
 

How to Close a Provider Without a Complete Home Study 
 

 
 

1. Begin the home study.  Fill in only the Date of Application on the Verifications 
Screen.  No other information is required to be completed other than the 
disposition. 

 

 
 
 
 

 
 
 
 
 
 
 
 



 

2. Give the Home Study a Disposition of “Closed.”
 

 
 

3. Route the home study to supervisor for approval.  The supervisor approves the 
closed home study. 

 
4. Click on the Approval/Certification link 

 

 



 

5. Click Edit next to the “Initial Recommendation for Certification” or ‘Initial 
Approval” and route this to a member of the SACWIS Provider Team (Heather 
Spencer, Tim-Doyle-Wenger, Colleen Tucker, Kim Keyhoe, Melissa Cromwell or 
Linda Ferguson).  

 
6. Please e-mail the Provider Team Member that you have routed the request.  In the 

e-mail please include the name and number of the Provider.  
 

7. The Provider Team member will approve the Request for Certification, then 
delete the span that is created.  This will allow you to create a request for closure.   

 
8. Once you have been notified that the request has been deleted, go back to the 

provider record and click the “Approval/Certification” link. 
 

9. Click “Add Recommendation”. 
 

10. Create a Request for closure.  Closing reason is also a required field.  
 

 
 

 



 

11. If the closure request is for Foster Care, route it to Rita Jackson at ODJFS.  If it is 
for Adoption, route to the county supervisor for approval.   

 
NOTE:  If provider is both foster and adoptive, you will have to complete steps 
1-10 twice – once for foster care, once for adoptive. 

 
12. Once the closure is approved, go back to the provider record and click on the 

“Service Credentials” link. 
 

 
 
 

 
13. Click on the “ODJFS Approved Services” tab. 

 
14. Take out the agency type and agency name and click “Filter”. 

 
15. Deactivate all active services by clicking “Deactivate” next to the service, enter 

the date of Deactivation, then SAVE.  Repeat for each active service. 
 

 
 
 
 



 

 
 
 
 
 
16. Click on “Provider Overview” (to go back to the main screen), then click on 

“Provider Information.” 

 
 

17. Go to the “Provider Status Information” section and click “Add Status.
 



 

 
18. Choose “Closed” for the Provider Status, a closing reason, and fill in the effective 

date, then click “OK”.
 



 

 
 
19. This will take you back to the previous screen.  Scroll to the bottom of the screen and click “Save.” 

 
20. The supervisor can now end date all assignments to this provider record. 

 
 


