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Recording, Viewing, and Voiding Maltreater Appeals  
 

Note:  In order to document a maltreater appeal, an assignment to the case is not needed. 
However, additional security is needed to document a maltreater appeal. 

 
 
Recording a Maltreater Appeal  

  
1. After a maltreater appeal has taken place, the results of it should be recorded by accessing 

Utilities > Appeal > Maltreater. 
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2. The first action that must be performed is a search for the Appellant. Click Search. 
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3. In our example, Samantha Abelmann has appealed. Select the radio button next to her name 
and click Continue. 
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4. Click the Assessment ID hyperlink to verify the Assessment is the correct one involved in the 
appeal. 
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5. Appeals can only be made by and recorded for Substantiated Maltreaters in Approved 
Assessments. On the Allegations tab of this Assessment you can verify there is one 
Substantiated Maltreater for Abuse/Neglect of Billy. 
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6. Here, for our example, you can also verify there are two Substantiated Maltreaters for A/N of 
Sally. Click the Close button to return to the Appeal Record. 
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7. Click the Create Appeal hyperlink to begin recording the type and results of the appeal. 
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8. Select the checkbox next to the allegations Samantha Abelmann appealed. Click Continue. 
This will open the Appeal Details page. 
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9. Select the Type of Appeal which occurred. 
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10. Select the appropriate Appeal Status (result) for each A/N Code. Choose Upheld or 
Overturned. In our example we selected Overturned for both A/N Codes. 
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11. Record the Decision Date. 
 

Note:  The interactive calendar you see below can be activated by placing your cursor in the 
date field and clicking the right mouse button. Select the correct date with the left 
mouse button. 
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12. Record the details of the appeal in the Comments narrative section. Approve the work, select 
Save and Close the page. 
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13. You are returned to the Appeal Record page. Here you can see the results of selecting a status 
of Overturned on the previous page. Unsubstantiated is now the final result for both 
allegations. In this example, Samantha Abelmann has now been Unsubstantiated as a 
Maltreator for both allegations of A/N against both Billy and Sally. To view the Appeal 
record, click the View hyperlink. Click Close. 
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14. In our example, let’s assume both Maltreater Substantiations were overturned. The following 
questions would have appeared when saving the very last Overturned Maltreator 
Substantiation (Step 12 above). Selecting No to these questions indicates that A/N occurred 
and that it is unknown who did it. Selecting Yes to these questions indicates that A/N never 
occurred. For our example we will select No to both questions indicating that A/N did in fact 
occur to both Sally and Billy - but that we don’t know who did it.  
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15. Because the Abuse or Neglect occurred, the outliner will continue to display the Assessment 
as Substantiated. The Appeal indicator also remains. Click on the Assessment hyperlink.  

  

 
 
 



October 2011 16

16. On the Allegations tab you will notice that Samantha has been unsubstantiated as Alleged 
Maltreater of Billy. You will also see that an Alleged Maltreater of Unknown Unknown with 
a relationship of Unknown and a Determination of Substantiated was automatically inserted 
to indicate that Billy was Abused or Neglected but that it is not known who did it. 
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17. On the Allegations tab you will also notice that Samantha has been unsubstantiated as 
Alleged Maltreater of Sally. You will also see that an Alleged Maltreater of Unknown 
Unknown with a relationship of Unknown and a Determination of Substantiated was 
automatically inserted to indicate that Sally was Abused or Neglected but that it is not known 
who did it. 
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Viewing a Maltreater Appeal  
  
1. On the outliner you will notice the visual indicator of (Appeal). This same indicator will 

appear via Search. Click the Assessment hyperlink.  
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2. Additional visual indicators that an Appeal has taken or is taking place are displayed on the 
Allegations tab of the Assessment. Click on the Appeal hyperlink to open and view the 
Appeal Record. 
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3. Click on the View hyperlink to open the Appeal Details page.  
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4. Here you are presented with a view-only display of the Appeal Details page. 
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5. If you know the name of a Substantiated Maltreater but are not assigned to the case, you can 
search out that individual via the Case or Person tab on the Search page and repeat steps 1-4.  
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Voiding a Maltreater Appeal  
  
1. Select Utilities > Appeal > Maltreater. This will open the Appeal Record page. 
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2. Search for the Appellant.  
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3. Select the radio button for the Appellant and click Continue. 
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4. On the Appeal Details page, choose ‘Void Appeal’ from the Options drop-down.  
  

 
  
  
5. If you are 100% sure you wish to void the Appeal Details, select Yes. 
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6. Here is the view of the Appeal Details page after Voiding. If the worker completing the Void 
has Level 3 Approval Security, the Void is finalized now. If the worker completing the Void 
has Level 2 Approval Security, the Void Approval must be sent to a worker with Level 3 
Approval Security for final approval.  
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7. The now updated view of the appeal record (after the Approved Void) will set the final (i.e. 
original) decision back to Substantiated. 
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8. On the Allegation tab of the Assessment, you will see the removal of Unknown Unknown 
and the “re-Substantiation” of Samantha as a Maltreater of Sally. 
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9. Here you will see the removal of Unknown Unknown and the “re-Substantiation” of 
Samantha as a Maltreater of Billy.  

  

 


