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Standard Program Services (SPS) 
 
  

 Viewing and Creating Standard Program Services 
 
1. There are two methods for working with Standard Program Services. The first method, accessing 

Standard Program Services from the Utilities menu, allows you to work with SPS without an 
assignment to the case. 
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The second method requires an assignment to the case. From the Actions hyperlink next to a case, 
select the Standard Program Services option and click the Continue button. 
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2. Both methods will take you to the Standard Program Services Summary page, yet there are some 
subtle differences between the two methods. Accessing the Standard Program Services Summary 
page from the Utilities menu will require you to search out the case you wish to work with.  
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Accessing the Standard Program Services Summary page from the Actions hyperlink will 
automatically search and return all applicable SPS results for the case. 
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3. The Standard Program Services Summary page will display any previously created SPS. In this 
instance, no SPS records exist for our case, and therefore nothing was returned for this case 
search. Clicking the Insert button will open the Standard Program Services page to enter SPS 
records. 
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4. Step 3 (previous page) had the value of “All” selected for the Case Participants on our Standard 
Program Services Summary page. This requires you to choose a Participant as is indicated in the 
first screen shot. 

 

 

This next screen shot shows us selecting a participant on the Standard Program Services Summary 
page. 
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If a participant is selected on the Standard Program Services Summary page then that participant 
will populate on the Standard Program Services page. The Case Participant can be updated, along 
with all other data elements, until the record is frozen. 
 

 
 
5. After choosing your Case Participant, if applicable, your next step is to choose the Target Group. 
 

Note:  The Standard Program Services page is only used to document services specific to Child 
Welfare activities, Juvenile Justice activities, or services specific to the Western Regional 
Partnership Grant. 
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6. Select the appropriate SP Category from the drop-down. This will filter the available SP Type as 
the type is dependent upon the SP Category chosen. 
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7. Select the appropriate SP Type from the drop-down. 
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8. In some instances, you may not know exactly which SP Category to choose in order to find the 
correct SP Type. Clicking on the “Target Group Categories & Types” hyperlink will take you to a 
web page that defines and displays all SP Types nested under the corresponding SP Category. 
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The following screen shot is a sample of the web page discussed on the previous page. 
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9. Document the date that the service began.  
 

Note: If you right click on a date field in eWiSACWIS a calendar will pop-up for you to choose 
your date. 
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10. If applicable, enter the number of Units of Service and define the measurement of the units 
entered. 
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11. The Comments field offers an area for you to further speak to the service being provided. This is 
not a required field. 

 
Also not required is the identification of the Provider or Worker providing the service. You can 
complete this information by clicking on the Search hyperlink and searching out the provider or 
the worker.  
 
Note: In order for the Provider to be searchable, the provider must already be documented in the 

system. 
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12. Clicking the Remove hyperlink will remove the identified Provider or Worker. 
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13. The Copy Service hyperlink allows you to copy the SPS from one participant to another. This can 
be most useful when several family members are all receiving the same service. 

 
Note:  The Copy Service option is available, even if there is only one participant in the case. This 

allows you to create the SPS while only changing the applicable data values. 
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In order to copy a SPS, the SPS must first be saved. The application will prompt you to save your work 
before allowing the copy to occur. 
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14. Upon selecting the Copy Service hyperlink, you will be presented with the Service Copy page that 
lists all active case participants (including the participant the SPS is being copied from). Select all 
of the participants that you wish to copy the SPS to and click the Continue button. 
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The following screen shot illustrates the insertion of 3 new SPS records. 
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Back on the Standard Program Services Summary page, you can filter your view of the Standard 
Program Services by Case Participant. In the example below, we are viewing “All” of the Standard 
Program Services documented for this case. 
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Here we are viewing our SPS record for just one participant. 
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15. To edit a record, click the Edit hyperlink next to the record you wish to edit. 
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16. To end a SPS record, record an end date in the Service End Date field. 
 

Note: Once an end date has been entered and the record has been saved, all fields except the 
Service End Date and the Comments fields are frozen. 

 
 SPS records should be ended once the service is no longer being provided. This will ensure 

that there is an accurate count of services being provided by the county.  
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17. Once a Service End Date has been entered, the “Created in Error” check box appears. This check 
box is used to mark a SPS record as “made in error.” Records marked as “made in error” will not 
be counted as a service provided by the county. 

 
Note:  When a record is marked as “Created In Error” the Service End Date is set to the Service 

Begin Date, and the record is completely frozen and not modifiable. 
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Once a SPS record is marked as Created In Error, it will not show on the Standard Program Services 
Summary page unless the “View Created in Error” check box is checked as is illustrated below. 
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With the “View Created in Error” check box check the SPS record that was marked as “made in error” 
now appears. 
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Here we are viewing the SPS records for “All” participants of our case. Again, note that with the 
“View Created in Error” check box checked the one record that was “created in error” displays along 
with the rest. 
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18. The Standard Program Services Summary page also offers a method to export the returned search 
results to a spreadsheet. To do this, select Export SP Services List from the Options drop-down 
and then click the Go button. 
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19. The system will prompt you to enter a file name for your export. 
 

Note: All exported documents are saved by eWiSACWIS at C:/eWiSACWIS/export 
 

 
 
Below is a sample output of the exported results. All results that are returned will be exported, 
including those marked “created in error.” 
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SPS results are also displayed for the individual participant on the Characteristic tab of his or her 
Person Management record. Much like the Standard Program Services Summary page, this display is 
provided to give a quick snapshot of the SPS records recorded for a particular participant. 
 
Note: You cannot edit a record from this page. However, you can view these records by clicking on 

the “View” hyperlink. 
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20. We’ve already discussed how to mark a SPS record as ended. However, as a reminder of any open 
SPS records, users will be asked at the point of case closure if they wish to close all “open” SPS 
records. If the user selects “Yes” then the system will apply the case closure date to all open SPS 
records. 
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21. Lastly, at the beginning of every new calendar year a batch runs that will end any Standard 

Program Service that is still open for the prior year. Along with ending the open SPS records, the 
batch also reopens a copy of the record it just closed using a begin date of January 1st of the year 
the batch is run. This allows for a clean data-set to be counted while alleviating the need for users 
to re-document SPS records that are remaining open in the new year. 

 
Below is a sample screen-shot of what this might look like. In this example, there are two SPS 
records that were ended 12.31.09. These two records were also copied over and given new begin 
dates of 1.1.10. The last record was not touched by the batch because it already had an end date 
entered before the batch was run. 

 
 

 


