Adding Case Plan Signature Details

The Signature Details screen is available for case plans that have a status of
In Progress, as well as case plans that have already been Approved.

Once saved, a participant’s signature detail information is “frozen” and cannot
be changed. However, other (new) participant’s signature detail information can

be added.

To add case plan signature detail information, complete the following steps:

Navigating to the Screen

From the SACWIS Home screen, click the Case tab.
2. Click the Workload tab.
3. Select the appropriate Case ID link.

Note: If you know the Case ID number, you can also use the Search link at the top
of the Home screen and navigate to the Case Overview screen.
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4. Click the Case Plan link in the Navigation menu.
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The Case Plan Filter Criteria screen appears displaying the Case Plans section

below it.
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Adding Case Plan Signature Details

5. To view the signature detail information, click the View link in the appropriate row.

6. To edit, click the Edit link in the appropriate row.
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The Case Plan Topics screen appears.

7. Click the Court/Signature Details link.
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The Court/Signature Details screen appears.
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Adding Case Plan Signature Details

Adding Court Details Information
1. Inthe Court Details section, complete the fields as needed.

Important:

¢ |f signature details are being added to an Approved case plan, the Court
Status field is required to save the record.

e Current SACWIS functionality allows a record to be saved without selecting
any signature participant(s) or completing the signature detail fields. If no
participants are selected, the signature page will then print out on the Case
Plan Report showing all of the case plan participants, as well as the assigned
workers and supervisors.
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Court Details
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Court Status: * I 'I Court Status Date: I E

(Signature Details

Adding Case Member Signature Details
In the Signature Details section:

1. To select a participant, click the check box in that person’s row.
2. Complete the signature detail fields for that participant (shown in red).
3. Repeat the previous two steps to select additional participants.
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Adding Case Plan Signature Details

Important:

e The Captured Date field and Reason field are only modifiable depending on
the answer selected in the Signature Captured field.

> If Yes is selected, the Reason field grays out and the Captured Date
calendar appears. A date must be selected.

> If No is selected, the Captured Date calendar disappears and the
Reason field becomes available. A reason must be selected.

e Whether Yes or No is selected, the remaining fields in the row must be completed.

¢ As shown in green below, if the selected participant is a worker or supervisor, the
Date Copy of Plan Provided field is not available. However, a date field appears
for the other participants.
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Adding Non-Case Member Signature Details

1. If a non-case member’s signature needs to be captured, click the Add Non-Case
Member Signature button at the bottom of the screen.
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Add Non Case Member Signature

The Person Search Criteria screen appears.
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Adding Case Plan Signature Details

Enter the filter criteria.
Click the Search button.
If the person exists in SACWIS, click the Select link for their record.

Enter the person’s information.

2
3
4
5. If not, click the Create New Person button.
6
7. Save the record.

8

Then click the Select link for that person’s record.

—Person Search Criteria
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The Court/Signature Details screen appears displaying that person’s name at the

bottom of the grid. The person’s name appears already check marked.
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Adding Case Plan Signature Details

9. Complete the signature detail fields for that participant in the appropriate row.

10. If the participant(s) did not participate or disagreed with the case plan, state the
reason why in the narrative field.

11.Click Save button.

r Rule:SupErvisUr I [ I I =l I =l I | I [ ;
il e | B CE CE =
Role:Sup=rvicor
S— [=& 3": {a5/2008) = F=H [=H [Fome =

If the participant(s) did not participate or disagreed with the case plan, state the reason why:

e

Apply Cancel

Important: Once the signature detail information is saved, that participant’s detail
field is “frozen” and cannot be changed. However, new participant’s signature detalil

information can be added.
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