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Overview 
This article explains the process of creating a Protective Service Alert (PSA) in Ohio 
SACWIS. 
 

Completing a PSA 
 
From the Ohio SACWIS Home Page: 
 

1. Click, Administration.  
2. Click, Utilities. 
3. Click, Maintain PSA from the navigation pane. 
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The Protective Service Alert Filter Criteria screen appears. 
4. Click, Add PSA at the bottom of the screen. 
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Note: Once you click Add PSA, the PSA Status bar appears at the bottom of the screen 
with the status listed as Pending. The PSA Status will continue to display as Pending until 
it is changed to Active later in the process. 
 

 
 
The Participants tab page appears.  

Adding Participant(s) 
1. Click, Add Participants. 

 
 
 
 
The Search For Person screen appears. 
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For more information on search functionality, please see the following article: Using        
Search Functionality 
2. Enter relevant search criteria. 
3. Click, Search. 

 
The Person Search Results grid appears. 

4. Place a checkmark in the check box next to the appropriate individual 
5. Click, Select. 

 
Note: If your search returns no results, or incorrect results, you will need to click the 
Create New Person button to add an individual. 

http://jfskb.com/sacwis/attachments/article/789/Using%20Search%20Functionality.pdf
http://jfskb.com/sacwis/attachments/article/789/Using%20Search%20Functionality.pdf
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The Participants tab page appears, displaying the information on the added individual(s) in 
the Participant(s)Information grid. 

6. Select either Caretaker, or Child, from the PSA Role drop-down menu.   
Note: Repeat the Adding Participant(s) process for each individual you need to add 
to the PSA. When all Participants have been added, you can select the Reference 
Name for the PSA using the radio buttons. 
Note: When you select Child from the PSA Role drop-down menu, a Child Status 
drop-down menu will appear. 
 

7. Make a selection from the Child Status drop-down menu when necessary. 
8. Place a checkmark in the appropriate box(es) in the When Located/Outcome grid. 
9. Click the Details tab. 

Note: The system will automatically save data each time the user moves to a    
           new tab. 
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Adding Details 
The Details tab page appears. 
In the PSA Summary Narratives grid: 

1. Complete the narratives for each text box. 
2. Enter the date in the Date whereabouts became unknown field. 
3. Enter information regarding the Suspected destination. 
4. Indicate whether the suspected destination is outside Ohio by selecting Yes or No 

from the Outside of Ohio? drop-down menu. 



Creating a Protective Service Alert 

Page 9 of 17  Last Revised: 06/27/2023 

5. Click the Actions tab. 
 
Note: Mode of Transportation and Usual Source of Income are optional fields. 

 
 
The Actions tab page appears. 
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Adding Actions 
In the Actions Taken by Agency grid: 

1. Click on the check box beside each action that has been taken. 
In the Case Situation grid:  

2. Select all Case Situations that apply. 
 
Complete any other relevant information. 
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Activating the Protective Service Alert  
Once you have finished with the Actions tab page, change the PSA Status to Active in the 
PSA Status drop-down menu. 

1. Click, Save. 

 
The Protective Service Alerts screen appears, displaying an Active status. 
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Processing an Out-of-State-Outgoing PSA 
1. If the PSA is outgoing, on the Details page, select “Outgoing PSA to be sent to other 

state(s)/agencies”. This creates the Outgoing PSA tab. 
2. Click the Outgoing PSA tab. 

 
 

 
The Outgoing PSA screen appears. 

3. Select the appropriate state(s) from the Available States list (this will activate the 
Add button). 

4. Click, Add (this will place your state selections in the States Selected box. 
5. Click, Add Information Sent/Received. 
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The Add Outgoing Out-of-State Information Sent/Received screen appears. 
6. Enter all relevant data. 
7. Click, Save. 

 

 
The Information Sent/Received grid appears, displaying the out-of-state information. 

8.  Click, Save. 
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Processing an Incoming PSA Received from another State 
Note: The ODJFS State PSA Administrator will continue to enter PSAs received by the 
state office from outside jurisdictions. 

On the Details tab page: 
1. Click the radio button labeled: Incoming PSA received from another state. 

This creates the Incoming PSA tab. 
Select the Incoming PSA tab. 
 

 
2. Complete the requested information. 
3. Select, Active, from the PSA Status drop-down menu. 
4. Click, Save. 
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Extending a PSA 
Once a PSA has an Active status, an Extension can be added if necessary.  
From the Protective Service Alerts page:  

1. Select the edit link in the appropriate row.  

 
 
The Participant(s) Information screen appears. 

2. Click and update the Expiration Date to add the extension. 
 

 
3. Click, Save. 
4.  

The Participant(s) Information screen appears, displaying the new PSA Expiration Date. 

 



Creating a Protective Service Alert 

Page 16 of 17  Last Revised: 06/27/2023 

 

Updating a PSA 
When Participants are located, the User needs to go to the Participants(s) Information 
screen and indicate that the individual has been located.  

1. Check the Located box beside the individual who was found. 
2. Click, Add Outcome Comments. 

 

 
 
The Manage Outcome screen appears. 

3. Provide narrative in the Outcome Details field.  
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4. Click, Save. 
 

 
 

 
 

     Note: When all the Participants are located, the PSA status updates to Located. 
 
 
 
 
 
 
If you need additional information or assistance, please contact the OFC Automated 
Systems Help Desk at SACWIS_HELP_DESK@jfs.ohio.gov . 

mailto:SACWIS_HELP_DESK@jfs.ohio.gov

	Overview
	Completing a PSA
	Adding Participant(s)
	Adding Details
	Activating the Protective Service Alert
	Processing an Out-of-State-Outgoing PSA
	Processing an Incoming PSA Received from another State
	Extending a PSA
	Updating a PSA

