
 

 
 

User 
● DYS Commitment Specialist. 
● DYS Assessment Specialist. 
● DYS Clinical Director. 

 
Process  
These Job Aid tables describe the actions needed to access, view and manage the Commitment 
Details associated to the Youth on the Assessment Information page. Also, this Job Aid table 
describes the actions needed to create a new Client Manager Details record on the first 
Admission for a Youth. 
 
Refer to the Job Aids listed below for details on the individual sections contained in the 
Commitment Details page: 

● DYS_Assess – Manage Commitment Info Summary 
● DYS_Assess – Manage Court Information 
● DYS_Assess – Manage Mittimi 
● DYS_Assess – Manage Offenses 
● DYS_Assess – Manage Extensions and Reductions 
● DYS_Assess – Manage Recommitments 
● DYS – Manage Security Level 
● DYS – Manage Sex Offender Information 
● DYS – Manage Length of Stay 
● DYS – Manage Other Placements 

 
Introduction 

● There will be a list of all ​New​ Commitments associated to all DYS cases for the Youth. 
The default sort is by ​Date of Commitment​ with newest on top. 

● There is a tally of the total number of ​New​ Commitments associated to any DYS cases. 
● There can only be one New Commitment for a Case. 
● A New Commitment is associated to the most recent Admission for the Youth. 
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Access and View DYS Commitment Details 
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Steps/Output Screenshot 

In the ​Left Navigation ​panel.  
 
1. Click ​Show Menu.  
 
This expands the ​Left Navigation 
panel.  
 
Note:​ The menu items displayed 
in the left navigation panel are 
dependent upon your security 
profile.  
 

 
 

In the ​Left Navigation​ panel: 
 
2. Click the ​Search ​menu item.  
 
This expands the ​Search ​list.  
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3. Click the ​Client Search ​menu 
item.  

 
The ​Client Search ​page displays.  
 
 

 
 

In the ​Search Queries​ section of 
the ​Client Search​ page:  
 
4. Enter the ​Client ID ​or other 

identifying information for the 
Youth.  
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5. Click ​Search​.  
 
 

 
 

The filtered ​Search Queries​ ​list 
displays.  
 
6. Click the ​Client Name ​to 

display the ​Client Details Tabs​.  
 
The ​Client Details Tabs​ display 
below the ​Search Queries​ list.  
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7. Click the ​Admissions Tab​ in 
the Client Search results. 

 
The ​Admissions​ for this Youth 
display. 
 
Note:​ If needed, click the carrot at 
the end of the row of tabs to 
locate the ​Admissions ​tab. 
 
 

 
 

Above the ​Admissions​ table: 
 
8. Click the ​View DYS 

Assessment​ button.  
 
This opens the Assessment 
Information for this Youth. 
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In the ​Assessment Information 
page:  
 
9. Navigate to the ​Commitments 

section by clicking the link in 
the left navigation panel or 
using the scroll bar at the right 
of the page. 

 
 

 
 

The ​Commitments ​section 
displays with all ​New 
Commitments​ associated to all 
DYS cases for this Youth. 

 
 



 

 
 

Add a New Commitment 

● A worker with the appropriate profile can add a new Commitment with a Type of ​New​: 
o If there is an active DYS Case for the Youth and 
o A New Commitment does not already exist for the DYS Case. 

● Add Commitment​ is enabled when an Admission with a ​Reason Detained​ of 
Commitment is added for a qualified Facility (e.g., Mountview, Grand Mesa). 

● When a New Commitment is created: 
o An Alert is sent to all Commitment Specialists affiliated to the Facility.  
o An Alert is sent to the SB94 Supervisors affiliated to the specified Judicial 

Districts on all open Service Authorizations with a Service Category of DYC94 
(SB-94 Non-Residential) or SB215 (MTR Services) to close the open Service 
Authorization(s). 
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Steps/Output Screenshot 

In the ​Commitments ​section of 
the ​Assessment Information​ page.  
 
1. Click ​Actions​ drop-down 

arrow in the ​Commitments 
section header. 

2. Select ​Add Commitment​ from 
the drop-down list.  

 
This opens the ​Commitment 
Details​ page.  
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In the ​Commitment Details​ page: 
 
3. Navigate to the sections of the 

Commitment Details​ page by 
clicking the links in the left 
navigation panel or using the 
scroll bar at the right of the 
page.  

 
Note​:  Refer to the Job Aids listed 
in the ​Process ​section on Page 1, 
for information on completing the 
individual sections contained in 
the ​Commitment Details ​page.  
 
 

 
 

For the New Commitment: 
 
4. Complete the required 

information and enter as 
much information as is 
available.  

 
Note​: The required fields in the 
Commitment Info Summary​ and 
the ​Commitment Court Case 
Number​ in the ​Court Information 
section must be completed to 
save a New Commitment. 
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After completing the known 
Commitment Information: 
 
5. Click the page ​Save ​at the 

bottom of the page.  
 
This opens the ​Save Successful 
pop-up window. 
 

 
 

In the ​Save Successful​ pop-up 
window:  
 
6. Click ​Ok​. 
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The ​New Commitment​ is added 
and you return to the 
Commitment Details page 
 
7. Click ​Back to DYS Assessment 

to return to the ​DYS 
Assessment Information​ page. 

 
 

 
 




