Staff Maintenance for Private Agencies

The following information is intended to be a guide for the handling of POS staff maintenance and organization changes in SACWIS.

End-Dating Roles — This process can be used by a supervisor or his/her designee to end-date a worker’s role when that person is no longer with the agency or on a particular team.  The end-dated worker will no longer show on the supervisor’s desktop after an overnight process.

· From the home page -- do a worker search for the worker you want to end-date.

· You will likely get only one "hit" but select (button at left of name) the proper person from the results page -- click OK at the bottom of the screen.

· This will navigate you to the Staff Information window for the selected worker.  Make no changes to any other fields on this window except as noted below.

· Click the Roles tab.

· Click the Expando button at the left side of the role that you want to end-date (the expando is the triangle-shaped button).  This will expand that particular role and show you an active End Date box -- you must have the role "expanded" to end-date the role.

· Enter a date, or pick a date using the date-picker calendar (recommended), in the End-Date box. The date must be today or earlier, i.e. you cannot enter a future date.

· Click Save at the bottom of the screen.

· Assuming all cases have been transferred out of this worker's name, and, all designee assignments have been end-dated, SACWIS will end-date that role.  You will get an error message if cases are still assigned or if the person is still a designee for someone else in the system.

Repeat as necessary.
Name Changes

When a person needs to change their name for marriage, divorce or other reasons, their name change must be submitted to the DCFS Background Check Unit (Connie Burns or designee) in Springfield. After the name has been cleared it will be forwarded to the DCFS POS Personnel Liaison (Toya Hall or designee) for entry into CYCIS and SACWIS.

Desktop Issues

If the worker gets an ‘s Desktop, call the Getronics Help Desk.  The ‘s Desktop is caused by one or more of the following.

· The worker doesn’t have a current role in the system, or 

· The worker status in SACWIS is something other than “Active”, or 

· The worker’s network logon has either not been properly set or their network association has been interrupted.  

Note:  You can check on the worker status and role by doing a worker search and accessing the staff maintenance window.    The current worker status will be displayed on the window.  To check on whether the worker has a valid role, open the role tab.

If the worker has a valid role on a team and their status is active but they do not have access to their desktop you need to call the help desk, as this is probably a network association issue.  

Case Assignments/Case Transfers

If cases are not appearing on the right team (RSF) or assigned to the correct worker in SACWIS, the problem is usually with the case assignment in CYCIS.  SACWIS reads CYCIS case assignments and the cases will display in SACWIS on the desktop of the worker on the RSF of record in CYCIS.  You should contact your DCFS Personnel liaison to determine where the cases are assigned in CYCIS.  

Note:  Case transfers made in CYCIS can sometimes take a day or two to appear in SACWIS because of the batch process programs that control this process.  If after two working days the assignments still do not appear in SACWIS, check with your SACWIS Liaison to make sure the transfers were executed and/or contact the Help Desk.

New Hires (no previous SACWIS access)
Note:  Once a case has been assigned to a worker in CYCIS, a role will automatically be created for them on the corresponding entity in SACWIS.  If, for some reason, a role is needed immediately to do a parallel assignment, contact your personnel liaison.  

STEPS TO ADDING NEW STAFF TO SACWIS

1. Request CYCIS ID, using CYCIS ID Request Form.  Requested by agency.  Can be requested any time after hiring – do NOT need to have licensure process completed to request CYCIS ID.

2. Complete licensure process, including:  Complete application for licensure; Request transcripts from college to be sent to DCFS; Complete background check, including fingerprints; Become CERAP Certified; Pass Licensure test.

3. After the above is completed, the worker’s information should be updated in the MG02 screen in CYCIS.  If the information is updated, supervisors can assign cases.  

a. If a case is assigned, the information will automatically pull forward into SACWIS and they will be set on the proper team in SACWIS.  They will have access when the trainers log them on during training.  The association table activation program is run by the trainers during the SACWIS training.  If problems cannot be resolved during the class, participants are instructed to call the Help Desk upon return to their office.

b. If they do not have a case assigned, they will need to have the role created for them.  If everything is ready before SACWIS training, I have been having Foster Centola set them up.  The association table activation program is run by the trainers during the SACWIS training.  If problems cannot be resolved during the class, participants are instructed to call the Help Desk upon return to their office.

c. If, for some reason, they are NOT ready, they have to call the Help Desk when licensure is completed.  The Help Desk passes the request along the proper channels and the account is then activated.

New Hires (previous SACWIS access)

New staff that has been previous SACWIS users will usually not be able to log in when they begin working at new agency.  This is due to their “ worker status” on the Staff Information window being set to “Separated” from their previous agency assignment.  When a worker is in a “Separated” status, their logon ID no longer has the proper link to the network association table in SACWIS.  In these situations you will need to call the Help Desk to have the worker status activated and to have the persons logon id re-associated with network association table.

Designees

Supervisors and managers can set up designees when work coverage is needed or desired.  The rules for designee creation are generally this:

1. Supervisors or managers are the only ones who can set up designees for workers.  The person for whom the designee is being created has to be in the same hierarchy as the person that is going to be assigned the designee status.  

2. Managers can make supervisors designees for each other to ensure coverage.  The supervisors have to be in the same hierarchy for this to work.  Sometimes an upper level manager (i.e., Program Director or CEO) will have to set up designees when cross hierarchy coverage is desired within the same agency.  Designee status has to be maintained.  

3. You must end-date all designee status’ prior to end-dating a role for a worker.

4. You cannot set up designees for workers across team structures.  
Supervisory and Manager Changes

SACWIS requires that each entity/team/management group have a supervisor assigned.  The POS Personnel Liaison handles supervisor and manager changes.  

1. The information required for a supervisory change is the RSF and the name of the new supervisor.  

2. If it is a manager change, the name of the previous manager, the name of the new manager and the effective date of the change is required.

Hierarchy Changes

When there are changes to the reporting structure, as in the case of when a team or management entity will report to a different manager (re-org vs. supervisory change), the POS Personnel Liaison needs to be contacted and the SACWIS organizational hierarchy must be modified accordingly.  

