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TO ACCESS THE WEB-BASED CPS INTAKE 

ASSESSMENT TOOL 

 

 

LOG IN TO: 

 

 

 

 

http://cpstest.dhshawaii.net/ 

 

 

http://cpstest.dhshawaii.net/
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LOGIN SCREEN 

 

 

 

 
 

THIS IS THE LOGIN SCREEN, TYPE IN THE USER NAME AND PASSWORD THAT 

HAS BEEN ASSIGNED TO YOU.  YOU MAY BE ASKED TO RESET YOUR 

PASSWORD, GO AHEAD AND CHOOSE A PASSWORD AND FOLLOW 

DIRECTIONS TO RESET IT.
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BY CLICKING YOUR MOUSE ANYWHERE IN THE LOGO AREA ANYTIME 

DURING YOUR WEBSITE VISIT, YOU WILL BE RETURNED TO THIS PAGE 

 
ONCE YOU HAVE LOGGED INTO THE TOOL, THIS SCREEN WILL APPEAR.  THE 

WORDS IN BLUE REPRESENT LINKS TO OTHER PAGES.  WORDS IN BLACK ARE 

DESCRIPTIONS OF WHAT IS ON THE LINK. 
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TO CREATE NEW INTAKE ASSESSMENT CLICK THE BLUE LINK AND THIS 

SCREEN WILL APPEAR: 

ASSIGN INTAKE NAME AND INTAKE NUMBER TO THE CASE USING 

GUIDELINES SET IN PLACE BY YOUR SUPERVISORS.  INPUT YOUR NAME.  

REMEMBER TO SAVE CHANGES BEFORE MOVING TO THE NEXT TAB. 
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HISTORY 
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WHEN YOU PRESS THE “SAVE CHANGES” BUTTON, A MESSAGE WILL APPEAR 

AT THE TOP OF THE SCREEN LETTING YOU KNOW THAT YOUR CHANGES 

HAVE BEEN SAVED SUCCESSFULLY.  WHEN YOU ARE READY TO MOVE 

FORWARD, SELECT THE “HARM” TAB. 

 

REMEMBER TO SAVE CHANGES BEFORE MOVING TO THE HARM TAB! 
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HARM TAB 

 

ANSWER EACH QUESTION BY CLICKING ON THE “YES” OR “NO” BUTTONS.  IF 

YOU ANSWER QUESTIONS 1 OR 2 WITH A “NO” YOU MUST WRITE AN 

EXPLANATION IN THE NARRATIVE BLOCK OR THE TOOL WILL NOT LET YOU 

GO FORWARD.   
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A “YES” ANSWER TO #3 MEANS YOU MUST IDENTIFY HARM.  COMPLETE 

HARM TAB AND REMEMBER TO SAVE YOUR CHANGES.  A NARRATIVE 

ALLOWS YOU TO DESCRIBE THE HARM IN MORE DETAIL IF YOU WISH. 

 

 

 
CLICK ON THE SAFETY TAB AFTER YOU SAVE YOUR CHANGES.
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SAFETY TAB 
 

 

 

IDENTIFY APPROPRIATE SAFETY FACTORS RELEVANT TO THE CASE.  IF YOU 

WOULD LIKE MORE INFORMATION REGARDING THE DEFINITION OF THE 

SAFETY FACTOR, CLICK ON THE “I” ICON AND AN “INFO BOX” WILL APPEAR 



 11 

 

INFORMATION BOXES LOOK LIKE THIS 

 

 

 

 

 INFORMATION BOXES PROVIDE EXPANDED DEFINITIONS TO 

HELP YOU DECIDE WHETHER OR NOT THE FACTOR APPLIES TO 

THE CASE YOU ARE ASSESSING.   

 CLICK THE “X” IN THE UPPER RIGHT TO CLOSE THIS BOX. 
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SAFETY TAB 

 

IDENTIFY SAFETY FACTORS RELEVANT TO YOUR CASE AND THEN 

REMEMBER TO SAVE CHANGES BEFORE MOVING TO THE NEXT TAB  
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IF YOU ANSWER QUESTION 1,  

IS THERE SUFFICIENT INFORMATION TO LOCATE THE FAMILY?   

…WITH A “NO,” THEN THIS ASSESSMENT TOOL WILL 

AUTOMATICALLY ADVISE THAT THE CASE IS REFERRED TO “NO 

ACTION.” 

 

IF YOU ANSWER QUESTION 2, 

IS THE ALLEGED MALTREATER THE PARENT/CAREGIVER OF THE 

CHILD? 

…WITH A “NO,” THEN THIS ASSESSMENT TOOL WILL 

AUTOMATICALLY ADVISE THAT THE CASE IS REFERRED TO “NO 

ACTION.” 

 

IF QUESTIONS 1, 2 AND 3 ARE YES ANSWERS AND NUMBER 4,  

DO SAFETY FACTORS EXIST THAT PLACE THE CHILD AT RISK OF 

SUBSTANTIAL AND IMMINENT  HARM? 

IS ANSWERED WITH A “NO” THEN YOU WILL BE REFERRED TO THE 

RISK ASSESSMENT MATRIX TO HELP YOU GATHER MORE 

INFORMATION ABOUT THIS ASSESSMENT. 

 

THE FOLLOWING PAGES ILLUSTRATE HOW TO USE THE RISK 

ASSMENT MATRIX: 
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CHOOSE APPROPRIATE RISK FACTORS BY CLICKING ON THE RADIO 

BUTTON ON THE SQUARE.  RISK DEFINITIONS CAN BE FOUND ON 

THE “I” BUTTONS. 
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SQUARES WILL BRIGHTEN ONCE THEY HAVE BEEN CHOSEN WITH 

THE RADIO BUTTON.   

 

IF YOU CHOOSE “NEXT” AT THIS SCREEN, YOU WILL GO TO A 

SUMMARY SCREEN.  IF YOU WANT TO COMPLETE MORE RISK 

TABLES, CHOOSE THE NEXT TAB YOU WANT TO SEE. 
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RISK TABLES INCLUDE BASELINE, CHILD, CAREGIVER, FAMILY, 

SOCIAL AND ECONOMIC: 

 

 

 

 

REMEMBER TO SAVE YOUR CHANGES BEFORE MOVING AHEAD! 
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EACH RISK TABLE WORKS THE SAME WAY BUT CONTAINS 

DIFFERENT INFORMATION.   

 

ONCE YOU HAVE FINISHED, YOU WILL BE DIRECTED TO THE 

SUMMARY TAB WHICH CONTAINS A FINAL REPORT WHEN YOU 

PRESS “NEXT.” 
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FIRST HALF OF SUMMARY REPORT: 
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SECOND HALF OF SUMMARY REPORT: 

 

 

AT THIS POINT YOU WILL MAKE YOUR RECOMMENDATION FOR 

CASE REFERRAL BY CHOOSING ONE OF THE RADIO BUTTONS HERE 

AND THEN PRESS “SUBMIT FOR SUPERVISOR REVIEW.” 
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THIS WORKER DECIDED TO REFER THIS CASE TO FAMILY 

STRENGTHENING SERVICES… 

 

 

 

 

 

 

THEN THEY SUBMITTED IT FOR THEIR SUPERVISOR’S REVIEW 
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ONCE YOU HAVE SUBMITTED YOUR REPORT TO THE SUPERVISOR 

FOR HIS/HER REVIEW, THIS IS THE MESSAGE YOU WILL SEE. 

 

 

 

 

 

 

IF YOU CLICK ANYWHERE IN THE LOGO PORTION OF THIS TOOL, YOU CAN 

CONTINUE WORKING ON ANOTHER INTAKE ASSESSMENT.  OTHERWISE, YOU 

CAN CLOSE OUT OF THE TOOL AND HAVE A COFFEE. 
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 EACH LINK INCLUDING “MY INTAKE ASSESSMENTS” AND “VIEW OPEN 

INTAKE ASSESSMENTS” CONTAINS CASES THAT HAVE NOT YET BEEN 

SUBMITTED TO YOUR SUPERVISOR FOR REVIEW. 
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WHAT THE SUPERVISOR SEES… 

 

 

 
ONCE THE CASE HAS BEEN REFERRED TO THE SUPERVISOR, HE OR SHE MAY 

CHANGE THE ASSESSMENT RECOMMENDATION ON THIS SCREEN. 
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THE SUPERVISOR IS CHANGING THE RECOMMENDATION ON THIS SCREEN 

FROM FSS TO CWS. 
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THE SUPERVISOR WILL BE ASKED TO EXPLAIN WHY HE/SHE IS CHANGING 

THE RECOMMENDATION.  AN EXPLANATION MUST BE INPUT OR THE TOOL 

WILL NOT LET THEM CONTINUE. 

 

 

 

 

THE SUPERVISOR WILL EXPLAIN AND THEN PRESS “CONTINUE 

PROCESSING.” 
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THE SUPERVISOR WILL SEE THIS SCREEN ONCE THE CASE HAS BEEN 

SUBMITTED FOR PROCESSING 
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SECTION ADMINISTRATOR WILL SEE THIS SCREEN: 

 

 

 

INTAKE WORKER WILL SEE THIS SCREEN: 

 

 

SUPERVISOR WILL SEE THIS SCREEN: 
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THE SECTION ADMINISTRATOR CAN ALSO OVERRIDE THE SUPERVISOR’S 

DECISION ON THIS SCREEN IF NECESSARY: 
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THE SECTION ADMINISTRATOR WILL BE ASKED TO EXPLAIN THE CHANGE: 

 

 

 

THEN CONTINUE PROCESSING… 
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NOW THE CASE HAS BEEN MOVED TO VCM BY THE SECTION 

ADMINISTRATOR.  HE/SHE WILL SEE THIS MESSAGE: 
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THE SECTION ADMINISTRATOR MAY OVERRIDE THE DECISION AS MANY 

TIMES AS ARE NECESSARY.   

 

 

 

THIS REFERRAL HAS BEEN RECOMMENDED TO VCM, THE SECTION 

ADMINISTRATOR AGREES WITH THAT ASSESSMENT. 
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THE ASSESSMENT WILL BE ARCHIVED: 

 

 

 

 

YOU CAN ACCESS THE ARCHIVE ON THE HOME SCREEN BY CLICKING 

ANYWHERE INSIDE THE LOGO AREA OR BY CLICKING THE WORD “MAIN” IN 

THE UPPER LEFT CORNER 
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THE SECTION ADMINISTRATOR HAS ACCESS TO THE INTAKE ARCHIVES.  

THIS IS WHAT HE/SHE WILL SEE WHEN THEY ARE ACCESSED: 
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YOU MAY SEE MESSAGES LIKE THIS ON OCCASION: 

 

 

 

IF YOU MEANT TO ANSWER THE QUESTION WITH A “NO” YOU MUST EXPLAIN 

WHY IN THE NARRATIVE BOXES. 
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REMEMBER THAT ANSWERS FOR QUESTIONS 1 and 2 WILL RESULT IN A 

RECOMMENDATION OF “NO ACTION.” 

 

 

 

 

EXPLAIN YOURSELF! 
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THE TOOL WILL ASK AGAIN IF YOU ARE SURE YOU WANT TO CONTINUE AND 

WILL EXPLAIN THAT THIS CASE WILL BE REFERRED TO “NO ACTION.” 

 

 

IF 

 

 

 

IF THIS IS OK WITH YOU – CONTINUE BY CLICKING THE BLUE “HERE.” 
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FIRST PART OF INTAKE ASSESSMENT SUMMARY 

 

 

SECOND PART OF SUMMARY 
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THE SUMMARY TAB 

 

 

 

AT ANY POINT IN YOUR ASSESSMENT, YOU MAY LOOK AT A SUMMARY OF 

YOUR COMMENTS AND ANSWERS TO QUESTIONS.  IF AT ANY POINT YOU 

HAVE MORE INFORMATION OR DIFFERENT INFORMATION, YOU MAY 

CHANGE IT. 
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ANSWERS OF “YES, YES, YES, YES” to QUESTIONS 1, 2, 3 and 4 WILL RESULT IN 

AN AUTOMATIC REFERRAL TO CWS INVESTIGATION: 

 

 

 

 

 

IF YOU ANSWER YES TO QUESTIONS 3 AND 4, YOU MUST IDENTIFY THE HARM 

AND SAFETY FACTORS BY CLICKING ONE OF THE SELECTIONS LISTED. 

 



 41 

 

YES, YES, YES, YES RESULTS IN AUTOMATIC REFERRAL TO CWS 

INVESTIGATION, NO NEED TO CONTINUE WITH RISKASSESSMENT TABLES: 
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REFERRED TO CWS INVESTIGATION: 

 

 

 

ONCE THE SUPERVISOR HAS AGREED WITH THE ASSESSMENT, THE SECTION 

ADMINISTRATOR WILL SEE THIS SCREEN: 

 

 

 

TO COMPLETE YOUR ASSESSMENT, CLICK THE WORD “LOGOUT” AT THE 

UPPER RIGHT OF THE TOOL 
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YOU HAVE SUCCESSFULLY LOGGED OUT! 

 

 


