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Recording Reporter, Multiple Intake Reporters and
Call Records

Overview

Ohio SACWIS screeners and/or workers can record one or more reporters for an
intake, as well as more than one call record for a reporter.

This additional information can only be added prior to a screening decision (the intake
must be in Pending status) OR after an intake has been screened-in and linked to a
case.

This article shows how to add a reporter, multiple reporters, and additional call
records.

Adding an Intake

1. From the Home screen, click the Intake tab. The Intake Workload screen
appears.

2. Click the Add Intake button at the bottom of the screen which opens the Reporter
Screen.

I T T I RN

Intake Workload

Add Intake

View by: Default v

Adding a Reporter

1. Click the Reporter tab.
2. Click the Add Reporter button.

INTAKE ID: NTAKE STATUS: DATEITIME CREATED: INTAKE CATEGORY: NTAKE TYPES:
Pending 10/14/2022 04:00 PM
Received: * Method: * Sereener: { Claimed:
101112022 0400 | PM Phone y

«ABC  Scripts & Templates @ Basic Participants ACVIAP Detail Allegations

Intake Narrative: * (Expand view)

Reporters
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The Reporter Information screen appears (shown below). In the Reporter
Information section, the radio button (circled in green) defaults to Non-Mandated
Reporter. The Contact Method and Date Reporter Contacted Agency fields auto-
populate with information from the Basic tab.

Add Reporter

Current Marrative

Current Marrative |sawved |

Reporter Information

ot the fype of Reporef
® Mon-Mandated Reparter

Mandated Repaortar

Reporter Details

Parson D

Gander B

Caontact Ext

Other Contact:

Addraza;

Reporter Typa:

Relationship to Allsged
Chiid Victim{zj/ Child
Subjectis) of Report

ituation Knowledge

ontact Method: =

Date reporter contacted
agency:

about the altuation

Ara thers others with
knowiedge of the
eltuation?
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3. For a new intake, click the appropriate reporter type in the Reporter
Information section.

¢ If Non-Mandated Reporter is selected, refer to the fields shown on the
previous page. (As was stated, the system defaults to the Non-Mandated
Reporter selection.)

¢ If Anonymous Reporter is selected, the following fields display (this is a
partial screen shot).

Reporter Information

Select the type of Reporfer

Ngg gd Feporter

- Mandated Reporter

® Anonymous

Ancnymous Reporter Information

Gender

Contact:

Other Contact:

Address:

Relationship to Alleged Child
Victim(s) / Child Subject{s) of
Report:
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* If Mandated Reporter is selected, the following fields display (this is a
partial screen shot):

Reporter Information

Selest the type of Reporier:

¥ Mendeted Repartar

Reporter Datails

The mandated reporter was Informed of the Informetion they are entitied to receive
Tha mandated rapartar requestsd tha intarmatian

Tha mandated repartar Ie 3 solo practifionsr

Parson ID:
GEndsr:
Contact

Addraza:

i e

Organization Hame:
Organization Address:

Organization Contack:

Reporter Typa:

Relationzhip to Allsgsa chiid
vichim(e) / Child Sunjact(s) of
Report

Contact & Situation Knowledge

Contact Mathod: *

Date reporter contacted agency: =

101212022 |§J 055 EM w

How did the reporier lsarn about the
altuation?

Are thers others with ﬁ:l‘lUWl&nEB af
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4. Depending on the reporter selection, complete the fields as needed.

5. When complete, click the Apply and/or Save button at the bottom of the screen.
Apply will save the data and allow you to keep editing on the page.

Save will save and close the page and return the user to the Reporters Tab on
the Intake Workspace page.

Contact & Situation Knowledge

contact Method: =

..... ~
Dats reporter contacted agency: 2t

@ @l = v
How did the reparter learn about the situation?
Are there thers wiEh knowlsage of ine sffuation? =

Has tha reporter addresssd Ma concern with tha Parent/Carstaker?

Laet date and time raporter had contact with the ACV{e) 1 CER{s):

The Reporters screen will now display the newly entered reporter information. The
reporter’'s name displays in the Reporter field at the bottom of the screen.

INTAKE 10: NTAKE STATLS: INFAKE CATECORY INTAKE TYPES
Complete CAMN Report Physical Abuss
Received: * Method: * Scresner : ! Claimed:
A e 5 County Children Senvices Eoard
08/15/2022 08:38 AN e Phone v

' ABC  Scripts & Templates Reporter

m
1l
o
I
i
T
I
o
J
5
t
v
i
i
o
o
C
I

a5t 52 g 15, 2022 01324 AM
Intake Marrative: * (Expand wisw) Henottaes

Rapaortsr 1: Mandated, Secial Worker (HozpitalMedical))
1 contact:
Phone - 08/15/2023 03:38 AM
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Continue filling out the Intake details.

Reporter Bazic Parficipants ACVIAP Detail Allegations

Reporters

Add Reporier

dit Reporter 1:  Med Flanders (Mon-Mandated, Friend/Meighbor)

1 contact:

Fhone - 10/20/2022 09:15 AM

Add Contact

When adding new allegations on the Allegations Tab (see next page), the Allegation
Reporter Details screen appears. Some fields will auto-populate with data that you
previously entered.

1. Choose the appropriate reporter name / call record in the Reported By field, if
more than one reporter is available.

Note: The reporter you choose here will also appear on the Allegation Details
screen.

2. Complete the other fields on the screen, as needed.

3. Add the Available subjects to the report.

4. Click the Save button at the bottom of the screen which will return you to the
Intake Workspace screen displaying the new record and showing that your data
has been saved.
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Add Allegation(s)

Allegation Reporter Details

FpOrtRd By Med Flanders (244£43828) - 1

W20V2022 DB:34 AM W >

Current Marrative {saved 1002072022 09:30 am)_ v

Alegation Details

Incldant Date: * 10/18/2022

O Da

Avallabie Allsged Child Victime!
Child Subjects of Report :

Zakacted Allaged Child Victima/

aQ Adn A

Simpson, Lisa

Child ubjacts of Report ©
( F B movd A

Avaliaie Alleged Perpetratoral
Aduit Subjects of Report :

salected Allsged Perpetratora!

=3

Simpst

ﬁl Aduit Subjects of Report :
( F Ramowo fdi
\_l impson, Homer I

Avaliable Allsgation Types:

[+

Physical Abuse
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Intake Workspace

IMTAKE 12

INTAKE STATLIE:

OATE REATEL:
T020/2022 0834 AM

NTAKE CAT: INTAKE TYPES;

Sl ecuioe |

Pending CAMN Report Meglest, Physical Abuse
Received: * Method: * Zcresner I Claimed:
o = Cihio Ghild Welfzre Agency
10/2002022 Phone ~
Repertsr Basic ACWAP Deta Allegations Substance Use
20, 2022 L4853 Al
Allegation Details
Add Allegation | e | &

edi Heglect ACVICSR Simpson, Bart

10/1902022

Page | 10 of 22

o

Fhysical Abuse
10182022

i
=

Heglect
10i1042022

Allegation Setting

setting Typa:

Address:

Ohio

Department of
Job and Family Services

APIASR Simpson, Homer

Reported By: Ned Flanders (24443838) - 10/20/202

ACVICSR Simpson, Bart

AP/ASR Simpson, Homer

Reported By: Ned Flanders (24443838) - 10/20/202

ACVICSR Simpson, Li
AFPIASR Simpson. Homer

Repaorted By: MNed Flanders (24443838) - 10/20/202Z2 08:3

Qwin Home 3, 4

Saarch for Address |

Lsw Enforsement Jurisdizhon is dependent on sefeched address
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Recording Multiple Intake Reporters (Adding a New Reporter)

Important: As was previously stated, only workers with assignment to the case (or the
worker's supervisor) can add additional information to a screened-in and linked intake.

Scenario 1: An intake has been reported, recorded, and marked as “complete.” The
Screening Decision Maker screened-in the intake and it's now linked to a case.

The assigned case worker initiates an investigation (or assessment) via an
unannounced home visit and discovers that another child, who is not the Alleged Child
Victim (ACV), is living in the home and needs to be added to this intake as an Other
Involved Child (OIC).

The case worker also discovers that the father, who is living in the home, is the
biological father of the ACV. The father needs to be added to this intake as both a
parent and an Alleged Perpetrator (AP).

In this scenario, the case worker must be added to the intake as a reporter, as well as
record this newly discovered information about the family in Ohio SACWIS.

To Add a New Reporter to an Existing Intake

1. Navigate to the child’s case in Ohio SACWIS.

2. On the Case Overview screen, click the Intake List link in the Navigation
menu on the left.

I N I O R

Workload Court Calendar Placement Requests

<>

b Case Overview
CASE NAME / ID: Ongoing
Open (04/29/2022)

Activity | og

ADDRESS: CONTACT:

Substance Abuse Screening @

Forms/Motices AGENCY:

E Al aibivay St County Children Services Board

PRIMARY WORKER: SUPERVISOR(S):

Actuaris| Bisk Assign Worker
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Recording Reporter, Multiple Intake Reporters and
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The Current Case Episode Intake List screen appears with historical information
displaying below it.

1. In the Intake ID column, click the appropriate Intake ID link where the reporter
needs to be added.

I N R I N

‘Workload Court Calendar Placement Requests

<>

Case Overview

Ackvity Log CASE NAME / ID: Ongoing
Open (04/25/2022)

Affomey Communication

J Intake List
U Current Case Episode Intake List

Substance Abuse Seresning

FormsiMotices

Category/Pathway Switch

Safety Plan
Actusrisl Biex Azzecement 1234567 ¥ecreened 04282022 CAMReport  Sexual Abuse 04128/2022 ounty  unlink
Eamily Assessment reporis n 09:12 AM 10:43 AM Children

Services Board

Cngoing Case Ail

Specizlized A/] Tool

Law Enforeament Record Dizposition(s) | Change Disposifion(s)

dustification/Waiver = Historical Case Episode(s) Intake List

Case Services

Legal Actions
Intake Decision A Category # Type Initiation Case Investigation/ Agency Name &
v v v
Leoal Custody/Statue D Date - DatelTime | Disposition | Assessment
Living Arrangement Time Disposition | Completion
Initisl Removal i

Placement Requast

Placement/ICCA

Residential Treatment

Information

The Basic Information screen (Basic tab) appears.

2. Click the Reporter tab (to add the case worker as a reporter mentioned in the
scenario above).

3. Click the Add Reporter button.
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Recording Reporter, Multiple Intake Reporters and
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Example of what the screen looks like showing only the initial reporter.

Received: * Method: * Screener: { Claimed:

1011212022 |%| 03:28 PM v Phone ¥ County Children Services Board
+ABC  Scipts & Templates Reporter Basic  Participants ACVIAP Detail  Allegations
a5t saved Ot 12, 2022 4:16:51 PM Reporter
Intake Narrative: * {Expand view) 19096 e

Test

edit Reporter 1:  (Anonymous, Anonymous)
1 contact:

Phone - 10/12/2022 03:29 PM

| Add Contact ‘

4. In the Reporter Information section on next page, click the appropriate radio
button. To complete the scenario above, choose Mandated Reporter for the
case worker.

5. In the Reporter Type field drop-down list, choose the appropriate type (PCSA
Employee for the scenario), as shown in the screen shot below.

Important: If the Mandated Reporter radio button is selected, along with PCSA
Employee in the Reporter Type field, the system automatically displays the Person
ID information for the logged-in case worker. However, this information can be changed.
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Reporter Information

Select the type of Reporter:

Reporter Details

- The mandated reporter was informed of the information they are entitled to receive
] The mandated reporter requested the information

1 The mandated reporter is a solo practitioner

.
b Search Person

Person [D:
Gender:
Attormney -
Contact: Childrens Residential Center Staff
Clergy
Clinic or Hospital Physician
Address: Coraner
County Humane Society Agent
Court Personnel
2 Day Care Center Employee
Broudentk); Day Care Provider
Developmental Disabiliies Personnel
Family Foster Caregiver
rganization Name: Law Enforcement
Mental Health Professional
Murse
Drrganization Address: Other

Other Medical Personnel

Organization Contact: 3 3 2
= Other Social Service Personnel

PCSA Employee
Pre/Nursery School Employes

Reporter Tvpe PCSA Employee

Relationship to Alleged
Child Victimi(s) / Child
Subject]{s} of Report:

6. If a name is not already auto-populated in the Reporter Name field, click the
Search Person button to locate the reporter’'s name. (In the scenario, it would
be the case worker’'s name.)

7. Complete the remaining fields on the screen, as needed.

8. If needed, edit the Contact Method field.

9. If needed, edit the Date Reporter Contacted Agency field.
10.When complete, click the OK button at the bottom of the screen.
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Recording Reporter, Multiple Intake Reporters and
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Current Narrative

Current Marrative (saved 10/112/2022 0416 pm) v

Reporter Information

Select the type of Reporter:
O Non-Mandated Reporter
@ prandated Reporter

! Anonymous

Reporter Details

~! The mandated reporter was informed of the information they are entitled to receive
| The mandated reporter requested the information

[l The mandated reporter is a solo practitioner

-x
"ame.
Person ID:
Gender:

Search For Person

Person I
~OR~
rson 1D or SSN are entered, alf ofher search
OR
ast Name: First Name: Middle Name
Caseworker Bob
hoe
~OR~
Reference, TCN, and Address Criteria
Name Match Precision Sort by

Retums resuitz matching enfered names including AKA names/nicknames

+AKAINicknames

Fewer Results

ez e

itore Results

Department of

Ohio
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Recording Reporter, Multiple Intake Reporters and
Call Records

Important: Any information added to an intake after the screening decision has been
made is delineated by the green caret [*] symbol.

11.Repeat the steps above to add additional intake reporters.

Adding Additional Information to an Existing Screened-In Intake

See KBA Adding Information to Existing Intake

Recording Multiple Intake Call Records for a Reporter (Adding a Call
Record for a Reporter)

Information can be added to an intake only if it is in Pending status or after an intake
has been screened-in and linked to a case. Also, only workers with assignment to the
case (or the worker's supervisor) can add additional information to a screened-in and
linked intake.

Scenario 2: The original reporter calls back on day two (before the Safety Assessment
is approved) and provides additional information about a past concern regarding
possible neglect of the ACV by Father Simpson. This allegation can be added to the
existing intake or recorded as a new intake (following agency procedures and applicable
OAC rules).

To record an additional call record for a reporter, complete the following steps:

Note: If you need to see screen shots, view the steps earlier in this Knowledge Base
Article.

1. Navigate to the child’s case in Ohio SACWIS.

2. On the Case Overview screen, click the Intake List link in the menu on the
left.

3. In the Intake ID column, click the appropriate Intake ID link. The Basic
Information tab appears.

4. Click the Reporter tab. The Reporters screen appears.
5. Click the Add Contact button.
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Recording Reporter, Multiple Intake Reporters and
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o Participants ACWIAR Detai Allegations Specialized Substance Use Decision

Reparters

Add Reporter

= Reporter 1: Robert Reporter (Mon-Mandated, Friend/Meighbor)

1 contact:

edit Repaorter 2:  [*] Med Flanders (Mon-Mandated, Friend/Meightor)

1 contact:

B2 122 10:47 AM

The Situation Knowledge Source screen appears.
6. Enter the contact method with how the reporter contacted the agency.

7. Enter the date when the reporter contacted the agency.
8. Enter the other referral source information into the fields, as needed.
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Add Contact far Reparter 2

Current Narrative

Current Marrative (saved 100132022 10:586 am]}_

Contact & Situation Knowledge

contact Mathod: * Phon

Date reporter contacted agency: *

How did the reporter leam stout
the situation?

Tald by analher parly

A&rs there others with knowledgs of
the altuation?

Han the reportar addresssd the
concem with the ParentiCaratakar?

Last date and time reporter had o ABC
contact with the ACV|s) / CSR{a):

9. Click the OK button at the bottom of the screen.
The Reporters screen appears.

Using information from Scenario 2, the Reporters screen now shows Reporter 1 with
one call record and Reporter 2 with two call records as shown below.

Repormer Basic Participants ACVIAP Detai Allegations Specialized Substance Use Decision
Reporters
Add Reporter
Ve Repaorter 1: Robert Reporter {Mon-Mandated, Friend/Meighbor)
1 contact:

Phone - 1001372022 03-26 AM

Add Contact

Reporter 2. [*] Ned Flanders (Mon-Mandated, Friend/Meighbor)
2 confacts:
Phone - 1011312022 10:47 AM

10

FPhone - 12022 11:00a0 T
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Recording Reporter, Multiple Intake Reporters and
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10.Click the Participants tab. The Participants screen appears.

11.To record the addition of the appropriate role, add the available roles into the
selected row.

12.Click the OK button.
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The Allegation Details screen now displays the multiple reporter and multiple call
records.

Reporer Basic Participants ACWIAP Detai Specialized Substance Use Decizion

Allegation Details
Add Allegation | 5| = |
Neglect ACWIC5R Simpson, Bart
e
Dizf2n22 APIASE Sizeoc
< Reported By: Robert Reporter (24475110) - 10012/2022 08:25 AM ,
edit [*1 ACWIC5R Simpson, Bart

i'-‘hysicalﬁhuse sy
1011362022 C-ﬁﬂ—
Reported By: Med Flandesrs (244761113 - 10/13:2022 10:47 AM ::

Meglect ACWIC5R Simpson, Lisa

o202z =
Reported By: Robert Reporter (244761100 - 10011372022 08:26 AM ’
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13.Navigate to the Basic Information screen (Basic tab)
14.Record information in the Post-Decision Narrative (Amendment) section.

15.Click the Save button at bottom of screen.

+ABC  Scipts & Templates epornd ‘articipants ACVIAP Detail Allegations Specialized Substance Use Decision

Intake Marrative: * [Expand wview) Intzke Type

There is abuse and neglect. The father is always drinking and cursing ntake Workload Hams
at the children.
ntake Catagory: CAMN Report v
Intaka Typas: Solactsd Types:
Q Add A Eemava All @

|Baby Doe/Disabled nt Neglect

|Emational Maltreatment Physical Abuse

Other Intake Designations

Daoes this report allege human trafficking of a chikd or children?

(i ]

/\ Doss this rapaort sllsge a chisd fatality or naar Tataity?

Post Decision Narrative Amendments:
10/13/2022 10:56 AM - CaseWOrker- The father is physically Does thiz repart require a Specialized Asseasmentinvestigation? FEL
sbusing the son e res i

Type Details Here
Does this report require Third Party involvement due to a potentlal confilct of Mo v
nterest?

(]

If you need additional information or assistance, please contact the OFC Automated
Systems Help Desk at SACWIS HELP_ DESK@)jfs.ohio.gov .
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