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Closing an OhioKAN Case

Overview

This article describes the process for closing an OhioKAN Case service episode.

When the case is closed, all assignments are automatically ended, and the case no longer

displays in the Navigator’s workload. A case can be reopened in the future if needed, by
linking a new intake.

Note: Before a case can be closed, all work items must be in a completed or approved
status. There cannot be any in progress or pending work remaining in the case.
Recording the Closure Summary Activity Log
From the SACWIS Home screen

1. Click the Case tab.

2. Click, Workload.

3. Select the Case ID to navigate to the Case you wish to close.
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The Case Overview screen appears.
4. In the navigation pane, click Activity Log.

sl ORRAN
Day. Summry Chosed (06262000

The Activity Log screen appears.
5. Click, Add Activity.
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[

The Activity Detail page appears.

Note: The Start Activity Date defaults to the current date, but can be backdated, if
needed. This will not affect the closure date, which will always be the date the Case
Closure record is approved, as outlined later in this article.

1. If necessary, select the Responsible Worker from the drop-down menu.

2. Inthe Contact Types grid, select General from the Available Contact Types list;
this will activate the Add button.

3. Click, Add, to move the value to the Select Contact Types list.
4. Select Case Closure from the Category drop-down menu.

5. Select Case Closure Summary from the Available Sub Categories list (this will
activate the Add button).

6. Click, Add, to move the value to the Select Sub Categories list.
7. Click the Participants tab at the top of the page.
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CASE NAME /ID:  Day, Sunny OhioKAN / Open (06/15/2020)

Activity Log ID: 0 Activity Start Date: 06/26/2020

| Activity Details

Create Date: Jun 26, 2020 08:37:23 AM Created By:

Start Activity Date: * 067262020 ] )
End Activity Date: [ g Time: (AT )

Supervisor, Test1 Agency:  ChioKAN

IResponsln[e Worker: Supervisor, Test! v [ Originator Of Information: v
Contact Duration: v High Priority
| Contact Types |

I Available Contact Types: I Select Contact Types: *

Q Add All IMGI Remoave All Q

Critical Safety Issue |

Education

Email

Face-to-Face

Face-to-Face Visit with Provider(s)

Fax

|

Category Information
icase Category: * [ OhioKAN v
Category: * I [~ Case Closure v I

Available Sub Categories: Select Sub Categories: *

Case Closure Summary

Demographics Updated

Family/Caregiver Notification of Case Closing

Other Sub Category: [

The Participants screen appears.

8. Select the relevant Contact Status radio button for each applicable Case
Participant.

9. Click the Narrative tab at the top of the page.
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T S A R N S

CASE NAME /1D Day, Sunny OhioKAN / Cpen (06/15/2020)

Activity Log ID: 0 Activity Start Date: 06/268/2020

Choose Participants
‘Case Participants

Contact Status
Day, Raine - 08/08/2018 Nene | Attempled | Completed = In Regards To

Bay, Sunny - 05/05/1065 None | ‘Attempted | Completed @ in Regards To

Activity State: * [ fyan

Ll

o [ L cvee [

The Narrative Details screen appears.

10.In the Narrative field, type a brief summary based on OhioKAN business practice
about closing the service episode.

11.Select Completed in the Activity State drop-down menu.
12.Click Save.

Narrative Details

Narrative: *

expand full screen)

The narrative summary of the family circumstances and closure of the service episode goes here....

Spell Check 9901

Narrative History

I T T R

Activity State: * W
Apply | Save | Cancel -

The Activity Log list page appears, showing the Closure Summary.
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Recording the Case Closure

1. In the navigation pane, click Case Closure.

[ © Your data has been saved

etk Lt 52 MAME 710 OhoRAN
BASICS Day, Sunny Open (D5/152020)
S AN
Geurges of |ntereanee Activity Log Filter Criteria
Activity From Date: g = Activity To Date: f e

Aedid Actorty
I T I T T T T
e DGR st asa Clasure ase Coomry Summary eart Supenveor ——— P
L Associated Pamicipants: fane Day Sy Day |

The Case Closure list page appears.
2. Click Add Case Closure.

<>

v OhioKAN
G Day, Sunny Open (06/15/2020)
BASICS

Caue Servey Case Closure(s)

The Case Closure Details screen appears.
3. Select all applicable options from the Available Case Closure Reasons list.

4. Click Add to move the selection(s) to the Selected Case Closure Reasons grid.

Note: If Other is selected, narrative is required in the If Other Reason, Explain field.

5. Select the Primary Closure Reason from the drop-down menu, which contains all
the reasons selected above.

Note: The Case Closure Summary Information grid displays the most recent Case
Closure Activity Log, which is automatically linked to the Case Closure record. If the Activity
Log linked is incorrect, click unlink to remove it, then click Link Activity to select another

one.
A Case Closure Activity Log is required to process the Case Closure.

6. Record any Additional Comments, if desired.
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7. For each Child Participant, select the option that best describes the Caregiver’s

Legal Authority / Responsibility to the Child at the time of the service episode
closure.

Note: All children who have been listed as participants in an OhioKAN BASICS during
the case episode will display in the list, even if they are no longer active members of the

case.

8. Click Process for Approval.

CAsE WA (0 Day, Sunny OhioKAN / Open (06/152020)
Case Closure Detalis
Agency CmokAN COpened Date: RS20
Cioted Date Closurs Status:

Created Date

Created By
Modified Date Modified Dy
Available Case Closure Reatons. Selectsd Case Closure Reasons: *
=1
ated
to Benefit of Further Service
Other
Problems Resohved
I Cher Reason. Explain Ir
Primary Ch R Compieted Servaes o I
Case Closure Summary Information
I e N
ey Tree FaFTAIAR SEITITANY G T STl CTUMSIANGES 00 CIOSUNE OF N4 SE0/CH BEFC0N OBS Nom .

Speil Check 2000

Child Paricipants

Doy fimre Male Age 1, DOB 08082018

Careglver's Legal Authority | Responsibility 1o the Child:

Grandparent Power of Anomey .

Validate for Approval | Process for Approval
3

The Process Approval screen appears.

Routing the Case Closure for Approval

1. Select the approval Action from the drop-down menu.

¢ If you are a Navigator, select Route and select the name of the Supervisor
from the Reviewer/Approvers drop-down menu.
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e If you are a Supervisor, select Approved-Final to close the case.
e Or, select Declined for re-work to return it to the Navigator for corrections.

Note: If you are a Supervisor, and the Case Closure has been routed to you for approval,
you may access the Case Closure from the Home page, Approvals tab.

2. Click Save.

Process Approval
Work em
-
A Tash Refarence
Frouting Appraval Actien
Sped Cheek m
.

On approval of the Case Closure record, the case status is updated to Closed.

CASE NAME /ID OhioKAN
Day, Sunny Closed (06/26/2020)

If you need additional information or assistance, please contact the SACWIS Help Desk at
614-466-0978, select option #3, then #5.
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