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Selections Tips & Guidelines 
Access MCR 
 Select Create from the Desktop 
 Select Case Work  
 Select Missing Child Report from the 

MCR dropdown 
 Select Case Name from Case group 

box 
 Select Specific participant from the 

Case Participants group box 
 Click the Create button 
 Click the Yes button on the Child 

Confirmation pop-up window 

 

 
 

Before Final Submission 
 Complete the Child Information tab, 

Caller/Law Enforcement tab, Narrative 
tab, Companion/Abductor/Vehicle tab 

 

 
 
 

Final Submission 
 Click the Final Submission tab 
 Click “I Agree” in the checkbox 
 Click Save 
 Select Missing Child Report from 

Options dropdown list 
 Click Go 
 Review the template and print 
 Click Close and Return to FSFN 

button 
 Click Save on the Missing Child 

Report Page 

 

 
Initial Approval by Worker 
 Select Approval from Options 

dropdown list 
 Click Go 
 Click Approve in Approval Decision 

Group box 
 Select Other hyperlink in the 

Supervisor Approval group box.  This 
will launch the Reroute Worker 
Approval Page 

 Search for Name of your 
Regional/District MCR Approver on 
the Reroute Worker Approval Page 

 Select Appropriate Name 
 Click Continue.  The Approval History 

Page will display 
 Click Continue (twice) 
 Click Close 

*Timely submission requires direct submission to the Regional/District MCR 
Approver to bypass the typical approval process. 
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*If the Missing Child Report is updated before it is approved by the 
Regional/District MCR Approver it will automatically return to the worker 
who initially submitted the MCR record.  The approval process must then be 
restarted. 
 

Approval by Immediate Supervisor 
(*Please complete these steps if the 
worker sends MCR Approval to the 
Supervisor for approval.) 
 Select Approval from Options 

dropdown list 
 Click Go 
 Click Approve in Approval Decision 

Group box 
 Select Other hyperlink in the 

Supervisor Approval group box.  This 
will launch the Reroute Worker 
Approval Page 

 Search for Name of your 
Regional/District MCR Approver on 
the Reroute Worker Approval Page 

 Select Appropriate Name 
 Click Continue.  The Approval History 

Page will display 
 Click Continue  
 Click Close 

*Forgetting to select the OTHER hyperlink forwards the MCR back to the 
Supervisor’s Approval expando under  “My Approvals “ instead of the 
Regional/District MCR Approver 

Approval by Regional/District MCR 
Approver 
 Select Approval from Options 

dropdown list 
 Click Go 
 Click Approve in Approval Decision 

Group box 
 Select Other hyperlink on the 

Supervisor Approval group box.  This 
will launch the Reroute Worker 
Approval Page 

 Search for MCR HQ 
 Select Appropriate Name 
 Click Continue.  The  Approval 

History Page will display 
 Click Continue  
 Click Close 

*The MCR alert is automatically created after being approved by the 
Regional/District MCR Approver 
 
 
 
*Approval is now at Headquarters (HQ) awaiting finalization 


