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Case: Service Summary – DHSSSP Job Aid 
 

The Service Summary screen allows users to document services rendered to clients.  After the 
January 30, 2018 application update, services documented on this screen will be included in the 
Count of Persons Served by Domain and Service report.  
 

 
 

 
 

 

1. From the : Locate the desired Case and click on the Case ID to bring the Case into 
focus.   

a. Click on the  tile.  Then click on the  tile.             
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1.  pane: 
 

 
 

a. Domain and Service: The Domain and Service drop-downs are connected.  Selecting a 
Domain first will filter the Service options down to only those in the selected Domain.  If a 
Service is selected first, the corresponding Domain will automatically be selected. 
 

b. Service Rendered Date: Enter the date that the Service was provided. 
 

c. Name and MCI ID: These read-only fields will automatically populate with the Participant’s 
name and MCI ID. 
 

d. Notes: If applicable, enter notes about the Service provided. 
 

e. Click  to save this Service Summary.  Click  to create a new Service 
Summary.   
NOTE: Service Summaries cannot be edited once they have been saved.   
 
 
 
 
 
 
 
 
 
 
 

Service Summary screen 

 Service Summary  

Save New 
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2.  list pane:  This pane displays all of the documented Service Summaries.   
 

 
 

a. The list will default to the Active Service Summary list.  The Inactive Service Summary list 
contains any services that have been removed from the active list.   
Select the  Inactive Service Summary radio button to view the inactive services.  
 

b. To view a specific Service Summary, click on the desired Service Summary in the grid.  The 

Indicator will now be viewable in the  pane above.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Service Summary  

   Service Summary  

 

NOTE: If an Active Service was entered 
in error and needs to be removed, 
contact your Contract Monitor with the 
Case Number and Service ID.  The 
Service ID can be found in the first 
column of the Service Summary grid.   
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For assistance, please contact the Allegheny County Service Desk at ServiceDesk@AlleghenyCounty.US or 
call 412‐350-HELP (4357).  Select Option 2 for the DHS Service Desk. 
 
To access iService, go to: https://servicedesk.alleghenycounty.us 
 
This and other Job Aids can be found at: http://s3.amazonaws.com/dhs-application-support/index.htm   

For more information… 
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