Youth Justice (YJ) Referrals

1. From the desktop select the YJ Referrals tab. The YJ Referrals tab is conditionally displayed if the worker
has security to create/view YJ referrals or if they have any open YJ assignments.

eWiSACWIS Actions~ Einancial~ State ~ Security ~ Help~ Refresh Search  Caitlin C. Cake (Milwaukee County) | Log Out
Home Cases (501) Providers Workers Approvals Access ICPC Y.J Referrals Home Quick Links
(216) (1) (1278) Reports Referrals (2) Inquiries
(121) (12) 32)
Home

Statewide messages [ Hide

Statewide message maintained by DCF.

County messages (&

County message maintained by the counties.

2. The YJ Referrals tab will display all YJ referrals assigned to the worker that have not yet been linked to a
case. The All YJ referrals filter will display if the worker has additional security to view all YJ Referrals for
the county. Click on the Create YJ referral link to create a new YJ referral or click the Referral ID link to

open an existing referral.

eWiSACWIS Actions - Financial ~ State - Security -~ Help~ Refresh Search  Caitlin C. Cake (Milwaukee County) | Log Out
Home Cases (501) Providers Workers Approyals Access ICPC Y. Referrals Home Quick Links
(216) (7) (1278) Reporis Referrals {2) Inquiries
(121) 12) 32)

YJ Referrals
Filter by: YJ referrals: 2 [@ Create Y. remrra]

(® My YJ referrals

) All'YJ referrals

Search o oa
Showing 1 1o 2 of 2 rows
Received Referral ID Type(s) Identified Youth Worker Status Actions
06/15/2020 8002585 Mone Cake, Caitlin C. Pending Reassign
10:00 AM
03/03/2020 8002185 Nane Andrade, Rudolfo Cake, Caitlin C. Pending Reassign
07:00 AM

3. The YJreferral opens defaulted to the Participants tab. Enter information in the ‘Date and Time Referral
was Received’ fields. These fields are required to perform an initial save.
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4. Also in the Referral Information section:

Note:

Report Name: Prefilled value of the participant identified with a Role of “Report Name”.
Worker: system generated value of the worker who created the YJ Referral.

Referral Type: system generated value of Youth Justice.

ID: System assigned 1D upon successful creation of the referral.

Referral Entered: system date and time the referral was created.

YASI/CaseWorks link: a hyperlink to the CaseWorks application using single sign on to launch any
work associated to the worker that is logged in.

The YASI/Case Works link will only be available if a worker has Y ASI/Case Works security and the

child is between 10 and 22 years old.

Create/Link Case: a hyperlink that can be used after completing the referral to link to an existing
case or created a new Youth Justice case for the identified youth. This action will freeze the
information on the referral, and it cannot be modified after it has been linked to a Case.

Reassign: hyperlink that can be used to reassign the YJ Referral to another worker.

= 0 —ferra term et Fvmlare

eWi

Referral Information

Report Name: Pancake, Banana N. Worker: Cake, Caitlin C. Referral Type:  Youth Justice ID: 8001484

SACWIS Print &  Help ©

Date and Time Referral was Received: = 06/26/2018  10:00 @ am O pm | Referral Entered: 07/17/2019 09:44 AM M Create/link Case ~ Reassign

Y. Referral Participants

Names Gender DoB Age Race Relationship Roles

Pancake, Banana M. Female 0272072000 19 Native Hawaiian/Other Reference Person v I'Y-RN Roles

Narrative Referral Participants. Prior Involvement

Pacific Islander

Consolidated Court Automation Programs | AddfEdit | Address Copy |

CCAP

b YJ Referral - Victim Information

EDED
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Participants Tab
1. To add participants to the referral, click on the ‘Add/Edit’ button.

a. Clicking on the ‘Add/Edit’ button opens the YJ Referral Inquiry Search page. Search for the
participants by entering information in the Search Criteria group box. The Last Name is required
unless you enter a Person ID, SSN, or a Street Address.

b. Ifa match is not found, an error message will display at the top of the page that reads, “No
matching data found for the criteria specified.” To create a new person record for that
participant, click on the ‘Create’ button in the Persons Returned group box. Clicking on the
‘Create’ button opens the YJ Referral Participant page. Enter as much information as possible
on this page and then click the ‘Continue’ button. Once you click Continue you will go back to
the search page which allows you to add more participants to the referral, if needed.

YJ Referral Inquiry Search

O Erors (1)
* No maiching data found for the criteria specified.

Search Criteria

Print 21 Help @

Last Name: NotFound

First Name: Farticipant Person ID:
SSN: DOB: 00/00/0000 Gender: v
Street city v 2IP Code:
[ inclAKA Search precision: o Sort By: Alpha v Clear Fields
Low  Med  High
Persons Returned
-

c. If amatch is found, click on the Select hyperlink next to the person that should be added to the
referral as a participant and then select ‘Add Participant’.

d. Inthe Participants groupbox, to modify the Person Management information of any participant
selected, click on the blue hyperlink in the ‘YJ Referral Participant Name’ column.

e. Once all participants have been added, click on the ‘Continue’ button to return to the Participants

tab on the YJ Referral page. For more information on how to search, please refer to the Search
user guide.

YJ Referral Inquiry Search Pint 51 Help @
Search Criteria

Last Name: Pancake

First Name: Person ID:
SSN: DoB: 00/00/0000 Gender: v
Street: city: v ZIP Code:
Incl. AKA :
0 e Search Precision: @ Sort By: Apna v @ CEDHIES
Low  Med  High

Record 1106 016
Persons Returned

Select | & Pancake, Blueberry (9229697 ) 789 Main St Madison Male 02/21/2010 Filipino

ncake, Buttermilk A, Sr. (9228716) 335 Bluebeny Hil, Madison Female 02/10/1966 Filipino
ancake, Chocolate Chip ( 9229955 ) 1 W Wision Street, Madison Male 10/31/2016 Fiiipino
Select | & Pancake. Chocolate Chip ( 9230839 ) 835 Bluebenry Hill Madison Male 10/31/2004 Filipino

L] Participants (1) [letE ey

Participants
YJ Referral Participant Name Status
Pancake, Banana N. Search Found Delete
Pancake, Blueberry Search Found Delete



2. Select the Relationship and Roles for each participant. The identification of a Reference Person is required.
The Identified Youth selected for the referral should be listed as the “Reference Person” and the other
relationships are in regard to the reference person. For YJ Referrals, the youth named in the referral should
have the role of Report Name and Identified Youth, along with any other applicable roles. When the
Participants tab has been completed, click on the ‘Save’ button.

(2 ¥ Referral - Internet Explorer - O X

eWiSACWIS

Referral Information
Report Name: Andrade, Rudalfo Waorker:  Cake, Caitlin C. Referral Type:  Youth Justice ID: 8002185

Date and Time Referral was Received: = 03/03/2020 07:00 .:é:. AM .:::. PM Referral Entered: 03/06/2020 05:14 AM  vASWCaseWorks Create/Link Case Beassign

Narrative Referral Prior Involvement

Y.J Referral Participants

Names Gender DOB Age Race Relationship Roles
Andrade, Rudolfo Male 00/00/0000 Reference Person v HM-1Y- Roles
RN
Pancake, Blusberry Male 022172010 10 MNative Hawalian/Other Birth Sibling v HM Roles
Pacific Islander
Pancake, Buttermilk Female 02/10/1966 54 MNative Hawaiian/Other Grandparent W HM Roles
A 5r. Pacific Islander

Consolidated Court Automation Programs _
EDED
a. Toadd victims to the YJ Referral, expand ‘YJ Referral — Victim Information’ and select
‘Add/Edit’ to add or create Victims.

Note: Security is needed to enter and view victim information. Victims are created independently from
Persons in the application. Victims can not be viewed or search by other counties or workers without the
proper security. A Victim ID will be assigned to a created victim, only to allow for the victim to be used on
the Victim Restitution Summary and to reduce duplicate data entry.

% YJ Referral - Victim Information

YJ Referral - Victim Information

Name Address Phone E-Mail Address Restricted

Add/Edit

b. To search or enter a victim enter at least the ‘Last Name’ (required), ‘First Name’, and ‘DOB’ on
the YJ Referral — Victim Search page.
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c. If norecords are found an error message will appear at the top of the page stating: “No matching
data found for the criteria specified”.

d. To add a new victim, click ‘Create’ and enter as many fields as possible on the Victim
Information page.

Note: Security is needed to create victims and this information will not be searchable for other counties or be
able to be searched throughout the application other than on the YJ Referral page and the Youth Justice Case
Information page.

YJ Referral - Victim Search Print = Help @

O Errors {1)

+ Mo matching data found for the criteria specified.

Search Criteria

Last First ) Person
Name: Winkler Name: Wilma 1D:
S8N: DOB: 00/00/0000 Gender: A%
Street: City: W ZIP Code:
(] Incl. AKA Search ] Sort pipha o Clear Fields
Precision: gy Med High By:

Victims Returned

| =3

YJ Referral Victim Name

¥.J Referral - Victim Name Status
Y. Referral Victim Pint ¥ Help ©
Victim Information A
Prefix- ¥ Last Mame: Winkler First Name: Henry Middle Initial: Suffix: v
Gender: v | DOB: 00/00/0000 SSN:

County Person 1D:

Race/Ethnicity/Tribal Identification

Race: A" Race: v
Race: v Race: v
Race: W Ethnicity: v

Hispanic/Latino:

Address

Clo:
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3. Once all the victim information that is available is entered, click ‘Continue’. The victim information will
now show in the YJ Referral Victim Name group box on the YJ Referral — Victim Search page.

YJ Referral Victim Name

YJ Referral - Victim Name Status

Winkler, Wilma Searched Not Found Edit Delete

4. If asearch is successful, there will be one or more victims in the Victims Returned group box.
a. Click the Select hyperlink to choose one or more victim records.
Click ‘Add Victim(s)’ to add the victim(s) to the YJ Referral Victim Name group box.

b
c. Click ‘Continue’ to return to the YJ Referral page.
d

To mark the victim as restricted, check the ‘Restricted’ checkbox and click ‘Save’.

Continue Close

(2 ¥ Referral - Internet Explorer - O

eWiSACWIS

Help ©

Referral Information

Report Name: Andrade, Rudolfo Worker:  Cake, Caitlin C. Referral Type:  Youth Justice 1D 8002185

Date and Time Referral was Received: = 03/03/2020 07:00 @ am (O pm Referral Entered: 03/06/2020 05:14AM  YASWCaseWorks Createllink Case — Reassign

Narrative Referral Participants Prior Involvement

Consolidated Court Automation Programs (CCAP) Add/Edit | Address Copy

2 YJ Referral - Victim Information

YJ Referral - Victim Information

Name Address Phone E-Mail Address Restricted

Winkler, Wilma (V2000140) E

Add/Edit
EDED
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Narrative Tab
1. Click on the Narrative tab and enter as much information as possible. Click on the ‘Save’ button.

a. Describe services needed or reason for case opening: narrative field that is required to
Create/Link a referral to a Case.

i.  Information that the child(ren) may have American Indian heritage, including names of
tribe(s) if known: narrative for information known about Indian heritage. Select the radio
button of ‘Yes’, ‘No’, or ‘Unknown’.

b. ICWA Contacts: hyperlink to the American Indian ICWA Contacts website.

c. Address Instructions: Text box to add special instructions on how to find the location of the
youth for face-to-face contact or other relevant instructions regarding the address.

reterel Ferticioants priornvolvement

Describe services needed or reason for case opening.

Informatien that the child(ren} may have American Indian heritage, including names of tribe(s) if known Oyes OwMo O Unknown

ICWA Contacts
Address Insiructions

F00% -
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Referral Tab

1. The Youth Information group box contains basic information for the participant that was designated as the
Identified Youth on the Participants tab. The youth’s name should be displayed as a hyperlink. The other
fields in this box will be prefilled if the information has been entered on the youth’s Person Management
record. Clicking on the hyperlink for the youth’s name will open the youth’s Person Management record in
edit mode to allow the youth’s information to be added or edited.

a.

b.

C.

In the YJ Referral Types group box, indicate the type of referral. Multiple referral types can be
selected, if needed.

If JIPS — Truancy is selected as the referral type, an additional group box will appear on the
page to display information about the youth’s current school — Youth Education Information.
See below for additional details and a screenshot.

Select one or more locations in the Location of Alleged Offense(s) group box.

If School is selected as the location, an additional group box will appear on the page to
display information about the youth’s current school — Youth Education Information. If the
youth’s Person Management record contains information about the youth’s current school,
that information will prefill in this group box. If there is no information about the youth’s
current school in the Person Management record, these fields will be blank.

To add or edit the school information, click on the Modify hyperlink to open the youth’s Person
Management record. On the Education tab, add or edit the information in the School History
group box. The school information will only display on the Referral tab of the YJ Referral if the
‘Primary’ checkbox is checked for the school entered in the School History group box on the
Education tab of the youth’s Person Management record.

eWiSACWIS

Report Name:

Referral Information

Date and Time Referral was Received: = 06/10/2020

Narrative

Pancake, Banana M Worker. Cake, Caillin C. Referral Type:  Youth Justice ID: 8002605

07-00 ®am O Referral Entered: 06/18/2020 07-51 AM YASlCaseWorks — Createllink Gase  Reassign

PM

Participants Prior Involvement

Youth Information

Pancake, Blueberry (9229697 ) DOB: 0272172010 Race: Native Hawailan/Other Pacific Islander

S3N Gender. Male

JIPS - Truancy

Location of Alleged Offense(s)

Tribal Affiliation:

YJ Referral Types

[ pelinquency C.0iPs - Non-truancy [ ord.iciv. Law Vialation [ interstate Compact for Juveniles (ICJ}

[} Community [ Detention or Corrections [JHome [] Placement [[] school
Youth Education Information

Current School - Modity |

Current School Current Grade:

Disfrict

Contact Person Phone:

Referral Offense(s)

Offense Date Counts Statute/Description/Classification Modifier(s) and Enhancer(s)
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2. Under the Referral offense(s) group box, two offense rows are automatically displayed by default
(screenshot below). At least one offense row is required. If the second row is not needed, click on the Delete
hyperlink to remove it. If additional rows are needed, click on the ‘Insert’ button to add another row.

a. Enter the date of the alleged offense. The date of the alleged offense cannot be greater than the
date the referral was received.

b. Enter the number of counts.

c. Begin typing the statute, description, or classification of the alleged offense. As soon as three
characters are typed, the system will display a list of potential choices that contain those
characters. As more characters are typed, the list will narrow. A selection must be made from
the options provided; the worker cannot enter their own statute, description, or classification in
this field.

d. Click select under “Modifier(s) and Enhancer(s)”. A new page will appear, with multiple
modifiers and/or enhancers for the specific offense. Check off your choice of boxes, and the
‘Continue’ button on the bottom right of the page will become enabled. Selecting ‘Continue’ will
bring you back to the Youth Justice Case Information page.

Referral Offense(s)
Offense Date Counts Statute/Description/Classification Modifier(s) and Enhancer(s)

06/0212019 1 941.12(2) - INTERFERE Wi FIRE FIGHTING-EQUIPMENT — Misdemeanor 939.31 Conspiracy to Commit Select Delete
Sel

00/00/0000 ect Delete

3. The final group box on the Referral tab is where the Referral Source is documented. By default, the
‘Referral Source’ dropdown will contain three values: Law Enforcement, School, and Other. If the youth’s
parents, guardians, and/or custodians are documented on the Parent Info tab of his/her Person Management
record, those individuals would also be listed in the ‘Referral Source’ dropdown. Depending on which
referral source is selected, the fields on the page will vary.

a. If the referral source is changed, the system will display a pop-up message: “Changing the
Referral Source will remove the existing information documented in the Referral Source
groupbox. Do you want to continue?”

b. The ‘Agency’ field for law enforcement and the ‘School Name’ field for school function
similarly to the Statute/Description/Classification field for offenses. As soon as three
characters are typed, the system will display a list of potential choices that contain those
characters. As more characters are typed, the list will narrow. However, for these fields, the
worker is allowed to enter their own values if a match is not found in the proposed list.

Note: If the referral comes from a school resource officer employed by the police department, you should
select ‘Law Enforcement’ as the referral source. You would track that the referral came from a school by
selecting ‘School’ in the Location of Alleged Offense(s) group box. The ‘LE Case #’ field will populate to
the Youth Justice Case Information page linked to the referral.

Referral Source

Referral Source: Law Enforcement v

Agency: Dunn County Sheriffs Office Unit:

State: wi Zip 54751

County Dumn Agency Phone: (715)232-1348

4. When all information has been entered on the Referral tab, click on the ‘Save’ button.
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Prior Involvement Tab

1. The Prior Involvement tab provides information about prior referrals/reports any of the participants on the
referral have been involved in previously. If all participants on the referral are new in eWiSACWIS, the tab
will be not display any records. The table can be filtered by participant using the ‘Participant’ dropdown,
and/or the “YJ Related’ checkbox which when checked, filters results to only those with YJ related referrals.
Sort by column by clicking on the blue column heading.

2. To select a piece of work to view, click the hyperlink in the ‘Report Type’ column.

eWiSACWIS
Referral Information
Report Mame: Fancake, Banana N Worker: Cake, Caitlin C. Referral Type:  “outh Jusiice ID: 28002605
Date and Time Referral was Received: = 06/10/2020 07:00 ® am O pm Referral Entered: 06/18/2020 07:51 AM YASIIC Create/link Case ~ Heassign
Narrative Referral Participants Prior Involvement
Participant: | All w O vJ Related
Date Report Type Wrkr Sfty Screening Case Name Current Primary Worker Assessment Maltreater Name
Concemns Decision Finding = ()
05/12/2020 ¥J Referral - Milwaukee N NiA Banana N. Pancake (92247 16) NiA N/A NIA
03/03/2020 ¥J Referal - Milwaukee N NiA N/A NiA N/A. NIA

Linking YJ Referral to a Case

1. When all information has been entered and saved, click on the Create/Link Case hyperlink toward the top of
the page to link the referral to an existing case or to create a new case to link the referral to. Upon clicking
the link, the system will display a pop-up message: “Completing the referral will ‘freeze’ this page, do you
wish to continue?”” Upon clicking on the ‘Yes’ button, the system will then run a check to see if all required
information has been entered.

a. If any required information has been missed, an error message will display at the top of the page.
Correct all errors and re-save the page. Then click on the Create/Link Case hyperlink again.

i. If all required information has been entered, the Search Case page will open.

b. If any of the participants on the referral have prior involvement, a list of cases will appear on this
page. The worker can choose to link the referral to one of these existing cases or the worker can
choose to create a new case to link the referral to.

c. If all participants on the referral are new, this page will not list any Cases to link to and the only
option available will be to ‘Create’ a new case to link the referral to.

:g;' Search Case - Internet Explorer B U X

eWiSACWIS

O . Anteater, Mother ( 9223033 ) Restricted Case
CPS Family - Ongoing  10/27/2015 Corn, Conn C.  BMCW-Admin
1O} . Pancake, Banana ( 9224716 )
Youth Justice 05/12/2020 Cake, Caitin C. BMCW-Admin 4242 Skillet Lane Appleton, W1 54811
O . Pancake, Buttermilk { 9224076 )
“outh Justice 06/24/2019 Cake, Caitin C. Outagamie - Appleton 4242 Skillet Lane Appleton, Wi 54911

[ Lo
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2. To select a Case, choose the radio button to the left of it and click ‘Link’ or click ‘Create’ to create a new
Youth Justice case.

3. Upon clicking either the ‘Link’ button or the ‘Create’ button, the Maintain Case page will open. Select a
value from the ‘Site/Region’ dropdown, if needed, and then click on the ‘Save’ button. The system will
display a pop-up message: “Would you like to create an assignment for this case?”

a. Clicking on the ‘Yes’ button will open the Create Worker Assignment page. For more
information on how to create assignments, please refer to the Case Assignment user guide.

b. Clicking on the ‘No’ button will return the worker to the Maintain Case page.
e IVI;S‘J:' C IVILS‘ Print = Help @

Case: 9224716

Name: Pancake, Banana N. v Case Type: Youth Justice v

County: Milwaukee v Site/Region: BMCW-Admin V]

CARES Case # County Case # W-2: v
[] Restricted Designation:  Select Program Status: Open 05/12/2020

Participants Address Collaterals Closing/Merge History

Active Participants

Name & Person Type Rsp Household DOB ‘Gender Relationship Legal Program
Pancake, Banana N. (9229696) VKC Y 01/01/1986 F Reference Person v NiA N
Pancake. Chocolate Chip (3230839 YJ Y 10/31/2004 M Biological Child v N N
Pancake. Blueberry (9229697) ¥J,ICPC u 02/21/2010 M Reference Person v NfA N

Number of Household Members: 2 m

h Inactive Participants

. e oo

4. At this point, two things have happened:

e A new task has been generated on the worker’s calendar to remind the worker that the intake decision is
due 40 days from the date the referral was received.

Upcoming and overdue tasks
Page view: County view: Worker view: Escalated:
@ Taskiist Next 6 Monins v ®© My workers Cake, Caillin, C. v include v
O Calendar O AllMilwaukee County workers (& Create task (&' Tickler management |#” Worker statistics
Search o &

Showing 3021 10 3030 01 3034 1ows 10+ rows per page 1 300 301 302 304

Date Due Duein Case/Provider Name Participant(s) Name Task Name Responsible Worker Shared With Action

100812019 7 Pancake, Butiermilk A, ST. (9224076) Pancake, Blueberry (9229697) ILTD Plan Cake, Caillin C. =

173012019 £ Badger, Bucky (9222456) Badger, Becky (9230056) YJ Intake Decision Due Cake, Caitiin C =

1200112019 Erd Pancake, Buttermilk A., St. (9224076) Pancake, Blusberry (9229697) VJ Intake Decision Due Cake, Caitiin C. =

e The referral has been linked to either an existing case or to a newly created case, which should now
appear under the Cases tab of the assigned worker(s).
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5. Click on the Cases tab on the desktop and search for the case that the referral was linked to.

6. Click on View Case Information to show all of the pieces of work associated with the case.

7. Click on the new Youth Justice item to view the YJ Referral that was just entered.

S.--—'l (-_1 HI S Actions ~ Financial » State v Security - Help « Refresh Search  Caitlin C. Cake (Milwaukee County) | Log Out
Home Cases (15) Providers Workers Approvals Access ICPC YJ Referrals Home Quick Links
(17) (7) (12) Reports Referrals (3) Inquiries
1) 12) (3)

Pancake, Banana N. (9224716)

Case details: Case address: Primary worker: Actions:
Youth Justice 4242 Skillet Lane Cake, Caitlin C. Please select an action ~
BMCW-Admin Appleton, WI 54911 (123) 456-7890 Ext. 1234
Open OHP exists for associated participant ccake@uwisconsin.gov
(s)
© View case information
E Assets and Income éE Assignments * Child/Youth Images Eligibility
a:t& Legal ﬁg Permanency Consultation O Planning E Related People
« Youth Justice
*Q Youth Justice
Secure Detention Reqistry 08/01/2019 Pancake, Chocolate Chip Insufficient Info-No Jurisdiction La Crosse
[YiReferal 07302020 Fancake_ Bluebery Documented Y. Referral Milwaukee |
€ Youth Justice Case DPA_05/21/2020 - 06/25/2020 Pancake, Chocolate Chip DPA
Information 11/21/2020
0 Youth Justice Case DPA  06/25/2020 - 06/22/2020 Pancake, Blueberry DPA
Information 06/25/2021
€ Images (3)
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