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Creating and Linking a Bridges Intake

Overview

This article provides step-by-step instruction for creating and linking a Bridges Intake.

Creating a Bridges Intake
From the Ohio SACWIS Home Screen:

1. Click the Intake tab.

“@“m Administration

Alerts Action items Approvals Assignments

ODJFS MESSAGES
09/01/2017 08:00 AM  Activities and Events at ODJFS Show More

Add Message Manage Messages

0 Alerts Since 10/17/2017 10:57 AM

(MGG 1day 7days 14 days Sort By: Activity Date (Newest First) ‘ Show more filters...

\ssignment € |

No Alerts Found.

The Intake Workload screen appears.

2. Click Add Intake.

2

hio SACWIS

{

Development1 / 3-BR-SNAPSHOT (& / Last Login: 08/07/2017 09:47:38 AM

I SN S S N N

Intake Workload
—
‘ Add Intake ’ View by: Default v

Showing 0 intakes (Default view):

Claimed By Intake ID Workload Name Date/Time Screener Name Status
T Screening Priority Received T SDMName Date/Time

The Intake Workspace screen appears.

3. Click Scripts & Templates.

Intake Workspace

INTAKE TYFES:

INTAKE ID INTAKE STATUS: DATE/TIME CREATED: INTAKE GATEGORY:
Pending
Received: * Method: * Screener: | Claimed:
AM v Phone v

08/07/2017 10:57

Reporter Basic Participants ACVIAP Detail Allegations

Intake Narrative: * (Expand view] 20000

No reporters have been added yet.

Add Reporter

A list of narrative options appears.
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Creating and Linking a Bridges Intake

Note: Each entry in the list of narratives is a link that can be expanded to reveal a list of
guiding questions.

Important: The narrative field is where the details about the referral/request for services
should be documented.

4. Click the Bridges/Post Emancipation Services link.

Select All Copy Selected to Narrative

Child Safety v
Parent/Caretaker v
Child v

Other Household Member v

| Briages/Post Emancipation services v |

The link expands to show a list of guiding questions (narrative) related to a Bridges

intake. You can copy the questions into the narrative field, if desired, following the steps
below.

Note: The narrative field is where the details about the referral/request for services
should be documented. The narrative remains fully editable while the Intake is pending.

5. Select a specific question(s) by placing a checkmark(s) in the checkbox(es)
beside the question(s).
6. Click Copy Selected to Narrative.

Ohio Department of Job and Family Services

SECWIN( Copy Selected to Narrative '
e —

Child Safety v
Parent/Caretaker v
Child v

Other Household Member Vv

| Is the young adult between the ages of 18-21?

Y

Did the young adult age out’‘emancipate at age eighteen or older from foster care?

(Bﬁw. Department of
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Creating and Linking a Bridges Intake

The questions you selected appear in the Intake Narrative grid.

Note: If you place a checkmark in the checkbox beside Bridges/Post Emancipation
Services, the entire narrative will be placed in the Intake Narrative field.

7. Click the “x” on the right side of the section header to exit the scripts/templates
section and return to the tab view.

e e ()

Intake Narrative: * (Expand yi 20000 Select template option v f (]

Ohio Department of Job and Family Services

Copy Selected 1o Namative:

Child Safety v
ParenyCaretaker v

Chilg v

Other Household Member Vv

Brigges/Post Emancipation Services ~

v

The Intake Workspace screen appears with the tabbed view.

Completing the Reporter Tab
1. Click the Reporter tab.
2. Click Add Reporter.

Received: © Maihod: Screener. Rich, Riche /| Claimad: Rich, Richis

Reporners

(Bﬁw. Department of
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Creating and Linking a Bridges Intake

The Add Reporter screen appears.

Note: The Reporter Information section will default to Non-Mandated Reporter (this
is the correct selection when the reporter is an emancipated young adult).

3. Click Search Person.

Add Reporter

Current Narrative

Reporter Information

Select the type of Reporter.
® Non-Mandated Reporter
Mandated Reporter

Anonymous

Non-Mandated Reporter Information
Ramace ‘ Search Person ’
Person 1D

Contact: Ext

Reporter Type:

Relationship to Alleged Child Victim(s) /
Child Subject{s) of Report

The Search For Person screen appears.

4. Enter the name of the Reporter, and any other available information.
5. Click Search.

Note: For more information on search functionality, please see the KBA, Using Search
Functionality.

Search For Person

~0R~

OR

Last Name: First Name: Middle Name: Gender.

Oz £
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Creating and Linking a Bridges Intake

The results appear in the Person Search Results section.

6. Click select, beside the appropriate person’s name.

Person Search Results

Results) 110 15 of 120 Page 1of 8

Inelude snly active case membes

Related Persons

-

Related Persans v

The Add Reporter screen appears, displaying information on the selected reporter.

7. Select Emancipated Young Adult from the Reporter Type drop-down menu, or
other value if appropriate.

8. Enter the word “Self” in the text box titled: Relationship to Alleged Child
Victim(s)/Child Subject(s) of Report, or record the relationship of the reporter
to the Emancipated Young Adult if another person is making the referral.

9. Click Save.

Add Reporter

Current Narrative

Current Narrative (saved 11/032017 03:54 pm) v

Reporter Information

Select the type of Reporter.

# Non.Mandated Reporter

Mandated Reporter

Anonymou
Name:
Person ID:
Gender Male

tact: Ext

Other Conta
Address
Reporter Type: . I
Relat hip 1o Alleged Child I
Victim{s) | Child Subject(s) of

Report:

Department of
Children & Youth
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Creating and Linking a Bridges Intake

The Intake Workspace screen appears, displaying the message: Your data has been
saved.

10.Click the Basic tab.

Note: Your changes will be saved as you navigate through the tabs.

Intake Workspace

INTAKE STATUS DATE/TIME CREATED INTAKE CATEGOR' NTAKE TYPES
Penaing 12/11/2017 03:32 PM Post Emancipation Bridges
Received: * Method: * Screener: Rich, Richie / Claimed: Rich, Richie

12/11/2017 0332 PM v Phone

WABC  Scripts & Templates Reparter Participants

The Basic tab information screen appears.

Completing the Basic Tab
1. Select Post Emancipation from the Intake Category drop-down menu.
Select Bridges from the Intake Types grid.
Click Add (this will add Bridges to the Selected Types grid).
Complete the questions (required).
Click Save.

abkwd

Note: Selecting a screening priority for the intake is optional.

6. Click the Participants tab.

mmake 10: [Low] NTAKE STATUS DATE/TIME CREATED INTAKE CATEGORY INTAKE TYPES
Pending 12/11/2017 03:32 PM Post Emancipation
Received: * Method: - Screener: Rich, Richie / Claimed: Rich, Richie

1201112017 0332 | PM v Phane

W ABC  Scripts & Templates Reporter Basic

Intake Type

ast saved Dec 12, 2017 8:37:25 A
Intake Narrative: " [EXpand view) 18240

Is the young adult between the ages of 18-217

Intake Workload Name:

ntake Category I Post Emancoation v I

Intake Types: Selacted Types:

Children Se:
agult must a
below to qual

of ‘oung adult currently en
nal program lo obiain a

oung adult currently enrolled in
ram, either college or

oung adult currently
ram program
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Creating and Linking a Bridges Intake

Is the emancipated young adult currently working at
least 20 hours per week or at keast 80 hours per month?

Does the young adult have a physkcal or mental Other Intake Designations v
health condition that prevents them from meeting the
education or employment requirements?

“Documentation of above eligibility criteria required

Dows this report allege human trafficking of a child or children?
It the young adult does not satisty the Brigges eligibility o
criteria above, the young adult can receive post
emancipation services from the PCSA in the county in which
they reside, if the young adult so chooses:

What post emancipation services Is the young aduit

requesting? . .
Does the young adult have a stable and secure place lo Living arangement at time of intake: Group home setting .
live? -
What s the screening priority of this report?
- . = .
Additional Comments about intake (internal 500
use only):

Intake Status: [l

Completing the Participants Tab
1. Click the Participants tab.

Important: If you click the Other Intake Designations link, an expandable drawer will
display with other available intake designations that may be applicable to the intake.

Method: * Servecer
Frone
Rnpoeh B Past
Intake Maerative: * (Expand view)
15 e young adelt between the 3ges of 18-217 inkaie Woridoad Hame

s Bt yOUNG S0uT 308 CULEMAnCDale a age exghisen or ciger rom toster Cate?

cipateg in 3 b Waning
s b empiayment?

ing 2t least 20 hours per

the Brdges
o

Additional Comments about intake (internal we onfy): 00
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Creating and Linking a Bridges Intake

2. Click Search & Add Participants.

AKE CATEGORY INTAKE TYPE
Post Emancipation Bndges

Screener. Ron, Richie / Claimed: Rich, Richle

Participants

| Search & Add Participants  Participant Roles

A ancipate at age eghteen

id the young adult age out/eman

The Search & Add Participants screen appears.

3. Fill in available information.
4. Click Search.

| Search & Add Participants |

‘Current Narrative

Current Narrative (saved 110082017 08:21 am)

Search & Add Participant

First Nams: Middle Name:

Last Mamse:

Name Match Precision

Returns resuits matching entered names including AKA names/nicknames

Fewer Results

More Results

‘ Search ' Clear Form

The results appear in the Search Results section.

Note: In the event the reporter entered is the Emancipated Young Adult, the system will
automatically add the person to the participants page without the user having to conduct
the search. For additional information regarding searches, please see the following
Knowledge Base Article: Using Search Functionality.

(Bﬁw Department of
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Creating and Linking a Bridges Intake

Important: If your search does not provide results, please skip to the Creating a New
Person section below; otherwise, proceed to the next step.

5. Place a checkmark in the checkbox next to the appropriate individual’s name.

Note: The Related Persons link under an individual’s name provides a list of
people related to that individual.

6. Click Add Selected To Intake.

Result(s) 16 to 30 of 120/ Page 2 of 8

I O S S N

Related Persons V'
Related Persons V'

Related Persons V'

Add Selected To Intake  [JSEERELEREN

Creating a New Person

If your search for participants returns either no results, or no appropriate
results:

1. Click Create New Person.

Search & Add Participants

Current Narrative

Current Narrative (saved 12/1/217 04:10 pm) v

Search & Add Participant

(Bﬁw Department of
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Creating and Linking a Bridges Intake

The Person Profile screen appears, defaulted to the Basic tab.

2. Fill in any required information (denoted with a red asterisk) and any other
available information under each heading.
3. Click Save.

,,,,,,

o - ® - * Rotaun U AdaTde
®mo Ao - 56 Urbnomn
S 504 Date - Age it - cossed Dute Unbrcman
o S State -
AR Marws

ST

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

I ¥ Person Owerview I I © Your data has been saved I 4

Buofie

Person Overveew
Educabon

Mame: 0000000 Gender:
Mogcy!
Empiovment DOB: Age:
Matar Race Hispamic/Latino:
Backamung Primary Contact
[Dednouency Contact:
SACWIS Hislory Addiess:
Batatonshios

Environmental Hazards:

(Bﬁip' Department of
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Creating and Linking a Bridges Intake

The Intake Workspace screen appears, displaying the added individual.

4. Click Participant Roles.

NTAKE STATUS.

INTAKE CATEG
(et iy Post Emreipation
Recetved: * Method
120052017 1230 LR Phene v
VABC  Saipls & Templates Reporfer  Basic | Pariicipants
Intake Narrative: * (Expand views il Participants

I the young adull betvveen the ages of 18-217

Did the young adult age outlemancipate at age eighteen or older from foster care?

1f an adut supporter s caling in on behalf of the young adull,is the young adult aware
ihat the supporier is caling 1o inquire about services on young adults behalf?

If yes lo the above questions, should the young adult be referred to ODJFS Bridges for
post emancipation services?

Did the young adull emancipate from an Ohio Publlic Children Services (PCSA)? If
yes, the emancipated young adult must answer yes 1o at least one of these questions
beiow to quality for Eridges.

I the emancipated young adult currently enrolled in high schoal or olher
educational program fo obtain a dipiom or GED?

Isthe ¥ fy envolled in a post: dary education
program, either callege or vocalional schoor?

15 the emanciated young adult cuenty particpaling n 2 b training program ot
other program designed to remove barriers to employment?

Is the emancipated young adult currenty working at least 20 hours per week of

edit Emancipated Young Adult

Participants Relstionships
at least 80 hours per month?
oes the young adult have a physical or mental health condition that prevents
them from meeting the education o empioyment reguirements?
*Documeniation of above elgibilty criteria required edt

Ifthe young adult does not satisfy the Bridges eligibiity Criteria above, the young adult
can receive post emancipation senvices from the PCSA in the county in which they
reside.ifthe young adull so chooses
Vihiat post emancipation services is the young adult requesting?
Doces the young adufl have 2 stable and secure place to five?

1 unspecified relationship

&

1 unspecified reiationship

=

The Modify Participant Roles screen appears.

1. Place a checkmark in the box beside the appropriate name in the Choose
Participants section.

Select Emancipated Young Adult, from the Available Roles section.
3. Click Add.

Modify Participant Roles

Current Narrative

N

Current Narrative (saved 11/06/2017 10:34 am) v

Select Participants to AssignModity Roles

Choose Participants Add Participant Roles

@ Available Roles ted Roles
Q A9 4 Q Beenove & q

Emanﬂpﬂled Young Adult

It (OIA)

nvolved child (OIC)

Note: Once you click Add, Emancipated Young Adult moves to the Selected Roles
section and the Assign Roles button becomes active.

(Bﬁw Department of
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Creating and Linking a Bridges Intake

4. Click Assign Roles.
5. Click Save.

| Modify Participant Roles |

Current Narrative

Current Narrative (saved 11/06/2017 10:34 am)

Select Participants to Assign/Modify Roles

Add Participant Roles

a Available Roles: Selected Roles:
Q A0 2 Remoue Al Q
Other involved adult (OIA) Emancipated Young Adult

Choose Participants

Other involved child (OIC)

Assign Roles

The Intake Workspace screen appears, displaying the following message: Your data
has been saved.

Important: If additional people are added to the intake as participants, then the
relationships between all participants must be specified. When persons are selected,
existing relationships will be automatically added. Any relationships that have not been
specified in Ohio SACWIS will be denoted with an orange dot.

6. In the Participants Relationships section, click edit beside an individual’s
name.

Participants

Search & Add Parficipanis Participant Roles

(=17

|-.v
6.

Participants Relationships

The Manage Participant Relationships - Editor screen appears.

(Bﬁw. Department of
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Creating and Linking a Bridges Intake

7. Make a relationship selection from the drop-down menu.
8. Click Save.

Relationship Edtor

1 cracectes matcrang

The Intake Workspace screen appears, displaying the following message: Your data
has been saved. The orange dots no longer appear because the relationships have
been resolved.

9. Select Complete from the Intake Status drop-down menu.

Pending Post Emancipation Brioges

Received: * Method: * Screener Rich, Rehe / Clalmed: Rich, Richie

Participants

Intake Narrative: * (Lxpand view)

Emancipated Young Adult

Other involved adult (OIA)

Participants Relationships

Intake Status:

Important: If required information is incomplete, the Intake Status will remain as
Pending, and a message similar to the one below in red will appear:

(Bﬁw. Department of
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Creating and Linking a Bridges Intake

ntake Workspace

INTAKE 1D NTAKE STATUS DATE/TIME CREATED INTAKE CATEGORY INTAKE TYPES
Pending Post Emancipation Bridges

Note: The tab where information is missing is listed in parentheses.

10.Click on the appropriate tab (in this particular case, the Reporter tab) and enter
the missing information.

If the required information is complete, the Intake Workspace screen appears showing
a status of Complete.

11.Click Save.

Important: If you have screening decision maker security, the Decision tab will display
and you can skip to the Making a Decision section. If you do not have screening
decision maker security, you are finished with the Intake once you are returned to the
Intake Workload. The intake will be picked up for a decision (by the screening decision
maker) from the workload.

TIME CREATEL INTAKE CATEGOR INTAXE
Post Emancipation Brages

Received: Method: * Screener: Rich, Richie / Claimed:

« ABC Scripts & Templates

Intake Narrative: ™ (Expand view) DL

Is the young adult bet

Emancipated Young Adult

Other involved adult (OIA)

it currently enrolied

high school o b am 10 obtain a Participants Relationships
loma

]
S Y
=

(Bﬁw Department of
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Creating and Linking a Bridges Intake

The Intake Workload screen appears, displaying the message: Your data has been
saved.

Recording a Screening Decision
1. Click, decision.

Intake Workicad

Add Infake VW B petaun r

Snawing 13 intakes (Defaut view)
Claimed By Intake 1D ‘Workioad Name DatelTime & Screener Mame & Status s Status
Screcning Priority Received SDM Name: Date/Tume

i Informatian analor Referal 09082017 1 &ior R
link

ok W
10:00 PM

—— —
- Post Emancipation MOT2017 Complele ok B
1228 PM
00:00 remaining

The Intake Workspace screen appears.

2. Make a selection from the drop-down menu under Is this an emergency?

Note: Your selection to the above question will populate the Response time for
initiation.

3. Make a selection from the drop-down menu under Screening decision.

Note: Based on your selection for the Screening decision, you will be prompted for
further information.

4. When you have completed the requested information, click Save.

STAKE §TAT DATE/TME CREATE
Complely TROTR0IT 1220 PV

Po Emancipaton Brages

Intake Marrative: * (Expand view o ) Decision Detaity

I8 e yowng acull Betweeen the ages of 15.217

4 e young adul age cub'mancipate at age sxghbeen of okder from fosber care?

1T 1y sl wegportar i £t i 0n BERT ol the roung il i Tha young asul

i il B SUDDOMST 18 ARG b5 inbuird ABOUI IBFces 66 yOURg Sdulls
baha?

11789 10 B abave questions, should e yoang adull ba redsrred 1o ODJFS
Bertges fon post emancqaben seeaites

D the yourg adul emancipate Bom an Ohio Pubbe Chigren Senvices

(Bﬁw Departmentof
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Creating and Linking a Bridges Intake

The Decision Review screen appears.

5. Click Confirm Screening Decision.

Decision Review

Intake Summary
Saving the Screening Decision will invoke ‘Fost-Screening Decision’ edit rules

You sre about to decision ihis intake a5 Screened In

Received DaterTime: Intake ID:
Decision Date/Time: Human Trafficking Allegation: No
Intake Category: Post Emancipation Child Fatality Status. NA
Intake Types: Bridges

e

The Intake Workload screen appears, displaying the intake with a Screened In status.

Intake Workload

Showing 13 intakes (Default view)
_ Intakeld Datelfime g | ScreenerName Status
" Screening Priority Received T SDMName DateTime

11022017

Pending 1110222017

uuuuu
edit 10:48 AM 10-48 AM

00: no remaining
view Post Emancipation 111072017 ] Screened In 1110812017 ok B
edit 1228 PM 3:35PM
link

Linking a Post-Emancipation Intake to a Case

From the Ohio SACWIS Home Page:
1. Click Intake.

A

Alents ATion [tems

ODJFS MESSAGES
0012017 0F:00 AM  Actwities and Events at ODJFS Show More

Add Message

(Bﬁip' Department of
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Creating and Linking a Bridges Intake

The Intake Workload screen appears.
2. Click link, beside the appropriate Intake ID.

Important: If you click the link hyperlink and there is no appropriate Case to link the
Intake, please see Creating a Case instruction below.

[ I = [ == [ = [ e ]

Intake Workload
__Screener Name &
T soMName
Post Emancipatic 1212017 Rich, Richie Sereened In 12112017 ok B
County Prioaty 1 939 AM Rich, Richie 950 AM
Post Emancipation 1212017 Rich Richie Sereened In 12112017 ok B
County Prigety 1 1014 AM Rich, Richie o144 AM
Post Emancipation 121172017 Rich. Richie Screenad In 12112017 =k B

W
:'-: 10.00 AM Rich, Richie 10:58 AM

The Link to Existing Case screen appears.

Important: If the young adult already has an existing Bridges or Young Adult Services
case (open or closed), it will appear in the case list on the Link to Existing Case
screen. The existing Bridges or Young Adult Services case will have a link hyperlink.
Other types of cases, in which the Emancipated Young Adult has been a member, will
display on that page for information purposes, but will not be available to link. If there is

no existing Bridges or Young Adult Services case, skip to the Creating a Case
instructions below.

3. Click the link hyperlink beside the existing Bridges or Young Adult Services
case.

Link to Existing Case

Case(s)

open Ongeing OTHO201T

Case Members v

Closed Assessfmest QE072010

Case Members v

@ Open Bridges CANTZH1T

Case Members v

(Bﬁw Department of
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Creating and Linking a Bridges Intake

The Link to Existing Case screen appears, displaying information regarding the
existing case.

4. Click Link To Existing Case.

Link fo Existing Case

CASE HAME I 10 Eriages

Open ((MO7/2017)
AGENCY HAME
Active Caze Membar(s)
Person Name | 1D Age, DOB Effective Date | Relationship to CRP
oanT2mT Cass Refenence Person
nEe2T
Actrve ASEOCINGD PerEon(i)
orer o T T
120172017 Crikd

The Intake Workload screen appears, displaying the following message: Intake #...
has been linked to Case #...

L= 1 o [ == [ = [ s ]
x

© intake Ras been linked o Case

(Bﬁlh' Department of
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Creating and Linking a Bridges Intake

Creating a Case

When you click the link hyperlink beside the appropriate case on the Intake Workload
screen, the Link to Existing Case screen appears (see the graphic below). If there is
no appropriate Intake on the Link to Existing Case screen, click Create Case.

Link to Existing Case

Case(s)

Closed Assess Mnvest 05/02/2003

Case Members v

Create Case

The Create New Case screen appears.

5. Place a checkmark in the checkbox beside the name of the appropriate
individual(s).

6. Make a selection from the Bridges Regional Agency.

7. Select the emancipated young adult from the Case Reference Person drop-
down menu.

8. Click Save.

Select Persons to Create Case

~ee S
mancipated You ult

The Intake Workload screen appears, displaying a message that the Intake has been
linked to the new case.

© Intake # has been linked to Case #

Intake Workload

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