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Critical Incident Reports — Filtering Views
Overview

This article describes how to access Critical Incident Reports and Filter the Views within
the Ohio Certification for Agencies and Families (OCAF) system.

Navigating to Critical Incident Reports

1. Once you've gained access to the OCAF system, you will be navigated to the
Home screen.

:aME. Departmentof @ search v & 2?44
L7 Services . -

3 Ohio Certification f... Home v

. epe . . Helpful Links l
Welcome to Ohio Certification for Agencies and © Ohie Lo o A ative ol

Fa m i I ies (OCAF) [ Ohio Revised Code - Chapter 5103: Placement of Children

dministrative Code - 5101:2 Division of Social Services

Manage all of your agency's information and certification in one place

~ E-Manuals
Privacy Policy

By accessing and using this computer system, you are consenting to system ing for network i and security purposes. Any Family, Children, and Adult Services Manual
information entered into this system will be uploaded and stored within the Ohio Certification for Agencies and Families (OCAF) system. All
information will be available to personnel employed by the Ohio Department of Children and Youth (ODCY) for the purposes of certification. Published Documents

Anyone who attempls to gain unauthorized access to or exceed authorized access to this system (including logging in with credentials not assigned

to them) could be subject to criminal and civil penalties and/or administrative action. If you are aware of any such unauthorized activities, it is ser Guide for Initial Certification

your responsibility to notify the system administrator immediately:

2. From the Home screen, locate All New Critical Incident Reports.
3. Click All New Critical Incident Reports.

E Incident Reports
[All New Critical Incident Reports |

5 items = Sorted by Incident NL:Imber « Filtered by All incident reports - Status, Record Type, User ( Q. Search this list.. H? ‘F‘
Agency Name « Updated 17 minutes ago \ I i I
Inci... T Name of Provider Agency ~ | Involve... | Dateoft... ~ | Status ~~ | Created Date v
1 000001 Lighthouse Youth Services, Inc. 1234567 7/22/2024 New 772372024 12:14 PM |z|
2 000002 Lighthouse Youth Services, Inc. 1234567 7/22/2024 New 772372024 12:15 PM |T|
3 000003 Unk's Place 12345567 8/29/2024 New 872972024 3:12 PM |E|
4 000004 Unk's Place 2134566 8/29/2024 New 872972024 3:14 PM |E|
5 000005 Trumbull County Children Services Board Test 9/16/2024 New 9/16/2024 3:21 PM |E|

The New Critical Incident Reports tab displays.
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Filtering List Views

1. Click the List Views Controls gear.
2. Select Clone from the dropdown menu.

¢ Ohio Certification f... Home v C3J All New Critical Incid... ~ X

Incident Reports

All New Critical Incident Reports v |#|
5 items » Sorted by Incident Number « Filtered by All incident reports - Status, Record Type, User Agency

Search this lst.. | E
| Name » Updated 3 minutes ago L Q Search this s ) | *

‘ New ‘ Assign Label ‘ Change Status |

lells]lelr]]
v

[_] Incident... T+ Name of Provider Agency v | Involved Chil... »+ | Date of the in...| LIST VIEW CONTROLS ted Date
1 [] 000001 Lighthouse Youth Services, Inc. 1234567 7/22/2024 New 2024 12:14 PM (+)
2 ) oo0002 Lighthouse Youth Services, Inc. 1234567 7/22/2024 p— 2024 12:15 PM (+)
3 [J 000003 Unk's Place 12345567 8/29/2024 fename 2024 3:12 PM (]
4 [ 000004 Unk's Place 2134566 8/29/2024 ) ) 2024 3:14 PM 3
Sharing Settings :
5 D 000005 Trumbull County Children Services Board Test 9/16/2024 2024 3:21 PM | v |
Select Fields to Display —
Delete
3. Rename the List Name.
4. Rename the List APl Name if applicable.
5. Select Only | can see this List View.
6. Click the Save button.
| Clone List View
* List Name

| Testing Copy of List Views ‘

*List APl Name @

‘ Testing_Copy_of List_Views ‘

Who sees this list view?

| (@ Only | can see this list view

() All users can see this list view @

() Share list view with groups of users @

‘ Cancel ‘ Save

The Cloned list displays with the Filter options open.

Note: If the Filter options are not open, click the Filter button. Shown in green below.
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7. Click the Filter by Owner option.
8. Select My Incident Reports.
9. Click the Done button.

232 Ohio Certification f... Home v | BJ Testing Copy of List ... v X

Incident Reports

. . . — | New ‘ Assign Label ‘ Change Status ‘
Testing Copy of List Views v |#] ~ J

BEn -
Fj\ter by Owner

Il incident reports Filters X

5 items + Sorted by Incident Number « Filtered by All incident reports - Status, Record Type, User Agency | Q. Search this list H?

Name * Updated a few seconds ago

-

[] Inc... T~ | Name of Provider ... ~ | Involve

1 [ ] oo000... Lighthouse Youth S... 123456 My ent reports .
2 \_| 0000... Lighthouse Youth S... 123456 — . Filter by Owner
(_) Filter by scope L
[ 0000 Unk's Pl 123455 Allinddent reports

§ s Hace Queue owned incident reports @

4 ] oo00.. Unk's Place 213456 Matching all of these filters

5 [ | oo000... Trumbull County C... Test Done

L Record Type X

equals Critical Incident Report
Status X
equals New
User Agency Name x
equals True -

10.Click the Save button.

Note: This will show all the Critical Incident Reports for your agency. You can then add
additional filters.

Incident Reports

N . . p— | New ‘ Assign Label ‘ Change Status |
Testing Copy of List Views v |#] . )

5 items = Sorted by Incident Number « Filtered by All incident reports - Status, Record Type, User Agency

Name » Updated 7 minutes ago L Q Search this lst.. H i )L || ¢ ‘ L i En
\:\ Inc... T+ | Name of Provider ... »+ | Involve... » | Dateof ... »/ | St... » | Created Date v | - | ‘
ancel
1 [ ooo0.. Lighthouse Youth S... 1234567 7/22/20... New 7/23/202412:14 P... ) )
2 ] 0000... Lighthouse Youth S... 1234567 7/22/20... New 7/23/202412:15 P... -
- Filter by Owner
3 [ ] 0o000... Unk's Place 123455... 8/29/20... New 8/29/2024 3:12 PM My incident reports
4 ] oo0o0... Unk's Place 2134566 8/29/20... New 8/29/2024 3:14 PM
— Matching all of these filters
5 ‘_‘ 0000... Trumbull County C... Test 9/16/20... New 9/16/2024 3:21 PM
Record Type X

equals Critical Incident Report

A Notification displays that your List View has been updated.

o List view updated.
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Your updated List View tab displays.

=y

-1 Department of ( Y . .

ﬁu’)’ Job & Family Search... - _ﬁ n A Y
?2\/ Services | Q ) ‘il:‘ ! $ -\
3t Ohio Certification f... Home v CTesting Copyof List.. ~ x

Incident Reports

) . . p— | New ‘ Assign Label | Change Status ‘
Testing Copy of List Views v |#] ~ J

. Search this lst.. [e-|z-|[c|]e
Name + Updated a minute ago . Q Search this lis ¢_ = i L hd

0 items = Sorted by Incident Number « Filtered by My incident reports - Status, Record Type, User Agency

Inciden... T+ Nameof... v  Involved.. » Dateoft.. v | Status ~v | Created D... v Filters %

Filter by Owner
My incident reports

Filter By Date

From the Filter menu, click the Add Filter button.

Select Date of the Incident from the Field dropdown menu.
Select Greater or Equal from the Operator dropdown menu.
Provide a Date for the Value.

Click the Done button.

ahwpnE

Incident Report:‘: . . —_ ‘ New ‘ Assign Label ‘ Change Status ‘
All New Critical Incident Reports 2 v |+ . d
5 items « Sorted by Incident Number « Filtered by All incident reports - Status, Record Type, User Agency [ . ‘ M ) 1.
| Name » Updated 2 minutes ago L Q Search this st ‘ & - = ‘ ¢ H s ‘ o
[] Inc.. T~ | Name of Provider ... ~ | Involve... ~/ | Date of ... v | St... v Created Date v r ) =
] - ‘ Cancel | v |
1 [ ] o0000.. Lighthouse Youth S... 1234567 7/22/20... New 7/23/2024 12:14 P... [v] ) ) )
5 ] 0000.. Lighthouse Youth ... 1234567 792090 New 742372024 1215 P [« Status x =
— equals New
3 [] o000 Unk's Place 123455 | Field
4 ] oo0o.. Unk's Place 213456 ‘ Date of the incident v |
— - g User Agency Name X
5 [} oo000.. Trumbull County C... Test equals True
Operator
‘ greater or equal v | New Filter® X
Value Add Filter Remove All
[ 11/01/2024) ]
Add Filter Logic
vw

QO Omni-Channel (Offline)

Done |

The New Filter is displayed within the Filter options. Shown in green below:
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et Repom: . . . ‘ New ‘ Assign Label ‘ Change Status ‘
All New Critical Incident Reports 2 v |#| : ’

5 items « Sorted by Incident Number - Filtered by All incident reports - Status, Record Type, User Agency
Name » Updated 7 minutes ago

: Q, Search this list... H;

-

[zl <R3
[Loment ] <

[] Inc... T~ | Name of Provider ... | Involve... v+ | Dateof ... v | St... » Created Date v

1 ] oo00... Lighthouse Youth S.. 1234567 7/22/20... New 7/23/2024 1214 P...
2 (7] ooo0.. Lighthouse Youth S.. 1234567 7/22/20... New 7/23/2024 12:15 P... Status x | *
— — equals New
3 [ ] o000.. Unk’s Place 123455... 8/29/20... New 8/29/2024 3:12 PM
4 |:| 0000... Unk's Place 2134566 8/29/20... New 8/29/2024 3:14 PM
i User Agency Name X
5 [] o0000.. Trumbull County C... Test 9/16/20... New 9/16/2024 3:21 PM equals True
Date of the incident™ x
greater or equal 11/01/2024
Remove All
Add Filter Logic
Note: If the user needs to add another Filter, click the Add Filter button and follow the
steps above.
6. When completed adding Filters, click the Save button.
et Reportzi . . a— ‘ New ‘ Assign Label ‘ Change Status |
All New Critical Incident Reports 2 v || \ )
5 items « Sorted by Incident Number « Filtered by All incident reports - Status, Record Type, User Agency ( L 1f i i 1]
| Name = Updated 7 minutes ago L Q Search this st H & - ‘ H ¢ | s ) d
[] Inc... T~ | Name of Provider ... ~ | Involve... »+ | Dateof ... | St... | Created Date v [ 1 1
- ‘ Cancel ‘ v ‘
1 (] 0000... Lighthouse Youth S.. 1234567 7/22/20... New 7/23/2024 12:14 P... (v] - i
2 \:\ 0000... Lighthouse Youth S.. 1234567 7/22/20... New 7/23/2024 1215 P... Ad Status X -
— — equals New
3 [ ] o000.. Unk's Place 123455... 8/29/20... New 8/29/2024 3:12 PM
4 \:\ 0000... Unk's Place 2134566 8/29/20... New 8/29/2024 3:14 PM
- User Agency Name x
5 [ ] o000.. Trumbull County C... Test 9/16/20... New 9/16/2024 3:21 PM equals True
Date of the incident* X
greater or equal 11/01/2024
WI Department of
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Filtering By Agency

1. Click the Add Filter button.

Select Name of Provider Agency from the dropdown menu.

Select Starts With from the Operator dropdown menu.

Provide the Value. Type the start of one of your agency names.

Click the Done button.

Click the Save button to display the Provider Agency within the Time Frame
filtered.

2l

E Incident Reports ‘ New | Assign Label Change Status |

All New Critical Incident Reports 2 v \Z\
: Q Search this list... H; —7' ?‘ ‘THEn

5 items » Sorted by Incident Number « Filtered by All incident reports - Status, Record Type, User Agency
Name - Updated 13 minutes ago

[] Inc... T~ | Name of Provider ... - | Involve... v | Dateof ... v | St... ~ | Created Date v ~
— User Agency Name X
1 (] ooo00.. Lighthouse Youth S... 123456 equals True
- Field
2 (] oooo0... Lighthouse Youth S.. 123456 |(
— ‘ Name of Provider Agency v ‘
3 [] oo00.. Unk's Place 123455 |- g Date of the incident* X
- greater or equal 11/01/2024
4 [J ooo00... Unk's Place 213456
— Operator
5 [] ooo00... Trumbull County C... Test ( B ]
— ‘ starts with v ‘ New Filter* X
‘}/a\ue ‘ Add Filter Remove All
- - Add Filter Logic
— -
‘ Done ‘
v

Note: If the user does not want the timeframe and only needs the Provider Agency
Filter, the user can click the “X” in the corner of the Filters for the Timeframe Filters and
only leave the filter for the “Name of Provider Agency.”

Important: There are many other Filter options available. To Add any additional Filter,
use the steps outlined above.
Editing the Fields Displayed

1. Click the List View Controls gear button.
2. Select, Select Fields to Display from the dropdown menu.

. . p— Change Status ‘
All New Critical Incident Reports 2 v |4 J

5 items + Sorted by Incident Number = Filtered by All incident reports - Status, Record Type, User Agency ( Q_ Search this list. ‘ ( Nall 2 1
earch this list.. = 4
e T e A Le-ll=-|ells[e]v]
v

E Incident Reports ‘ New ‘ Assign Label
1

[] Incident... T~ | Name of Provider Agency + | Involved Chil... v | Date of the in...| LIST VIEW CONTROLS ed Date
1 [J 000001 Lighthouse Youth Services, Inc. 1234567 7/22/2024 New 2024 12:14 PM (+]
2 ] oo0002 Lighthouse Youth Services, Inc. 1234567 7/22/2024 Clone 2024 12:15 PM (+)
3 [J 000003 Unk's Place 12345567 8/29/2024 2 2024 3:12 PM +)
ename Ad
4 ) ooooo4 Unk's Place 2134566 8/29/2024 ) ) 2024314 PM (v)
_— Sharing Settings —
5 ] ooooos Trumbull County Children Services Board Test 9/16/2024 2024 3:21 PM [v]

Select Fields to Display

Delete

m Department of
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3. To Add a new Field to your Visible Fields, make a selection from the Available

Fields box.

4. Click the Arrow pointing to the Visible Fields box.

| Select Fields to Display|

Available Fields

Visible Fields

Child maltreatment referral t...
Created By

Created By Alias

Describe the incident that oc...

Email address(es) for custodi...

-lzl'

Incident Number

Name of Provider Agency
Involved Child’s Ohio SACWIS ID?
Date of the incident

Status

Created Date

Last Activity Date

The Field will now display in the Visible Fields.

| Select Fields to Display |

Available Fields Visible Fields
hild mal ferralt.. | " “ -
Child maltreatment referral t... Name of Provider Agency
Created By « | Involved Child's Ohio SACWI... .

Created By Alias Date of the incident

Describe the incident that oc...
Status

Email address(es) for custodi... Created Date

Last Activity Date

Last Modified By

4

5. To change the ordering of the Visible Fields, select the Field you want to move.
6. Click the Up and/or Down Arrows to move the Field to the desired order.

=1
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|Se|ect Fields to Display |

Available Fields Visible Fields

) -~ -~
Child maltreatment referral t... Name of Provider Agency
Created By Involved Child’s Ohio SACWIL...
Created By Alias Date of the incident
Describe the incident that oc... St

atus
Email address(es) for custodi... Created Date
Last Modified By Last Activity Date
v v

The Field has been moved.

Select Fields to Display

Available Fields

Visible Fields

Child maltreatment referral t...
Created By

Created By Alias

Describe the incident that oc...

Email address(es) for custodi...

Last Modified By

Fs

Name of Provider Agency

Date of the incident
Status
Last Activity Date

Created Date

Involved Child's Ohio SACWI...

7. To remove a Visible Field, select the appropriate Field from the box.

8. Click the Arrow pointing toward the Available Fields box.
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Select Fields to Display

Awvailable Fields Visible Fields

F's Fs A
Child maltreatment referral t... Incident Number
Created By | El Name of Provider Agency

\ 4

Created By Alias Involved Child’s Ohio SACWI...
Describe the incident that oc... Date of the incident
Email address(es) for custodi... Status
Last Modified By Last Activity Date

w w

Cancel Save

The Field will no longer be in the Visible Fields and has been moved to the Available
Fields box.

9. When completed, click the Save button.

Select Fields to Display

Available Fields Visible Fields

Created By Al )
Name of Provider Agency

Created By Alias
Involved Child’s Ohio SACWIS |D?

Describe the incident that oc...
Date of the incident

Email address(es) for custodi...
Status

| Incident Number |
Last Activity Date

Last Modified By c 4D
reated Date

Last Mndified By Alia

Cancel Save

The Incident Reports screen displays.
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Pin List View

1. To Pin a different list view, click the List View dropdown menu.
2. Select the List View you want to pin.
3. Click the Pin button.

EES Ohio Certification f... Home v C3J All New Critical Incid... ~ X

. . - ‘ New | Assign Label ‘ Change Status |
All New Critical Incident Reports 2 | | : g
5 items - | arch this list | = o N .
e UST VIEWS e [ERER I PR
All .
ate of the in... v | Status v | Created Date v
1 All Critical Incident Reports 22/2024 New 7/23/2024 12:14 PM
2 All New Critical Incident Reports 2272024 New 7/23/2024 12:15 PM
3 + All New Critical Incident Reports 2 29/2024 New 8/29/2024 3:12 PM
4 . - . 29/2024 New 8/29/2024 3:14 PM
All Reviewed Critical Incident Reports
5 16/2024 New 9/16/2024 3:21 PM

Recently Viewed (Pinned list)

Testing Copy of List Views

The List View is now listed as Pinned List.

1 Department of ( v . . -

ﬁﬂ)’ Job & Family Search... - Q p ] A )

(?2\;’ Services ‘ e J ‘I‘ 2?7244 N
EEE Ohio Certification f... Home v CJAll New Critical Incid... ~ X

Incident Reports -
All New Critical Incident Reports 2 v | ¥|

5 items - T N ——— o _‘ .
Noma.| LIST VIEWS sarch this list... || B || = H ¢ H & H [L 2 ¢ ‘
v

| New | Assign Label ‘ Change Status ‘

All
ate of the in... \ | Status v | Created Date

1 All Critical Incident Reports 22/2024 New 7/23/202412:14 PM =)
2 All New Critical Incident Reports 2272024 New 772372024 12:15 PM \7\
3 v All New Critical Incident Reports 2 (Pinned list) 29/2024 New 8/29/2024 3:12PM ‘L‘
4 2972024 N 8/29/2024 3:14 PM (v]

All Reviewed Critical Incident Reports / e 725/ ‘:‘
5 16/2024 New 9/16/2024 3:21 PM ‘v‘

Recently Viewed —

Testing Copy of List Views

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

