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Overview

This document provides instruction for Public Agencies to create user profiles within
Ohio SACWIS for their Wendy’s Wonderful Kids (WWAK) recruiters.

WWK recruiters will have existing login information from their primary agency.
Therefore, you should not create a new OH|ID and/or submit a digital 7078 for these
individuals. However, the WWK recruiter must have a separate employee profile for
each agency they work with. Following the steps below, a WWK will gain the ability to
log in as multiple agencies using a single OH|ID.

7078

The county requesting access for a WWK recruiter to Ohio SACWIS must have a
signed JFS7078 for their agency. A new Code of Responsibility must be signed by the
recruiter and signed by a supervisor within your county. The form can be found here.

Locating an Employee’s Person ID Number

To create a login for the WWK recruiter for your agency, you will need to identify the
Person ID linked to the Private Agency Employee ID. It is critical that the same Person
ID that was used to create their initial employee ID be used for any subsequent
employee profiles. You may want to request this number from the WWK recruiter’s
agency. Otherwise, follow these steps to locate the needed ID:

From the Ohio SACWIS Home Page:
1. Click, Search.
2. Click, Person Search.
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The Search for Person screen appears.
3. Enter search parameters.
4. Click, Search.
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The Person Search Results appear.
5. Click, View.

Note: If there is more than one returned result, search the SACWIS History for
each person to find the primary employing agency.
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The Person Overview page appears.
6. Click, SACWIS History in the navigation pane.
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The SACWIS History screen appears.
7. Click, Employee History.

Czaﬁlb.[ Department of
Page 4 of 9 S outh Last Revised: 02/22/2024



The SACWIS History screen expands to display employment history.
8. Write down the Person ID of the individual once identified.

Note: You will need the Person ID to add an employment record for the WWK
worker.

Important: Check the Employee History associated to the Person ID. The agency
should match the primary agency where the WWK recruiter is employed.

Name: Person ID: DOB:

Creating the Employee Record
Navigate to the Ohio SACWIS Home Page:

1. Click, Administration.
2. Click, Staff.
3. Click, Maintain Staff.
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The Employee Search Criteria screen appears.
4. Enter search parameters.
5. Click, Search.
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The results appear in the Search Results section.
6. Click, Add Employee.
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The Search for Person screen appears.

7. Enter the Person ID you previously copied.
8. Click, Search.
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The results appear in the Person Search Results section

9. Click, select.
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The Employee Information screen appears.

10.Enter the Hire Date (mandatory), and any other relevant information.
11.Click, Apply.
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The Current Job section is enabled.
12.Click, Add Job.
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Adding Job Details

1. Enter the Hire Date and complete all other mandatory fields (designated by a
red asterisk).

Note: County, Agency, and Unit must be completed in that order.
2. Click, Save.
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The Employee Information screen appears, displaying the message: Your data has
been saved. The job information is listed in the Current Job section.

3. Click, Save.

cBﬁlb’[ Department of
Page 8 of 9 o - Children & Youth

Last Revised: 02/22/2024



The Employee Search Criteria screen appears with the following message: Your data
has been changed.

‘sur dala has been changed
Employes Search Criteria
Employee |D:

As with any other employee, you will then need to add User Groups to their security profile
to grant them access to the areas of Ohio SACWIS where their job responsibilities lie.

Final Steps

Once the information above is completed, send an email to
SACWIS ACCESS@childrenandyouth.ohio.gov or through the Customer Care Portal with
the following information included:

1. WWK recruiter’'s OH|ID
2. The Employee ID that was created for your agency
3. A scanned copy of the signed 7078 form with wet signatures

After the information is linked, you will receive a reply stating this has been completed.

As shown in the screen shot, when logging into SACWIS (Select Agency screen), the
employee will have a choice to select between the private agency and the county agency.
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Switch Agency Profile

If you need additional information or assistance, please contact the Bureau of Children
Services Operational Support’s Customer Care Center.
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