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CJSM – The Application Process for SEC’s 
November 2009 

 

If you are ready to sign up for CJSM, you need to complete an application form, which you can find 
by going to the CJIT website at: https://www.cjsm.net and select the 'Apply Now' button. That will 
take you into the process and it will only take a few minutes to complete the form online. You will be 
able to request help at several points in the process should you need it. You will be given some 
guidance as to whether you need a Mailbox or Server application but as a general rule, small 
organisations with under 20 staff will normally use Mailboxes.  

When you press the application submit button your application will appear in a 'process queue' and 
will then be reviewed by a CJSM administrator. The review process need not take long but you will 
also need to send a signed copy of the CJIT Terms and Conditions to CJSM, which you will be 
asked download during the application process. Please check that you use the correct version. 

 

ALL organisations with more than one user will need to sign the Multiple User version 
whatever the type of access.  

 

 For Mailbox applications the review process can be completed as soon as CJIT have 
received your signed copy of the Terms & Conditions, so that could be within 24hrs.  

 For Server Connections, CJIT still need a copy of the signed Terms and Conditions and in 
addition an engineer will normally make contact to ensure that your system is compatible. It 
is rare for a system to be incompatible for server access but if your system does fail this 
check, it does not necessarily rule out mailbox access.  

The application process will ask you to nominate someone to be an administrator - it is normally the 
person completing the application. When an organisation is approved, a letter is sent to the 
administrator providing sufficient detail for them to be able to log onto the system and how to 
proceed; an email is sent at the same time to say that the application has been successful. The 
letter normally arrives by Special Delivery so please look out for it and please contact the Helpdesk 
if you do not receive it within a week of receiving the email.  

 

Don't forget, if you have any other questions at all, please contact the CJSM Helpdesk and 
they should be able to assist - call them on 0870 010 8535 between 08:00 and 19:00 Monday 
to Friday, or email: cjsm.helpdesk@cw.com. 

 

https://www.cjsm.net/
mailto:cjsm.helpdesk@cw.com
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Step 1 

Click “Apply Now”. 

Step 2 

For “Email Address” enter an email that you have 
access to as a further link will be sent. 

For “Organisation Name” enter your name and 
add “- cafcass” e.g. Joe Blogg - cafcass 

Click “Submit”. 

Step 3 

An email will be sent to the 
address provide in step 2 with a 
link. Clicking on the link will open 
the CJSM website. 
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Step 4 

Click “Not on list”. 

Step 5 

Select “Yes”. 

Click “Continue”. 

Step 6 

Click “Make a Mailbox Application”. 
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Step 7 

Click “Make a Mailbox Application”. 

Step 8 

Fill out the necessary fields. 

Click “Next”. 

Step 9 

Again fill out the necessary 
fields. 

Click “Next”. 
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Step 10 

Enter “Name” and “Position”. 

Select “Single User”. 

Click “Download Terms and Conditions”. You 
will be asked to save or open and if a printer 
is available print the document. 

Click “Submit application”. 

Step 11 - Final 

Complete the terms and conditions and 
post to CJSM. 
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