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Editing Address and Viewing Address History

Overview
This Knowledge Base Article describes how to view Historical Addresses for Case
Members within the Ohio SACWIS system.

Navigating to the Person Overview Screen

1. From the Ohio SACWIS Home screen, click the Search button.
2. Select Person Search from the dropdown menu.

- s oo [
hlo SACWIS County Children Services Board Q Search o He'p
UAT1/4.33.1 9/ Last Login:

Case Search

Alerts Action Items Provider Search
Provider Match
BROADCAST MESSAGES Employee Search
03/15/2024 12:00 PM Department of Children and Youth (DCY) Customer Care Center Agency Search

The Person Search Criteria screen appears.

— e e S0 | e SO | oo e S0 s s
Search For Person

Person |D: SSN:
~OR~

Note: If Person ID or SSN are entered, all other search criteria will be ignored

OR
Last Name: First Name: Middle Name: Gender:
v
DPOB: Age Range:
From Age To Age
Reference, TCN, and Address Criteria Vv
Name Match Precision Sort by:

Retums results matching entered names including AKA names/nicknames
Relevance (Highest-Lowest) v

+AKA/Nicknames

Fewer Results More Results
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Editing Address and Viewing Address History

3. Enter the appropriate search criteria into the fields as needed OR enter the
Person ID, if known.

4. Click the Search button.

The search results appear in the Person Profile Search Results grid at the bottom of
the screen.

Person Search Results

Result(s) 1to 1 of 1/ Page 1 of 1

O Include only active case members

view Test, Person /123456 123 Test Rd, Test Oh 12345 Female (46) 09/12/1977 Yes

Related Persons Vv

5. Click the Edit link in the appropriate row.

The Person Overview screen for the selected Person appears.

<>
b Person Overview |
':Ip,me PERSON NAME / ID
- g Sacwis, Susie / 123456 RACE: White
Education
Female Age 49, DOB 09/22/1974 HISPANIC / LATINO: No
Medical
123 Test Rd HAIR COLOR:
Employment
e Test Oh 12345 EYE COLOR
Military.
ENVIRONMENTAL HAZARDS!
Background
Delinquency,
SACWIS History PROVIDER
Relationships
AKA Names

6. Click the Profile link on the side navigation menu.

The Basic Profile screen displays.

Basic Demographics Address Additional Characteristics Safety Hazard Confidential Information
Person Information
Prefix: v
Gender: @ ( Female v) SSN: XXXXX-XXXX ® Retain O Add/Edit
[[] No SSN Exists [ )

7. Click the Address tab.
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The Person Address screen appears.

Safety Hazard Confidential Information

Demographics Address Additional Characteristics

View Address History
I“Ml

Residence 123 Test Rd. Test Oh 12345 01/10/2010

Add Address | Add Unknown Address

|Person Phone/Email
I““-
edit  Work

Adding and Editing Person Address

8. To Add a new address, click the Add Address button.

Safety Hazard Confidential Information

Address Additional Characteristics

Demographics

e

l—mml

- Residence 123 Test Rd, Test Oh 12345 0111012010

\

Add Address § Add Unknown Address

[Person PhonefEmail |
I_“-

eat  Work

The Domestic Address Details screen appears.

Name: Person ID: DoB: o912N97
Domestic Address Details |
e 1
JAddress Lookup:
Enter at least 8 characters o get address suggestions
r@ PO Box or Manual Search Criteria I

Clear Address

Address Type: * ( v]

Effective Date: * [05,20,2024 ) gl End Date: : ﬁ
Location Details: ‘
/J
Spell Check 4000

Note: Manual Search Criteria will override Address lookup (Google Search)

==
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9. Type in the current address in the Address Lookup bar.
10.Click the Search button.

The results appear in the Address Search Results grid at the bottom of the screen.

Domestic Address Search Results

I R B N

111 TestRd Yes Athens None No
Test, Oh 12345

| Add New Address |

11.1f the desired address was found, click the Select link in the appropriate row.
Then skip to Step 15 below.

12.1f the desired address was not found, click the Add New Address button.

The Address Details screen appears when adding a new address.

IDomestic Address Details l

Types: @ Regular O PO Box

Istreet Number: [ ] Street Name: [ ]I

Unit: ( v‘l '
| City: * [ j State: * (~ onio v Zip Code: * [ ] 5 [ ]l

ICounty: o ( V‘I Other County:

School District: ( v Other District:

Census Tract: : Geographical Designation:
Law Enforcement Jurisdiction: :

Environmental Hazard Details: () No Known Environmental Hazards

Spell Check 4000

Directions:

Spell Check 4000

Created Date: Created By:
Modified Date: Modified By:

Cancel

13. Enter the address information as appropriate to create the new address and click
the Save button at the bottom of the screen.

14.The Domestic Address Details screen appears.
l_"'-/.'l rimen
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Provider Address De'tailsl

Address:

Address Type: * O primary Address

[ﬁ & End Date: [:] g
( )

Effective Date: =

clo:

Location Details:

4
Spell Check 4000

Cancel

15.Enter the Address Type, Effective Date, and other appropriate information and
click the OK button.

The Person Address screen appears displaying the address information.

16.To update or end date any existing address information, click the Edit link in the
appropriate row.

Demographics Address

Additional Characteristics Safety Hazard Confidential Information
|Person Address I

View Address History

e

Residence 123 Test Rd. Test Oh 12345

edit  Last Known Address

07/12/2022

111 Testing Rd. Test Oh @ Yes 12/13/2018
12345

@) No delete
edit  Unknown Unknown - /JUNK UNKNOWN UNKNOWN, Ohio 99999 No 07/13/2014 O No delete
Add Address | Add Unknown Address
The Person Address Details screen appears.
Name:  Sacwis, Susie Person ID: 123456 DOB: 09/1211977
Address Details
Address:

123 Test Rd, Test Oh 12345

Address Type: * | Residence "(

clo: ﬁ ]
I )
Spell Check 4000

Effective Date: *

Location Details:

Created Date: 07/12/2022 04:30:54 PM

Created By:
Modified Date: 07/12/2022 04:30:54 PM Modified By:
Cancel
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Editing Address and Viewing Address History

17.Update the Address Type, Effective Date, and/or other information as
appropriate and click the Save button.

The Person Address screen appears displaying the address information.

Basic Demographics Address Additional Characteristics Safety Hazard Confidential Information

hPersonAddmss |
View Address History
e e e e A =

edit  Residence 123 Test Rd. Test Oh 12345 @ ves 071212022
edit LastKnown Address 111 Testing Rd. Test Oh 12345 o Yes 121132018 O No delete
edit Unknown Unknown - JUNK UNKNOWN UNKNOWN, Ohio 99999 No 07/13/2014 (@) No delete

Add Address | Add Unknown Address
ll’evson Phone/Email I

Viewing Address History

1. To view address history, click the View Address History link shown in green.

Basic Demographics Address Additional Characteristics Safety Hazard Confidential Information

View Address History.
S = S = ==~ | =

edit  Residence 123 Test Rd. Test Oh 12345 07/12/2022 @
edit LastKnown Address 111 Testing Rd. Test Oh 12345 ° Yes 1211312018 o No delete
edit  Unknown Unknown - JUNK UNKNOWN UNKNOWN, Ohio 99999 No 07/13/2014 O No delete
The Person Address History screen displays.
Name:  Sacwis, Susie PersonD: 123456 DOB: 0912211974

|Person Address History I
= = =7 = = == W

edit  Work1 111 Testing Rd, Test Oh 12345 10/31/2013 01/06/2016 reactivate

edit  Work1 1213 Testing Rd, Test Oh 12345 No 01/07/2016 05/20/2024 reactivate

Close

2. Click the Close button.
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Page 8 of 9 <~ Children &Youth Last Revised: 05/23/2024



Editing Address and Viewing Address History

The Person Address screen appears

Basic Demographics Address Additional Characteristics Safety Hazard Confidential Information
IPsmnAddress |
View Address History.
B S— 8 L 0 £
Residence 123 Test Rd. Test Oh 12345 @ ves 07/12/2022
edit Last Known Address 111 Testing Rd. Test Oh 12345 0 Yes 121312018 O No delete
edit  Unknown Unknown - /JUNK UNKNOWN UNKNOWN, Ohio 99999 No 07/1312014 [®) No delete
Add Address | Add Unknown Address
Person Phone/Email I
edit  Cell O delete
et Q
edit Cell ®
Add Phone/Email
Apply Cancel

3. Click the Save button at the bottom of the screen

If you have additional questions pertaining to this Deployment Communication, please
contact the Customer Care Center
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https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fodjfs2.my.site.com%2FCustomerCareCenter&data=05%7C02%7CLisa.Oliver2%40jfs.ohio.gov%7C989cf850d37046f616fb08dc62ce48c2%7C50f8fcc494d84f0784eb36ed57c7c8a2%7C0%7C0%7C638493885340155072%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=m7Jj%2FJgZoByjWSmS1yVsBvkU74K5cBrLFP0FC1bFFvo%3D&reserved=0

