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                                          Online Mandated Reporting Website\User Guide  
 

                                                  Introduction  
                                             
The Arizona Department of Child Safety maintains an Online Reporting website designed for Mandated Reporters 
to report non-emergency abuse or neglect concerns about children in Arizona. The website is available Monday 
through Friday from 6am to 9pm.  
 
This user guide is provided as a supplement to the instructions available at the Mandated Reporting landing page 
and the Online Reporting website. It is organized into four sections: 
  
1. Accessing the Online Reporting website.  

2. Creating an account.  

3. Completing the Online Reporting form.  

4. Submitting the Online Reporting form.  
 
 

Accessing the Online Reporting Website  
The Online Reporting website is currently located on azdes.gov. Access the web site by clicking on this link 
https://dcs.az.gov/or by entering this address into your browser. The Arizona Department of Child Safety page will 
display.  
 
Look for the DCS Quick Links section toward the bottom of the page (left column).  Select Report Child Abuse or 
Neglect 
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Reporting Child Abuse or Neglect 
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Mandated Reporting 
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Select How do I access Arizona’s Online Reporting Service for Mandated Reporters 

 

 
 

There are now two links that can be used to access the reporting form, Register and Login  
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Select How do I access Arizona’s Online Reporting Service for Mandated Reporters 
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There are now two links that can be used to access the reporting form, Register and Login  
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The Mandated Reporter will be sent a temporary password by e-mail.  They will then be required to create a 

permanent password that is DES compliant. To be DES compliant the password must consist of a mixture 8 

letters and numbers.  There must be one capital letter and at least one number. Ex. Waeio23.  Once this is 

created, the next time the Mandated Reporter logs in, their information will populate the fields in the Reporting 

Party Section.  
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Once the mandated reporter changes the password they will be taken to the Home Page. 

If returning to the website select Login and the mandated reporter can access their account by entering their 

Account User Name and Account Password.   
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. 

 

 

There will be menu items available to change a Mandated Reporter password, to recover their password and to 

recover their User Name. 
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Once the website opens the Home Page will display.  This page contains information that helpful to the 

mandated reporter.  It explains the site is only for mandated reporters, is not to be used in emergency situations, 

displays a warning about false reporting, has a link to the User Guide and gives some general directions. 

 

 

 

The mandated reporter will be taken to the reporting sections when they select “Click to start the reporting 

process”. Before they can start to input their concerns a page with 8 questions will display.  These are 8 yes or 

no yes questions that must be answered before they can proceed. If one of these 8 questions are answered Yes, 

they are asked to call the Hotline due to the seriousness of their concern for the abuse or neglect of a child. The 

8 questions are: 

 

 

 

 

 

If any of the questions answered “yes” it indicates a serious situation.  The red phone will appear thereafter you 

will be asked to call the Child Abused Hotline. 
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Section 1 Reporting Party                                                                                                                                       

If the Mandated Reporter has created an account the fields in Section 1 will populate with their profile.  If there 

is no account they will be required to complete the mandatory fields which are indicated with an asterisk.  
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There are 8 Reporter types that can be selected and 10 mandatory fields to be completed.  

Clicking on Clear on the bottom of the page will delete all the information entered. Clicking on next will take 

the mandated reporter to Section 2. 
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Section 2 Family Profile (Child)                                                                                                                      

This section will contain the information regarding the children living in the home.  There will be 5 mandatory 

fields: First Name, Last Name, Gender, Birth Date or Age and whether the child was an alleged victim.   Other 

fields will be Means to Locate the Child such as home address, school information, day care information and 

other possible locations where the child can be located.  There will be an icon on the bottom of the page to add 

the information entered and to add a child and a icon to clear the information entered.  
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If the add children icon is selected the information will be saved to the top of the page. Notice that on the top 

of the page are icons to edit and delete  information. 

 

 

 

 

To move to the second section all mandatory fields must be completed and then the Next button can be 

selected.  

 

Section 3 Family Profile (Adult)                                                                                                                    

This section will contain the information regarding the adults living in the home.  There will be mandatory 

fields: First name, last name, Gender and age.   Other fields include home address, phone number, which 

children the adult is the parent of, if the adult has primary custody and adult employment information.  There   

will be an Icon on the bottom of the page to add another adult. 
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If both a Mother and Father are not entered in this Section when you select Next to proceed to Section 4 a pop 

up message will appear.  This message will ask if any information is known about the missing parent and 

there will be two radio buttons.  If the No radio button is selected then Section 4 will open.  If Yes is selected 

a screen will open so the information can be entered.  
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The information will be saved when moving on to another Section and each adult will populate on top of the 

Section 3 page.  Once the information is populated on top of the page there will be icons to edit and delete the 

adult information. 
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Section 4 What Happened 

This section will explain what happened to the child (children). There are 3 mandatory fields: Question number 

3) did you personally witness the incident, question 5) Please describe what happened to the child etc. and 

question 6) Does the Child have an injury. 
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        Section 5   Family Functioning  

This Section will ask about any drug or alcohol abuse, domestic violence in the home, and any safety         

issues in the home that may be of concern to a Social Worker. There are no mandatory fields in this  section. 
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When the reporting source has completed the 5 sections they will select “submit report” to send the form to the 

Hotline.  Once the form is sent they will not have further access to the form.  However, the reporting source will 

have the ability to print the form when “submit report” is selected.  The print screen will appear as below. 

 

 

 

The Mandated Reporter can select Print to get a copy of the Form by selecting the Print box. After printing they 

will have the option above. 

 

 

Selecting “No Thanks” will take the Reporter to the Home Page where they can start another Submittal.  

Selecting Exit will return the Reporter to the https://dcs.az.gov/site. 

 

 

 

  

 

 

 


