UIR Website Summary
This is the initial version of the UIR website that primarily targets residential agency users.  Although the intent is to replace the current DCFS UIR system with web-based UIR reporting, the DCFS UIR system continues to be the official UIR system and all UIRs created through this website must continue to be faxed to DCFS for data entry into that system, until further notice. 

There are three ‘Homepages’ on the UIR website, one of which users will be directed to based on the role to which they are assigned. 
· Outcomes Managers, Agency Administrators and their Data Entry staff at residential agencies will see the RTOS Homepage for RTOS and UIR. 

· UIR Managers and Administrators and their Data Entry staff at Residential agencies, shelters and Youth Stabilization Centers will go to the UIR Homepage

· DCFS users will be taken to the Search page in order to view information on children they have access to. 

The UIR website contains the following pages:  

· Create UIR 
· contains the common components (?)
· Persons & Facilities Involved in the Incident
· provides specific information pertaining to each party involved in the incident. 

· UIR Summary
· allows editing and review of the UIR and displays the printed copy that must be faxed to DCFS.  The format used for the Summary screen is the same as the current printed CFS119 UIR from the DCFS UIR system.   As a courtesy to residential agency staff, there is a new feature in the website which allows information pertaining to Rule 384 to be recorded.   
· Search

· Help

Steps to completing the UIR:
· Information must be entered into all required fields on the “Create” and “Persons & Facilities” pages.  However, the UIR is considered incomplete until it is “Submitted,” and may be edited until it is submitted. 

· When the person entering the UIR determines they are finished with the UIR, they will “submit” the UIR which means:

· the UIR is complete, can be printed out and must be faxed to DCFS.

· the UIR is listed on the RTOS Home page of the Residential Agency Administrator for their review and approval if the “Internal Agency Approval” option is in effect.  Note: Agency Administrators have the option of turning on an internal approval process requirement, causing UIRs to be automatically forwarded to them for approval before being submitted to DCFS.  Once the Agency Administrator approves and ”submits” the UIR, it is complete, can be printed and must be faxed to DCFS.

· After UIR’s have been completed or ‘submitted to DCFS’ they cannot be edited or deleted except by the Help Desk.  (Note that for this initial version of the website,  ”submitted to DCFS” means that the UIR has been completed and is now ready to be faxed to DCFS.) 

Common Features
· Save and Continue button- 

· Throughout the UIR application, when users click on Save and Continue buttons at the bottom of the pages,  and the system has determined that all required fields on that page have been entered, data will be saved and users will be taken to the next appropriate page.  A message will appear at the top of the page for any required fields that have not been done and user cannot Save and continue until requirements have been satisfied.   

· If you wish to leave a page without Save and Continue, the Cancel button can be used but data that was entered will be lost. 

· Note that the Create page can be saved independent of the Persons and Facilities Involved in the Incident page. 

· If any list of names requires more than one screen, page numbers will be displayed so users can go back and forth.

· Calendars to select the date can be utilized by clicking on the calendar symbol to the right of date fields.  Arrows advance or go back one month or one year at a time. 

· Required fields have an * to the left of them and data must be entered before Save and Continue will be successful for that page. 

Data source for Lookups:

· The DCFS CYCIS data system is the source for child data, DCFS/POS casemanager/worker data, living arrangement data, and provider data that is auto filled into the UIR after a lookup is done.

· There is a two day delay from the time of data entry into CYCIS and the data is visible in UIR/RTOS.  (Example is data that is entered as of 6 PM on Monday will be in RTOS and UIR lookups on Wednesday morning). 

· Users are very strongly encouraged to utilize the child lookup which will bring in the child name, DCFS/POS caseworker and living arrangement information. 

