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Managing Case Services

This Knowledge Base Article presents new SACWIS system features for managing
the various aspects of case services.

Table of Contents

Viewing Case Service INfOrmation ... s
Viewing Current or Historical Case ServiCesS ......cccovvviiiiiieiesiie s,
Viewing the Case Member / Caregiver HiStOry ...

AddiNg @ NEW CaASE SEIVICE ...cviiiiiieeie ettt te et s aeeae e e steeaesneenneens
Adding Participation FrEOUENCY ......cceiieiiiiiiieieeie sttt
[T o = W d (0 V4 T = SRR 11
UNIINKING 8 PrOVIOE ..o 16
AddiNg SErviCe GOAIS .....ocviiicicc e e 17
Applying Information to Other Case Members ... 18
Editing Individual Status RECOIAS .......ccviiiiiiieceece e 19
Adding a New Case Member Service Status .......cccccvvveieeievivese e 20
Adding a New Car€giVer SEIVICE .....cccoiiieiiiie et 22
Marking a Status Record as Created iN Error ......cccccoocevviieveece s 24
ENd-Dating @ CasS@ SEIVICE .....ccciiiiiiiiieie ettt 26
End-Dating a Case Service Member Status Record ..........ccccvvevviienviic e, 27

Completing @ SEIrVICE REVIEW .....cccouiiiiiiiie ettt 29
Adding a Service ACtiVity RECOIU.......cociieiiic e 32
Filtering Service ACtiVity RECOIAS ..o 35
Linking a Case Service to a WOrk Item .........cccooeviiiieiicce e 36
(O 1] O [0 1T U 1 USSP 39
Case Services with a Status of Planned ..........cccovviiieiiicicncsse e, 39

— Department of
Page 2 of 39 Ohio Sy senices Last Updated: 06/01/11



Managing Case Services

Viewing Case Service Information

To view case service information, complete the following steps:
1. 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.

4. On the Case Overview screen, click the Case Services link in the light-blue
Navigation menu on the left.

Home Intake Provider Financial Administration
Workload
| help |
} Case Overview [ Case Overview

5.7 Caze ID: Case Status: Open { 05/12/2011 )
Activity L
LR Care Name: Case Category: Adoption
Case Conference Note

[ Case Actions
Forms/Notices
View Memher Details

Intake List Access Original Case
Safet:
Safety Plan ’;;5’9 pickler
Specialized &/ Tool
Law Enforcerment ”’

; Er

(cace servces "
Initial Rernoval "
Potentisl Adaptive g
Farnilies ’
Placement
Decision/Staffing Y]
Placement o |
Visitation Plans . .
. Case As Information

Independent Livin Wiew Case Status History | View Assignment Histor
Sa=eFen [__workerName [ _______Role ____] Agency of Worker
Case Review/SAR
Pre-Finalization
Information

The Case Services Filter Criteria screen appears displaying the Case Services
section beneath it.
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Managing Case Services

Viewing Current or Historical Case Services

As shown below, the screen defaults with the Current Case Episode radio button
selected and the Case Services section displaying all current case services.

Activity Log
Intake List

Safety Assessrment
Forms/Notices
AR Pathway Switch
safety Plan
Family Assessment
Ongoing Case 41
Specialized 47T Tool
Law Enforcerment
Justification/Waiver
P Case Services
Court

Initial Removal

Case Services Filter Criteria

&
—

Service Category: |

From Effective Date: To Effective Date:

Case Member: Status:

=

Service Type:

=

Service:

=l @Cese Episode © wiew Hm

~— ————

Service Goal: |

Sort Results By |

i e rorm |

Case Services

Service: hd Add Case Services

Result{s) 1 to 15 of 25

Fage 1 of 2

Placernent Request Case Member Name Service

Placement

Service Category f Type Effective Dates

(s) Classification

delete

Misitation Plans edit Case Member 07/09/2010 -

service end
Independent Living

Case Plan

Case Review/SAR
safety Reassessment
Reunification Assessment

Casa Mambar / Caregivar History

delete

edit Case Mernher 07/0%9/2010 -

service end

Case Member / Caregiver History

To view all case services created during any open case episode (current and past),
complete the following steps:

1. Click the View Historical radio button
2. Click the Filter button.

=arety Flan Service Goal: | =1 Service: | =1

Family Assessment

Ongoing Case 4/1 Sart Results By: | =l € Current Case Episode & Wiew Historical
Specialized A Tool —— e

Low Exforcement <@m
Justification/Waiver

Case Services

Service! 'I Add Case Services

Result{s) 1 to 15 of 34
Case Member Name

b Case Services
Court
Initial Rermoval Page 1 of 3
Placernent Request Service

Flacement

Service Category f Type Effective Dates

(s) Classification

delete

Misitation Plans adit Case Memnber 07/09/2010 -
service end

Independent Living
Case Plan

Case Review/SAR

Safety Reassessment

Case Mernber / Caregiver History

delete

edit Case Member 07/09/2010 -

zervice end

The Case Services section displays all services from the current and previous
open case episodes.
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Managing Case Services

Viewing the Case Member / Caregiver History

The Case Services section can display a history of the service(s) linked to a case
member, along with the current status of those services.

Specifically, when expanded the Case Member / Caregiver History link displays
the following information:

All Case Members and Caregivers (if caregivers are applicable)

e Current Case Service Status

e Provider Name

e Service Description
e Status Begin Date / End Date

To view the history, complete the following steps:

1. Inthe Case Services section, locate the appropriate case service.

2. Click the Case Member / Caregiver History link to expand the case
member’s service status record.

Ju abopliaiver
(¥ Case Services

Court

Initial Removal

Placernent Request

Placement

Misitation Plans
Independent Living

Case Plan

Case Review/SAR
Safety Reassessment
Reunification Assessment

Case Services

Service: - Add Case Services

Result{s) 1 to 15 of 25 Fage 1 of 2

Case Member Name f s Service q

Smith, John delete

edit Case Management/Mentoring Services Case Mermber

Q Case Member/ Caregiver History

edit

07/09/2010 -
zervice end

elate

Case Management/Case Planning Case Member 07/09/2010 -

Jones, Bea

service end

Case Mermber / Caregiver History
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Managing Case Services

Example Expanded Showing One Case Member:

b Case Services
Court
Initial Removal
Placernent Request
Flacement
Misitation Plans
Independent Living
Case Plan
Case Revigw/SAR
Safety Reassessment

TCPCTCAMA

Reunification Assessment

Case Conference MNote

—Case Services

Service! 'I Add Case Services

Result{s) 1 to 15 of 25 Fage 1 of 2

Case Member Name B " Service -

delete

edit Smith, John Case Management/Mentoring Services  Case Member 07/09/2010 -

zervice end

=) Caze Member / Caregiver History

Case Member Status Provider Ser‘fii‘? SIS Beg‘iar;:ebatefEnd

Smith, John 06/01/2003 PROVIDED 07/09/2010 -

Example Expanded Showing Multiple Case Members:

Smith, John; Smith,
Mary; Smith, Tim;
Smith, Jane

" . . delet
adit Counseling/Individual counseling Case Member 07/09/2010 - e

zervice end

[ Case Member / Caregiver History

Case Member Provider Ser\:!ic!a siims e ezl
Description Date

Smith, John;
authorize SCHEDULED 07/09/2010 -
authaorize Smlth' Mary; SCHEDULED 07/09/2010 -
authorize Smith, Tim; SCHEDULED 07/09/2010 -
authorize Smith, Jane SCHEDULED 07/09/2010 - 08/15/2010

3. To close the history, click the Case Member / Caregiver History link again.
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Managing Case Services

Adding a New Case Service

Complete the following steps to add a new case service for a case member:

1.
2.

Navigate to the Case Services section.
In the Service field, select Case Member from the drop-down list.

Important: You should only select Caregiver when one of the children is in
placement. To add a caregiver service, see Adding a New Caregiver Service
sub-section later in this Knowledge Base Article.

C

3. Click the Add Case Services button.

J Case Services [-Case Services
ol

Initial Removal

Service! I 'I Add Case Services

Page 1 of 2

Resu":(s)Case Member | -
Placernent Request | Caregiver 4 — 5 1 . Service ive .
s Service Categor ' f Type Classification Effective Dates

Placement
Wisitation Plans adit

Independent Living
Case Plan

delete

zervice end

Case Member / Caregiver History

The Service Information screen appears.

8.

—Service Information
Agency:
Risk Contributors:

In the Effective Date field, enter the appropriate date.

In the Service Category field, select the appropriate category from the drop-
down list.

In the Service Type field, select the appropriate type from the drop-down list.

In the Case Member Name field, select the appropriate name from the drop-
down list.

Click the Add Status / Provider button.

Effective Date: * IUS.-’lD.-’ZDll ) Estimated Service End Date: iz
Service Category: * |Counse|mg ;I Service Type: * |Fami|y Caunseling ;I

Member Service Status History
% Current Status

© all Statuses

Add status / Provider

Smith, John
@‘ Smith, Mary

Smith, Tim
Smith Jane

The Status Details screen appears.
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Managing Case Services

9. In the Status field, select the appropriate status from the drop-down list.
10.Select a date in the Status Begin Date field.
Important:

e The Link Provider button (shown in orange) will only be available (enabled) if
the status types of Referred, Scheduled, Provided are selected.

e If you hover over the @ icon (circled in green), the system displays
definitions of the four status terms as shown below.

Status Details
Case Member Marme:

Service Category: Service Type: Family Counseling

Status: * hd

Status Begin [jeoded = Status End T+ The fallowing end information will anly be
Date: geﬂerdreldd Date: saved if an end date is entered

“ e_du; Secondary End
End Reason:  |Provide =l Ressnn: I =

—Participation Fr Y

Expected Participation Frequency Start Date End Date [ ]

Add Frequency

—Provider Information

[T provider | Provider Address [ |

Status: * - I @J

Status Begin .IJNeeded: Services o resolve safety threats, strengthen | E * The follawing end information will only be
Date: * “Mprotective capacities, andfor reduce risk of harm ta child . .

identified during Family Assessment, Case Plan, Case saved if an end date is entered
| Review, SAR andfor Reunification Assessment d | ;l

End Reason:

Referred: WorkerFamily contacted service provider(s) to
—Participation Frequency —f{determine if provider can meet service needs of the child

L{and/or Famil
Expect an ey How Long Start Date End Date [ ]

Scheduled: Worker Family contacted service provider(s),

appointrent scheduled

Provided: Services received by the childFamily from a
provider or the agency directly

—Provider Information

[ T provider ] Provider Address [ ]

Status Term Definitions for @ Icon

Needed: Services to resolve safety threats, strengthen protective capacities, and/or
reduce risk of harm to child identified during Family Assessment, Case Plan, Case
Review, SAR, and/or Reunification Assessment

Referred: Worker/family contacted service provider(s) to determine if provider can
meet service needs of the child and/or family

Scheduled: Worker/family contacted service provider(s) appointment scheduled

Provided: Services received by the child/family from a provider or the agency
directly

— epartment of
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Managing Case Services

Adding Participation Frequency
To add a case member’s participation frequency, complete the following steps:

1. If applicable, click the Add Frequency button on the Status Details screen.

—Status Details
Case Mermber Marme:

Service Category: Service Type: Family Counseling

Status: * Provided = @’

gtattL:s*BEgin lm o gtdttuli End TH + The following end information will anly ba

ate: s zaved if an end date is entered

End Reason: | ;I EZEZE:?W End | ;I

—Participation Freg y —

Expected Participation Frequency Start Date End Date [ ]

|

—Provider Information

[ T Provider | Provider Address [ |

The Expected Frequency screen appears.

2. In the Expected Participation Frequency field, enter the frequency into the two
fields. In the second field, you will make a selection from the drop-down list.

3. In the Start Date field, enter the appropriate date.

—Expected Freq y
Case Memnber Name: DOB:
Expected Participation Frequency: * |1 time IWeEkIy 'I Expected Duration: I I 'I
Start Date: * 05/05/2011 c @J End Date: I gz
The Expected Frequency Start Date should be the date of
m m the first scheduled appointment,

e The frequency participation date cannot be before the start date of the status
record for a case member.

e If you hover over the @ icon (circled in green), the Start Date definition
appears with a message saying: The Expected Frequency Start Date
should be the date of the first schedule appointment.

e [f One Time is selected from the Expected Participation Frequency field
drop-down list, the text box (to its left) is not available (disabled). If any other
value is selected from the drop-down list, the text box must be populated. The
text box accepts both alpha and numeric content.

Department of
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Managing Case Services

4. If needed, complete the Expected Duration field.

Important:

e If needed, you can return to this screen and enter the Expected Duration
date at a later time.

e The Expected Duration field’'s values are Days, Weeks, Months, and Years.

e The Expected Duration field can be future dated, but it must be on or after
the Expected Participation Frequency Start date.

5. When complete, click the OK button.

Expected Fr ¥

Case Member Mame: . q

Expected Participation Frequency: * |1 time |Week|y ;I Expected Duration: |6 IMonths -I I
Start Date: * nsizrzoin | 08 (@) End Date: | ]

(=

The Status Details screen appears displaying the new content in the Participation
Frequency section as shown below.

As shown in green below:

6. To edit this record, click the Edit link on the left. After editing the record, click
the OK button again.

7. To delete this record, click the Delete link on the right. Then, click the OK button.
8. To add another frequency record, click the Add Frequency button again.

—Status Details
Case Mernber Name:

Service Category: Counseling Service Type: Family Counseling

Status: * IProwded 'I @'

Status Begi - Status End I [ + i i i i

Daatel-:s* egin [ 072011 g D:t:s n . i Th.e following end information will only be
- ’ saved if an end date is entered

End Reason: I = Secondary End I =

Feason:
-

Participation Freq ¥

& MONTHS 05/12/2011

| \WA

(
‘ Add Frequency ’

— Department of
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Managing Case Services

Linking a Provider

Linking a provider is required for the statuses of Referred, Scheduled, and
Provided in order to save the record. To do so, complete the following steps:

1. On the Status Details screen in the Provider Information section, click the
Link Provider button.

Important:

e The Link Provider button will only be available (enabled) when the status
types of Referred, Scheduled, and Provided are selected in the Status
field.

o For a Referred status, multiple providers can be linked. Refer to steps at
the end of this sub-section to do so.

—Status Details
Case Member Name:

Service Category: Counseling Service Type: Farmily Counseling
Status: * IProwded vl @
gtﬂttl-:s*ﬁegi" |—05/10f2011 | gtatt% End I . 0+ Th.e following end information will only be
ate: e saved if an end date is entered
Secondary End
End Reason: | ;l Reason: | ;I
— Participation Fr ¥
[ ] Expected Participation Frequency Start Date End Date I
edit 1time WEEKLY & MONTHS 0541272011 delete
—Provider Information
[ [ Provider | Provider Address [ ]

The Provider Match Search Criteria screen appears displaying the Provider
Information section. Many fields are already pre-populated with data as shown
below.

— epartment of
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Managing Case Services

Important:

¢ Inthe Provider Information section, unless you know that your agency
is the recommending agency, you will need to remove the default
information from both the Agency Type field and Agency Provider field
(shown in green).

e If you know the Provider ID number, you can click the Additional Search
Criteria link (shown in orange) and search by the Provider ID.

e As agencies complete Non-ODJFS merges within SACWIS, the
recommending agency for most provider types will switch to ODJFS. As a
result, most Non-ODJFS providers will eventually appear showing ODJFS
as the recommending agency.

2. Click the Search button.

—Provider Match Search Criteria

—Provider Information

Service Category: * |Cuunselmg = Search Date: |05/10/2011
Service Type: * IFamlIy Counseling ;I
Agency Type: |Pub|ic ;I Agency: ;l

—
I By available Capacity

Available Counties: Selected and Mearby Counties:

Adams
Allen A
Ashland OR  =chool District: I

Ashtabula
Athens
i

Additional Search Criteria

r— Child Information

Gender: - From Age: I To Age: Language: ;I
Additional Search Criteria
Sort Results By | ;I
(= =

The Provider Match Search Results appears at the bottom of the screen.
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Managing Case Services

3. To select a provider, click the Select link in the appropriate row.

Important:

e The list that appears in the Agency column of the Provider Match
Search Results list (shown in green) refers to the agency that has

entered the service on the provider. Be sure to select the service (shown

in the Services column) that corresponds to your agency.
e If your agency has not yet entered a service for this provider, please

contact your Services Administrator and have them set up the service you

are trying to use.

e In order to save the record, the provider must have an active service as

of the begin date and active status as of current system date.

Sort Results By: | ;I

oo iorrorm | conce

—Provider Match Search Results

Resultis) 1 - 15 of 36
a Provider Provider Current Primary Current
[ provweremesm | ity | ot | SR e, | serviees |

( zelect Yiew MONODIFS ACTIVE

Agency

zelect  wisw NOMODIFS ACTIVE

select  wiew MONODIFS ACTIVE

The Status Details screen appears displaying the Provider Information section

now populated with information as shown below.

— Department of
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Managing Case Services

—Status Details
Case Mernber Name:

Service Category: Service Type: Family Counseling
Status: * IPrnwded 'I @
Status Begi Status End * i i i i
Daatel-:s* egin I—DSJIDIZDH g D:t:s n I . G Th.e following end information will only be
) ’ saved if an end date is entered
Secondary End

End Reason: I ;I Reacon: I ;I
—Participation Fr 1]

- Expected Participation Frequency How Long Start Date End Date -

edit 1 time WEEKLY & MONTHZ 05/12/2011 delete

Add Frequency

—Provider Information

[ Frovider | Provider Address B

Helping Friends Professional Services 5566 Oak Street, Somewhere, OH 43267 anlink

Lirske Brovider

— Service Goal History

[ [ serviceGoal | Effective Date

Add Service Goal

— Department of
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Managing Case Services

As mentioned above, for a Referred status, multiple providers can be linked. To do
so, complete the following steps:

4. After linking the first provider, click the Add Provider Status button again.
5. On the Status Details screen, select Referred in the Status field.

6. Select the Status Begin Date. The system automatically default the
previously selected provider in the Provider Information section.

Unlink that provider (using the steps in the sub-section below).
Link another provider (using the steps in this sub-section).

9. Click the Save button. The Service Information screen appears displaying
the multiple providers as shown below.

10.Repeat these steps as many times as needed to show all providers for the
Referred status.

—Service Information
Agency:
Risk Contributors:

Effective Date: * 07/09/z010 Estimated Service End Date: I el
Service Category: * |Educatiun & Training ;I Service Type: * |Parer|t Education ;I

—Member Service Status History

# Current Status € all Statuses

- - . - Status Begin Created in
- Case Member Status Provider Service Description | Provider Address Date/End Date

edit Referred 05/25/2011

adit Referred 05/19/2011

adit . 07/09/2010 -
uthorize Frovided 05/13/2011

— Department of
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Managing Case Services

Unlinking a Provider
To unlink a provider, complete the following steps:

1. On the Status Details screen in the Provider Information section, locate the
appropriate row.

2. Click the Unlink link on the right.

— Participation Fr ¥
[ ] Expected Participation Frequency Start Date End Date [ ]
edit 1time WEEKLY & MOMTHS 05/12/2011 delete
— Provider Information

1 Provider | Provider Address

view

Helping Friends Professional Services 5566 Oak Street, Somewhere, OH 43267

Lirsd: Proceidere

— Service Goal History

[ [ serviceGoal | Effective Date ||
Add Service Goal

3. Click the OK button when the following warning message appears:

Microsoft Internet Explorer x|

\::) Are wan sure you wauld like ko unlink this record?

[] Cancel |

The Provider Information section appears displaying no provider information.

r— Provider Information

[ [ Provider ] Provider Address ||

Link Provider

— Service Goal History

[ [ serviceGoal | Effective Date [ |

Add Service Goal

You can link a new provider following the steps in the Linking a Provider sub-
section.

— Department of
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Adding Service Goals

To add a service goal, complete the following steps:

1. On the Status Details screen, click the Add Service Goal button.

— Participation Fr ¥
[ ] Expected Participation Frequency Start Date End Date [ ]
edit 1time WEEKLY & MOMTHS 05/12/2011 delete
— Provider Information

— | Prouider | Provider Address )

Lirsd: Proceidere

Helping Friends Professional Services 5566 Oak Street, Somewhere, OH 43267 anlink

— Service Goal History

7
Add Service Goal
N

T —

Service Goal Effective Date [ ]

The Service Goal History Details screen appears.

In the Service Goal field, select the appropriate goal from the drop-down list.

In the Effective Date field, enter the effective date. The case service effective
date auto-populates, but it can be changed.

Click the OK button.

Service Goal History Details
’;ervice Category: Counseling Service Type: Farmily Counseling
—
I Service Goal: * |In Home Group | Effective Date: * |05f’05/2011 ] I

@)=

The Status Details screen appears displaying the now populated Service Goal
History section as shown below.

— Service Goal History

Effective Date
edit )In Home Group 05/05/2011 delete
¢ Add Service Goal )
~——

Department of
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Managing Case Services

5. To edit this record, click the Edit link on the left (as shown in green above).
After editing the record, click the OK button again.

6. To delete this record, click the Delete link on the right. Then, click the OK

button.
7. To add another service goal record, click the Add Service Goal button again.

Applying Information to Other Case Members

To apply this same information to other case members, complete the following steps:

1. On the Status Details screen, scroll down to the Apply to Other Members section.

2. Enter a check mark in the box of the applicable case member(s).

Important: If you click the check box in the header (circled in green below), the
system will select all of the case members in the list.

3. Click the Save button at the bottom of the screen.

ther bers

Smith, John
Smith, Mary
Smith, Tim

Smith, Jane

The Service Information screen appears displaying all of the selected case
members as shown below.

—Member Service Status History
® Current Status 7 all Statuses

Created in
Error

Status Begin
DatefEnd Date

Provider Address

Service Description

Provider

Status

Case Member

L, Smith, John ~ Provided 0s/12/2011
05/12/2011

Smlth, Mal’y Provided

i}

Smith, Tim Provided 05/12/2011

=

Smith, Jane S 05/12/2011

18}
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Managing Case Services

Editing Individual Status Records

You can edit many aspects of a status record, such as:
e Adding, editing, or deleting a case member’s participation frequency
e Unlinking a provider and linking a new provider in the current record
e Linking multiple providers to a record which has a status of Referred
¢ Adding, editing, or deleting new service goals

¢ End-dating a case status
To edit a status record, complete the following steps:

1. Navigate to the case member’s Service Information screen.
2. Click the Edit link next to the appropriate case member record.

—Service Information
Agency:
Risk Contributors:

Effective Date: * ID?/DQ/ZDlD Estimated Service End Date: I ]|
Service Category: * |Case Managernent ;I Service Type: * |Casa Flanning ;l

Member Service Status History
© Current Status @ all Statuses

> . . . - . Status Begin Created in
edit

Frovided
suthorize

‘@ Provided

aaaaaa

The Status Details screen for that record appears.

3. To edit any of the items listed above, refer to the applicable sub-section in this
Knowledge Base Article. See the Table of Contents to locate a specific topic.

4. When complete, click the Save button at the bottom of the screen.

The Service Information screen appears.
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Adding a New Case Member Service Status
To add a new case member service status record, complete the following steps:

1. Navigate to the Case Services section for that case member.
2. In the appropriate row, click the Edit link (on the left).

Justification/Waiver

Court

—Case Services

Service: b Add Case Services

Result{s) 1 to 15 of 25 Page 1 of 2

Initial Removal

Placernent Request

Placement

Wisitation Plans
Independent Living
Case Plan

Case Review/SAR

Safety Reassessment

Reunification Assessment

Case Pien1her Name Servlce

delete

Case Management/Mentoring Services Case Member 07/09/2010 -

service end

Case Mernber / Caregiver History

delate

Case Management/Case Planning

Case Member 07/09/2010 -

service end

Case Mamber f Caragiver Histary

The Service Information screen appears.

3. Inthe Case Member Name field (near the bottom), select the appropriate name.
4. Click the Add Status / Provider button.

Member Service Status History
& Current Status O all Statuses

[ | case Member Service Description Provider Address Status Begin Date/End Date Created in Error

edit

05/05/2011

Case Member Name: * |

Smith, John

=l Add Status / Provider
=

Smith, Mary
Smith, Tim
=z ST
HOME | HELP & TRAX I | AGENCY SEARCH UAT version 1,108.0

The Status Details screen appears.

5. In the Status field, select the new case status from the drop-down list (as shown
below).

Note: You can have multiple Referred statuses at the same time.

Department of
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Managing Case Services

6. Inthe Status Begin Date field, enter the appropriate date.

7. To link a provider, follow the steps in the Linking a Provider sub-section of this
Knowledge Base Atrticle.

—Status Details
Case Mernber Name:

Service Category: Service Type: Mentoring Services
e
Status: * IProvided - @J
gtattlfs*negi“ |—05/17/2011 ™ gtattuf End . [ * Th.e following end information will only be
ate: ates saved if an end date is entered

s d End
End Reason: | ;IR:ZZEH;?"’Y n I ;I

—Participation Freq ¥ e
[ ] Expected Participation Frequency Start Date End Date [ |

[R——

—Provider Information

Provider Provider Address [ ]

u'

8. On the Status Details screen, update the following sections (as needed)
using the steps previously discussed in this Knowledge Base Atrticle:

o Participation Frequency (Adding Participation Frequency sub-section)
e Service Goal History (Adding Service Goals sub-section)

e Apply to Other Members (Applying Information to Other Case
Members sub-section)

9. When complete, click the Save button at the bottom of the screen. The Service
Information screen appears.

Important: Upon save, the system populates the status end date of the previous
non-end dated status record using the status begin date (shown in green below).

10.0n the Member Service Status History screen, if you click the All Statuses radio
button, you will see all status records for the case service.

Effective Date: * IDS.-"DS.-"ZDll Estimated Service End Date: E
Service Category: * ICnunsEImg ;I Service Type: * |Fami|3r Counseling ;I
Member Service Stajue-sirrer

 Current Status (F Al Statuses

Case 9 a 3 B i - Status Begin Created in
- Status Provider Service Description Provider Address Date/End Date

edit Referred 05/10/2011
05/05/2011 -
e Deedes 05/10/2011
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Adding a New Caregiver Service

You should only select Caregiver when one of the children is in placement. To add
a new caregiver service, complete the following steps:

1. Navigate to the Case Services section for that case member.
2. Inthe Service field, select Caregiver from the drop-down list.
3. Click the Add Case Services button.

I Case Services [-Case Services

Initial Removal

Page 1 of 2

| Caregiver 3 . B 1 Service q
15) Service Categor  f Type Classification Effective Dates -

delete

Placement Request
Placernent
Wisitation Plans adit
Independent Living
Case Plan

The Service Information screen appears.

zervice end

Case Member / Caregiver History

In the Effective Date field, enter the appropriate date.

In the Service Category field, select the appropriate category from the drop-
down list.

In the Service Type field, select the appropriate type from the drop-down list.

In the Case Member Name field, select the appropriate name from the drop-
down list.

Important: The case member displays along with his / her current provider (shown in
green below) and will only display if the child is / was in placement on the effective
date of the service.

8. Click the Add Status / Provider button.

—Service Information
Agency:
Risk Contributors:

Effective Date: * 03/01/z011 5 Estimated Service End Date: m
Service Category: * |Chi|d Care ;I Service Type: * |Day Camp ;l

Member Service Status History

Case Member Name:

[ Smith, Mary (02/01/2003) — Happy Times Day Camp _ l

m £S5 m

The Status Details screen appears.
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9. To finish adding a caregiver service, complete the steps as discussed in the
Adding a New Case Service sub-section. Begin with the step where the
Status Details screen appears. (The steps for adding a case member or a
caregiver are the same from that point on.)

10.Next, complete the steps in the following sub-sections as previously
discussed in this Knowledge Base Article:

e Linking a Provider (required for Referred, Scheduled, and Provided statuses)
e Adding Participation Frequency (if needed)

e Adding Service Goals (if needed)

e Applying Information to Other Members (children in placement) (if needed)

11.When complete, click the Save button at the bottom of the Status Details
screen. The Service Information screen appears.

12.Click the Save button again.
| | H

The Case Services screen appears displaying the new caregiver record as shown here.

edit Counseling/Individual counseling Caregiver 12/6/2010 -

# Case Member / Caregiver History

13.1f needed, click the Case Member / Caregiver History link for that row to
expand the box and view historical details.

edit Counseling/Individual counseling Caregiver 12/16/2010 -

authorize PROVIDED 12/16/2010 -

Rezults Page: |1 | 2 | @ B
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Marking a Status Record as Created in Error
To mark a status record as created in error, complete the following steps:

1. On the Case Services screen for that case member, click the Edit link in the
appropriate row.

Justi Waver
(P case services Case Services
Initial Removal Result{s) 1 to 15 of 25 Page 1 of 2
Flacernent Request Case Member Name Service Category f Type SE_I'\_JIEE_ Effective Dates
{s) Classification
Placement
. . . . delete
Wisitation Plans edit Case Management/Mentoring Services Case Mermber 07/09/2010 - K g
service en
Independent Living
Cace Plan Case Marnber / Caregiver Hiskory

The Service Information screen appears.

2. Inthe Member Service Status History section, click the appropriate Edit link.

—Service Information
Agency:
Risk Contributors:

Effective Date: * ID?.-’DQ.-"ZDlD Estimated Service End Date: I g

Service Category: * ICase Managerent ;I Service Type: * ICasa Planning ;I

—Member Service Status History
& Current Status 0 all Statuses

. . . . - ,, - Status Begin Created in
Case Member Status Provider Service Description Provider Address Date/End Date Error
edit

Provided 05/12/2011
authotize
dit
et Provided D5/12/2011
authorize
£dit
Provided 05/12/2011
authorize
edit q
Provided 05/12/2011
authorize

The Status Details screen appears.

3. Scroll down and click the Created in Error check box (located below the
Comments field).

Camments:

]
[ -

Spell Check Clear

1. ¥  Created in Error

— Department of
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4. Click the Save button at the bottom of the screen.

The Service Information screen appears with that record removed from the
Member Service Status History section.

The Current Status radio button (shown in green below) defaults to show only the
current status for all case members created in that service.

—Service Information
Agency:
Risk Contributors:

Effective Date: * ID?.-’DQ.-"ZDlD Estimated Service End Date: I g
Service Category: * ICase Managerent ;I Service Type: * ICasa Planning ;I
— Membo akgire Status History
@  all Statuses
2 . . . - ,, - Status Begin Created in
Case Member Service Description Provider Address Date/End Date
t .
== Provided
authotize
it
=<l Provided
authorize
it
=<l Provided
authorize
=

5. Tosee all “created in error” entries, click the All Statuses radio button.

Frovided
suthorize
edit
Provided
authorize
view .
Frovided
authorize
vigw
Provided res -
authorize
edit .
Frovided
authotize
Case Member Name: * ;I Add Status / Provider _I
-

All of the case members appear in the Member Service Status History section.
The “created in error” entries for that service have a Yes in the Created in Error
column (shown in green above).
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End-Dating a Case Service
To end date a case service, complete the following steps:

1. On the Case Services screen for the case member, locate the appropriate row.
2. Click the Service End link (on the right).

Justi W a1 er
< Case Services Case Services

Court Service: 2 Add Case Services

Initial Remoyval Result(s) 1 to 15 of 25 Page 1 of 2

Flacerent Request Case Member Name Service schive .
(Bl B e (Pl B I -_ Service Category f Type Classification Effective Dates

Flacernent
Wisitation Plans Case Management/Mentoring Services  Case Member 07/09/2010 - s
Independent Livin

Cace Plan Case Mernber / Caregiver History

The Service End Details screen appears.

3. Enter a date in the End Date field.

Important: If multiple case members are on a service, the system will end date the
case service, as well as the current status record for all case members (if it has no
existing end date).

4. Select a reason from the End Reason field drop-down list.
5. Click the Save button at the bottom of the screen.

Service End Details
(Serwce Category: Case Management Service Type: Mentaring Services

End Date: [os/04/z011 | [
End Reason: ICIlent Schedule Conflict ;I
econdary End Reason: | =1

As shown below, the Case Services screen appears displaying the record with an
end date in the Effective Dates column. Additionally, the system displays a View
link on the left, rather than the Edit link that previously appeared.

Initial Remaoval Case Services

Placernent Request Service: I vl Add Case Services

Placement Resultis) 1 ta 15 of 29
M e e HBTSI;” feme Service Category / Type [.laizi';‘i"ci;‘:ion Effective Dates
Independent Living

- delet:
Case Plan 07/0%/2010 clete

Case Review/SAR

b

Page 1 of 2

Case Management/Mentoring Services  Case Member 05/04/2011

service end

Case Mermber [ Caregiver History
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End-Dating a Case Service Member Status Record

To end date a case service member status record, complete the following steps:

Note: When you end date a case service, SACWIS automatically end dates the
case service member status record (if it has no existing end date) for all case
members. The steps in this sub-section assume that the case service is still
continuing and only the case service member status is ending.

1. On the Case Services screen for the case member, locate the appropriate row.
2. Click the Edit link (on the left).

Justification/Waiver

b Case Services —Case Services

Initial Removal Resultis) 1 to 15 of 25 Page 1 of 2
Placernent Request Case Member Name Service

-_ Service Category f Type Classification Effective Dates
Placement

delete

Wisitation Plans Case Management/Mentoring Services Case Mermber 07/09/2010 -
zervice end

Independent Living

Case Plan

Case Review/SAR . delate
Case Management/Case Planning Case Member 07/09/2010 - N

Safety Reassessment zervice end

Reunification Assessment Case Marnher [ Caragiver History

Case Mernber / Caregiver History

The Service Information screen appears.

3. Click the appropriate Edit link in the Member Service Status History section.

—Service Information
Agency:
Risk Contributors:

Effective Date: * ID?/DQ/ZDlD Estimated Service End Date: I ]|

Service Category: * |Case Managernent ;I Service Type: * |Casa Flanning ;l

Member Service Status History

® Current Status 7 all Statuses

Status Begln Created in

07/0%/2010

authonze

Lo oo f e |

The Status Details screen appears.
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4. Inthe Status End Date field, enter the status end date.
5. Inthe End Reason field, select an end reason from the drop-down list.
6. Click the Save button at the bottom of the screen.

Case I0: Case Status: Open { 06/28/2010 )
Casze Marme! Caze Category: Qngoing

—Status Details
Case Mernber Name:

Service Category: Service Type: Case Planning
Status: * IPrnwded 'I @
Status Begi Status End 05/04/2011 i i i i
Daatl:s* e9in [nerzote | [H D:t:s n [os/ f. | Th.e fallowing end infarmation will only be
- ) saved if an end dfite is entered
- - Secondary End
End Reason: ICIlent schedule Conflict ;I Reacon: I ;I

Participation Freq ¥

Add Frequency

' Save ' Cancel

The Service Information screen appears displaying the end date in the Status
Begin Date / End Date column (as shown in green below).

7. Click the Save button again to save the record.

Service Information Service Review Service Activity

Case I0: Case Status: Open { 06/28/2010)
Case Marme: Case Category: angoing

—Service Information
Agency:
Risk Contributors:

Effective Date: * IU?/UQ/ZUIEI Estimated Service End Date: I ]|

Service Category: * |Case Managernent ;I Service Type: * |Casa Flanning ;l

Member Service Status History
& Current Status  © all Statuses

. . . . - S - Status Begin Created in
- Case Member Service Description Provider Address Date/End Date Error

edit 07/09/2010 -
authaorize 05/04/2011

Case Member Name: * | ;I Add Status / Provider

Apply cancel

The Case Services screen appears.
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Completing a Service Review

This sub-section discusses completing a service review that is done outside of a
case review.

1. On the Case Services screen for the case member, locate the appropriate row.
2. Click the Edit link (on the left).

Case Management/Pre-Finalization Adoption delste
- Case Member 05/10/2011 -
‘l@ Services service end
Case Member / Caregiver History

The Service Information screen appears.

3. Click the Service Review tab.

Important: From this tab, you can edit a current service review or add a new
service review.

4. To edit an existing service review, click the Edit link in the appropriate row.
5. To add a service review, click the Add Service Review button.

Case > Workload > Case Services

——
Service Information ( Service Review )
Case ID: Caze Status:

Case Mame: Case Category:

Service Activity

Service Category: Service Type:

Service Review

.. cCaseMember(s)fDOB______________________ [ Reviewbate [ |
Smith, John
Smith, Mary

03/11/2011 delete

1z/29/2010
Smith. Tim 09/13/2010

e ——
d Add Service Review »

The Service / Activity Review Details screen appears.
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6. Inthe Review Date field, select the appropriate date. This field defaults to the
current date.

7. Select the check box next to the appropriate case member(s) name as shown
in orange below.

Important:

e If all of the case members need to be selected, click the check box in the
header to select all.

e More than one case member can be selected.

8. Inthe Service Recommendation column, choose from the drop-down list.
The choices are Continue, Modify, or Terminate.

9. Inthe Barrier Type column, select the appropriate barrier.

10.If needed, type a recommendation into the Recommendation Comments
field (shown in green below). If barriers exist, this field is required.

11.Click the Save button.

—Service/Activity Review Details

r Review Information

Review l— ~
Date: * 05/18/2011 H
=

Barrier Type

Continue I

~ i
Retommendation Comments: Child Care
TIMEFRAME TOO SHORT =
TOO EXPEMSIVE
MOT FREQUENT ENCOUGH
SRYNOTMEET MEED
MO SLOTS AVAILABLE
INCONWVENIENT PLACE ;I
Child care needs prevent use of services
Client Refusal

T S

Barrier Comments:

| spelicheck | | clear | [20007]
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The Service Review screen appears displaying the new record.

Service Information Service Review Service Activity
Case Iy Case Status:
Casze Marme:

Case Categary:
Service Category:

Service Type:
Service Review

Last FIEIIUENS ) } UUD KEVIEW Ldie

Smith, John 05/18/2011

Smith, Mary 03/11/2011 delete
visu 12/29/2010
view  Smith Tim 09/13/2010

12.1f needed, click the Delete link to delete the current record (shown in green above).
13.When this warning message appears, click the OK button.

Microsoft Internet Explorer x|

\‘5') To delete this service review recard, click Ok,

E ok E I Zancel

14.If needed, click the View or Edit links to view or further edit the content
(shown in green above on the left).

15. Click the Save button at the bottom of the screen.

The Case Services screen appears.
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Adding a Service Activity Record

At a minimum, a service activity (participation status) is required to be added
once during every case review period. To do so, complete the following steps:

1. Onthe Case Services screen for the case member, locate the appropriate row.
2. Click the Edit link (on the left).

- delsts
‘ ‘@ geaf\?icl:g:nagemenbfpre Finalization Adoption Case Member 05/10/2011 - ] e.e

Case Mamber / Caregiver History

The Service Information screen appears.

3. Click the Service Activity tab. The Service Activity Filter Criteria screen
appears displaying the Service Activity Results section below.

4. Inthe Case Service Participant field (near the bottom), select the

appropriate name from the drop-down list (only available for Scheduled or
Provided status records).

5. Inthe Activity Start Date field, enter the appropriate date.
6. Click the Add Service Activity button.

e
Service Information Service Review Service Activity

Case Status:
Case Category:

Case I

Case Mame:
Service Category Service Type
Service Activity Filter Criteria

Case Service Participant: | ;I

Activity From Diate: E Activity To Date: E

Service Activity Results
Resultis) 0

Page 0 of 0

n Case Service Participant*  Smith, John 06/01/2003 3 Activity Start Date:* |05/01/2011 HI

m save @

The Add Service Activity screen appears displaying a calendar as shown below.

Important: Since May 1% was selected in the Activity Start Date field on the
previous screen, the calendar only displays from that start date to the current date

as shown below (in light blue). The other dates are grayed out. The calendar only
displays a maximum of 90 days.
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7. Inthe Participation Status field, select the appropriate choice from the drop-
down list. The choices are Attended All, Partial Attendance, and Not Attended.

Important:
e The participation status must be added once during every case review period.

e Completing the Participation Status field is required to save the record;
completing the calendar is not.

8. If needed, for each enabled calendar day in the Calendar section, select
Attended or Not Attended from the drop-down list. An example for May 1% is
shown in green below.

—Add Service Activity
Case Service Participant . I Participation Status: *
Activity Start Date: 05/01/2011 Activity End Date:
Camments:
El
=l
=3
May 2011
| swn | Mon | Twe [ wed | Thur | _Fi |  sa |
2 S| 4 5 & 7
I = = = = = | =1
a 10 11 1z 13 14
I = [ = = = (| = =l L
15 16 17 1a
| = = = =] " « =
2z 23 24 25 26 27 28
29 30 31

Important: You can also apply this information to other case members within that
service by completing these steps:

9. Scroll to the Apply Other Members section (below the calendar).
10. Select the appropriate case member check box(es).
11.Click the Save button.

Apply to Other Memb

Case Service Member f DOB

Smith, John

Smith, Mary
Smith. Tim

"
e
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12.1f the following warning message appears, click the OK button. Clicking OK

saves and end dates the scheduled status record, as well as creates provided
status records for all selected members.

Microsoft Internet Explorer

| P The saving of this activity participation information resulted in ending the case service status of scheduled and
\Q-) creating a new proavided status, Please review the staktus records on the Case Service Infarmation screen.

7N
ﬁ

Zancel |

The Service Activity Filter Criteria screen appears displaying the Service Activity

Results section below it. The selected case member(s) now have a new service
activity record as shown below.

Service Information Service Review Service Activity _
Casze ID: Case Status:
Case Name: Case Category:
Service Category Service Type
—Service Activity Filter Criteria
Case Service Participant: | =
Activity From Date: I H Activity To Date: I H
—Service Activity Results
Result{s) 1 to 3 of 3 Page 1 of 1
[ ] Activity Start Date Activity End Date Case Service Participant Participation Status [ ]
dit B5/01/2011 . attended all delete
— Smith, John
i i delet
edit D5/01/2011 Smith, Mary attended All elete
edit 05/01/2011 Smith Tim attended All delete
Case Service Participant® I ;I Activity Start Date:* I H
=3 e

From this screen:

13.To edit a record, click the Edit link on the left (shown in green). After editing
the record, click the OK button again.

14.To delete a record, click the Delete link on the right. Then, click the OK button.
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Filtering Service Activity Records

To filter the service activity records by case member or activity from and to date,
complete the following steps:

Navigate to the Service Activity tab (steps discussed previously).

At the top of the screen, select the case member’'s name from the Case
Service Participant field drop-down list.

3. Inthe Activity From Date field, enter the appropriate date.

In the Activity To Date field, enter the appropriate date.
5. Click the Filter button.

Service Information Service Review ( Service Activity ) _
Casze ID: Casze Status:
Case Mame: Case Category:
Service Category Service Type

Case Service Participant: Smith, John 06/01/2003  — 7

Activity From Date: IDS,-"le’ZDll 3 Activity To Date: IDS;"le’ZDll H

’759ruice Activity Filter Criteria

)

—Service Activity Results

Result{s) 1to01 af 1 Page 1 of 1
[ ] Activity Start Date Activity End Date Case Service Participant Participation Status [ ]
edit 05/01/2011 Smith, John 06/01/2003 Attended All delate
Case Service Participant® j Activity Start Date:* H
Coroy  soee e |

The filtered results appear in the Service Activity Results section as shown in
green above.

6. If needed, click the Cancel button to return to the Case Services screen.
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Linking a Case Service to a Work Item

You can link a case service to a work item in SACWIS. Although case service
functionality in some parts of the system have changed, the current steps for
linking a case service are still the same as they were in previous versions of
SACWIS.

You can also link a case service for one member or many members as shown below.

Example 1: If you navigate to the Case Services screen through a work item to link
case services, you can select every case member for this service by selecting the
appropriate check box(es).

— Department of
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Case Services Filter Criteria 2]
From Effective Date: H To Effective Date: H
Case Member: 'I Status: -
Service Categaory: I ;I Service Type: ‘I
Service Goal: | 3| Service! -I
Sort Results By | -l ® Current Case Episode © Wiew Histarical
Case Services
Result{s) 1 to 15 of 25 Page 1 of 2
Case Member Name(s) Service Category f Type Service Classification Effective Dates -
Case Member 0770972010 -
Case Member 0740942010 -
Case Member 07/09/2010 -
Case Member 07/09/2010 -
Case Member 07/09/2010 -
Case Member 0740942010 -
=
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Example 2: If multiple case members appear in one row, you can click that check
box to select all of the names.

Il Education & Training/Parent Education Case Member 07/09/2010 -

Case Member / Caregiver Histary

Smith, John; Smith, Mary;
I~ Smith, Tim; Smith, Jane Counseling/Individual counseling Case Member 07/09/2010 -

Case Member / Caregiver Histary

- Counseling/Farily Counseling Case Member 07/03/2010 -

Casze Member / Caregiver History

Example 3: If multiple case members appear in one row but you only want to select
some of them, you can:

1. Click the Case Member / Caregiver History link to expand the names.
2. Click the check boxes for only the case members you want to select.
3. To select all case members, click the row’s main check box (circled in orange).

Il Education & Training/Parent Education Case Member 07/09/2010 -

Case Member / Caregiver Histary

Smith, John; Smith, Mary;
- Smith, Tim; Smith, Jane Counseling/Individual counseling Case Member 07/09/2010 -

[ ' : Case Member / Caregiver History >
i

el FROVIDED 10/15/2010 -
Smith, John
I_ H PROVIDED 05/01/2011 -
--------- Smith, Mary
I Smith, Tim PROVIDED 05/01/2011 -
Smith, Jane
v FROVIDED 05/01/2011 -
T—
- Counseling/Family Counseling Case Mermber 07/03/2010 -
Case Member / Careqgiver Histary

4. Click the OK button at the bottom of the screen.

| @2

The Service Details screen appears.
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As shown in this example, the screen still displays all of the case members.

Service Details
Case Plan Participant:

Risk Contributors:

Service Category f Type Service Classification Effective Dates [ ]

Case Member Name(s)

Smith, John; Smith, Mary;

Smith, Tim; Smith, Jane Counseling/Individual counseling Case Member 07/09/2010 - unlink

Case Member / Caregiver Histary

However, if you expand the Case Member / Caregiver History link, the screen now
displays only the selected member (or members) as shown below:

Service Details
Case Plan Participant:
Risk Contributors:

Case Member Name(s) Service Category f Type service Classification Effective Dates [ ]

Smith, John; Smith, Mary;
Smith, Tim; Smith, Jane

Counseling/Individual counseling Case Member 0770972010 - unlink

=l Casze Member f Caregiver History

[ _sStatus ] ____Provider ___[Service Description [ __Status Begin DatefEnd Date _[____|

05/01/2011 - unlink

Smith, John 06/01/2003

Or, the selected multiple members as shown below:

Service Details
Case Plan Participant:

Risk Contributors:

Case Member Name(s) Service Category / Type service Classification Effective Dates [ ]
Smith, John; Smith, Mary; ) . )
Smith, Tim; Smith, Jane Counseling/Individual counseling Case Member 0770942010 - unlink

[l Case Member / Caregiver Histary

Case Member [ _Status | Provider [ Service Description | Status Begin Date/End Date [ |
Smith, John 06/01/2003 PROVIDED 10/15/2010 - unlink
Smith, Mary 11/25/1997 PROVIDED 05/01/2011 - unlink
Smith, Tim 04/02/1955 PROVIDED R —
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Case Closure

When closing a case, you must end date all paid case services. The system will
automatically end date all non-paid case services with the case closure date. This is
the same functionality that currently exists in SACWIS.

Case Services with a Status of Planned

For case services on closed cases or previously opened episodes that have a case
member service status record of Planned, the case member service status record
will remain as Planned in the system.

For case services on open cases that have a case member service status record of
Planned, the case member service status record will be changed to Referred in the
system.
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