ADDING A SERVICE REFERRAL WITHIN A CASE SERVICE

Navigate to the Case

1. [Click the Case Services link in the navigation menu ]
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2. ( Click the referrals link next to the Case Service in which you are going to add the
referral (Remember the case service member status must be either needed or

referred)
rCase Services
Service: ' M
Result(s) 1 to 2 of 2 Page 1 of 1
e Case Member Name(s) Service Category / Type Senvice Classification Effective Dates .
et delete
Bob, Sponge; Squirrel, Sandy Case Management/Case Management Services Case Member 04/23/2014 - seryice end
referrals S8rVice eno
— Not Linked
{5 Case Member/ Caregiver  Caretaker History
ot delete
Bob, Sponge; Squirrel, Sandy Case Management/Information & Referral Services Case Member 04/07/2014 - seryice end
forra|
( — ) Linked
(§) Case Member/ Caregiver  Caretaker History




3. [Click the Add Referral button (If the add referral button is grayed out, no case
service members are available to add the service referral)

Referral History

Serice Category [ Type:~ Case Management | Information & Referral Services Effctiv Dates: 4/07/204 -
Senvce Classfcation: ~~~ Case Member

———
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4. (Enter the Referral Date, select the Case Service Members from the Available
Case Service Members and click Add. To add a Provider, click the Link Provider
button.

Service Referral Selection
Service Category / Type: ~ Case Management / Information & Referral Services Effective Dates: 04/07/2014 -
Service Classification: Case Member

E]

Referral Date: *,

Available Case Service Members: Selected Case Service Members:

Bob, Sponge
Squirrel, Sandy m

Provider Information

(T e [ SevieeDescf [ PoiderMdes [ |

Narrative: (optional field but will display on referral report]

o [

Referral Status: * Draft ¥
[Note: Upon Save of a Completed Referral, a Referred Member Service Status will be created for each case member, provider, and service description combination.]




5. [The Provider Match Search Criteria screen displays. Click the Search button.]

rProvider Match Search Criteria

Provider Information
Service Category: *
Service Type: *

Agency Type:

By Available Capacity

Available Countes:
Adams

Allen

Ashland
Ashtabula

Athens

# Additional Search Criteria

r Child In

Case Management '

Information & Referral Services '

v

Search Date: (01/23/2015

Agency: '

Selected and Nearby Counties:

OR  School Disrit:

Gender:

# Additional Search Criteria

' from Age:

ToAge: Language: M

Sort Results By:

Cl-l

6. [The Provider Match Search Results appear. (If the provider cannot be found, the
provider may need to be added to SACWIS.) Click the check box next to each
rovider you wish to link to the Service Referral and click OK.
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7. /f he provider(s) are now linked to the Service Referral. Enter narrative text I
(optional but will display on the referral report). The narrative box provides
detailed information to the provider or case service member. This narrative will
display for either the provider or case service member depending on the version
of the report selected. Change the Referral Status to Completed and click the

Qave button. /

Provider Information
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8. {A Service Referral has been added. Click the Close button.]
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9. (A Service Referral Report can now be generated. Click the Referral link next to
the Case Service in which you are going to generate the Service Referral Report.

(A Service Referral can include more than one provider.)

Case Services
Service: ' M
Result(s) 1to 2of 2 Page 1 of 1
e Case Member Name(s) Service Category / Type Senvice Classification Effective Dates .
Bob, Sponge; Squirrel, Sandy Case Management/Case Management Services Case Member 04/23/2014 - service end
forrals
referrals Not Linked
(8 Case Member / Caregiver  Caretaker History
it delete
Bob, Sponge; Squirrel, Sandy Case Management/Information & Referral Services Case Member 04/07/2014 - seryice end
farals )
referrals Linked
(§) Case Member  Caregiver  Caretaker History

10.[Click the report link to generate the report]
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11[Click the Generate Report button]

DocumentHisoy
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12.(ﬂ1e Service Referral Report parameters page appears. Enter the required I
information and click the Generate Report button. (Remember, when selecting
the Referral Type, the narrative you entered on the provider information page will
display on this report.) Example, if your narrative provides information to the
provider then select Provider. If your narrative provides information to the case

service member the select Case Service Member. J
Service Referral Report
Caseworker Name: * '
Available Referral Members Selected Referral Members:
Squirrel, Sandy
Bob, Sponge m
Available Providers Selected Providers:
Montgomery Co. Children Services -

Add>

Referral Type: * \
Agency Requests an Update: * v
To arrange service(s) please contact: *
setce o




13[Your report is being generated. ]

Your report is being created

Please wait ...

Report Requested: 11:33:24 AM
Last Checked: 11:33:45 AM




