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Entering RTIS Youth Supports

Overview

This article describes how to enter and maintain Youth Support records within the
Residential Treatment Information System (RTIS). Support records are a listing of
individuals involved with a youth and their contact information. These can include people
such as case workers, parent(s), teachers, Guardian Ad Litem, or child-centered recruiters.
These records are managed through a separate Youth Tool and pull into various work
items such as Contacts and Discharge Plans. The system will maintain a record of those
who are Active supports and retain information about people who have been marked as
Inactive.

At least one Support record in addition to the Youth Contact Information is required in
RTIS.

Navigating to Supports

Supports can be found in the Youth Tools within a Youth Overview. To access the Youth
Overview, follow these steps:

From the Ohio RTIS Dashboard:
1. Click the Workload Tab.

2. Select the Assigned or Unassigned Tab (Ohio RTIS will default to the Action Items
tab).

Ohio H T’S © Recent ~ ©Help ~ 2 ResidentialSupervisor, Raphael ~

Dashboard Workload Youth Search Administration ~

ODJFS MESSAGES

06/01/2021 12:30 PM Testing RTIS Broadcast Message
This is a broadcast message only for RTIS

Action Items Pending Approvals

No Action items found.

The Workload tab screen appears.

3. Locate and click the name hyperlink of the youth for whom Support records need to
be added/edited.
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Entering RTIS Youth Supports

Ohio RTIS ©Recent ~ O Help ~ 2 ResidentialSupervisor, Raphael ~
Dashboard Youth Search Administration -

Assigned Unassigned

A\ There are 2 unassigned placements that need attention. View Unassigned Placements

Workload

Status: Sort by:
Both w Youth Name A-Z - Apply

Worker. ©

ResidentialSupervisor, Raphael -

ResidentialSupervisor, Raphael Transfer Workload

] 02/24/2021 The Buckeye Ranch County Juvenile Court
10/14/2020 The Buckeye Ranch County Children Services Board
04/14/2027 The Buckeye Ranch County Children Services Board

1 07/08/2020 The Buckeye Ranch County Children Services Board

The Youth Overview appears.

Note: Alternatively, from the Ohio RTIS Dashboard, click the Youth Search tab.
Enter in the Youth ID or Youth Last Name and Youth First Name, along with any
applicable search criteria, then click the Search button. Once you make your
selection from the search results, the Youth Overview screen will appear. For more
information regarding a person search, please see the following article: Using
Search Functionality.pdf (jfskb.com).

Ohio RTIS ©Recent - @ Help ~ A ResidentialSupervisor, Raphael ~

Dashboard Workload Youth Search Administration ~
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Entering RTIS Youth Supports

1. From the Youth Overview screen, click the Youth Tools drawer and choose the
hyperlink named Supporis.

2. The Youth / Supports page appears.

OhiO R T, @ Recent ¥ ? Help ¥ & Wallace, Mia ¥

Dashboard Workload Youth Search Administration ¥

Youth Overview | Youth Tools
I

Youth Overview
Contacts

Discharge Plan

Youth Profile

Youth Placement History

Release of Information

YOUTH NAME / ID: GENDER, AGE, DOB: STATUS:
Dewitt, Jimmy Chainsaw / 00000000 Male, Age 00, MM/DD/YYYY Current Placement
PLACEMENT DATES: FACILITY NAME: PLACING AGENCY:
MM/DD/YYYY - MA/DD/YYYY <Facility Name= <Agency Name=

Youth / Supports

Youth Contact Information

edit Name: Contact: Address:
Lastname, Firstname (614) 555-5555 4020 E 5th Ave, Columbus, OH 43230

| DISCHARGE CAREGIVER |

Active Supports

Entering Youth Contact Information
The initial entry on the Youth / Supports page is Youth Contact Information.
1. Click edit next to the youth's name.

Page 5 of 20 Ohio et ol o ervices Last Revised: 06/15/2021



Entering RTIS Youth Supports

YOUTH NAME /10 GENDER, AGE, DOB

Dewitt, Jimmy Chainsaw / 00000000 Male, Age 00, MM/DD/YYYY Current Placement

PLACEMENT DATE FACILITY NAME PLACING AGENCY
MMDDYYYY - MMDD/YYYY cFacility Names <Agency Name>
Youth | Supports

I Youth Contact Information I

Name: Contact: Address:

Lastname, Firstname (614) 555-5555 4020 E 5th Ave, Columbus, OH 43230

DISCHARGE CAREGIVER

The Youth Contact Information detail page appears.

1. Use the Search Address button to add an address to the record. See section
Searching and Creating Address Information below for details.

2. Select a Contact Type from the drop-down.

. Depending on the Contact Type selected, enter the corresponding data in the
resulting text box (Phone number, e-mail address, social media account, etc.).

Enter any applicable Additional Contact Information in the text box.

5. Select the Discharge Caregiver box if no other adult is responsible for youth's care,
if the youth is emancipated and living on their own during aftercare, for instance.

6. Choose Apply to save the entered information and remain on the same page, Save
to retain the information and return to the Supports List page or Cancel to delete
entered information and return to the Supports List page with no data.
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IYoufh Contact Information Details |

Workload > Youth Overview > Supports

YOUTH NAME / ID
Dewitt, Jimmy Chainsaw / 00000000

Youth Contact Information

Address:

s not been added.

Search Address

Contact Type: *

‘ Social Media ~ ‘

Contact:

Entering RTIS Youth Supports

GENDER, AGE, DOB: STATUS:
Male, Age 00, MM/DD/YYYY Current Placement

Additional Contact Information: (expand full screen)

4000 characters remaining

I [ Discharge Cargiver (No other adult is responsible for youth's care) I
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Entering Support Person Details
1. From the Youth / Supports page, click the Add Youth Support button.

Ohio RTI

Dachboard Workioad
Youlh Overview |

YO NAME ) 1
Dewe Ammy Chainsaw / 06000000

= BT

LACEMENT DAIES

BIODYYYYY - AMSDO/YYYY

Youth | Supports

Lastrara, Frstname

JISTHALLE CAHECIVEHR

Active Bupperte

© Racant ¥

& 'Yalace Mia ¥

? Help ~

Youth Search Adminiciration ~

GENOEN, AGE, DO

Maie, Age 00, ARSDOVYYY

FRCILITY NAME

<Fachly Meme>

Contact:
[E14) 555656555

SLAI LS

Cument Flacermen?

FLALCTG ALENLY
<Agancy Name>

Addrece:
020 E Sin Mwe, Coumbus, OH 43230

Lasnama. Frstname
| |

OS5t Laamgme Frsiname
O Lasmama Frstname

Lastnama, Frstname
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inactive Bupparic

The Support Person Details screen appears.
1. Enter the Last Name and First Name of the support individual in the text boxes.

2. The Active/lnactive toggle bar defaults to Active upon add of a Support record but
can be used to activate/deactivate the individual during editing of the Support
records.

3. Select the Relationship to Youth from the drop-down.

4. Check Discharge Caregiver if the individual is the proposed/current caregiver for
the youth.

5. Use the Search Address button to add an address to the record. See section
Searching and Creating Address Information below for details.

6. Select a Contact Type from the drop-down.

7. Depending on the Contact Type selected, enter the corresponding data in the
resulting text box (Phone number, e-mail address, social media account, etc.).

8. Enter any applicable Additional Contact Information in the text box.

9. Choose Apply to save the entered information and remain on the same page, Save
to retain the information and return to the Supports List page or Cancel to delete
entered information and return to the Supports List page with no data.

10. After initial save of the Support record, edit and choose the Created in Error
checkbox if the record was not applicable to this youth and needs to be deleted.
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OhiORTIS oreen~ 7he~ & wscemsa v

<Add/Edit> Youth Support
Workdoad > Youth Overview > Supporis

YOUTH MAME / ID GENDER, AGE. DOB STATUS:
Dewii, Jimmy Chainsaw / 00000000 Male, Age 00, MMDDVYYYY Current Flacement
| PREGNANT |l PARENTING |

Isupwrtﬁmnn-hnl

Last Name: * First Name: *

| | e

Relationship to Youth: *

\ W ] Discharge Canegieer

Address:

Contact Type: *

Phone: Ext

Additional Contact Information: (espand full soreen

4000 charactérs remaining

L) Created in Emer

oo N
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Entering RTIS Youth Supports

Searching and Creating Address Information
1. To add a youth or support person's address, click the Search Address button.

OhioRTIS oo~ 2w~

Youth Contact Information Detans

Wiondoad = Youlh Ovandew > Supports

FOUTH NAME 11D GEMDER, AGE, DOB STATLE
Dewl, Jmmy Chainsaw / (0000000 Male, Age 00, MMDOOYYYY Current Placemen]

Contact Type: °

R

The Address Search screen appears.

2. Begin typing the desired address in the Address Lookup bar. Once the Google
results return, click the correct address.

3. If the address being sought is not found, click the PO Box or Manual Search
Criteria drawer to enter the desired search criteria.

4. Choose the Regular or PO Box radio button to toggle between the two entry
screens as needed.

5. Click Search, or the Clear Form button to delete entered search criteria and start
over. Choose the Cancel button on the sticky footer at any time to return to the
Contact Information with no data returned to the Support record.

6. Click the select link next to the address for the youth. The chosen address will pull
back into the Support record.
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[ Domestic Address Search Foreign Address Search

Address Details

Address Lookup:

PO Box or Manual Search Criteria AI

Note: Manual Search Critenia will override Address Lookup (Google Search)

Type:

® Reguiar O PO Box

Street Number: Street Name: Unit Name:

| || | | v |
City: State: ZIP Code:

| | [ ~] | -

=

Domestic Address Search Results

123 Main St Columbus, OH 12345-1234 Frankiin Mone

select 123 Main St Columbus, OH 12345-1234 Yaz Frankiin None No

<6 - D EE-

Cancel

Alternative View of PO Box Search Criteria

PO Box or Manual Search Criteria

Note: Manusl Sesrch Crtera will owverride Addrezs Lookup (Google Seanch)

Type:
) Regular ® PO o

PO Box:

City: State: ZIP Code:

| | L] - |
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7. Should the individual reside outside of the United States, choose the Foreign
Address Search tab and enter the applicable search criteria in the Address
Lookup bar, then select the Search button.

8. Click the select link next to the address for the individual. The selected address will
pull back into the Support record.

Address Search

Workioad = Youth Overview > Supports » <Add/Edit> Youth Suppornt

YOUTH NAME / 1D GENDER, AGE, DOB: STATUS
Dewitt, Jimmy Chainsaw / 00000000 Malz, Age 00, MMDDYYYY Cument Placement
| PREGHANT |f PARENTING.
Domestic Address Search Foreign Address Search
Address Details

Address Lookup:

Address:

m :C]ear Form

Foreign Address Search Results

123 Main St Columbus, OH 12345-1234
select 123 Main St Columbus, OH 12345-1234

Cancel

9. If the desired address is not returned in the Search Results grid, choose the Add
New Address Button. Depending from which tab the button is selected, the Add
New Domestic Address or Add New Foreign Address page will appear.
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Yas Eramatn Bhane Yo

seiect 123 Mawn St Colwnbus, OH 12345-1234 Yeg Franidn Nons Mo

RE-EHEE-EE

Cancel

10. Enter the desired information for the new address entry, then select Save to retain
the address and return to the Support record with the newly created Address.
Choose Cancel to delete any entered data and return to the Support record with no
data selected.
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|A:S:r MNew Domests Address |

Adeepes Dufinde
e
.
Teraed St Eraet Wars Uinit s
| vl |
Loty = lexty: ® I8 Qoo *
I | L
Courdy. * CFar Cowty
v | |
Bl Duigtrad Offwr ekt
|
v | | |
Cargon Traot Dmograchicai De cgnebon
NSITNOGT Ml L Enforasman Jurtoolon

Enwrommmnts Hauses Detsilc |

A0 SRS e

Compsfizne

000 Srereiny ferainng
Craates By Crpbed Dol BN
Woafisd By AR Dt

- =

OR
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Add New Feoreign Address
Workdaad > You Chverview = Supports > <Agd | Edit> Youth Suppor
Agdress Detaity
Address:
Created By psiname Firstname Created Date
Modifisd By wakriaires, F LT Modified Date

Activating/Deactivating Support Record

1. To manage the status of a youth's Supports, click the Activate / Deactivate
Supports button from the Supports list page.

2. The Activate / Deactivate Supports page appears.
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Ohio RTIS

“Wiorkload
Youlh Cvarview

YOLETH WAME i
Cuwi# devmy Chalnsew 0000000

| acireon § e

PLACTSMEN] DAIES
ERLDCAYYY - RREDOAY

o s
‘¥ourin Contact Information

i Nems:
Lasinama, Frsinama

CISCHAMGE CRHEGTVES

Aptive Bupporic

Entering RTIS Youth Supports

7 Halp -

& Walace Mia -

Yiouth 3sarch Adminiciration -

GENDIEH, AGE, L0
Aisde Age 00 RREDOYYY

BLILITE NANE
<Faciy Nama=
Contmat

(B4} G55 G550

SEATLE
Cavment Facemant

LA Rl MY

<hgancy hmmes

Addrece:
S0 E Sin A, Colambis, OFH S3230

ol Lesnama, Freiname

SCHANCE CAMECNEIE

B3l |eomarma. Firsineme

Bl ) cstrara. Frsiname
o5l | asmara Frsinams
iraothe Bupporic

Inciide: Creaind nEmor

<Riziaticnships 618} 55554

<Riationshigs- {14} S-S54
<Rziaticnships (B8} S5-SE
“Ralaficchip= {614] SE6-S0HE

4020 E Bh Ao, Columinus, OH 43230

Mo At has besn meomrisd

4020 E Bh Ao, Columinus, OH 43230

4020 E Bhfen, Columbes, OH 43230

oot Lasineme, Firsnamn

B3 Lasiname, Franama

B3 Lasinama, Frsnama

B geiname, Frsiname

<Rpdaborashice [E14) G555
~Rolatorshcs |E14) G55-0550
~Folalorshioe [E14) B55-05E5
<Rlatarshios [EA4) G55-05E0

ot o |

020 E Sih s, Cobambas, OH 43230

020 E Sih A, Cokombas, OH 53230

020 E 5n Ave, Cokembass, OH S230

S0C0 E Sin Awa, Columbis, OH 53730

3. Toggle the bar to Active or Inactive next to each Support record as applicable.

Note: The designated Discharge Caregiver may not be deactivated.

4. Select Save to retain selections or Cancel to erase changes.
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Ohio RTIS oreet~ 2t~ & vatcema -

Activate / Deactivaie Supports

Worklead = Youth Overview = Supporis

WOUTH MAME ! IO GEMDER, AGE, DOB: STATUS:
Dewitt, Jimmy Chainsaw / 00000000 Male, Age 00, MMDDAYYYY GCurrent Flacement

Youth Supports

Note: Supports marked as Discharge Caregivers can not be set to Imnactive

Firstname Lastname - Adoptive Father | DISCHARGE CAREGIVER

Firstname Lastname - Grandmother ACTIVE
Firstname Lastname - Grandfather INACTIVE
Firstname Lastname - Biological Sister INACTIVE
Firstname Lastname - Cousin ACTIVE

- =N

The Supports list page appears.

Support Records in other Work Items

1. Support records will display in Contacts, as individuals who have been referenced
during these activities.
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Ohio RTIS

Dewet Sy Chainsaw  DOGO0000 Ui Age 00 LMFDOVYYY Somanr Slansment

Contot Detallc
Coniaot Dt Gt Dursiice
Catmgany:
T
Aysliztia fupporic: Esisabad 3upporic:
a & & r— . o,
sy, s,
- w
Contsct Typec
Ayallmbia Contant Typsc: Balsctad Contaot Typa<:
q e & & — R— =
F N F
O 2
e b
Herrative Degalle
Harraihe: coand 10 soneen
10200 pharssart remaining
Upderts Naretve | | Wiew Nanrattee Hichony
Croaind By Lasinama, Frenarm Coraedad Dete: S LNE b
Miodifed By- Lasinama. Frsinars: Modfiad Derter E B

2. Active Supports are pulled into every Discharge Plan and printed as part of a
Discharge Plan report. Support records updated in the Discharge Plan will also
modify the data in the Youth Tool Supports as well. The Update Supports button will
navigate users to the Supports list page.
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OhioRTIS ©Fecmi~ 72re~ & woaccha v

Discharge Plan Details

Workload = Youth Overview = Discharge Plan

YOUTH NAME /1D GENDER. AGE, D08
Dewitt, Jimmy Chainsaw / 00000000 Male, Age 00, MM/DDYYYYY
PLACEMENT DATES FACILITY NAME PLAN VERSION / STATUS:
MMDDYYYYY - MMWDLDYYYYY <Facilify Name> 1.00 / Approved (MMDOYYYYY)
Discharge Plan Overview Placement Senvices Educafion Aftercare Services Supports Approval
i
Youth Supports

Firstname Lastname - <Relafionship»

Contact: Address: Date Discharge Plan Provided:

[A14) 5555556 4020 E 5th Ave, Columbus, OH 43230 [

edit Firstname Lastname - <Relalionship>
Contact: Address: Date Discharge Plan Provided:
(B14) 555-5555 4020 E 5th Ave, Columbus, OH 43230

edit Firstname Lastname - <Relaionship=

Contact: Address: Date Discharge Plan Provided:

(614} 555-5555 4020 E 5th Ave, Columbus, OH 43220

If you need additional information or assistance, please contact the SACWIS Help Desk at:
614-466-0978, select #3, then select #5.
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