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This Knowledge Base Article describes how to utilize the Maintain Delinquency/ 
Delinquency Link for recording Delinquency Hearing Information and Adjudication and 
Disposition information.  In addition, this article describes how to seal Delinquency 
records. 

 

Navigating to the Delinquency Screen  

 

To navigate to the Delinquency screen through a Case, complete the following steps: 

 

1. From the SACWIS Home screen, click the Case tab. 

2. Click the Workload tab.  

3. Select the appropriate Case ID link. The Case Overview screen appears.  

 

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

 

4. Click the Legal Actions link in the Navigation menu 
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5. Click on the Maintain Delinquency hyperlink for the desired child. 

 

 

 

OR, To navigate to the Delinquency screen through Person Record, complete the 
following steps: 

 

1. From the SACWIS Home screen, click the Person Search link. 

 

 

2. From the Person Search screen, enter the first and last name of the person or, if 
you know the Person Id number, enter it in the Person Id field. 

 

3. Click the Search button.  
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4. Click the Edit link next to the Person record you want to access.  

 

 
 

5. From the Person Profile screen, click the Delinquency link 

 

 

 

The Delinquency Information screen appears. 
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Recording a Delinquency Hearing Record 

 

1. Click the Add Hearing button. 

 

 

 

The Hearing Details screen appears 

 

 

 

2. Enter the Hearing Date. 

3. Enter the Hearing Time, including AM or PM. 

4. Select the Court Name from the dropdown. 

 

Note: The Hearing Type automatically defaults to Delinquency and cannot be modified. 

 

5. Enter the Court Case Number or the Court ID Number (optional). 

Important: The Court Name can be set to a desire default value in the Maintain Agency 
Information area. Based on the Court Name selected, the Court Address and County 
Name will automatically populate.  

 

6. Select the Judge/Magistrate. 

Note: If the Hearing is future dated, the Judge/Magistrate cannot be selected. 
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7. Click the Save button. 

 

The Delinquency Hearing has been saved and the Delinquency Information screen 
appears. 

 

 

 

Recording an Adjudication or Disposition Delinquency Record 

 

1. Click the Add Adjudication button. 

 

 

 

The Adjudication/Disposition Details screen appears. 
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2. Enter the Adjudication Type. 

3. Enter the Adjudication Date.  

4. Enter the Disposition Date (optional). 

5. Enter the Court Case Number or the Court ID Number (optional). 

6. Use the Add> button to select the Offense Type(s). 

7. Enter the Disposition Details (optional). 

 

Important: If the Sexual Offender box is checked, then the Tier Classification is 
required. 

 

Note: The Registered checkbox is only enabled when the Sexual Offender checkbox is 
checked. 

 

Tier I Classification: Juveniles adjudicated as Tier I must register for 10 years 

Tier II Classification: Juveniles adjudicated Tier II must register for 20 years 

Tier III Classification: Juveniles adjudicated Tier III must register for life.   

 

Important: Juveniles under the age of 14 are not subject to registration. The Juvenile 
Court has discretion to require registration for juvenile offenders between the ages of 14 
and 15 in certain circumstances 
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8. Select the Court Name from the dropdown.  

 

Note: The Court Name can be set to a desire default value in the Maintain Agency 
Information area. Based on the Court Name selected, the Court Address and County 
Name will automatically populate.  

 

9. Select the Judge/Magistrate.  If the Hearing is future dated, the 
Judge/Magistrate cannot be selected. 

10. Click the Save button. 

 

 

 

The Adjudication/Disposition record is saved and the Disposition Details screen 
appears..  
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Sealing an Adjudication or Disposition Delinquency Record 

 

Important: In order to seal any Delinquency Records users must have the Security 
User Group of Delinquency Records Sealer. 

 

1. From the SACWIS Home screen, click the Administration tab. 

2. Click the Seal Delinquent Records hyperlink. 

 

 

3. Complete a Person Search: 

 Option A: Click the Person Search button and enter the person 
name or other search criteria for which you are searching. 

 

 

 Option B: Enter the Person ID and click the Go button.  

 

Select the Edit link for the desired person’s record from the search results. 
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The Child Selection screen appears. This will display all Adjudication and Disposition 
Delinquent records for the person selected.  
 
Note: Only unsealed records will display in the search results. 

 

 

 

4. Place a check in the row for the Delinquency Record you wish to seal. 

 

Note: Created in Error Delinquency Records can also be sealed. 

 

5. Click the Seal Record(s) button. 

 A confirmation message will display, stating, You are requesting to 
seal the selected Adjudication/Disposition records. This is an 
irreversible action and shall only be performed upon a Court 
Order. Do you wish to continue?   

 

 

6. Click the OK button to save the changes. 

7. OR, Click the Cancel button to cancel the changes. Repeat steps 3 through 
7 above to make the desired changes. 
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A confirmation message appears stating that Your data has been saved. 

 

 




