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By adding service review information into SACWIS, users can review the 
comprehensive impact of all services provided by, arranged for, or paid by an 
agency, including those services not linked to a Case Plan. 

As of October 1, 2012, per Procedure Letter No. 235, PCSAs are required to 
enter service review information into SACWIS.  

This Knowledge Base Article discusses completing a service review within both a 
case review (3 Month Case Review and SemiAnnual Administrative Review (SAR)) 
and an Alternative Response (AR) Family Service Review.  Each topic is discussed 
separately below. 

 

 

Completing a Service Review within a Case Review 

 

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 or you can use 
other components of the search functionality to locate the case. 

 

 

 

The Case Overview screen appears. 
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4. Click the Case Review/SAR link in the Navigation menu. 

 

 

 

The Case Review/SAR Filter Criteria screen appears displaying the Case 
Review(s)/SAR(s) section below it. 

 

5. Click the Edit link in the appropriate row. 

 

 

 

The Case Review Topics screen appears. 

 

6. Click the Service Review link. 

 

 

 

The Service Review Information screen appears. 
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Completing the Current Case Plan Services Tab 

 

1. On the Current Case Plan Services tab, click the Edit Progress link in the 
appropriate row. 

 

 

 

The Services Details screen appears. 

 

2. Complete the narrative field. 

3. In the Progress Addressing Concern field, select the appropriate reference 
value from the drop-down list. 

4. Click the Save button. 

 

 

 

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

 

1. On the Current Case Plan Services tab, Service Review Information section, 
click the Services link in the appropriate row. 

 

Important: To approve the Case Review work item, a service review must be 
completed for every service that is not end-dated. The service review date must fall 
within the current Case Review period. However, at this time it is not required that 
either the Prior Case Plan Unlinked Services tab or the Services Not Linked to 
Case Plan tab be completed. 

 

 

 

The Service Review Details screen appears. 

 

2. Click the Edit link in the appropriate row. 

 

 

 

The Service Information screen appears. 

 

3. Click the Service Review tab. 

 

The Service Review screen appears. 
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4. Click the Add Service Review button. 

 

 

 

The Service/Activity Review Details screen appears. 

 

5. In the Review Date field, verify the date is correct. 

 

Note: The Review Date field populates with the current date, but can be changed to 
a prior date. 

 

6. In the grid, click the check box next to the appropriate case member. 

7. In the Service Recommendation field (mandatory), select the appropriate 
choice from the drop-down list. 

 

 

 

8. As shown below, if a barrier exists, select the appropriate type in the Barrier 
Type field.  

9. If a Barrier Type is selected, complete the Barrier Comments field (required). 
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10. If needed, complete the Recommendation Comments field (not required). 

11. Click the Save button. 

 

 

 

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

 

12. Click the Save button. 

 

 

 

The Service Review Details screen appears displaying a message that your data 
has been saved. 
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13. Click the Close button. 

 

The Service Review Information screen appears. 

 

Completing the Prior Case Plan Unlinked Services Tab 

 

1. Click the Prior Case Plan Unlink Services tab. 

2. Click the Edit Progress link in the appropriate row. 

 

 

 

The Services Details screen appears. The concern that displays for the service 
(Progress Addressing Concerns column shown in gold) will be the concern from 
which the case service was last linked. 
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3. Complete the Narrative field. 

4. In the Progress Addressing Concern field, select the appropriate reference 
value from the drop-down list. 

5. When complete, click the Save button. 

 

 

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

 

Adding Service Review Detail Information 

 

1. On the Prior Case Plan Unlinked Services tab, Service Review 
Information section, click the Services link in the appropriate row. 

 

Important: To approve the Case Review work item, a service review must be 
completed for every service that is not end-dated. The service review date must fall 
within the current Case Review period. However, at this time it is not required that 
either the Prior Case Plan Unlinked Services tab or the Services Not Linked to 
Case Plan tab be completed. 

 

 

The Service Review Details screen appears.
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2. Click the Edit link in the appropriate row. 

 

 

 

The Service Information screen appears. 

 

3. Click the Service Review tab. 

 

 

 

The Service Review screen appears. 

 

4. Click the Add Service Review button. 

 

 

 

The Service/Activity Review Date screen appears. 
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5. In the Review Date field, verify the date is correct.  

 

Note: The Review Date field populates with the current date, but can be changed to 
a prior date. 

 

6. Click the check box next to the appropriate case member. 

7. In the Service Recommendation field (mandatory), select the appropriate 
choice from the drop-down list. 

 

 

 

8. If a barrier exists, select the appropriate type in the Barrier Type field. 

9. If a Barrier Type is selected, complete the Barrier Comments field (required). 

10. If needed, complete the Recommendation Comments field (not required). 

11. Click the Save button. 

 

 

 

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



Adding Service Review Information 

Page 11 of 25  Last Updated: 01/09/13 

 

12. Click the Save button. 

 

 

 

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

 

13. Click the Close button. 

 

 

 

The Service Review Information screen appears. 
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Completing the Services Not Linked to Case Plan Tab 

 

1. Click the Services Not Linked to Case Plan tab. 

2. Click the Edit Progress button. 

 

 

 

The Service Details screen appears. 

 

3. Complete the Narrative field. 

4. In the Progress Addressing Concern field, select the appropriate reference 
value from the drop-down list. 

5. Click the Save button. 

 

 

 

The Services Not Linked to Case Plan tab appears (Service Review Information 
screen) displaying a message that your data has been saved. 
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6. Click the Edit link in the appropriate row. 

 

 

 

The Service Information screen appears. 

 

7. Click the Service Review tab. 

8. Click the Add Service Review button. 

 

 

 

The Service/Activity Review Date screen appears. 
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9. In the Review Date field, verify the date is correct. 

 

Note: The Review Date field populates with the current date, but can be changed to 
a prior date. 

 

1. Click the check box next to the appropriate case member. 

2. In the Service Recommendation field (mandatory), select the appropriate 
choice from the drop-down list. 

 

 

 

3. If a barrier exists, select the appropriate type in the Barrier Type field.  

4. If a Barrier Type is selected, complete the Barrier Comments field (required). 

5. If needed, complete the Recommendation Comments field (not required). 

6. Click the Save button. 

 

 

The Service Review screen appears displaying a message that your data has been 
saved. 
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7. Click the Save button again. 

 

 

 

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

 

8. Click the Close button at the bottom of the screen. 

 

 

 

The Case Review Topics screen appears. 
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Completing a Service Review within an Alternative Response (AR) 
Family Service Review 

 

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. 

 

 

 

The Case Overview screen appears it. 

 

4. Click the AR Family Service Review link in the Navigation menu. 

 

 

 

The AR Family Service Review Filter Criteria screen appears displaying AR 
Family Service Review(s) section below it. 
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5. Click the Add AR Family Service Review button. 

 

 

 

The Identifying Information screen appears. 

 

 

Completing the Identifying Information Screen 

 

1. In the Reason for Family Service Plan Review field, select the appropriate 
value from the drop-down list. 

2. In the Family Service Plan being Reviewed field, enter the appropriate 
content.  

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

 

 

 

The Available Family Service Plan to be Reviewed screen appears.  
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4. Select appropriate radio button. 

5. Click the OK button. 

 

 

 

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

 

6. Click the Service / Concern Review link. 

 

 

 

The Concern Review screen appears. 
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7. Complete the narrative fields. 

8. Click the Service Review button near the bottom of the screen. 

 

 

 

The Service Review Information screen appears. 

 

 

Completing the Current AR Family Service Plan Services Tab 

 

1. On the Current AR Family Service Plan Services tab, Service Review 
Information section, click the Services link in the appropriate row.  

 

 

The Service Review Details screen appears. 
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2. Click the Edit link in the appropriate row.  

 

 

The Service Information screen appears displaying the Service Information tab. 

 

3. Click the Service Review tab. 

4. Click the Add Service Review button. 

 

 

 

The Service/Activity Review Date screen appears. 

 

5. In the Review Date field, verify the date is correct.  

Note: The Review Date field populates with the current date, but can be changed to 
a prior date. 

 

6. Click the check box next to the appropriate case member. 

7. In the Service Recommendation field (mandatory), select the appropriate 
value from the drop-down list. 
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8. If a barrier exists, select the appropriate type in the Barrier Type field.  

9. If a Barrier Type is selected, complete the Barrier Comments field (required). 

10. If needed, complete the Recommendation Comments field (not required). 

11. Click the Save button. 

 

 

 

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

 

12. Click the Save button. 

 

 

 

The Service Review Information screen appears displaying a message that your 
data has been saved. 
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Completing the Prior AR Family Service Plan Unlinked Services Tab 

 

1. Click the Prior AR Family Service Plan Unlinked Services tab.  

2. Click the Edit Progress button. 

 

 

 

The Service Details screen appears. 

 

3. Complete the narrative field. 

4. Click the Save button. 

 

 

 

5. Click the Edit link in the appropriate row. 

 

 

 

The Service/Activity Review Date screen appears. 
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6. Click the Service Review tab. 

7. Click the Add Service Review button. 

 

 

 

The Service/Activity Review Date screen appears. 

 

8. In the Review Date field, verify the date is correct.  

 

Note: The Review Date field populates with the current date, but can be changed to 
a prior date. 

 

9. Click the check box next to the appropriate case member. 

10. In the Service Recommendation field (mandatory), select the appropriate 
value from the drop-down list. 
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11. If a barrier exists, select the appropriate type in the Barrier Type field.  

12. If a Barrier Type is selected, complete the Barrier Comments field (required). 

13. If needed, complete the Recommendation Comments field (not required). 

14. Click the Save button. 

 

 

 

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

 

 

Completing the Services Not Linking to AR Family Service Plan Tab 

 

1. Click the Services Not Linked to Case Plan tab. 

2. Click the Edit Progress button. 

 

 

 

The Service Details screen appears. 
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3. Complete the narrative field. 

4. Click the Save button. 

 

 

 

The Services Not Linked to Case Plan appears. 

 

5. When complete, click the Save button again. 

 

 

The Service Review Information screen appears. 


