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Adding a Service Referral within Case Services

Overview

This Knowledge Base Article discusses steps for adding a Service Referral for a Case
Member from within the Case Services link of a Case record in the Ohio SACWIS system.
Users can also generate a Referral for Service report that can be used to refer a Case
Member for a Service. Any user with access to the Case Services link within the Case
can add a Service Referral for a case member and generate a Referral for Service
report.

A Service Referral can be created for Case Service Members with a Case Member
Service Status of ‘Needed’ or ‘Referred’. The Service Referral will automatically create
a Case Member Service Status of ‘Referred’.

The user may select multiple Case Service Members for the Service Referral and may
link multiple Providers to the Service Referral record. The Referral History screen
displays information for each Service Referral record.

After adding a Service Referral, the user can generate a Service Referral Report, which
is formatted as a business letter and can be used to refer a Case Member for a Service.
The report pulls in data elements from the Child’s Case, the Person Profile record, and
information entered by the user on the Parameters page. The Business Address displayed
on the report is based on the user’s selected Referral Type of either Provider or Case
Member.

Note: This Knowledge Base Article does not apply to Help Me Grow Service Referrals.
For information on adding a Help Me Grow Service Referral, please refer to the
Knowledge Base Article “Creating a Help Me Grow Referral from Case Services”.

To add a Service Referral and generate a Service Referral Report, complete the
following steps.
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Adding a Service Referral within Case Services
Viewing Case Service Information
To view case service information, complete the following steps.

1. From the Ohio SACWIS Home screen, click the Case tab.
2. Click the Workload tab.
3. Click the Case ID link of the appropriate case.

Note: If you know the Case ID number, you can also use the Search link at the top of the
Home screen to navigate to the Case Overview screen.

Workload Court Calend: Pl q

| Case Workload

Casvorar: ( v) Sort By: ( Casz Name Azcenang o) [

E TestWorker (23 cases,

® Sacwis, Susie | 123456 ]J- Open 11/21/2022 - Acoption

The Case Overview screen appears.

Court Calendar Placement Requests

<>
b Case Overview
AL CASE NAME / ID: Adoption
Eabasi . £ Open (11/21/2022)
oo Commumeston Sacwis, Susie / 123456 pen ( )
Intake List
> ADDRESS CONTACT:
Eorms/Notices 123 Test Rd
Substance Abuse Screening Test, OH 12345 ®
Ongoing Case Al AGENCY
Speciaiized AN Tool Test County Children Services Board

PRIMARY Wi ER UPERVI (S):
Law Enforcement BIMERAWORE SUPERVISOR(S

Justification/Waiver

Legal Actions

Assign Worker

Case Actions

Legal Custody/Status

4. From the Navigation menu, click the Case Services link.
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Adding a Service Referral within Case Services

The Case Services Filter Criteria screen appears.

I T R T R T

Workload Court Calendar
4>
Case Overview
Activity Log

Category/iPathway Switch

Safety Plan

Actuarial Risk Assessment
Eamily Assessment
Ongoing Case A/l

Specizlized A/l Tool

Law Enforcement

JustificationWaiver

Legal Actions

Legal Custody/Status

Living Arrangement ! Guardianshij

Initis] Removal

Placement Request
Placement/|CCA

Residential Trestment Information
Independent Living

Czse Plan Tools

Visitafion Plans

Review Tools

Placement Requests

CASE NAME / 10:
Sacwis, Susie [/ 123456

Ongoing
Open (06/17/2022)

HAZARD

Case Services RTIS Services

Case Services Filter Criteria
From Effective Date: o] To Effective Date: [: B
Case Member: [ v| Status: ( v
Service Category: [ v Service Type: [~
Service Goal: [ | Service: ( ~)
End-dated services : ® Exciude O Include Linked Status [ v
Sort Results By: [ v) ® Curent Case Episode () View Historical
Case Services
Sk G | /i Case Services
Resul(s) 1 to 15 of 15/ Page 1 of 1
Case Member Name(s) Service Category / Type Service Effective
Classification Dates
Independent Living & Transitional Living/Mentor with trained aduit 1-1 meet Case Member 00/15/2022 - delete
reguiary
senvice en
ey
Linked
B Case Member f Caregiver [ Caretaker History

5. Select the Filter Criteria and click the Filter button to limit the Case Services
search results that appear at the bottom of the screen. (Optional)

6. Click the View link to view the Case Service.

7. Click the Edit link to edit the Case Service, if needed.
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Adding a Service Referral within Case Services

Adding a Service Referral
Complete the following steps to add a new Service Referral for a case member.

1. Click the Referrals link beside the appropriate Case Service record for which you
wish to create a Service Referral.

Case Services I
Service: I—l Add Case Services

Result{s) 1 to 15 of 15/Page 1 of 1

Case Member Name(s) Service Category / Type Service Eﬁecnve
Classification

edit Sacwis, Susie dent Living & Transitional Living/Mentor with frained adult 1-  Case Member 09/15/2022 -
1 meel regularly

service end
referrals

Linked

delete

# Case Member / Caregiver / Caretaker History

The Referral History screen appears.

| Referral History I

Service Category / Type: Case Management / Family Search and Effective Dates: 04/05/2023 -
Engagement

Service Classification: Case Member

T I

2. Click the Add Referral button.

Important: Ohio SACWIS will not allow the creation of duplicate Case Member Service
Statuses. If the Case Member Service Status is ‘Referred’ and the user attempts to
create a Referral with the same Case Member and Provider ID combination, a validation
message will appear stating, “A Referred Member Service Status already exists for
<Child, Provider>”. The Add Referral button is disabled (grayed out) if no Case Service
Members are available to add the service referral. The Add Referral button is also
disabled if the Case Service is end dated, as a referral record cannot be added to an end
dated case service.

The Service Referral Selection screen appears.
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Adding a Service Referral within Case Services

lSeNiDe Referral Selection I

Service Category / Type:

Case Management / Family Search and Engagement

Effective Dates:
Case Member

04/05/2023 -
Service Classification:

Referral Date: *

Available Case Service Members: Selected Case Service Members:
Q Add Al Q
Sacwis, Susie
Provider Information | \
I e e e ]
Link Provider

3. Enter the Referral Date. (Required)

Hint: Click the Calendar icon beside the field to select the date.

Select the name of a Case Service Member in the Available Case Service

Members list. You must select at least one Case Service Member for the Service
Referral.

Reminder: The Available Case Service Members list only displays Case Members
whose most recent Case Member Service Status is ‘Needed’ or ‘Referred’.

5. Click the Add button to add the selected Case Service Member(s) to the Selected
Case Service Members list.

Note: To de-select a member, select the member in the Selected Case Service

Members list. Then click the << Remove button to move the member back to the
Available Case Service Members list.

6. Click the Link Provider button to link the Provider(s) to the Service Referral
record.

e

7 f
Page 7 of 17 QAL Chliren w¥outn

Last Revised: 08/12/2024




Adding a Service Referral within Case Services

The Provider Match Search Criteria screen appears.

Note: The Service Category, Service Type, and Search Date (outlined in green) are pre-
populated based on the information from the case service. The Service Category and
Service Type fields cannot be modified.

I Search For Provider Match I

Service Category: Service Type:
Case Management v Family Search and Engagement v
Search Date:

£ [ with Available Vacancies [ cnild has a kinship relationship
0

09/05/2023 ﬂgql with the provider

Available Counties: € Selected Counties:

a Q

Provider ID: 6

Note: If Provider D is entered. cnteria such as Provider Name, Member Name, Counties, School District, and Provider Skills will be ignored

Provider Name: Member Last Name: Member First Name Member Middle Name:
OR

Child Information & Characteristics v

Provider Skills v

Name Match Precision Sort By:
Returns resuits matching entered names including AKA nsmes/nicknames

- T

Fewer Results More Results

=3

7. Enter additional Search Criteria if needed.

Provider Name (A-Z) v
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Adding a Service Referral within Case Services

Note: If you know the Provider ID you wish to link, click the Additional Search Criteria
expand and enter the Provider ID in the appropriate field.
8. Click the Search button.

The Provider Match Search Results list appears.

Search Results
View Results in Map ‘ Collapse Services ‘ ‘ Expand Services

Resuit(s) 11o 11 of 11/ Page 1 0f 1 Results per page:| 15 ﬂ

view Test, Provider / 123 NONODJFS ACTIVE

View Services

Test County Children Services Board:

Family Counseling

9. Click Select beside the Provider Name / ID you wish to link to the Service Referral
record.

e Multiple Providers may be linked to the Service Referral record if you are
making multiple referrals for the same Case Service.

10. Click the OK button.

Note: At least one Provider must be linked to the Service Referral record. If you did not
select a Provider, the validation message, “At least one provider must be linked to

complete the record” displays.

The Service Referral Selection screen appears.

Provider Information

I e S
view  Test, Provider

| [

Note: To Unlink a provider, click the Unlink link beside the appropriate provider.
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Adding a Service Referral within Case Services

11.Enter Narrative in the text box provided. (Optional but will display on referral
report).

Important: The Narrative from the text box will appear in the Service Referral Report.
The Narrative box is designed to provide detailed information to the Provider or Case
Member that is pertinent to the service being referred. This narrative will be displayed for
either Provider or Case Member depending on the version of the report chosen.

I Comments: I

e

[T Created in Error

12.To complete the service referral record, select Save at the bottom of the screen.

Save

The Referral History screen appears with the message, ‘Your data has been saved’.

Referral History
Service Category / Type: Counseling / Individual counseling Effective Dates: 03/24/2021 -
Service Classification: Case Member
Add Referral
T rareraro oo |
‘ =it Sacwis, Susie Family Life Counseling Counseling Sarvices 09/08/2023 Draft delcia
|

13.Click the Close button.

The Case Services Filter Criteria screen appears.
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Adding a Service Referral within Case Services

Generating a Service Referral Report

1. On the Case Services Filter Criteria screen, click the Referrals link beside the
appropriate Case Member Name(s).

Icase Services I
Service: l—"l Add Case Services

Result(s) 1 to 15 of 15/Page 1 of 1

Case Member Name(s) Service Category / Type Service flective
Classification Dates

Sacwis, Susie dent Living & Transitional Living/Mentor with trained adult 1-  Case Member 09/15/2022 -
1 meet regularly

B

Linked

delete

& Case Member / Caregiver / C History

The Referral History screen appears.

Note: Each Referral record is displayed on a separate line. A Referral record can include
multiple Providers.

Referral History I
Service Category / Type: Case Management / Monitoring Case Progress Effective Dates: 03/24/2021 -
Service Classification: Case Member
Add Referral
T e T
view  Test, Member Test County Children Services Soard/10004 Monitoring Case Progress 0010812023 Completed

2. Click the report link beside the service for which you wish to generate the report.

The Document Details screen appears.
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Adding a Service Referral within Case Services

Document Details I

Document Category: CASE

Document Title: Service Referral Report
Work-item ID:

Work-ltem Reference:
Task |D:

Task Reference:
Document History

. e I

Document History

Generate Report

3. Click the Generate Report button.

The Service Referral Report parameters page appears.

Service Referral Repoﬂl

ICaseworket Name: *

vll

Available Referral Members:

] Q Add All
| Test, Member

Selected Referral Members:

Available Providers: Selected Providers:

Q Add &1

Test County Children Services Board

4. Select the Caseworker Name from the drop-down list. (Required)

Select the name(s) of the Available Referral Member(s) you wish to include in the
report from the Available Referral Members list.

Click the Add button to add the selected Available Referral Member(s) to the
Selected Referral Members list.

W Department of
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Adding a Service Referral within Case Services

Important: At least one Available Referral Member must be selected to generate the
report.

Note: To de-select a referral member, select the member in the Selected Referral
Members list. Then click the Remove button to move the member back to the Available
Referral Members list.

7. Click the Add button to add one or more Available Providers to the Selected
Providers list.

8. Select the Referral Type from the drop-down list. (Required)

Important: You can select a Referral Type of Provider or Case Member. The
application will generate one or more reports based on your selection:

e If you select Provider, the application will generate a separate referral report for
each provider linked.

e If you select Case Member, the application will generate one report listing all linked
providers.

e If the Service Referral includes multiple Case Members and multiple Providers,
you will still generate the report with a Referral Type of either Provider or Case
Member:

o If you select Provider, the application will generate a separate report for
each Provider, with each report listing all referred Case Members.

o If you select Case Member, the application will generate a separate report
for each Case Member, with each report listing all Providers.

Referral Type: * f: vl

Agency Requests an Update: * !' ]

To arrange service(s) please contact: *

v o o [

Generate Report | Cancel

9. Select the appropriate time frame for updates from the drop-down list in the Agency
Requests an Update field. (Required)

10.Enter the Contact Information in the To arrange service(s) please contact text
box. (Required)
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Adding a Service Referral within Case Services

Note: The Contact Information that is entered in the Narrative text box will display
in the body of the report below the Referral Information and Requested
Service(s) sections.

11.Click the Generate Report button.

The message Your report is being created appears while the report is generating.

The Referral for Service report appears.

Understanding the Referral for Service Report Letter
The following example shows a report generated for the Referral Type of Provider.

Page 14 of 17

The Provider Contact Information displays at the top left of the report.
The report is addressed to the Provider using the Provider Name.

The Case Member(s) connected to the Service Referral are displayed in the body
of the report under Referral Information.

The Case Services being referred are displayed in the body of the report under
Requested Service(s).

The Narrative information is displayed in the body of the report below the Referral
Information.

The Agency Requests an Update time frame and the Contact Information are
displayed below the Referral Information and Requested Service(s).

The signature lists the Contact Information for the user generating the report. This
information is pulled from the Person Profile.
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Adding a Service Referral within Case Services

Referral for Service

Test County Children Services Board
456 Test Rd
Test, OH 12345

Referral Date: 09/06/2023

Il)car Test Services I

Our agency 1s referring you to the following for the service(s) identified below.

Referral Information: Requested Service(s):

Susie Sacwis Monitoring Case Progress
123 TestRd

Test, OH 12345
(123)456-7890

T'o arrange services, please contact:
TEST

Test County Children Services Board requests an update monthly from the provider. It is our hope that you will find this
service beneficial to you and your famaly. If you have any questions, please contact me at

Sincerely,

Test, Caseworker
Test, Caseworker
Test County Children Services Board Child Welfare Supervisor
456 TestRd
Test, OH 12345

The following example shows a report generated for the Referral Type of Case Member.

Page 15 of 17

The Case Member Contact Information displays at the top left of the report.

The report is addressed to the Case Member using the name on the Person
Profile.

The Provider Contact Information is listed in the body of the report under Referral
Information.

The Case Services being referred are displayed in the body of the report under
Requested Service(s).

The Narrative information is displayed in the body of the report below the Referral
Information.

The Agency Requests an Update time frame and the Contact Information are
displayed below the Referral Information and Requested Service(s).

The signature lists the Contact Information for the user generating the report. This
information is pulled from the Person Profile.
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Adding a Service Referral within Case Services

Referral for Service

Sacwis, Susie
123 TestRd
Test, OH 12345

Referral Date: 09/06/2023

Il)car Susie Sacwis:l

Our agency 1s referring you to the following provider(s) for the service(s) identified below.

Referral Information: Requested Service(s):
Test County Children Services Board Monitoring Case Progress
456 TestRd
Test, OH 12345
(123)456-7830

T'o arrange services, please contact:
TEST

Test County Children Services Board requests an update monthly from the provider. It is our hope that you wll find this
service beneficial to you and your family. If you have any questions, please contact me at

Sincerely,

Test, Caseworker
Test, Caseworker

Test County Children Services Board Child Welfare Supervisor
456 Test Rd
Test, OH 12345

Important: The user cannot modify the completed report after it has been Printed or
Saved. Prior to Printing or Saving the generated report, review it for errors and click the
Review Parameters button, if needed, to make modifications.

To Save the generated report to the application, click the Save button.

Note: To Print the PDF or to Save the PDF to your computer, hover the mouse over the
screen until the Task Bar (outlined in red below) appears. Click the Disk button to Save
the report or the Printer button to Print the report.
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= v Y Oraw Q m Read sloud - + &3 ) of ) ~) Q () "

Referral for Service

lecwa, luie

323 Teat Ra

Teat, O 12343
Redornad Dine 0% 002020

Dear Sutve Sacwin

O agency i referring you bo e followmy rovadons) for the sarvica ) sdemifiod Sckew

[R TN Sr——, Wanpaested Serviewtal
Fodt Coumry Ohubivon Scrvicas Bousd Mo g Case Progrem
4 Ten s

FarL On 12348
(3335 454.7690

To srange srvicen, plimer comtat
nsr

Conmty Onion Services Boand rogoests s opduts mondly from e provider. B i oor hope S you will flnd
servay Nowefanal 0o yons ond yons famnly B yom Rovy wvy quesinmn, phoase contat o o (140}
Senconcly
Tant, Casaworiar
Teat Courcy Ohidren Services Boare
458 Test Ad Ol Weblars Saperyives
Taat OM 12548

Towr Conannrnar

If you have additional questions pertaining to this Deployment Communication, please
contact the Customer Care Center.
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