
WV Online Case Management (CM) Pilot Project     Draft May 26 
Job Aid:  Workflow Wizard Checklists for Service Plans 
 
CMs and RNs can use the Workflow Wizard (WFW) ticklers to guide the sequence of steps required to 
complete Service Plans.  Each Role has a separate set as shown below, which is triggered as follows: 
 

• CMs:  Service Plan – Supplement document saved with Status as “Active” 

• RNs:  Person-Centered Assessment – Section 2 (RN) saved with Status as “Complete” 
 

Case Managers     Registered Nurses 
 

    

 
 
Users open ticklers by clicking on the blue hyperlink or selecting the “Open” option in the fly-out menu.  
Some ticklers go to the relevant page when opened, such as Notes (detail view) or Clinical Documents 
(list view).  Some are message ticklers, so users can proceed as needed.  Instructional text displays in 
black.  Users also have the option to “View Participant’s Record”. 
 
When ticklers are completed, users select the “Complete” option in the fly-out menu, and the system 
displays it with strike-out format.  If users select the “Cancel” option, it displays as strike-out in red font. 


