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Adding Information to a Screened-In Intake

Overview

For an intake that has been screened-in and linked to a case, Ohio SACWIS provides the
ability to add the following information:

e ACVs — CA/N (Traditional) and FINS (Stranger Danger) Intakes
e APs — CA/N (Traditional) and FINS (Stranger Danger) Intakes
e CSRs — CA/N (AR) and Dependency Intakes

e ASRs - CA/N (AR) and Dependency Intakes (ASR Role is optional for Dependency
Intakes)

e Allegations — CA/N (Traditional and AR) Intakes

However, the information must be added within four business days from the date and
time of a screening decision OR before the Safety Assessment for the specified intake has
been approved and routed for approval, whichever occurs first.

Additional intake participants with roles other than ACV / CSR and AP / ASR can be added
until the 45" day after the screening decision date OR until the associated CAPMIS tool
(family, on-going, or specialized assessment) has been approved or routed for approval,
whichever occurs first.

Roles other than ACV / CSR and AP / ASR can also be added to existing intake
participants, and Additional Reporter and/or Reporter Contacts may be entered until the
45 day after the screening decision date OR until the associated CAPMIS tool (family, on-
going, or specialized assessment) has been approved or routed for approval, whichever
occurs first.

Important:

e You can add information to an intake that has been linked to a case as long as you
have a current assignment to the case.

¢ Any changes made to an intake are noted with a green caret [*].

¢ Any decisions made to the intake will require that you enter content into the Post
Decisions Narrative (Amendment) field which is discussed in this document.

e When recording additional information on a new or existing intake, each county must
follow the applicable Ohio Administrative Code Rules,as well as their own
internal agency procedures.
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Adding Information to a Screened-In Intake

Chart showing when information can be added to an Intake after the
Screening Decision

This chart shows how and when information can be added to an intake after the screening

decision is made.

Note: An acronym list is provided at that end of this Knowledge Base Atrticle.

Within Four Business Days of
Screening Decision

Before the CAPMIS Tool

OR (family, on-going, or After
specialized assessment) is 45
Before the SA is Waived, Waived, Approved, or Routed | Days
Approved, for Approval
or Routed for Approval
» Can add allegations > Can add roles except for ACV /
» Can add roles of ACV / AP to AP and CSR / ASR View
CAI/N (Traditional) existing intake participants > Can add to intake participants Only
> Can add intake participants with with roles except for ACV / AP
any role except CSR / ASR and CSR/ASR
» Can add allegations (within AR
rules)
» Can add roles of CSR/ ASR to View
CA/N (AR) existing intake participants Same as above Only
» Can add intake participants with
any role except ACV / AP
» Can add all roles to existing intake
articipants except CSR / ASR ;
FINS (Stranger particip P Same as above View
Danger) » Can add intake participants with Only
any role except CSR / ASR
» Can add all roles except ACV / AP
to existing intake participants View
Dependency , . , Same as above 0
> Can add intake participants with nly
any role except ACV / AP
» Can add all roles to existing intake
participants except ACV / CSR and
FINS (All Types AP / ASR Vi
iew
Other than Stranger . . ) Same as above onl
Danger) > Can add intake participants with nly
any role except ACV / CSR and AP
/ ASR
Page 4 of 18 Ohio  erartment ol o orvices Last Revised: 12/08/2022




Adding Information to a Screened-In Intake

Adding Information to an Intake that has been Screened-In and Linked to

a Case:

N =

From the Ohio SACWIS Home screen, click the Case tab.
Click the Workload tab.

Select the appropriate Case ID link.

On the Case Overview screen, click the Intake List link in the Navigation menu on
the left.

Note: If you know the Case ID number, you can also use the Search link at the top of the
Home screen and navigate to the Case Overview screen.

Home

I B B

Court Calendar Placement Requests

<>

Activity Leg

Legal Act

CASE NAME /1D Assess/invest

Current Case Episode Intake List

Decision & | Category £ Type Initiation
Date - Date/Time
Time

Screened 10/20/2022 CAN Physical Ohio Child  unlink
reporis in 10:00 AM Report Abuse Welfare
Neglect Agency
= Histarical Case Fnisndals) Intak list

The Current Case Episode Intake List screen appears.
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Adding Information to a Screened-In Intake

5. Click the Intake number you want to edit.

T I S

Court Calendar Placement Requests

123458

Actity Log CASE NAME /1D Assess/Invest

Safety Assessment Current Case Episode Intake List

Dlsposmon Amssmeﬂt

Screened  10/20/2022 CAMN Physical Ohio Child  unlink
A e
5 In 10:00 AM Report Abuse Welfare

Neglect Agency

Intake Types

1. Under the Basics tab in the Intake Types field, select the intake type that you want
to add.

2. Click the Add or Add All button to move your selection(s) to the Selected Types
column. Multiple Intake Types can be selected as seen in Red below.
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Adding Information to a Screened-In Intake

Reporier Basic

Decision

Intake Type

Intake Workload Name:

Intake Category:

Parlicipanis

ACNIAP Detail

Simpson

Allegations

Substance Use

CAMN Repord b

Intake Types:

Selected Types:

Q 2ad Al

Remaows &) O

Medical Neglect

Baby Doe/Disabled Infant

Physical Abuse Shaken Baby

Neglect

Emuotional Maltreatment

Physical Abuse

Sexual Abuse

Note: The field shown in green is where the original Intake Narrative content is located. Additional
Comments will no longer be visible, as those are only available while the intake is pending and doesn't

display after intake is linked to case. (It's like a temporary "sticky note" for internal communication about the

intake.)

Click the Post-Decision Amendment button to open a new field to add the narrative.

Scripts & Templates

and gets drunk. He g
1t 3nd was seen

| PostDeosion Amendment
gcision Comments

10720 T ——
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Reporte: Basic Participants. ACWAP Detail
Intake Type
Intake Workload Nama: Simpzan

Intake Catagary: CAN Report
CAMN Rep

intake Typas:

Ali=gations Substance Use Decision

sawcted Typss:

| =

| RaciiE, 7 ‘

Bzby Doe/Dizabled Infant

Medical

Physical Abuze Shaken Baby

Sexual Abuss

|Emoticnal Maltrestment
|-.E;\e::

Physicz| Abuze

Other Intake Designations v

Doss thia report aliags human Erafficking of a child or
chidren?

o

Doss this report allegs 2 child fatality or nsar fatalty?

L]

Does thia report require & Specialized
4gseasmantinvastigation?

L)

Doss thia report raquire Third Party Involvemsnt dus fo a
potential confilct of intarast?

e
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Adding Information to a Screened-In Intake

Reporter Tab

When adding additional information to an intake, the information must be attributed to
the reporter of that information. This additional information may be reported from a new
hot-line call to your agency, or it could be information the case worker gathered during
investigative interviews or home visits.

For steps on how to enter the information, refer to the Recording Reporter, Multiple
Intake Reporters, and Adding Call Records Knowledge Base Article.

« ABC  Scripis & Templates Repaorter Basic Participanis ACNIAP Detail Allegations Substance Use Decision

lasf saved Oif 23, 2022 19:10:47 AN

Intake Namrative: * (Expand view) s

The father iz always drinking and gets drunk
He gets angry and abusive towards Bart and Add Reporter

was seen sirangling him.

view Reporter 1:  Med Flanders {Mon-Mandated, Friend/Meighbor)

1 contact
Phone - 10/2002022 05:34 AM

Add Confact ‘

Participants Tab

1. To add an intake participant, click the Participants tab.

Important: If you're just adding a role to an existing intake participant, skip to the Adding
Participant Roles sub-section below.

2. Click the Search and Add Participants button.

— E—
Participanty
" e
The faiher s FWays onniong and geds drunk E
He gets angry and abusive boweards Barl and Search & Add Paicipants | Pamcipant Floles
Was seen stranghng him

0 _Bart  Alleged Child Victim [ACV)

mpson_Homer  Alleged Perpetrator (AP)
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Adding Information to a Screened-In Intake

The Search & Add Participant screen appears.
3. Using the search criteria fields, enter information to locate the person.
4. Click the Search button at bottom of screen.

Search & Add Participant
First Name: Middle Name:
Last Name:
Gender:
h
DoB: Age Range:
(=]
FromAge ToAge
55N:
Persaon ID:

The results appear in the Person Search Results section.
5. Click the check box next to the selected person’s name.
6. Click the Add Selected To Intake button.

Result(s} 1to 1 of 1/ Page 10t 1

= s e | e | e

Related Persons v

Can't find who you're looking for?
Create a new SACWIS person profile:

Add Selected To Intake ' Zlea ected

e o Services Last Revised: 12/08/2022
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Adding Information to a Screened-In Intake

The selected result appears on the Participants screen. The new intake participant is
notated with a green caret [*].

Important:
¢ |[f the participant is not found during the Person Search, they can be added to Ohio
SACWIS by clicking the Create New Person button.

Search Results

I No Results Returned

Can't find who you're looking for?

Create a new SACWIS person profile: Create New Person

e |If the person is unknown, the participant can be added by clicking the Add
Participant button at the bottom of the screen.

Search Results

No Results Returned.

Can't find who you're looking for?
Create a new SACWIS person profile: Create New Person

Add Pariicipant

The system will automatically add in the individual as Unknown — intake xxxxxxx, as shown
below
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Adding Information to a Screened-In Intake

Participant Details
Current Narrative
Current Narrative (saved 12/07/2022 04:24 pm) v
Participant Details Substance Use Information
Participant Details

Parlicipant is unknown or partially known

First Name Middle Name: Last Name. Suffix
Unknown - intake 1234567 abe Unknown = intake * 1234567 ~
DOB: Age Range- DoD:

Adding Participant Relationships

If a new intake participant was added, you will need to complete the Participants
Relationships section to save the record. To do so:

1. Click the Edit link to the left of the new intake participant’'s name.

Participants Relationships

Simpson . Bart Male Age 10, DOB 017017201
1 unspecified relationship ~

Simpson  _Homer Male Age 42. DOB 01/01/1080
1 unspecified relationship v

Simpson . Lisa Female Age & DOB 2014
1 unspecifisd relationsnip

Simpson . Marge / Female Age 37. DOB BE

P 1 unspeciNed retationship

Simpson. Magge |

The Relationships screen appears.

2. In the Relationship field select the appropriate relationship from the drop-down list.
3. Click the Save button.

Page 11 of 18 Ohio et ol orvices Last Revised: 12/08/2022



Adding Information to a Screened-In Intake

Relatanship Edior
Simpesa , Bart MEAL | rOTer Sampacn . Lisa Spesa Mg Grpace Nagpe
----- ; 4 g 37, DO i =3
Bant
v 0
mpso L]
v 0

The Participants screen appears displaying the Participant Relationship below it.

The Number of Unspecified Relationship will no longer have a number next to the
relationships when all the relationships are complete.

Adding Participant Roles
1. To add a participant role, click the Edit link to the left of the person’s name.

CVIAP Deta Allegations Substance Use

Participants

Search & Add Participants Participant Roles

mpson, Bart Alleged Child Victim (ACV)

S on,_Homar  Alleged Perpetrator (AP)

History Ofther Roles: Farent, Caretaker

Simgson, Lisz  Alleged Child Victim (ACY)

Female 37

History Other Roles: Caretaker

Ohio et ol orvices Last Revised: 12/08/2022
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Adding Information to a Screened-In Intake

The Participant Details screen appears.
2. Select the role(s) in the Available Roles field.

3. Click the Add All or Add button to add role(s) to the Selected Roles field.
4. When complete, click the OK button.

Avallable Rolosa:

salactad Rolss:
[ o R r ) =
| alleged Child Victim [ACV) h

Alleged Perpetrator [AP}

Caretaker

Child Daycare Provider

Child/¥outh Subject of a Mon-CASN {Child/Youth Subject)

|G:'c:l_'|: Home Staff £ |

The Participants screen appears displaying the selected role(s) in the Role column.

ACV/AP Detail Tab
NOTE: No edits are allowed post-decision
Allegations Tab

*NOTE*: Allegations can only be added for the intake type(s) selected on the Basic tab.
1. To add new allegations, click the Allegations tab.
2. To add a new allegation, click the Add Allegation button.

‘ Reporter Basic Participants ACV/AP Detail Allegations Substance Use Decision

Allegation Details

Add Allegation =

Physical Abuse ACVICSR Simpson, Bart

10/26/2022 AP/ASR Simpson, Homer

Reported By: Flanders, Ned (12345) - 10/26/2022 09:39 AM

The Add Allegation(s) screen appears displaying the three Allegation Detail pusher
boxes.
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Adding Information to a Screened-In Intake

3. Select a value in the Reported By: drop-down.
4. Add the Incident Date.

5. Choose the Available Alleged Child Victims/Child Subjects of Report by
highlighting their name in the box and selecting the Add or Add All button to place
them in the Selected ACV/CSR box.

6. Repeat this process for the Alleged Perpetrator/Adult Subjects of Report and
Available Allegation Types.

7. Click the OK button when done.

ABsgstion Reporter Detals

Alagation Detali
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Adding Information to a Screened-In Intake

The Allegation Details screen appears with the Saved Information regarding the
allegations.

Reporter Basic Participants ACWIAP Deta Allegations Substance Use Decision
Allegation Details
Add Allegation | e | &
Neglect ACVICSR Simpson, Ban

10/1@2022
APIA SR Simpson, Homer

Reported By: Ned Flanders [ = 10012072022 08:34 AM
Physical Abuse ACVICSR Simpson, Ban
10/118/2022

APIA SR Simpson, Homer

Reported By: Ned Flanders | }- 10/20/2022 D&:34 AM
Neglect ACVICSR Simpson, Lisa

107112022
APIA SR Simpson, Homer

Reported By: Ned Fianders - 10¢20/2022 08:34 AM

edi ['] ACVICSR Simpson_ Maggie
motional Maltreatment™ental injur

?;:\El?jfj e anal Ry AP/ASR Simpson, Homer

clbialles

Reported By: Ned Flanders | }- 1002012022 08:34 AM

Adding Additional Comments about Intake

The Post-Decision Amendment must be completed to save the record. To do so:

1. Click the Basic tab.

2. Click the Post-Decision Amendment button.
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Adding Information to a Screened-In Intake

+"ABC  Eoripis B Tempiales

reparter 1| Basic | Pasidoant oF
Twvd OztT3 20 7 A
Infakn Marrative: * it
SEL ks &
tanm Categmry B LY
Invtakcn Typear

Cther iniaks Decignaticns ~

Lo th pord shieg r wihckasg id hicine
Lowu th port silege w child tutairty al furtwint
4 e
Post-Dacision AFmnd ment
Deolelon Commente: Uow {hm eport reguane s Speos A b bty "
10202022 10000 AM - a
Loww th meport e 1+ Iy L
W
L AL TLE
" e caens (chme o tat wepiyy
Abwes of isgal or Wagal cubcisnos by By Tamily mamosr
h L by e

The Post-Decision Narrative screen appears.

3. Type comments in the Post-Decision Narrative Amendment field.
Click the Ok button.

Post-Decision Narrative

Current Narrative

Current Narrative (saved 12/07/2022 04:24 pm) v

Narrative Amendments

Post-Decision Narrative Amendment:

+ ABC

4000

Previous Narrative Amendments

~
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Adding Information to a Screened-In Intake

Important: Once the narrative is saved, the system will display:

¢ The Post-Decision Narrative Amendments field

e The name of the logged in worker (who added the information, along with the date

and time the information was added.

Post Decision Narrative Amendments:

120872022 10:13 AM -Worker, Wendy tast

Post-Decision Amendment
Decision Comments:

12/07/2022 04:13 PM - Workar, Wendy
test

5. Click Save at the bottom of the page to ensure all modified data is committed to the

database.

Does this report require a Specialized

Mo v
Assessment/investigation?
Does this report require Third Party involvement due to a No

potential conflict of interest?

Li]

This report involves the following substance use concerns (check all that apply) 0

Abuse of legal or llegal substances by any Family member

An infant identified as affected by legal or lllegal substance use (including positive toxicology for any
substance at birth)

An Infant having withdrawal symptoms resuliing from prenatal drug exposure (legal or Begal)

An infant di

Nona af tha above

How did the reporter become aware of the substance - -
Positive Toxicology
abuse?

Living arrangement at ime of intake: o . "
9 o Marmiad two parant household (biclogical or

Apply Save Next

Acronym List

ACV — Alleged Child Victim
AP — Alleged Perpetrator
ASR — Adult Subject Report
CSR — Child Subject Report
CA/N — Child Abuse / Neglect
FA — Family Assessment

FINS — Family in Need of Services

SA — Safety Assessment
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Adding Information to a Screened-In Intake

If you need additional information or assistance, please contact the OFC Automated
Systems Help Desk at SACWIS HELP_ DESK@)jfs.ohio.gov .
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