drop-down list select Deactivate option. 
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	Displays Deactivate User prompt. 
	Displays Deactivate User prompt. 
	 Click Yes to continue 
	 Click Yes to continue 
	 Click Yes to continue 
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	Displays prompt, user has been deactivated. 
	Displays prompt, user has been deactivated. 
	 Click OK to confirm 
	 Click OK to confirm 
	 Click OK to confirm 
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	Important: 
	Important: 
	 If the deactivated user is an attendee (not the appointment owner) in an appointment, then JUST Connect will display an  icon next their name denoting that they have been deactivated, the appointment will still remain as scheduled. 
	 If the deactivated user is an attendee (not the appointment owner) in an appointment, then JUST Connect will display an  icon next their name denoting that they have been deactivated, the appointment will still remain as scheduled. 
	 If the deactivated user is an attendee (not the appointment owner) in an appointment, then JUST Connect will display an  icon next their name denoting that they have been deactivated, the appointment will still remain as scheduled. 
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	 If the deactivated user is the appointment owner then JUST Connect will automatically cancel the appointment.  
	 If the deactivated user is the appointment owner then JUST Connect will automatically cancel the appointment.  
	 If the deactivated user is the appointment owner then JUST Connect will automatically cancel the appointment.  
	 If the deactivated user is the appointment owner then JUST Connect will automatically cancel the appointment.  


	The cancelled appointment will appear in the Appointment List under the Cancelled heading with the reason for the cancellation. 
	 
	Attendees will receive notifications via email and/or SMS of the cancellation.  
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	If the appointment includes other non-custodial attendees, the appointment can be edited to change the appointment owner to another attendee prior to deactivating the original appointment owner, thereby not cancelling the appointment. 
	If the appointment includes other non-custodial attendees, the appointment can be edited to change the appointment owner to another attendee prior to deactivating the original appointment owner, thereby not cancelling the appointment. 
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	Show/Hide Deactivated Users 
	JUST Connect automatically hides a user once they have been deactivated.  
	 
	When managing users, you can show or hide deactivated users who were previously allocated to you location(s) or for Agency Administrators, to your agency. 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	From the Manage Users page 
	From the Manage Users page 
	 To Show deactivated users, tick the List deactivated users checkbox 
	 To Show deactivated users, tick the List deactivated users checkbox 
	 To Show deactivated users, tick the List deactivated users checkbox 

	- To find deactivated user click in the Search by field to enter their name. 
	- To find deactivated user click in the Search by field to enter their name. 
	- To find deactivated user click in the Search by field to enter their name. 



	 
	 To Hide deactivated users, untick the List deactivated users checkbox 
	 To Hide deactivated users, untick the List deactivated users checkbox 
	 To Hide deactivated users, untick the List deactivated users checkbox 

	- To find an active user click in the Search by field to enter their name. 
	- To find an active user click in the Search by field to enter their name. 
	- To find an active user click in the Search by field to enter their name. 
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	Activate a User 
	A Location Manager can activate a previously deactivated user that was previously at the Location Manager’s default location.  
	An Agency Administrator can activate a previously deactivated user in their agency, regardless of default location.  
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	To View deactivated Users 
	To View deactivated Users 
	 From the Manage Users page, tick the List deactivated users checkbox. 
	 From the Manage Users page, tick the List deactivated users checkbox. 
	 From the Manage Users page, tick the List deactivated users checkbox. 

	 Click in the Search by field and enter Name, Email, VIN or CIMS number of the deactivated user. 
	 Click in the Search by field and enter Name, Email, VIN or CIMS number of the deactivated user. 

	 Displays  icon next to the deactivated user name  
	 Displays  icon next to the deactivated user name  
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	Click on the … Edit button and select Activate from drop-down list. 
	Click on the … Edit button and select Activate from drop-down list. 
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	Displays the user’s details onscreen. 
	Displays the user’s details onscreen. 
	 Ensure you review the pre-existing user’s details and then make any required changes to match their current role. 
	 Ensure you review the pre-existing user’s details and then make any required changes to match their current role. 
	 Ensure you review the pre-existing user’s details and then make any required changes to match their current role. 

	 The system will perform all the same system checks as for a new user when a user is re-activated. 
	 The system will perform all the same system checks as for a new user when a user is re-activated. 

	 Click Activate User. 
	 Click Activate User. 
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	Displays prompt, user has been updated (reactivated). 
	Displays prompt, user has been updated (reactivated). 
	 Click OK to confirm 
	 Click OK to confirm 
	 Click OK to confirm 
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	Download User List 
	Agency Administrators and Location Managers are able to download a list of Users allocated to their location(s) or agency. JUST Connect will generate an Excel file listing all active and inactive users allocated to your location(s). 
	 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	Log into JUST Connect, and then click the Manage link in the menu bar at the top of the page. 
	Log into JUST Connect, and then click the Manage link in the menu bar at the top of the page. 
	 

	Span

	2  
	2  
	2  
	2  
	2  



	The Manage Users page displays 
	The Manage Users page displays 
	 To generate Excel file click Download 
	 To generate Excel file click Download 
	 To generate Excel file click Download 
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	An Excel File is generated, places the file link in bottom left hand corner of your screen. 
	An Excel File is generated, places the file link in bottom left hand corner of your screen. 
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	Click on the File name to open file in Excel. 
	Click on the File name to open file in Excel. 
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	Manage Room  
	Agency Administrator and a Location Manager can manage rooms (add room, edit, deactivate, re-activate) at their assigned location(s) within their agency. 
	Add a new room 
	To add a new room for your location, please follow the steps outlined below: 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	The Manage Users page displays 
	The Manage Users page displays 
	 Select Manage Rooms from the left hand navigation menu 
	 Select Manage Rooms from the left hand navigation menu 
	 Select Manage Rooms from the left hand navigation menu 
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	The Manage Room page displays listing all rooms at your location(s) for your agency.  
	The Manage Room page displays listing all rooms at your location(s) for your agency.  
	 Search for the room to ensure it does not already exist in the system 
	 Search for the room to ensure it does not already exist in the system 
	 Search for the room to ensure it does not already exist in the system 

	 To add a new location click Add New Room 
	 To add a new location click Add New Room 
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	The Add a new room page displays 
	The Add a new room page displays 
	Mandatory fields are marked with an asterisk (*), however you should try to complete all fields where possible 
	 Enter Room Name/Number – The Maximum number of characters for Room Name is 14 characters to ensure it can display correctly when creating a new appointment 
	 Enter Room Name/Number – The Maximum number of characters for Room Name is 14 characters to ensure it can display correctly when creating a new appointment 
	 Enter Room Name/Number – The Maximum number of characters for Room Name is 14 characters to ensure it can display correctly when creating a new appointment 

	 Agency – defaults to your agency 
	 Agency – defaults to your agency 

	 Select Room Type - Suite 
	 Select Room Type - Suite 

	 Enter contact details  
	 Enter contact details  
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	Select the Appointment Types and Modes: 
	Select the Appointment Types and Modes: 
	 Types; refers to the type of appointments that the room will be utilised for. These will appear in the Appointment Type field when creating appointments. 
	 Types; refers to the type of appointments that the room will be utilised for. These will appear in the Appointment Type field when creating appointments. 
	 Types; refers to the type of appointments that the room will be utilised for. These will appear in the Appointment Type field when creating appointments. 

	 Modes; refers to the facilities and equipment the room has. Selecting Mixed mode means the room can be used for Video and Phone appointments only. 
	 Modes; refers to the facilities and equipment the room has. Selecting Mixed mode means the room can be used for Video and Phone appointments only. 


	Note: 
	When creating an appointment the system will only select rooms that are configured with same appointment types and modes, i.e this room will only be allocated to the appointment if the selected appointment type and mode matches the room setup. 
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	Important: 
	Important: 
	It is important that any room that is created must have a mode selected. If a mode isn’t selected then this will cause a conflict in the system resulting in the room not being available for any appointment. 
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	Select operating hours from the following options: 
	Select operating hours from the following options: 
	 Standard operating hours: predefined set daily hours (Monday to Friday) 
	 Standard operating hours: predefined set daily hours (Monday to Friday) 
	 Standard operating hours: predefined set daily hours (Monday to Friday) 

	- click Set as Standard; or  
	- click Set as Standard; or  
	- click Set as Standard; or  


	 Customise operating hours:  
	 Customise operating hours:  

	- Specify day and/or hours when the room is available for bookings 
	- Specify day and/or hours when the room is available for bookings 
	- Specify day and/or hours when the room is available for bookings 

	- click Set as Standard; or  
	- click Set as Standard; or  
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	Associated Housing Location (if required) 
	Associated Housing Location (if required) 
	This field is only available to Agency Administrators at Correctional or Juvenile facilities. 
	 It is important that you contact the JUST Connect Support team for assistance if the room that you are creating is in a designated maximum security wing of a facility.  
	 It is important that you contact the JUST Connect Support team for assistance if the room that you are creating is in a designated maximum security wing of a facility.  
	 It is important that you contact the JUST Connect Support team for assistance if the room that you are creating is in a designated maximum security wing of a facility.  

	 The Housing location field needs to have the Security Block name entered exactly as it appears in OIMS or CIMS to ensure that only inmates housed at this facility have access to this room. 
	 The Housing location field needs to have the Security Block name entered exactly as it appears in OIMS or CIMS to ensure that only inmates housed at this facility have access to this room. 



	Span

	8  
	8  
	8  
	8  
	8  



	When complete click Save Room 
	When complete click Save Room 
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	Edit a room 
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	From the menu at the top of the JUST Connect screen, click Manage page 
	From the menu at the top of the JUST Connect screen, click Manage page 
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	The Manage Users page displays 
	The Manage Users page displays 
	 Select Manage Rooms from the left hand navigation menu 
	 Select Manage Rooms from the left hand navigation menu 
	 Select Manage Rooms from the left hand navigation menu 
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	To find a room you can click in the Search by field and enter Room name, or Location. Alternately you can use scroll bars to view list of rooms. 
	To find a room you can click in the Search by field and enter Room name, or Location. Alternately you can use scroll bars to view list of rooms. 
	 Click on the … icon at the end of the room record you need to edit. 
	 Click on the … icon at the end of the room record you need to edit. 
	 Click on the … icon at the end of the room record you need to edit. 

	 Displays drop down list, select Update. 
	 Displays drop down list, select Update. 
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	Displays Update room change. 
	Displays Update room change. 
	 Make the required changes and then click Update Room. 
	 Make the required changes and then click Update Room. 
	 Make the required changes and then click Update Room. 
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	If you make changes to a room which affects the room availability then the system will automatically cancel all future appointments which have been allocated to this room. For example: 
	If you make changes to a room which affects the room availability then the system will automatically cancel all future appointments which have been allocated to this room. For example: 
	If you change the operating hours of a room, all appointments made outside of these new hours will be automatically cancelled. 
	If you remove a certain Mode available in a room (e.g. in person), any appointments that were made that were made for that room in that particular mode (in this case in person appointments) will be automatically cancelled.   
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	Deactivate a Room 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	The Manage Users page displays 
	The Manage Users page displays 
	 Select Manage Rooms from the left hand navigation menu 
	 Select Manage Rooms from the left hand navigation menu 
	 Select Manage Rooms from the left hand navigation menu 
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	The Manage Rooms page displays 
	The Manage Rooms page displays 
	 Click in Search by field, enter Room name 
	 Click in Search by field, enter Room name 
	 Click in Search by field, enter Room name 

	 Click on … Edit button for the required room 
	 Click on … Edit button for the required room 

	 Select Deactivate 
	 Select Deactivate 
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	Displays Deactivate Room prompt: 
	Displays Deactivate Room prompt: 
	 Click Yes to deactivate room 
	 Click Yes to deactivate room 
	 Click Yes to deactivate room 


	 
	 Room is no longer visible in the Manage Room list 
	 Room is no longer visible in the Manage Room list 
	 Room is no longer visible in the Manage Room list 
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	 The system will automatically cancel any appointments which have this room booked. 
	 The system will automatically cancel any appointments which have this room booked. 
	 The system will automatically cancel any appointments which have this room booked. 
	 The system will automatically cancel any appointments which have this room booked. 

	 The room is no longer available for future bookings. 
	 The room is no longer available for future bookings. 

	 View cancelled appointment in the Appointment List under the Cancelled heading. 
	 View cancelled appointment in the Appointment List under the Cancelled heading. 
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	View Deactivated Room in Appointment List: 
	View Deactivated Room in Appointment List: 
	 From the Manage Rooms page, tick the Include deactivated rooms checkbox. 
	 From the Manage Rooms page, tick the Include deactivated rooms checkbox. 
	 From the Manage Rooms page, tick the Include deactivated rooms checkbox. 

	 Displays deactivated rooms, or click in the Search by field and enter room name. 
	 Displays deactivated rooms, or click in the Search by field and enter room name. 
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	Activate a Room 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
	 

	Span

	2  
	2  
	2  
	2  
	2  



	The Manage Users page displays 
	The Manage Users page displays 
	 Select Manage Rooms from the left hand navigation menu 
	 Select Manage Rooms from the left hand navigation menu 
	 Select Manage Rooms from the left hand navigation menu 
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	 Tick the Include deactivated rooms checkbox. 
	 Tick the Include deactivated rooms checkbox. 
	 Tick the Include deactivated rooms checkbox. 
	 Tick the Include deactivated rooms checkbox. 

	 Displays deactivated rooms, or click in the Search by field and enter room name. 
	 Displays deactivated rooms, or click in the Search by field and enter room name. 
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	 Click on … Edit button for the required room 
	 Click on … Edit button for the required room 
	 Click on … Edit button for the required room 
	 Click on … Edit button for the required room 

	 Select Activate 
	 Select Activate 
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	 Room is reactivated 
	 Room is reactivated 
	 Room is reactivated 
	 Room is reactivated 

	 Note: reactivating a room will not re-activate any future appointments that were cancelled when the room was deactivated 
	 Note: reactivating a room will not re-activate any future appointments that were cancelled when the room was deactivated 
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	Manage Locations 
	The Manage Locations page lists your allocated location(s) including the total number of rooms and users per each location. 
	 
	Add a new location 
	If your agency establishes a new location, only the Agency Administrator can create this in JUST Connect.  
	A Location Manager cannot add a new location, if you require a new location please refer to your Agency Administrator or contact the JUST Connect Support team. 
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	Where a new Corrective Services or Juvenile Justice location is established, a Service Request must be lodged and assigned to DTS to ensure that OIMS and CIMS are updated and that the mapping is correctly applied to JUST Connect.?? What is the process for CaTS 
	Where a new Corrective Services or Juvenile Justice location is established, a Service Request must be lodged and assigned to DTS to ensure that OIMS and CIMS are updated and that the mapping is correctly applied to JUST Connect.?? What is the process for CaTS 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	The Manage Users page displays 
	The Manage Users page displays 
	 Select Manage Locations from the left hand navigation menu 
	 Select Manage Locations from the left hand navigation menu 
	 Select Manage Locations from the left hand navigation menu 
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	From the Manage Location page you can also view the list of rooms or users assigned to the location by clicking on the number under the Rooms or Users columns. 
	From the Manage Location page you can also view the list of rooms or users assigned to the location by clicking on the number under the Rooms or Users columns. 
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	The Manage your locations page displays listing all your allocated location(s) for your agency.  
	The Manage your locations page displays listing all your allocated location(s) for your agency.  
	 Always search for the location first to ensure that it does not already exist in the system. 
	 Always search for the location first to ensure that it does not already exist in the system. 
	 Always search for the location first to ensure that it does not already exist in the system. 

	 Tick Include deactivated locations (deactivated locations can be reactivated) 
	 Tick Include deactivated locations (deactivated locations can be reactivated) 
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	To add a new location click Add New Location 
	To add a new location click Add New Location 
	The Add a new locations page displays 
	 Enter Name and Contact Details 
	 Enter Name and Contact Details 
	 Enter Name and Contact Details 

	- Agency* (defaults to your agency) – Do not create a new Corrective service or Juvenile Justice agency without approval from the Business Support Group and DTS. You must raise a Service NOW ticket first DTS to ensure that OIMS and CIMS are updated and that the mapping is correctly applied to JUST Connect. 
	- Agency* (defaults to your agency) – Do not create a new Corrective service or Juvenile Justice agency without approval from the Business Support Group and DTS. You must raise a Service NOW ticket first DTS to ensure that OIMS and CIMS are updated and that the mapping is correctly applied to JUST Connect. 

	- Phone Number* 
	- Phone Number* 

	- Location Name* 
	- Location Name* 

	- Email address and/or Fax Number  
	- Email address and/or Fax Number  

	- Email 
	- Email 
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	An email address is always required for the following locations: 
	An email address is always required for the following locations: 
	 Court locations – as they will receive emails about ODPP appointments (Professional and Appearances) at their location; and 
	 Court locations – as they will receive emails about ODPP appointments (Professional and Appearances) at their location; and 
	 Court locations – as they will receive emails about ODPP appointments (Professional and Appearances) at their location; and 

	 Juvenile Justice locations – as they will receive emails for all pending and cancelled appointments at their location 
	 Juvenile Justice locations – as they will receive emails for all pending and cancelled appointments at their location 
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	Location Address 
	Location Address 
	 Click in the Location Address field and enter the address. JUST Connect uses Google Maps to locate and display address on map. 
	 Click in the Location Address field and enter the address. JUST Connect uses Google Maps to locate and display address on map. 
	 Click in the Location Address field and enter the address. JUST Connect uses Google Maps to locate and display address on map. 
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	Add Unique Correctional Identifier, Add Correctional systems Court name and Add Correctional Centre name fields are only available to Agency Administrators at Correctives Services, Juvenile Justice and Court locations. 
	Add Unique Correctional Identifier, Add Correctional systems Court name and Add Correctional Centre name fields are only available to Agency Administrators at Correctives Services, Juvenile Justice and Court locations. 
	 It is important that you contact the JUST Connect Support team for assistance.  
	 It is important that you contact the JUST Connect Support team for assistance.  
	 It is important that you contact the JUST Connect Support team for assistance.  

	 The field needs to be entered exactly as they appear in OIMS or CIMS. 
	 The field needs to be entered exactly as they appear in OIMS or CIMS. 
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	Click the Save Location button 
	Click the Save Location button 
	 
	 Displays “Success! Location has been updated” prompt 
	 Displays “Success! Location has been updated” prompt 
	 Displays “Success! Location has been updated” prompt 


	 
	 Click OK 
	 Click OK 
	 Click OK 



	Span

	8  
	8  
	8  
	8  
	8  



	Once the location is created, you will need to 
	Once the location is created, you will need to 
	Once the location is created, you will need to 
	Add New Rooms
	Add New Rooms

	 at that location and assign user to this location - See 
	Update a User
	Update a User

	.  
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	Update a Location 
	Table
	TR
	TH
	Span
	Step 

	TH
	Span
	Action 

	Span

	1  
	1  
	1  
	1  
	1  



	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	 Select Manage Locations in panel on the left side of the screen. 
	 Select Manage Locations in panel on the left side of the screen. 
	 Select Manage Locations in panel on the left side of the screen. 
	 Select Manage Locations in panel on the left side of the screen. 

	 Click on the …Edit icon at the end of the location record, and then select Update 
	 Click on the …Edit icon at the end of the location record, and then select Update 
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	From the location page you are also able to view the location rooms and location users pages by clicking on the number under the Rooms or Users columns. 
	From the location page you are also able to view the location rooms and location users pages by clicking on the number under the Rooms or Users columns. 
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	Displays the Update location page. 
	Displays the Update location page. 
	 If required update the Name and contact details for the location. 
	 If required update the Name and contact details for the location. 
	 If required update the Name and contact details for the location. 

	 All Juvenile Justice NSW locations and Courts should also have a generic Email address entered. 
	 All Juvenile Justice NSW locations and Courts should also have a generic Email address entered. 


	Juvenile Justice NSW locations will receive email notifications about pending or cancelled appointments to this email address, and Courts will receive email notifications about ODPP Professional and Appearance appointments created at their location. 
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	Address 
	Address 
	 Click in the Location Address field and enter the address. JUST Connect uses Google Maps to locate and display address on map. 
	 Click in the Location Address field and enter the address. JUST Connect uses Google Maps to locate and display address on map. 
	 Click in the Location Address field and enter the address. JUST Connect uses Google Maps to locate and display address on map. 
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	Add Unique Correctional Identifier, Add Correctional systems Court name and Add Correctional Centre name fields are only available to Agency Administrators at Correctives Services, Juvenile Justice, and Court locations. 
	Add Unique Correctional Identifier, Add Correctional systems Court name and Add Correctional Centre name fields are only available to Agency Administrators at Correctives Services, Juvenile Justice, and Court locations. 
	 It is important that you contact the JUST Connect Support team for assistance.  
	 It is important that you contact the JUST Connect Support team for assistance.  
	 It is important that you contact the JUST Connect Support team for assistance.  

	 The field needs to be entered exactly as they appear in OIMS or CIMS. 
	 The field needs to be entered exactly as they appear in OIMS or CIMS. 
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	Appointments tick box for Mandatory Approval for all appointments involving a custodial at this location.  
	Appointments tick box for Mandatory Approval for all appointments involving a custodial at this location.  
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	When complete click Update Location. 
	When complete click Update Location. 
	 Displays “Success! Location has been updated” prompt 
	 Displays “Success! Location has been updated” prompt 
	 Displays “Success! Location has been updated” prompt 


	 
	 Click OK 
	 Click OK 
	 Click OK 
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	Deactivate a Location 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	The Manage Users page displays 
	The Manage Users page displays 
	 Select Manage Locations from the left hand navigation menu 
	 Select Manage Locations from the left hand navigation menu 
	 Select Manage Locations from the left hand navigation menu 
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	You cannot deactivate a location if there are active users assigned to this location. You must reassign the users to another location or deactivate the users before deactivating this location. 
	You cannot deactivate a location if there are active users assigned to this location. You must reassign the users to another location or deactivate the users before deactivating this location. 
	JUST Connect will display a Warning prompt advising there are active users assigned to this location. 
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	 Click in Search by field, enter Location name, displays search results. 
	 Click in Search by field, enter Location name, displays search results. 
	 Click in Search by field, enter Location name, displays search results. 
	 Click in Search by field, enter Location name, displays search results. 

	 Click on … Edit icon button for the required location 
	 Click on … Edit icon button for the required location 

	 From the drop-down menu click Deactivate 
	 From the drop-down menu click Deactivate 
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	Displays Deactivate Location prompt: 
	Displays Deactivate Location prompt: 
	 Click Yes to deactivate location 
	 Click Yes to deactivate location 
	 Click Yes to deactivate location 


	 
	 Location is no longer visible in the Manage Locations list 
	 Location is no longer visible in the Manage Locations list 
	 Location is no longer visible in the Manage Locations list 
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	 You cannot deactivate a location if there are users assigned to this location. 
	 You cannot deactivate a location if there are users assigned to this location. 
	 You cannot deactivate a location if there are users assigned to this location. 
	 You cannot deactivate a location if there are users assigned to this location. 

	 The system will prevent all further appointments from being booked at this location. 
	 The system will prevent all further appointments from being booked at this location. 

	 Any future appointments booked at this location will automatically be cancelled. 
	 Any future appointments booked at this location will automatically be cancelled. 

	 Cancelled appointment can be viewed in the Appointment List under the Cancelled heading. 
	 Cancelled appointment can be viewed in the Appointment List under the Cancelled heading. 
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	Show/Hide Deactivated Locations 
	JUST Connect automatically hides locations that have been deactivated.  
	You can use Manage Locations to show or hide deactivated locations that were previously allocated to you. 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	The Manage Users page displays 
	The Manage Users page displays 
	 Select Manage Locations from the left hand navigation menu 
	 Select Manage Locations from the left hand navigation menu 
	 Select Manage Locations from the left hand navigation menu 

	 To Show deactivated locations, tick the Include deactivated locations checkbox 
	 To Show deactivated locations, tick the Include deactivated locations checkbox 

	- To find deactivated location click in the Search by field to enter location name. 
	- To find deactivated location click in the Search by field to enter location name. 
	- To find deactivated location click in the Search by field to enter location name. 



	 
	 To Hide deactivated users, untick the List deactivated locations checkbox 
	 To Hide deactivated users, untick the List deactivated locations checkbox 
	 To Hide deactivated users, untick the List deactivated locations checkbox 

	- To find an active location click in the Search by field to enter their name. 
	- To find an active location click in the Search by field to enter their name. 
	- To find an active location click in the Search by field to enter their name. 
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	Activate a Location 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	The Manage Users page displays 
	The Manage Users page displays 
	 Select Manage Locations from the left hand navigation menu 
	 Select Manage Locations from the left hand navigation menu 
	 Select Manage Locations from the left hand navigation menu 
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	 Tick the Include deactivated locations checkbox. 
	 Tick the Include deactivated locations checkbox. 
	 Tick the Include deactivated locations checkbox. 
	 Tick the Include deactivated locations checkbox. 

	 Displays deactivated locations, or click in the Search by field and enter room name. 
	 Displays deactivated locations, or click in the Search by field and enter room name. 
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	 Click on … Edit icon for the required room 
	 Click on … Edit icon for the required room 
	 Click on … Edit icon for the required room 
	 Click on … Edit icon for the required room 

	 Select Activate 
	 Select Activate 
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	 Location is reactivated 
	 Location is reactivated 
	 Location is reactivated 
	 Location is reactivated 
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	Generate a Report 
	Location Managers are able to generate a report (excel file) of appointments at your allocated location(s) for a specified date range. Reports operate on local time. 
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	Log into JUST Connect, and then select the Manage page 
	Log into JUST Connect, and then select the Manage page 
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	Select Generate Report in panel on the left side of the screen, displays Generate Report page. 
	Select Generate Report in panel on the left side of the screen, displays Generate Report page. 
	 Displays your Agency and default location, to change Location click on the drop-down arrow and select required location. 
	 Displays your Agency and default location, to change Location click on the drop-down arrow and select required location. 
	 Displays your Agency and default location, to change Location click on the drop-down arrow and select required location. 
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	 Click in the From and/or To fields to select required date range. 
	 Click in the From and/or To fields to select required date range. 
	 Click in the From and/or To fields to select required date range. 
	 Click in the From and/or To fields to select required date range. 

	 Click Generate 
	 Click Generate 
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	 Generates an excel file and places link to file in bottom left hand corner of screen. 
	 Generates an excel file and places link to file in bottom left hand corner of screen. 
	 Generates an excel file and places link to file in bottom left hand corner of screen. 
	 Generates an excel file and places link to file in bottom left hand corner of screen. 

	 Click on file name to open file in Excel. 
	 Click on file name to open file in Excel. 
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