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Overview 

When completing a Case Review or Semiannual Administrative Review (SAR), a 
Service Review and Service Participation Status are required in Ohio SACWIS. 
To add each of those, complete the following steps: 

Navigating to the Case Review / SAR Screen 

 

1. From the Ohio SACWIS Home screen, click the Case tab. 

2. Click the Workload tab.  

3. Select the appropriate Case ID link. The Case Overview screen appears. 

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. Click the Review Tools link in the Navigation menu. 

 

 

 

The Review Tools Filter Criteria screen appears displaying the Review Tools 
section below it. 



Adding a Service Review and Service Participation Status 

Page 4 of 10  Last Revised: 08/14/2024 

5. Select Family Case Plan from the Plan Type drop-down menu.  
6. Make a selection from the Review Tool drop-down menu. 
7. Click the Add Review button. 

 

 

 

The Family Case Plan Information screen appears.  

 

8. Click the Select Family Case Plan button. 
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The Available Family Case Plans screen appears.  

 

9. Click the Select button for the appropriate plan. 

 

 

 

The Family Case Plan Information screen appears displaying a number in the 
Plan Name field as shown below.  

 

10. Click the Apply button. 

 

 

 

The Case Review Topics screen appears with a message that your data has been 
saved. 
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Adding the Service Review 

 

1. Click the Case Services link on the side navigation bar. 

 

The Case Services Filter Criteria screen appears. 

 

Important:  

• To approve the 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. 

 

2. Click the Edit link in the appropriate row. 
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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 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. Click the Check Box next to the appropriate case member. 

 

7. Select the appropriate Service Recommendation (Required) from the drop-
down list. 

 

8. Select the appropriate Participation Status field from the drop-down list. 
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Important: Based on the Service Category selected, the system will determine if 
the Participation Status drop-down field is required. The Service Participation 
Status is required for the following service categories: Child Care, Counseling, 
Diagnostic, Education/Training, and Mental Health. 

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

 

10. If a Barrier Type is selected, complete the Barrier Comments field (Required). 

 

 

 

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

 

12. If needed, complete the Participation Comments field (not required). 

 

13. Click the Save button. 

 

 

 

The Service Review screen appears displaying a message that your data has been 
saved as shown below. 
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Adding the Service Activity 

 

1. Click the Service Activity tab. 

 

 

 

The Service Activity Filter Criteria screen appears. 

 

2. In the Case Service Participant field at the bottom of the screen, select the 
appropriate case member. 

3. In the Activity Start Date field, select the appropriate date.  

 

Important: The date must be current or in the past, not a future date, and must fall 
within the current Case Review period.  

 

4. Click the Add Service Activity button. 

 

 

The Add Service Activity screen appears. 
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5. Complete the Calendar Information by selecting Attended or Not Attended 
from the drop-down fields (not required). 

6. When complete, click the Save button. 

 

 

The Service Activity Filter Criteria screen appears displaying a message that your 
data has been saved and information in the Service Activity Results section. 

 

7. Click the Save button again. 

 

 

The record is Saved. 

 

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

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fodjfs2.my.site.com%2FCustomerCareCenter&data=05%7C02%7CLisa.Oliver2%40jfs.ohio.gov%7C989cf850d37046f616fb08dc62ce48c2%7C50f8fcc494d84f0784eb36ed57c7c8a2%7C0%7C0%7C638493885340155072%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=m7Jj%2FJgZoByjWSmS1yVsBvkU74K5cBrLFP0FC1bFFvo%3D&reserved=0

