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Managing Person-Level Relationships

Overview

This article shows how to view, create, and edit relationships between persons in
SACWIS.

Managing Relationships within the Person Record

1. Navigate to the Person Overview screen for a specific person.
2. Click Relationships, in the navigation pane.

n Overview

The Manage Relationships - List appears.

Note: The Relationships List displays all persons with an established relationship
to the focus person. Each name and ID appearing in the Relationships List is a link
to the listed individual’s Person record.

Important: You can click the Relationships link (under an individual’s name) to
expand a drawer that displays the relationships of that individual to the other people
listed. You can see a list of all relationships for the listed persons by clicking,
Expand all.

Important: All individuals in the list set are, in some way, related to the focus
person. If there are individuals in the list set who do not have relationships
established with one another, SACWIS will display the link as # unspecified
relationships instead of Relationships (the pound sign represents the number of
unspecified relationships for the individual). Click the # unspecified relationships
link to expand the drawer displaying that individual’s relationships, including all
unspecified relationships. The unspecified relationships will be denoted with an
orange dot and orange text. All persons in the list set are not necessarily related
to one another, so not all relationships must be specified.
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Editing Relationships

1. To edit relationships for the focus person and all individuals in the list set, click
the Editor icon at the top of the page.

The Manage Relationships - Editor screen appears.

2. Torecord an unspecified relationship, or update an existing relationship value,
make a selection from the drop-down menu under the focus person’s name.

Important: The horizontal menu of names on the screen will allow you to update
the relationships between one of the other persons in the list set and the other
listed individuals. The arrows on either side of the menu allow you to navigate
through the names in the list set.

Note: If the gender of the person has been specified on the person record, the values in
the menu will be gender specific. When the relationship is selected, the reciprocal is
automatically calculated, if possible, by the system.

Important: To add a related person not already found in the list set, click Add Related
Person and skip to the Adding Related Person instructions below.

3. After you have updated the desired relationships, and it is not necessary to add a
related person, click Save.

Ianage Relationships - Editor

VE /1D Muffin, Blueberry / 237171 Female Age 47, DOB 010171970
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The Person Overview screen appears, displaying the message: Your data has been
saved.

Adding Related Person

On the Manage Relationships - Editor screen:

1. Click Add Related Person.

Manage Relationships - Editor

NANE | 1D: Muffin, Blweberry / 257171 Female Age 47, DOE 0140111970

&

@

Relationship Editor

Need to add a relative to Muffin, Blueberry? ‘Add Related Person
Search, add, or create a person profile:

Mattin . Blueberry ake Mutfin . Poppyseed Mutfin. Pumpkin

1717 117412814 116409871 117412813

Female Age 47,008 011011970 Male Age 79, DOS 080811938 Male Age 49, DOB 01/01/1008 Female Age 5, D08 05052012
1 unspecsied reationship 1 unspecifed relationship 1 unspecifed reationship

Muffin . Blueberry is the

1| Cousn v 00
Muffin . Bluebery is the to Muffin, Poppyseed / 16403871
Wite 00 Male Age 42, DOS 01/01/1883

The Search For Person screen appears.

2. Enter search parameters.
3. Click Search.

Note: for additional assistance on searching, please see the Knowledge Base Atrticle
titled, Using Search Functionality.

Pe 0 SSN
~OR
OR
Last Name: First Name: Middie Name: Gender
pos: Age Range:
OR
From Age To Age
Reference. TCN. and Address Criteria v
Sort by:
Relevance (Highest-Lowest]
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The results appear in the Person Search Results section.

4. Click select, by the appropriate individual’s name.

Person Search Results
Resuitis) 110
el b

Create New Person

Important: If the person does not already exist in SACWIS, go to the Creating New
Person section below. If you choose select (as noted in the screen above), or you need
to create a new person, either option will bring you to the Manage Relationships -
Editor screen.

The Manage Relationships - Editor screen appears, with the added individual now
displayed in the list. Select the relationship of the focus person to the newly added
person from the drop-down menu under the name of the focus person.

5. Click Save.

Important: If you do not specify a relationship between the focus person and the newly
added person prior to saving the record, that added person will no longer display in the
relationships list for this focus person. Likewise, if a person should be removed from the
list, for example, if a relationship was recorded in error, simply delete the value in the
relationship drop-down menu and click Save.

Relaboranip Editor

Mesed! b ackd a relative to Mutfin, Blueberry? 204 Related Person
Search, add, or create a peraon profile;

L] f H :
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Creating New Person

When a search for person does not return the desired results because the person does
not exist in SACWIS:

1. Click Create New Person on the Search For Person screen.

Search For Person
Parson p;

~OR~

[

The Person Profile screen appears, displaying the Basic tab.

2. Complete the required information (denoted with a red asterisk), and any other
available information.
3. Click Save.

L~ [EE—c— =N S = R | I =~ N | I == = N

Sataly Hazard Existe Sataty Plan Exista Environments| Kazard Exats Protaciive Service Alsrt
] Pragnant® arenting Mincr ErognantParsning Youl 1 Custody

AKA Hamee

=N

9=
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Managing Relationships within a Case Record
Navigate to the Case Overview record.

1. Click View Case Information.

The Manage Case Details screen appears.

2. Click the Relationships tab.

Agency

The Case Member Relationship Summary section appears. The list set defaults to
Active Members.

Note: The drop-down menu under Member Status allows the selection of Active
Members, All Members, and All Members and Related Associated Persons. The
selection made will determine what names appear in the Case Member
Relationship Summary list set.

Note: You can click the Relationships link under an individual’s name to open a
drawer that lists the relationship of that individual to the other Case Members and/or
Related Associated Persons. Related Associated Persons are persons with an
association value that indicates the person has a non-professional relationship with
the family. For example, those with an association of Relative or Parent will display
so their specific relationships to the family members can be recorded. Associated
Persons such as WWK worker or GAL will not display in the relationships list.

Each name and ID appearing in the relationship list is a link to the listed individual's
Person Overview record.

3. To change the filter, make a selection from the Member Status drop-down

menu.
4. Click Filter.
L] f H :
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Managing Person-Level Relationships

5. Click Editor to record or update relationships as needed (or, click edit beside a
specific person’s name).

Assess/inves:/ Open (03/01/2017)

Note: If you use the Editor button, the first person listed in the Case Member
Relationship Summary will be highlighted on the following screen (Manage
Relationships - Editor screen); by selecting edit, beside an individual’s name, that
specific person will be highlighted on the Manage Relationships - Editor screen.

The Manage Relationships — Editor screen appears.

6. Record any unspecified relationships, as needed, by making a selection from the
relevant drop-down menu(s).
7. Click Save.

Manage Relationships - Editor

o: Grayon, Blue /39541962 Assessinvest/ Open (10022017) =a

Member Status:
_ E Al Members and Related Associated Persons ¥

Relationship Editor

Crayon, Red Crayon, B Crayon, Periwinkle Crayon , Purple Highiighter . Green
117260TT 117250770 117256770 117250772 117250768
Mae 04041797 Fama 0 Mais Ags £, DOS020272012 Famaia Age 2. DOBOSOE015 [

aan 5 unspecfed relstanshios 1 unspechied rtonsho 2 unspecfied restonshios 3 unspected ristonshins

to Crayon , Red / 17250771
Male Age 43, DOB C4/04/107

Crayon , Blue is the.
" wite A

ASSOCIATED

te Crayon , Periwinkle / 17256770

v o Maie Age 5. DOB 02022012

o Crayon , Purple / 17250772
Famaia Ape 2, DOB 05082015

"o

o Highlighter , Green / 17250769

ASSOCIATED

The Manage Case Details screen appears with the Relationships tab in view,
displaying the following message: Your data has been saved.

Case / Workload / Case Information

Manage Case Defalls

CASEMAME (ID: Crayon, Blue /39541962 Assass/invest / Open (10/02/2017)

Case Defail  Members Relationships | Associated Persons

— Member Status:
= o sctie embers N - |

Case Member Relationship Summary
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Managing Relationships within an Adoption Case Record

1. Navigate to the adoption Case Overview screen.
2. Click View Member Details.

CASE NAME /ID: Adoption
Crayon, Periwinkle / 39543962 Open (10/02/2017)

The Manage Member Details screen appears.

3. Click the Relationships tab.

Manage Member Details

GASENAME/ID: Grayon, Periwinkle /39543962 Adoption / Open (10/02/2017)

Adoption Members | A/l Members
Adoption Members Details

Active Adoption Members List

g: Changing the Case Reference Persan wil change the Case Nam

and C:
-—“—nmm——

02/022012 Black/Afric: 10/022017

The Manage Relationships screen appears, displaying the Relationships list. The list
set defaults to include only the Active Adoption Members of the case. Other options
include:

Adoption Members and A/l Members

All Adoption Members

Adoption Members and Siblings

Adoption Members and Related Associated Persons

Note: This list page functions similarly to the Relationships List accessed in non-
adoption Case records. In the Adoption Case context, the list set is limited to persons
connected to the Adoption Case. When Adoption Members and Siblings is selected, the
list set will include all active and inactive members of the case as well as all persons
with a relationship value that is defined as a sibling (Biological Brother/Sister, Adoptive
Brother/Sister, Half Brother/Sister, Step Brother/Sister) to any of the members.
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4. Select Adoption Members and Siblings from the Member Status drop-down
Menu.
5. Click Filter.

Manage Relationships

Adoption / Open

Adoption Relationship Information

Expand all

The Adoption Relationship Information section expands, adding the name(s) of any
siblings.

6. Click the Editor icon.

Manage Relationships

Adaption / Open

The Manage Relationships - Editor screen appears.
Adding a Sibling

1. Click Add Sibling to add other siblings who are not members of the Adoption
Case.

Agoption / Open (10/02/2017)

Relationship Editor

Crayon , Periwinkle
1288770

Misie Age 5, DOBIZ02'2012

Add other non-adoptive members as sibl nus:
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The Search For Person screen appears.

2. Enter search criteria.
3. Click Search.

Search For Person
P———————
Person I

~OR~

OR

Last Name: First Name Middle Name: Gender:

~OR~

From Age ToAge

+ AKA/Nicknames

Fewer Results More Results

The Person Search Results section appears.

4. Click select beside the appropriate person’s name.

Resultls) 110 10f 1/ Page 10f 1

Include only active case members
Crayon _ green / 17310801
Related Persons v

Important: If, after searching, you determine the correct person does not already exist
in SACWIS, see Creating a New Person instruction below.

The Manage Relationships - Editor screen appears, displaying the additional person
in the list set.

5. Make a selection from the drop-down menu under the name of the focus person.
For sibling relationships, a checkbox displays, allowing the newly added person
to be included in the Sibling Group for purposes of adoptive placement when this
child also has a legal status of Permanent Custody.

6. Place a checkmark in the checkbox beside Include in Sibling Group.

7. Click Save.
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Member Status.

Add other non-adoptrve members as aibings

Crayen, Rad

W7a0%TTy

Vaw Age 38 DOBIOD 12
turscecter waorwne 1 racecte: o

to Crayon , Red / 17408179

‘-I- .I° ae A5u 9 020021982

At other nan-adoptve members a3 1ings m
—

The Manage Relationships screen appears, displaying the following message: Your
data has been saved.

CASE MAME /1D:  Grayon, Yellow /39673963 Adoption / Open (11/292017)

Agoption Mempers A/l Members Reanonsnips Adoption Detaits Associaled Persons

— Member Status:
=

Adoption Members and Siblings v
ditor  Genogram

Adopticn Relationship Information

Expand al

1 Marker  Orange / 17406782 Female Age 13. DOB 04/0472004
Legal Status : N/A

Relatignships v

edil  Crayon, Yellow | 17406781 Male Age 10, DOB 07/07/2007

Legal Status : Permanent Custody

na
Current Placement : No placement

Relationships v

11 Crayon, Purple | 17406780 Female Age 4, DOB 030372013

Creating New Person

Note: If the sibling you wish to add cannot be found via person search because they do
not have an existing person record:

1. Click Create New Person on the Search for Person screen.

ppppppppp

~OR~

oR

Last Name First Name. Micdle Name
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The Person Information screen appears.

Note: The name previously used to search is automatically added.

2. Fill in additional information, if available.
3. Click Save.

17278770

I R AN R SN T

HazardiAlert Information
Safety Hazard Exists Safety Plan Exists Environmental Hazard Exists. Protective Service Alert

ANOL Pregnant Pregnant/Parenting Minor Pregnant/Parenting Youth in Custody

Persen Information | |

Prefix

First Name: *

[ Cal
= Wicklle Name:
Last Name: * (. Suffix

Gender.

4 Populate AKA Name
( Y@ 55N ® Retain O Add/Edit

Dos: — g © Age: —
Deceased Deceased Date: [_ i Age At Time Of Death:
Driver's License £ — Issue State Y Expiration: @

Estimated DOB DOB Unknown

Deceased Date Unknown

—
I e O e o N N
Add AKA

=

The Person Overview screen appears with the following message: Your data has
been saved.

4. Click Close.

g I @ Your data has been saved
Education Ferson Overview
— Name: Orange Crayon Person ID: 17278772 Gander:
Employment Dog Age:
Military Race: Hispanic/Latino:
Backyround Primary Contact
Delinguency Contact:
SACIIS History Address:
Relstionships

Note: Upon closing, the newly created person will be returned to the Adoption Case
Manage Relationships - Editor page so the relationship can be recorded.

Managing Relationships within the Provider Record

1. Navigate to the Provider Overview page.
2. Click Provider Information.

Botity oz PROVIDER NAME / ID: GATEGORY / STATUS:
f— Home / Glosed

Skills ESREHDnEES PRIMARY CONTACT:

Deszription of Home Provider Actions
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The Manage Provider Details screen appears.

3. Click the Relationships tab.

PROVIDER NAME [ ID- CATEGORY: Non-ODJFS

Basic  Address  Members Gapacity

Provider Name Information

The Provider Member Relationship Summary section appears.

Note: The Member Status list set defaults to Active Members; however, user can
select All Members from the drop-down menu, and then click Filter to change the list
set.

4. Click the Editor icon to record or update relationships as needed.

CATEGORY. Home

The Manage Relationships - Editor screen appears.

5. Select the applicable value from the drop-down menu to record or update a
relationship.
6. Click Save.

(Manage Relationships - Edifor
PROVIDER NAME /D! CATEGORY: Home

Member Status:

1 unspechied relstionshia 1 unspecified relationship
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The Manage Provider Details screen appears, displaying the following message: Your
data has been saved.

1. Click the Genogram icon.

Provider Member Relatianship Summary

The Manage Provider Details screen appears, displaying the Provider Member
Genogram.

The Genogram

The Genogram is a pictorial display of the relationships between the focus person and
related persons or members. The Genogram icon appears near the top of the page
within the Person, Case, and Provider contexts.

Note: You can download the Genogram image by clicking Download as image.

PROVOE AN © -
= 8 e 3
——
[0

Note: The Genogram displays with the focus person highlighted. You can click on any
person listed in the Genogram to change the focus. Information about the person in
focus is displayed in the Person Spotlight grid. When you click an individual’s name in
the Genogram, the information in the Person Spotlight will be specific to the selected
person. The persons displayed in the Genogram are limited to those in the
Relationships list set, depending on the context and filter selected. For example, in the
Case context, with Active Members in the list set, the Genogram will display only the
Active Members.
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Important: Any person within the list set that has an unspecified relationship, or a
relationship that cannot be drawn by the system and therefore cannot be included on
the diagram, will be shown at the bottom of the diagram under “Other Relationship(s).

2. Click Legend.

= E @

I
[TT]
L)
.

The graphic expands to display the Legend. The Legend explains the geometric
symbols used in the Genogram that describe:

e Person & Attributes (e.g., gender, age, date of birth).
e Lines (relationships)
e Characterisitics (medical and mental health issues)

If you need additional assistance, please contact the SACWIS Help Desk.
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