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This knowledge base article discusses how to complete Alternative Response (AR) 
information in SACWIS. 
 

Screening in an AR Intake 
 

1. From the SACWIS Home screen, click the Intake tab. 
2. Click the Decision link in the appropriate row. 

 

 
 
The Decision Details screen appears displaying the Decision tab. 
 

3. In the Is this an Emergency field, select Yes or No from the drop-down list.  
4. In the Screening Decision field, select Screened In AR from the drop-down 

list. 
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5. If a CA/N Intake is not being screened in as AR and you select Screened In 

from the Screening Decision field drop-down list, you will be required to select 
a reason from the Reason for Not Screening in AR field drop-down list before 
you can save the record. 

 

 
 

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

 
 

7. When this message appears, click the OK button. 
 

 
 
The Intake Workload screen appears showing the status as Screened In AR as 
shown in green below. 
 
Important: From a SACWIS process standpoint, a Screened-In AR intake is treated 
the same way as a traditional intake. 
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Linking to a Case 
 

1. To link the Screened In AR intake to a case, click the Link link in the 
appropriate row. 

2. Complete the same steps as when linking a traditional intake to a case in 
SACWIS. You will either link the intake to an existing case or create a new case 
using your agency’s process steps.  

 

 
 
 

Recording a Disposition for a Screened-In AR Intake 
 

1. Navigate to the Case Overview screen.  
2. Click the Intake List link in the Navigation menu on the left. 

 

 
 
The Intake List screen (Current Case Episode Intake List screen) appears.
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3. Click the Record Disposition(s) button. 
 
Note: The Status field shows Screened In AR, and both the Case Disposition field 
as well as the Disposition Date field appear as blank. 
 

 
 
The Intake Dispositions screen appears. 
 

4. Click the Edit link in the appropriate row. 
 

 
The Allegation Details screen appears. 
 

5. Click the Edit link again. 
 

 
 
The Disposition Details screen appears. As shown below, Alternative Response 
auto-populates in the Report Disposition field and is the only selection available in 
the drop-down list. 
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6. In the Severity of Harm field, select a choice from the drop-down list.  
 

 
 

7. In the Available Harm Descriptions section, select description(s).  
8. Click the Add > button to move the choice to the Selected Harm Descriptions field.  
9. Repeat the previous two steps until all harm descriptions have been selected. 
10. When complete, click the Save button. 

 

 
 
The Allegation Details screen appears with the message your data has been saved. 

 
 

11. Repeat the steps in this section (beginning with the Allegation Details screen) 
to record a disposition for other child subjects of the report.  
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12. On the Allegation Details screen, click the Contributing Factors tab. 
13. Select all of the contributing factor check boxes that apply.  
14. Click the Disposition Complete check box near the bottom. 
15. In the Disposition Date field, enter a date. 
16. Click the Save button. 

 

 
 
The Intake Dispositions screen appears displaying a message that your data has 
been saved.  
 

17. Click the Close button. 
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The Intake List screen (Current Case Episode Intake List screen) appears. The 
disposition has been recorded as an Alternative Response as shown in green below. 
 

 
 
 

Entering an AR Family Assessment 
The AR family assessment is exactly like the traditional family assessment; however 
the disposition information is not included in the AR family assessment.  
 

1. Navigate to the Case Overview screen.  
2. Click the Family Assessment link on the Navigation menu on the left. 

 

 
 
The Family Assessment Filter Criteria screen appears. 
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3. Click the Add AR Family Assessment button. 

 

 
 
The Participant Information screen appears. 
 

4. Complete the AR Family Assessment tabs as you would on a traditional case.  
5. On the Case Analysis tab, if Transfer for Ongoing PCSA Services is 

selected in the Final Case Decision field (shown below), upon approval of the 
family assessment, the case category will automatically change to Alternative 
Response Ongoing. 

Important: The final case decision determines if the case receives a status of 
Alternative Response Ongoing. 
 

6. When the AR Family Assessment tabs are complete, click the Save button. 
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The Family Assessment screen appears displaying a message that your data has 
been saved. 
 

7. Process for approval according to your agency’s policy. Upon completion, the 
case status will automatically change to Approved. 

 
 

Performing an AR Pathway Switch 
There are two ways to change the pathway from AR Response to traditional in 
SACWIS. The AR Pathway switch process is discussed below. An AR case can also 
become a traditional case by linking a screened-in CA/N report to an alternative 
response case. 
 

1. From the SACWIS Home screen, click the Case tab. 
2. Click the Workload tab. 
3. Click the Case ID link to navigate to the Case Overview screen. 
4. Click the AR Pathway Switch link on the Navigation menu. 

 

 
 
The AR Pathway Switch List screen (AR Intake List screen) appears. 
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5. Click the Perform Pathway Switch button. 

 

 
 
The AR Pathway Switch screen appears. 
 

6. In the Pathway Switch Date field, enter the date.  
7. In the Pathway Switch field, select a value from the drop-down list. 
8. Click the Save button. 

 

 
 
The AR Pathway Switch List screen (AR Intake List screen) appears displaying a 
message that your data has been saved.  
 

 
 
The AR case has now been switched to a traditional case. 
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Completing an AR Family Service Plan 
 

1. On the Case Overview screen, select AR Family Service Plan link in the 
Navigation menu on the left. 

 

 
 
The AR Family Service Plans screen appears. 
 

2. Click the Add AR Family Service Plan button. 
 

 
 
The Identifying Information screen appears. 
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Adding Identifying Information 
 
Near the top of the screen, the Date Report Accepted field shows the date when the 
screening decision was made by intake to screen this case in as an AR.  
If an approved Family Assessment exists, the Family Assessment Approval field 
displays the date when the family assessment was approved. 
 

1. In the Family Service Plan Begin Date field, enter the date.  
2. In the Next Review Date field, enter the date of when you will review the plan 

with the family. 
 
Important: In the Assessment Information sub-section: 

• Because the Family Assessment Approved field (shown in blue) contains a 
date that is before the Family Service Plan Begin Date field, the radio button 
in the Assessment Information section (shown in green) will default to Post 
Family Assessment option.  

• If no approved family assessment exists, the radio button will default to the 
Post Safety Assessment option. 

 
 

• In the next two screen sub-sections, both the children and adult information 
populate automatically. As with a traditional case plan, click the Add Child or 
Add Adult buttons to add case participants as needed. Or, select the Delete 
link (on the right) to remove a child or adult. 

 
  

Smith, Mary 1234567 

5454545 Jones, John 
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3. Click the Save button at the bottom of the screen. 

 

 
 
The AR Family Service Plan Topics screen appears showing that your data has 
been saved (shown below). 
 
 

Adding Concerns 
 

1. Click the Concerns link. 

 
 

2. Click the Edit link in the appropriate row.  
 
Note: The system automatically lists the name of all individuals who were entered on 
the Identifying Information screen. 

 
The Steps Completed Information screen appears displaying the Concern Details 
section below it.  
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As shown in the screen shot below: 
 

3. In the Concern Details section, click all of the case members who apply. To 
select all members, click the check box in the grid header. 

4. Complete all mandatory narrative fields (shown in green). 
5. If the family has already completed the necessary steps, enter a check mark in 

the Steps Complete field (shown in blue). 
6. If the steps are complete, enter a date in the Completion Date field.  
7. Click the Save button at the bottom of the screen. 

 

 
  

Smith, Mary 

Jones, John 
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The Concerns screen appears showing that your data has been saved (shown below).  
 

• Each text box can hold 400 characters. 

• The first (approximately) 100 words typed in the narrative boxes appear on the 
Concerns screen as shown below. The example shows the word “test” where 
these words will display. 

 
8. To add more concerns, click the Add Concern button, as needed. 

 
Important: To approve the family service plan, at least one concern record must exist. 
 
 

Linking a Service to a Concern 
 
As with a traditional case plan, linking a service to a concern is required. However, the 
services do not display on the report; they only display in the system. 
 

1. On the Concerns screen, click the Services link. 
 

 
 
The Service Details screen appears. 
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2. Click Link Service button. 

 

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

3. To expand the Case Member / Caregiver History section and display 
individual names, click the expand link (shown in green). 

 
4. To link: 

• All members – Click the main checkbox (shown in blue).  

• Only individual names – Expand the sub-section and select the check box by 
that person’s name.  

 
5. Click the OK button. 
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6. On the Service Details screen, click the Save button.  
 

 
 
The Concerns screen appears. The service has now been linked to a concern. 
 

7. If needed, click the Add Concern button to add additional concerns for the family. 
8. When complete, click the Close button. 

 
The AR Family Service Plan Topics screen appears. 
 
 

Adding Strengths 
 

1. Click the Strengths link. 

 
 
The Strengths screen appears. 
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2. Enter information in the mandatory narrative fields. Each field can hold 10,000 

characters. 
3. Click the Save button. 

 

 
 
The AR Family Service Plan Topics screen appears showing a status of Provided.  
 

4. Click the Close button.  
 

 
 
The Family Service Plans Filter Criteria screen appears displaying the AR Family 
Service Plans below it.  
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Documenting Signatures 
 
You must obtain and document signatures prior to processing for approval. At least 
one adult family service plan participant must sign the AR family service plan in 
order to approve it. 
 

1. On the Family Service Plan Filter Criteria screen, click the Signature Details link. 
 

 
 
The Family Service Plan Complete screen appears showing all of the participants 
who are in the family service plan, along with the worker and the supervisor. 
 

2. In the Signature Details section, complete the following fields for each 
applicable case plan participant, worker, and supervisor: 

• Signature Captured field (Yes /No) 

• Captured Date field 

• Date Copy of Plan Provided field 

• Disagreement / Refusal field (shown in green) – If anyone disagrees or 
refuses to sign, select Yes. 

 
Remember: At least one adult family service plan participant must sign the AR 
family service plan in order to approve it. 
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3. If a non-case member signs the plan, click the Add Non Case Member 

Signature button to complete a person search and then capture the 
information.  

4. If needed, add comments in the Comments field.  
5. When complete, click the Save button. 

 

 
 
  

Smith, Mary 

Jones, John 
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Approving an AR Family Service Plan 
 
There are two ways to approve an AR Family Service Plan and both are discussed in 
this section. Depending on your agency’s policy, complete the appropriate steps. 
Important: Either option will achieve the same result. 
 
Method 1 
 

1. Navigate to the AR Family Service Plans screen using the previous steps in 
this Knowledge Base Article. 

2. Click the Edit link in the appropriate row. 
 

 
 
The AR Family Service Plan Topics screen appears.  
  

3. Click the Process for Approval button and follow the normal procedures for 
processing an approval. 

 

 
 

4. Click the Save button at the bottom of the screen. 
 
A message appears stating that your data has been saved. 
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Method 2 
 

1. On the AR Family Service Plans screen, click the Signature Details link 
 

 
 
The Family Service Plan Complete screen appears. 
 

2. Click the Family Service Plan Complete check box. 
3. Click the Save button at the bottom of the screen. 
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Updating an AR Family Service Plan 
You can only update an AR Family Service Plan once it has been approved. The Update 
Plan link is not available until the plan is approved. 
 

1. Navigate to the Case Overview screen. 
2. Click the AR Family Service Plan link. 

 

 
 
The AR Family Service Plans screen appears. 
 

3. Click the Update Plan link. 
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4. In the Date Plan Was Updated field, enter the date. 
5. In the Please explain the reason(s) for updating the AR Family Service 

Plan field, enter an explanation. 
6. Click the Save button. 

 

 
 
The AR Family Service Plans Topics screen appears. Note the new Update Plan 
Information link that appears. 
 

7. Complete each of these links (shown in green) as discussed in this Knowledge Base 
Article. However, the Update Plan Information link does not have its own sub-
section in this document. 

8. Approve the updated AR Family Service Plan using one of the methods previously 
discussed. 
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Closing an AR Family Service Plan 
 

1. Navigate to the Case Overview screen. 
2. Click the AR Family Service Plan link. 

 

 
 
The AR Family Service Plans screen appears. 
 

3. Click the Update Plan link. 
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4. In the Date Plan Was Updated field, enter the date. 
5. In the Please explain the reason(s) for updating the AR Family Service 

Plan field, enter an explanation. 
6. In the Plan Closure field, click the check box. 
7. Click the Save button. 

 

 
 
The AR Family Service Plans Topics screen appears displaying the four links as 
shown below. 
 

8. Continue processing for approval according to your agency’s policy. 
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Completing an AR Family Service Plan Review 
 

1. Navigate to the Case Overview screen. 
2. Click the AR Family Service Review link. 

 

 
 
The AR Family Service Review Filter Criteria screen appears displaying the AR 
Family Service Review(s) screen below it. 
 

3. Click the Add AR Family Service Review button. 
 

 
 
The Identifying Information screen appears. 
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4. In the Date of Family Service Plan Review field, enter the date. 
5. In the Reason for Family Service Plan Review field, select a choice from the 

drop-down list. 
 
Important: If Other is selected from the drop-down list, you must enter an explanation 
in the If Other, Explain field.  
 

6. Click the Select Available Family Service Plan(s) link. 
 

 
 
The Available Family Service Plans to be Reviewed screen appears. If only one 
plan appears, the radio button automatically populates the field on the left as shown in 
green. Multiple plans means there would be multiple radio buttons to select. 
 

7. Click the OK button. 
 

 
 
The Identifying Information screen appears. 
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8. If needed, click the Info ( i ) icon. 

 

 
 
As shown below, this is the message that appears: 
This dropdown consists of parent, guardian, and/or custodian signature dates 
from the initial version of the family service plan being reviewed. 
 

 
 
Note: The children and adult names are auto-populated on the screen.  
 

9. Click the Save button. 
 

 
 
The Family Service Plan Review Topics screen appears. 
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10. Click each of the six links and complete the fields as needed or required.  

 
Important: As the fields in each link are completed, the Status column will display 
Completed in that row (shown in green). 
 

 
 

11. After clicking the Service / Concern Review link, you may click the plus (+) sign to 
expand the fields in the View Concerns Documented for the Family Service 
Plan section (Concern Review screen). These narrative fields can be minimized 
or maximized at any time. 
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12. After completing the narrative fields within each link, click the Service Review 

button. 
 

 
 
The Service Review Information screen appears. 
 

13. Click the Services link. 
 

 
 
The Service Review Details screen appears. 
 

14. Click the Edit link. 
 

 
 
The Service Information screen appears displaying the Service Information tab. 
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15. Click the Service Review tab. 

 

 
 

16. Click Add Service Review button. 
 

 
 
The Service/Activity Review Details screen appears.  
 

17. Click the check box(es) to select all case members who apply. You can select 
individual members or all members (by clicking the check box in the grid header). 

 

 
 
  

Smith, Mary 

Jones, John 

Smith, Jane 



Alternative Response in SACWIS 

Page 35 of 46   Last Updated: 02/03/12 

 
18. In the Service Recommendation column, select a choice from the drop-down list 

for all applicable case members. 
19. If a barrier exists, select the type in the Barrier Type column. 

 

 
 

20. If a barrier exists, the Barrier Comments field narrative must be completed. 
Otherwise, this field is not required. 

21. Click the Save button. 
 

 
 
The Service Review screen appears displaying a message that your data has been 
saved. 
 
  

Smith, Mary 

Jones, John 

Smith, Jane 

Smith, Mary 

Jones, John 

Smith, Jane 



Alternative Response in SACWIS 

Page 36 of 46   Last Updated: 02/03/12 

 
22. Click the Save button again. 

 

 
 
The Service Review Details screen appears again displaying a message that your 
data has been saved.  
 

23. Click the Close button. 
 

 
 
The Concern Review screen appears displaying all of the completed narrative fields. 
  



Alternative Response in SACWIS 

Page 37 of 46   Last Updated: 02/03/12 

 
24. Click the Save button. 

 

 
 
The Family Service Plan Review Topics screen appears displaying a message that 
your data has been saved as shown below. 
 

25. Click the Signatures link. 

 
The Signature Details screen appears.   
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26. Click a check box for at least one person in the grid.  

 
Important: At least one person’s signature must be captured to complete the approval 
process. 
 

27. In the Signature Capture field, select Yes from the drop-down list. 
28. In the Captured Date field, enter the date. 
29. Click the Save button. 

 

 
The Family Service Plan Review Topics screen appears. 
 

30. When complete, click the Process for Approval button and follow your 
Agency’s process. 

 
Note: All of the status fields now display a status of Completed. 

 
  

Smith, Mary 
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Printing Alternative Response Letters 
Three AR letters are available, but not required. Additionally, these letters will be 
completed at different times throughout the AR assessment. 
 
Navigating to the AR Letters 
 

1. Navigate to the Case Overview screen. 
2. Click the Intake List link in the Navigation menu on the left.  

 

 
 
The Intake List screen (Current Case Episode Intake List screen) appears. 
 

3. Click the Reports link. 
 

 
 
The Available Documents screen appears. 
  

7654321 
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Alternative Response Closing Letter 
 

1. Select Alternative Response Closing Letter in the Generate Document field.  
2. Click the Select button. 

 

 
The Document Details screen appears.  
 

3. Click the Generate Report button. 
 

 
The Alternative Response Closing Letter screen appears. 
 

4. In the Type of Closing Letter section, select the applicable radio button, either: 

• Closing case with Services being provided during the assessment, OR 

• Closing case with no Services being provided during the assessment 

 
 
The radio button is selected.  
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5. Complete the narrative fields for the radio button selection (mandatory). 
6. Click the Generate Report button. 

 

 
 
A screen appears showing that the report is being created. 
 

 
 
The report appears as shown below. 
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Important: As shown in red, the narrative strengths and recommendations content 
automatically populates into the letter. This is where your previously typed comments 
will appear. 
 

7. Click the Save button. 
 
Alternative Response Closing Letter 

 
 
The Intake List screen (Current Case Episode Intake List screen) appears showing 
that the report has been saved. 
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Alternative Response Mandated Reporter Letter 
 

1. Complete the steps shown in the Navigating to the AR Letters section. 
2. In the Generate Document field, select Alternative Response Mandated 

Reporter Letter from the drop-down box. 
3. Click the Select button. 

 

 
 
The Document Details screen appears.  
 

4. Click Generate Report button. 
 

 
 
The Alternative Response Mandated Reporter Letter appears as shown below. 
 

5. When complete, click the Save button at the bottom of the screen. 
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Alternative Response Mandated Reporter Letter 
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End of Assessment for Mandated Reporter Letter 
 

1. Complete the steps shown in the Navigating to the AR Letters section. 
2. In the Generate Document field, select End of Assessment for Mandated 

Reporter Letter from the drop-down box. 
3. Click the Select button. 

 

 
 
The Document Details screen appears.  
 

4. Click Generate Report button. 
 

 
 
A list of fields appears. 
 

5. Select a Yes or No value for each field. 
6. Click the Generate Report button again. 
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The completed End of Assessment for Mandated Reporter Letter report appears 
as show below. 
Note: As shown in red, the question fields that you answered Yes or No to appear on 
the letter. 
 

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

 
 

Closing an Alternative Response Case 
Closing an AR Case is completed the same as any other case in SACWIS.  
 




