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Overview 
This Knowledge Base Article will review how to record a BCII Check and FBI Checks for 
Providers within the Ohio SACWIS system.  
 
 

Navigating to an Activity Log 
 
Complete the following steps to record BCII Checks and FBI Checks for Providers. 
 

1. From the Ohio SACWIS Home screen, click the Provider tab. 

2. Click the Workload tab.  

3. Under your name link, click the appropriate provider’s Select link. 
 

 
 
 
The Provider Overview screen appears. 
 

4. Click the Activity Log link in the Navigation menu. 
 

 
 
The Activity Log Filter Criteria screen appears. 
 

5. Click the Add Activity Log button. 
 
Important: You must create a Provider Activity Log for each member of the provider 
household where a BCII or FBI check is required. 
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The Activity Log Details screen appears. 
 

Completing the Activity Log Details Screen 
 

1. In the Contact Type section, select General in the Available Contact Types 
field. 

2. Click the Add button. The value moves to the Selected Contact Types field. 

3. In the Category field, select Foster Home Applicant, Adoptive Home 
Applicant, or Kinship Care Applicant. (Required) 

4. In the Sub-Category field, select either BCII Check or FBI Check. (Required)  
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5. Click the Associate Members link. 
 
The Associate Members screen appears. 
 

 
 

6. Click the checkbox for the appropriate provider household member(s) for whom 
you are documenting the BCII Check or FBI Check. 

 
Important: You must create a separate BCII Check and/or FBI Check Activity Log for 
each household member as required by OAC rules. 
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7. Click the OK button. 
 
The Activity Log Details screen appears displaying the selected person(s) in the 
Activity Association section as shown in green below. 

8. Complete the Narrative field. (Required) 
 
 

 

9. Click the Save button. 
The new record appears in the Activity Log grid along with a message that your data 
has been saved. 
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Marking the Activity Log as Completed 
 
Once the BCII Check and/or FBI Check information is received, enter the following 
information to mark the Activity Log as Completed: 
 

1. Navigate to the Activity Log Filter Criteria screen using the steps previously 
discussed. 

2. In the Activity Log grid, click the Edit link in the appropriate row. 
 

 
 
The Activity Log Details screen appears. 
 

3. In the Narrative field, record the following:  

• All information from the completed BCII or FBI check as required in FACSIS 
Event 820. 

• Date that the card was mailed to BCII or FBI or date of the electronic web 
check. 

• Response of the BCII or FBI check. 

• If an offense was indicated, indicate if the person was “rehabilitated.” 

• If the person meets the five-year consecutive residency period in Ohio. 
 

4. When complete, review all information to verify that it is correct. 

5. In the Activity State field, change the status to Completed. 

6. Click the Save button. 
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The Activity Log Filter Criteria screen appears displaying a message that your data 
has been saved. 
 

 
 
In the Activity Log section, the status in the edited row displays as Completed. 
 
 
 
If you need additional information or assistance, please contact the Automated Systems 
Help Desk at SACWIS_HELP_DESK@childrenandyouth.ohio.gov . 
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