Creating a Participant Assignment

Note: In order to create a participant assignment, an assignment to the case is not needed.

Although the person assignment and case assignment look exactly the same on the eWiSACWIS
outliner, the data in the assignment type is differentiated “behind the scenes.” Differentiation
between a person assignment and case assignment is important when the need to track a child
assigned to a particular assignment type exists (i.e. a report looking for all specific children
assigned to a Permanency Consultant would require that a person assignment be created).

Note: a primary assignment cannot be given to a participant. The primary assignment must
always be for a case.

From the Desktop:

1. Check the “Participant View” checkbox.
2. Click on the Cases expando to view all of your cases and expand the case you are looking at.
3. Click the Actions hyperlink next to the participant you would like to create an assignment

for.

{Z ewisACWIS - Windows Internet Explorer

Create  Maintain ~ Utilitiez  Adoption Search Help

Dan Daisy's Desktop
¥ Date Restricted W Padicipant View [ View Mot ApprovediCancelled

b Ticklers

% Cases (31)

I:I Abby Alice (9221241 Restricted Case  Actions
CPS Family - Ongoing 1072552004  Larsson, Branch  Milvaukee-2dmin 111222 Penrtwon Bd |, Baraboo, W1 53913 FSL: Moderate

[ Abby, Johnny { 20273%  Restricted Case  Actions
CPS Family - Inttial Assessment & JJ 05012000 Daisy, Dan Mikwaukee-Region 3 309'W. Wisconsin Avenue | Milwaukee, W 53203 FSL: Low

I'__| Allen, Sarah E. (92200000  Actions
CPS Family - Ongaing 121002001 Daisy, Dan  Milvwaukee-Admin 11 Southern Way | Madizon, W 53702 FSL Low

[ American, Annie M. (922158871 Actions
CPS Family - Ongoing 1052402005 Dan, Daisy Barron - Barron 123 Main | Abbotsford, W 54405 FSL: Moderate

Active Participants
i\American,Annie b, (92237600 F Reference Person  08M3M570 Mone Actions

i\American,Jack (9223669 M Present Spouse 06014973 MNone Actions
i\Andrews,AnnieM. (8222721) F Biological Child 10034995 Mone

i\Andrews,Fannie (9224036) F  Biological Child 010152000 none  Action
Click to Create Participant Related Work]

Inactive Participants
'i‘AndI’EWS,EIEI’niE (92227200 M Biological Child 10352005 Temporary Physical Custody with Sgency Actions

[ ) Bluefine Morn (92221217 Actions

CPS Family - Inttial Assessment & JJ 031452007 Fox, Frank Milwaukee-Region 1 21 N Butler | Madizon, ' 53703
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4. On the Actions page, select the Create Assignment radio button and click Continue.

—Select Action

a Actions - Microsoft Internet Explorer provided by DH
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|@ Done

I—I—I_I_E|ﬂ Trusted sites &

5. On the Create Worker Assignment page, click on the appropriate Select hyperlink(s) of the
worker(s) you want to assign the case participant to. If you do not see his/her name, go to the
View By group box and select County/State. On the left side of the screen will be a listing of
all counties. Select the appropriate county and look for the name of the person you want to
assign the case to. When identified, click on the Select hyperlink next to the worker’s name.
There is no limit as to the number of assignments you can create for a case participant.
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Dan, Daisy

— Current Worker Status —
 Close
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—Assighment Definition and Details
Category: Case

For: American, Annie

- Emergency Protective Services Report

Participant: Annie M. Andrews

Start Date: 080472011

Warker Mame Type Responsihility Role
Cat, Cathey Permanency Consultation ;I |Permanency Consuftant LI ISecondar\; ;I Delete
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6. On the bottom of the page is the Assignment Definition and Details group box. Type,
Responsibility, and Role are all drop-down values. Select the appropriate value for the type
of case assignment to be made for each worker. Remember, there can only be one Primary
Assignment.

ﬁ."l:reate Worker Assignment - Windows Internet Explorer

cWiSACWI Ch

Sort By: % pame O Pastion Thie

v e (R
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Select ¢ Cat, Cathy  wWM.2.5 1A Social Worker ' Courty/State

Select ﬁ. Corn, Cory A Wk 5 Adoption Unit Supervisor

e Emplaying Ertity
Select ﬁ; Daisy, Dan Whi4.5 Fiscal Program Evaluation Mans
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' Siteffice
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— Current Worker
Dian, Daisy

— Current Worker Status —
 Close
& Do Mot Close

—Assignment Definition and Details
Categary: Case Far: American, Annig Participant: Annie M. Andrews Start Date: 050452011
r Emergency Protective Services Report
Worker Mame Type Responsibility Role
Cat, Cathry Permanency Consuttation ;I IPermanency Consuttant LI ISecondary LI Delete
[ assion
[paone i |7 Trusted sites | Pratected Mode: Off [“a - [ ®amw -~ 4

7. The Current Worker group box indicates the name of the current worker assigned to the case.
The Current Worker Status group box relates to the assignment status of the current worker
assigned to the case (this will always be Do Not Close).

8. The Assignment Definition and Details group box will pre-fill with the case name (For), the
case participant (Participant), the date the assignment was effective for (Start Date), and the
new worker assigned (Worker Name).

9. Once completed, click on the Assign button. eWiSACWIS will create a new assignment and
notify all people newly assigned to the case via e-mail.
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From Search:

Enter the Last Name and First Name or Case ID.

In the Cases Returned group box, expand the Case icon for your case.

el A

for.

{Z search - Windows Internet Explorer

cWiSACWIS

Case Person Provider Crganization

Print (& Spell Check |"- Help f'}

Check the “Participant View” checkbox- this will automatically do a search for cases.

Click the Actions hyperlink next to the participant you would like to create an assignment

=1 E3

Search Criteria

Last Mame: |american First Mame: Iannie Cage D I
Site: | LI ZIP Code: I - Search Archives

¥ Date Restricted ¥ Participant Views Search Precision: Y Sort By, I-i“lﬂhﬁl |
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Record 1 to 1 of 1

—Cases Returned
[___jAmerican,Annie M. (9221587 Actions
CPS Family - Ongoing  Status: Open 1002472005 Dan, Daisy  Ongoing Caze Woarker Barron - Barron 123 Main |

Abbatstord, W 54405 FSL: Moderate

Active Participants
iAmerican,AnnieM. (9223760) F  Reference Person  DS08M570  Mone  Actions

Jﬁ\ American, Jack  (H223669) M Present Spouse 06/MM973  Mone Actions
‘i‘ Andreswws Annie b (92227210 F  Biological Child 10094935 Mone  Actions
j\ Andrews Fannie (9224036 F  Biological Child 010152000 Mone Actions

Inactive Participants

/i*ﬁndrews,Elemie (H2227207 M Biological Child  10M352005  Temporary Physical Custody with Sgency Actions _|

Close
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5. On the Actions page, select the Create Assignment radio button and click Continue

ﬁ'nctinns - Windows Internet Explorer
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6. On the Create Worker Assignment page, click on the appropriate Select hyperlink(s) of the
worker(s) you want to assign the case participant to. If you do not see his/her name, go to the
View By group box and select County/State. On the left side of the screen will be a listing of
all counties. Select the appropriate county and look for the name of the person you want to
assign the case to. When identified, click on the Select hyperlink next to the worker’s name.
There is no limit as to the number of assignments you can create for a case participant.
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7. On the bottom of the page is the Assignment Definition and Details group box. Type,
Responsibility, and Role are all drop-down values. Select the appropriate value for the type
of case assignment to be made for each worker. Remember, there can only be one Primary
Assignment.
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8. The Current Worker group box indicates the name of the current worker assigned to the case.

9. The Assignment Definition and Details group box will pre-fill with the case name (For), the
case participant (Participant), the date the assignment was effective for (Start Date) and the
new worker assigned (Worker Name).

10. Once completed, click on the Assign button. eWiSACWIS will create a new assignment and
notify all people newly assigned to the case via e-mail.
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