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Process Adult Supervision Order (PASO) 

User Guide for CSOs and CLOs 

Overview 

 
Introduction This user guide explains the Process Adult Supervision Order (PASO) functionality 

that CSOs/CLOs will use to: 
• Create amended supervision orders  
• Update supervision orders  
• Delete and withdraw supervision orders  
• View order versions and order chain versions 
• Resolve impacted orders

 
Audience for 
this User Guide 

The audience for this user guide is CSOs and CLOs in the Community Supervisions 
and Corrections Department.

 
Table of 
Contents 

This guide contains the following topics:
 

Topic See Page
Amend an Adult Supervision Order – This training 
module explains how CSOs/CLOs will create amended, 
migrated adult supervision orders for a specific case. 

2 

Delete or withdraw an Adult Supervision Order – This 
training module explains how to delete supervision orders 
that are in an incomplete status and withdraw supervision 
orders that are in draft status.

12 

Update an Adult Supervision Order – This training 
module explains how to update incomplete, draft and 
pending supervision orders.

16 

View Order versions and Order Chain versions – This 
training module explains how to view all order versions and 
order chain versions for a supervision order as well as how 
order chain versions are created.

19 

Resolve an impacted Adult Supervision Order – This 
training module explains how to resolve impacted 
orders. 

24 

Appendix A – Create Special Supervision Condition 26 
Appendix B – Resequence Conditions 28 
Appendix C – Sample of Conditions in Different States 29 
Appendix D – Errors and Troubleshooting 30 
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 Amend a Supervision Order 

 
Introduction This training module will cover how to amend a supervision order in JIMS2 using 

the JIMS2 functionality called Process Adult Supervision Order (PASO).  
 
CSOs & CLOs will use PASO to create amended supervision conditions for a 
defendant.  

 
Module 
Objectives 

The objectives of this training module are to teach CSOs / CLOs to: 
 
• Understand migrated orders 
 
• Create and amend a supervision order for a case  
 
• Print a supervision order 
 

 
Audience  Community Supervision Officers and Community Liaison Officers 

 
What is a 
Migrated 
Order 

When JIMS2 first goes live, all existing active supervision orders in the legacy 
system will be migrated to JIMS2.   
 
When a case with an active migrated supervision order is viewed in JIMS2, however, 
the conditions will simply say “See Paper Order” and the actual details will not 
display. 
 
Therefore, when a migrated supervision order needs to be amended in JIMS2 the 
entire order, not just the amended conditions will have to be created in JIMS2.

Continued on next page 
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Amend a Supervision Order, Continued 

 
Amend a 
supervision 
order 

Follow the steps below to amend a migrated supervision order: 
 

Step Action 
1 Access the Process Adult Supervision Order page: 

a. In the left navigation tree expand Common 
Supervision by clicking the plus sign beside it (+). 

b.  Expand Process Adult Supervision Order. 
c. Click the Supervision Order link. 

 
2 From the Process Supervision Order Search page, select search by 

SPN number or case number and CDI.  

 
 

3 Enter the SPN number or case number and CDI.  
 
NOTE: Valid CDIs are: 002=class A or B misdemeanor cases, 
003=Felony cases. 
 

4  Click the Submit button. 
 

5 Select the Active supervision order: 
a. Look for the word “Active” in the Order Status 

column.   
b. Click the round button to the left of that listing.  (This 

button is called a radio button).   

 
 

 

Continued on next page 
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Amend a Supervision Order, Continued 

 
Amend a 
supervision 
order 
(continued) 

Step Action 
6 Click View Order Versions to view the original order before 

amending. The following screen displays for the case you selected. 
 

 
 
NOTE: Migrated active orders will only say “See the paper order in the 
casefile” as indicated by the red arrow above. The specific conditions 
for all ACTIVE migrated orders will not display in the JIMS2 system 
and must be recreated when an amendment is made so that both 
versions of the conditions will be available in JIMS2.  For cases that 
have a migrated ACTIVE and 1st AMENDED order, if a 2nd 
AMENDED order is needed, then the CLO would recreate the most 
recent version of the order prior to the new amended version. 
 

7 After viewing the order you need to return to the original search 
results so you can select the order to be created and amend  in 
JIMS2 

a. Click Back to Case/Order Search Results.  
b. Click the radio button for the active migrated case you need to 

update in JIMS2. 
c. Click Update Order. 
 

8 On the Prepare Order Presentation page, click the drop-down 
list for Version Type and click on Amended.  Also, if 
necessary, select an Order Title from the drop-down menu 
provided, and enter a Version # for the order.   
 

 

Continued on next page  
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Amend a Supervision Order, Continued 

 
Amend a 
supervision 
order 
(continued) 

Step Action 
9 Fill in all required fields that are not already filled in.  Required 

fields are denoted by the diamond( ).  
Enter a summary such as: 
Judge ordered alcohol and drug testing and an increase in 
community service. 

10 Click Next. Select the suggested order template to be used by clicking 
the appropriate radio button. 
 
NOTE:  There should be a MAIN suggested order template which 
contains all the standard conditions for the court for which the current 
offense is assigned. 
 

 
 

11 Click Customize Suggested Order. 
 
 

 

Continued on next page  
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Amend a Supervision Order, Continued 

 
Amend a 
supervision 
order 
(continued) 

Step Action 
12 Notice that the order Status is now INCOMPLETE. 

 
13 NOTE: If you click the + sign next to the section of the screen titled 

Order Presentation, the information you entered previously displays.  
 

 
 
To add the non standards condition to this order: 

a. Click the Standard drop-down box and select Non-
Standard from the choices listed so you can search for 
and add the non-standard conditions that need to be 
added to this order. 

b. Select a category from the Group 1 drop-down menu 
provided that would apply to your offense. 

OR 
c. Use any combination of fields in the Add/Remove 

Conditions – Search Supervision Conditions section of 
the screen to search for conditions you would like to add 
to this order.  

 
NOTE: Remember in step 10, you selected the generic standard 
conditions template for your court. Now, you are searching for and 
adding any non-standard conditions that apply to this order. Also 
remember that you are amending a supervision order for a migrated 
case. Once the system is in use for a while, amending conditions of 
probation will only require you to search for and add any new 
condition(s) to the order based on the amendment. 
 

 

Continued on next page  
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Amend a Supervision Order, Continued 

 
Amend a 
supervision 
order 
(continued) 

Step Action 
14 Click Submit. A section titled Conditions – Search Results displays 

on the current screen. 
 
NOTE:  A new button labeled Save & Create Special Condition also 
displays. See Appendix A for more information on creating special 
conditions.  

 
 

15 Select a condition(s) from the Conditions – Search Results section by 
clicking the check box for any condition(s) you wish to add to the 
supervisee’s order. 
 

16 Click Add Selected to add the conditions to the selected list.  
Notice that each condition on the Conditions – Selected List has 
a checkbox to the left and a View Sample link to the right. Click 
the checkbox(s) and Remove Selected button to remove these 
conditions. Click the View Sample links to view the literal text 
for a condition. Also, notice below that once the View Sample 
Link is selected, and the literal text displays, the link then says 
Hide Sample. 
 

 

 
 
NOTE: Repeat steps 13-16 to search for and add additional non-
standard conditions if needed. 
 

 

Continued on next page  
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Amend a Supervision Order, Continued 

 
Amend a 
supervision 
order 
(continued) 

Step Action 
21 Click Finish. 

The following screen displays with the message: Migrated Order 
Successfully Updated. NOTE: The order status is now DRAFT. 

 
 

22 Click Prepare to File. The Process Supervision Order – Prepare to 
File screen displays. 
 
NOTE:  If the error message “Condition(s) exist which do not have 
all variable details set, please update to fix this problem.” 
displays, that means you failed to fill in all the details on the set 
details page. TO fix this problem: 

• reselect the radio button for the DRAFT, Amended case 
• click UPDATE ORDER  
• Click Save and Continue from the Presentation screen. 

Fill in all the condition details and continue through the screens to 
finish the order and select the Prepare to File button again. It is 
recommended that the Validate Fields button be selected and you 
complete the fields as needed. 

23 On the Prepare to File screen, fill in the Signed Date. 
 
NOTE: The current date displays but can be changed. 
 

24 Select the CLO name from the drop-down menu Presented By. 
 
NOTE: The Presented By field will default to the CLO currently 
logged in, but this name can be changed if necessary. 
 

 

Continued on next page  
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Amend a Supervision Order, Continued 

 
Amend a 
supervision 
order 
(continued) 

Step Action 
25 Select the Judge from the drop-down menu provided for Who Signed 

Order? 
 
NOTE: The Judge field will default to the judge assigned to the court 
that the case is assigned to, but this name can be changed if necessary. 
 

26 Click Next.
 

27 The Process Supervision Order – Prepare to File Summary screen 
displays. Verify that everything is accurate. 
 

28 Click Finish. The Process Supervision Order – Prepare To File 
Confirmation screen displays with the message: Supervision Order 
prepared for filing.  
 
NOTE: The order status is now PENDING. From this screen you can 
Print the order. 
 

29 The amended order is now in PENDING status.   
 
Normally the assigned CLO will activate it.  Because the order 
needs to be Active for other exercises in class today, please 
activate it yourself by completing the steps below. 

 
Activate the order: 

a. From the Confirmation page, click the button labeled 
Activate Order. 

b. A popup window displays “Are you sure you want to 
activate this order?” 

c. Click the button labeled OK to activate the order or 
cancel button to cancel the action. 

d. Verify that the following message displays: 
“Supervision Order Successfully Activated.” 

 
 

Continued on next page  



JIMS 2 Common Supervision 

PASO User Guide for CSOs and CLOs   
 

Page 11 

Amend a Supervision Order, Continued 
 

Print the 
Supervision 
Order 

Step Action
1 Select the Supervision Order link in the left navigation tree and search 

by SPN or case number and CDI. The following screen will display. 
 
 

 
 

2 Select the radio button next to the case you want to print. 
 

3 Click Print.  The following screen displays in a separate window.
• To print the order – click the Open button. 
• To close the Window – click the red X in the right corner. 

 
 
NOTE: The order will display in PDF format in Adobe Reader. rScroll 
to view the entire order to see that it will have the dates filled in for the 
defendant’s signature, the Judge’s signature and the CLO’s signature. 
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Delete or Withdraw Supervision Orders 

 
Introduction This training module explains how to remove a supervision order from JIMS2 by 

deleting or withdrawing the order.  
 
Supervision orders cannot be deleted or withdrawn once they are in PENDING or 
ACTIVE status.   
 
Only orders with a status of INCOMPLETE or DRAFT may be deleted or 
withdrawn. 

 
Module 
Objectives 

The objectives of this training module are to teach CSOs how to delete or withdraw 
orders in certain statuses.

 
Delete vs. 
Withdraw  

The following table explains when supervision orders can be deleted or withdrawn.
If… Then… 

an order is in INCOMPLETE status, it can be deleted. 
an order is in DRAFT status, it can be withdrawn. 
an order is in PENDING status, it cannot be deleted or withdrawn.
an order is in ACTIVE status, it cannot be deleted or withdrawn.

  
NOTE: In a future release of JIMS2, a casefile closing option will be available to 
close ACTIVE supervision orders. 

 
Delete or 
Withdraw a 
Supervision 
Order 

The steps below demonstrate how to delete or withdraw a supervision order that is 
not in ACTIVE status. 
 

Step Action 
1 Select Supervision Order from the left navigation tree.  The Process 

Supervision Order – Search screen displays. 

 
 

Continued on next page 
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Delete or Withdraw Supervision Orders, Continued 

 
Delete or 
Withdraw a 
Supervision 
Order 
(continued) 

Step Action 
2 Enter the appropriate SPN or Case number and click Submit. The 

Process Supervision Order – Associated Case(s) screen displays.   
 

 
 

3 
 
 
 
 

Select the radio button for the case you need to withdraw or delete.
 

If… Then…
If you 
select a 
case in 
draft 
status, 

 

a Withdraw Order button displays. Click 
Withdraw. Continue to step 4. 
 

 
If you 
select a 
case in 
incomplete 
status  

a Delete button displays. Click Delete.  
Continue to step 8. 
 

 
 

Continued on next page 
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Delete or Withdraw Supervision Orders, Continued 

 
Delete or 
Withdraw a 
Supervision 
Order 
(continued) 

Step Action 
4 If you click Withdraw, The Process Supervision Order – Withdraw 

Order screen displays. 

 
 
Fill in the required fields: 

• Date (defaults to today’s date) 
• Reason (select from the drop-down menu provided) 
• Notes (include descriptive information as to why the order is 

being withdrawn)
5 Click Next. A summary screen displays. Verify that the information is 

correct. 
 

 
 

 

Continued on next page 
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Delete or Withdraw Supervision Orders, Continued 

 
Delete or 
Withdraw a 
Supervision 
Order 
(continued) 

Step Action 
6 Click Finish. The Process Supervision Order – Withdraw Order 

Confirmation screen displays.  The message, “Supervision Order 
successfully withdrawn” is in green lettering.  This signifies that the 
withdrawal is complete.  
 

 
 

7 The Process Supervision Order –Delete Order –Confirmation screen 
displays.  The message “Supervision Order successfully deleted” 
confirms the deletion of the order. 
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Update Supervision Orders 

 
Introduction This training module explains how to update or make changes to a supervision order 

that is not yet in ACTIVE status.  
 
Original Supervision Orders can be updated without creating an amended or 
modified order as long as the order is still in INCOMPLETE, DRAFT or PENDING 
status.   
 
Once a supervision order is activated, an amended or modified version of the order 
must be created.  
 

 
Update 
Supervision 
Orders 

The steps below demonstrate how you would update a supervision order if changes 
are necessary prior to the order being activated. 
 

Step Action 
1 Access the Supervision Order search link from the left navigation tree.

 
To update an order that has not yet been activated, click the radio button 
corresponding to the order.  In the example below, the order in DRAFT 
status will be updated. 
 

 
 

2 Click Update Order.
 

 

Continued on next page 
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Update Supervision Orders, Continued 

 
Update 
Supervision 
Orders 
(continued) 

Step Action  
3 The Supervision Order – Prepare Order Presentation screen displays.

 

 
 
In this example we will change the fine amount to $300.  
 

4 Click Save and Continue. The Update Supervision Order – Conditions 
–Set Details screen displays. Make the necessary changes, as applicable.  
 

 
 

  

Continued on next page 
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View Supervision Order Versions and Version Chains 

 
Introduction This training module explains what order versions are, how they are created and how 

to view all the versions and version chains of a supervision order. 

 
Order versions 
vs. Version 
Chains 

A supervision order may have several amendments or versions.  
 
A supervision order may also have more than one order chain if, for example, a 
defendant is placed originally on a deferred probation that is then revoked and given 
a straight probation. 
 

 
Create Order 
Versions and 
Version Chains  

To display the active orders available for a defendant, select Supervision 
Order from the left navigation tree, type in a SPN and click Submit. The 
defendant’s cases will display. 
 

• To create an amended order version, select the radio button next to 
a case with an ACTIVE supervision order and click Update Order. 

 
• To create a new order chain, select the radio button next to a case 

with an ACTIVE supervision order and click Create Order. 
 

Continued on next page 
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View Supervision Order Versions and Version Chains, 
Continued 

 
View Order 
Versions 

The steps below demonstrate how you would search for a defendant by SPN on the 
Process Supervision Order – Search screen and then view the order versions for 
one of the defendant’s cases. 
 

Step Action
1 Select Supervision Order from the left navigation tree.  The Process 

Supervision Order – Search screen displays. 
 

 
 

2 Enter a defendant’s SPN number.
 

 

Continued on next page 
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View Supervision Order Versions and Version Chains, 
Continued 

 
View Order 
Versions 
(continued) 

Step Action
3 Click Submit. The following screen will display:

 
Select the radio button next to a listed case to view order versions or 
chains for that case.  
 
NOTE: The View Order Versions and View All Order Chain 
Versions buttons display once a case is selected only IF the selected 
case has versions and chain versions. 
 

 
 

Continued on next page  
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View Supervision Order Versions and Version Chains, 
Continued 

 
View Order 
Versions 
(continued) 

Step Action
4 If you Click View Order Versions. The following screen will display:

 

 

Continued on next page  
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View Supervision Order Versions and Version Chains, 
Continued 

 
View All Order 
Chain Versions 

Step Action
5 If you click View Order Chain Versions. The following screen will 

display: 
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Resolve Impacted Supervision Orders 

 
Introduction This training module explains what impacted orders are and how to resolve them if 

necessary. 

 
What are 
Impacted 
Orders 

Impacted orders are two orders that have like condition(s) that conflict with one 
another.  You may resolve this by changing the condition(s) for one of the orders or 
you may decide that the conflict is acceptable.  For example, community service time 
that is scheduled for the same time span on two different orders may cause one order 
to impact the other. 

 
Resolve 
Impacted 
Orders 

Step Action 
1 If you are creating a supervision order for a defendant who already has 

an active supervision order in the system, when you get to the summary 
screen for the order you are creating, the system will display a button 
labeled Compare Impacted Order(s) if any of the conditions on the 
order you are creating are similar to conditions on the defendant’s 
existing order. See sample summary screen below: 
 

 
 

  

Continued on next page 
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Resolve Impacted Supervision Orders, Continued 

 
Resolve 
Impacted 
Orders 
(continued) 

Step  Action 
2 Click Compare Impacted Order(s). The following screen displays 

with the conditions that are similar on the two orders displayed for 
comparison.  

3 • Click Next if no changes are necessary to the order you are 
creating. The Create Supervision Order Summary screen will 
display and you can continue through the process of creating 
and activating the new order. 

 
• Click Update Current Order to make changes to the order you 

are currently creating. The Create Supervision Order – 
Conditions – Set Details screen will display and you make any 
necessary changes to the impacted conditions. 

 
• Click Print Comparison of Impacted Order to open the 

comparison in a separate window for printing. 
 

4 Notice, if you decided not to Update the order and the defendant has 
two active orders with like conditions the cases are highlighted in 
orange to alert you to this fact whenever you inquire on the defendant’s 
SPN on the Process Supervision Order – Search screen, 
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Appendix A – Create Special Supervision Condition 

 
Introduction This section explains how to create a special supervision condition for a supervision 

order. 

 
Create Special 
Supervision 
Condition 

From the Add/Remove Conditions screen when you are Creating or Updating a 
supervision order, you can click Save & Create Special Condition to display the 
following screen. This button only appears after you have searched for a condition. 
 

 
Steps to Create 
a Special 
Supervision 
Condition 

Follow the steps below to create a special supervision condition for a supervision 
order. 
 

Step Action
1 In the text box labeled Condition, type in the special condition as 

ordered by the court. 
 
NOTE: A format toolbar is provided with the following functions 
available including spell check. 

 
 

2 DO NOT select a category from the drop-down menu labeled Group 1 
this field is for use by Data Management Services only. 
 

3 Type in any extra Notes if necessary (this is an optional field). 
 

4 Click Next. The Create Special Supervision Condition – Summary 
screen displays. 
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5 Click Save and Continue with Order.  
 
This will return you to the order you are currently working on and add 
the special condition to the selected list of conditions. 
 
NOTE: Click Back if you wish to make changes to the special 
condition or click Cancel to return to the order you are working in 
without saving the special condition. 
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Appendix C – Sample of Conditions in Different States 

  
Introduction This section explains how conditions display on an active order to indicate the status 

of the condition. 

 
Condition 
Status 

The sample conditions displayed below show how conditions in various states will 
display on the screen. 
 

• Conditions highlighted in red indicate that the condition was removed 
compared to a prior version of the order. 

• Conditions Highlighted in Blue indicate that the condition has been updated 
compared to a prior version of the order. 

• Conditions in Green indicate that the condition has been added compared to 
a prior version of the order. 
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Appendix D – Errors and Troubleshooting 

 
Introduction This section includes some common errors and troubleshooting tips. 

 
Common 
Errors and 
Solutions 

Error Conditions exist which do not have all variable 
details set, please update to fix this problem. 

Cause Condition detail fields were left blank and 
when you select to Prepare to File this case, 
you cannot because all the details were not 
filled in. 

Solution Select the DRAFT case and click Update 
Order. Continue to the Set Details page, fill 
in all fields with data except comments fields, 
and then continue to the Confirmation page to 
save the changes. 
It is recommended that the Validate Fields 
button be selected and you complete the fields 
as needed so you do not encounter this 
problem. 

 

 


