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Creating a Facility License 
 
Note:  You must have an assignment to the provider record to create a Facility License for the 

provider. 

1. From your desktop, select the Create Provider Work  icon. This will open the 
Create Provider Work page. 
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2. From the License drop-down, select Facility License. Select the appropriate provider and 
click Create. 
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3. Select the appropriate Class. If applicable, add the Other License(s) and Specialty Programs / 
Services Offered / Target Groups by clicking the appropriate Insert button. 
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4. Click on the License Information tab. In the Application Activity group box, click the Insert 
button. This will open the License Information page. 
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5. Enter the applicable dates: Materials Sent to Licensee, Application Materials Received, 2nd 
Notification to Licensee, and 3rd Notification to Licensee. 
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6. Select the appropriate Decision. To license the provider, select Create License and enter the 
Decision Date. 
 
Note:  If the Licensor is different than the primary licensor assigned to the provider record, 

click the Search hyperlink next to the Licensor field and search for the appropriate 
licensor. 

 

 
 
7. In the License group box, enter the license information. When you select the Effective From 

Date, the system automatically determines the Effective To date (1st Probationary and 2nd 
Probationary license are effective for 6 months and a Regular license is effective for 2 
years). If the Effective To date should be less than the system determined date, update the 
Effective To date. Select the Owner Type. Enter the Sponsor, if applicable. Select any 
Specialized Program(s), if applicable. 

 
Note:  The Operated for Profit, Capacity, Gender, and Age Range are pre-filled from the 

Private Provider page. To change any of these fields, click on the blue hyperlink in 
the Provider group box at the top of the page [in this example: ABC Shelter Care 
(9221765)].  
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Note:  The Amount Due field will also pre-fill. This amount is determined based on the type 
of provider license and the associate capacity. When the license is complete, it will 
enter a row (License Fee Due) on the Fees tab of the Facility License page. 
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8. When all applicable data has been completed, click Save. Under the Options drop-down, 
select the Facility License option and click Go to create the license template. 
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9. On the template, select the appropriate type of license (Child Placing Agency, Shelter Care 
Facility, Residential Care Center, or Group Home). Select the appropriate license type, if 
applicable (Probationary, Second Probationary). Select the appropriate license to operate 
(Child Placing Agency, Shelter Care Facility, Residential Care Center for Children and 
Youth, or Group Home). 

 
Note:  There is also an option to select ‘Amended’ or ‘Expiration Date’ (located directly 

below the “Original License Date”) and an associated field to enter any applicable 
data. 

 

 
 

 
10. When you are finished with entering information on the template, print the template by 

selecting File > Print. After you have printed to license, click the Close and Return to 
eWiSACWIS button to return to the License Information page. 
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11. Click the Save button. When all information has been complete and you are ready to 
officially license the facility, click the Completed checkbox on the top right and then click 
Save. 

 

 
 
12. Click the Close button to return to the Facility License page. 
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13. The new license has now been added to the License Information group box at the bottom of 
the page. To view the license, click the blue hyperlink (1st Probationary in this example) in 
the Type column to open the License Information page. 
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14. It should be noted that the license can remain pending. On the License Information page, do 
not select the Completed checkbox. You can then access the pending application/license in 
the Application Activity group box by clicking on the hyperlink for the Decision: 
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Creating a Continuation License 
 
 
1. From your desktop, click on the Providers expando and locate the provider for which you are 

creating a continuation license. 

2. Click on the Provider icon  to display a list of work for the provider. 

3. Click on the Licenses icon  to display a list of licenses for the provider. 
4. Click the Facility License hyperlink for the Active license.  
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5. The Facility License page opens. Click on the License Information tab. 
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6. In the Application Activity group box, click the Insert button. This will open the License 
Information page. 
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7. The License Information page opens with the Decision defaulting to Pending. Select the 
appropriate License Type. 

 

 
 
Note:  The Effective From date is pre-filled with the date one day after the Effective To date 

on the Active license. The Effective To date pre-fills with six months for a 2nd 
Probationary License and two years for a Regular license. These dates can be 
updated. 

 
Note:  The Operated for Profit, Capacity, Gender, and Age Range are pre-filled from the 

Private Provider page. To change any of these fields, click on the blue hyperlink in 
the Provider group box at the top of the page [in this example: ABC Shelter Care 
(9221765)].  

 
Note:  The Amount Due field also pre-fills. This amount is determined based on the type of 

provider license and the associate capacity. This fee can change if the license type, 
capacity, or provider type changes during the licensing process. 
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8. When all applicable data has been completed, under the Options drop-down, select one of 
the continuation letters (App and Fee Payment for Regular 2-Yr License, Fee Payment 
and/or Application, License Continuation Process, Past Due Application Materials, or 
Probationary License Expiring) and click Go to create the appropriate letter. 
 

 
  
Note:  The continuation letters can be generated any time during the continuation process until 

the license is completed. 
 
9. When you are finished with entering information on the template, Print the template by 

selecting File > Print. After you have printed to license, click the Close and Return to 
eWiSACWIS button to return to the License Information page. 

 
10. On the Facility License page, click the Save button to save the Pending license and click the 

Close button to return to the Facility License page. 
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11. The pending license has now been added to the Application Activity group box at the top of 
the page. 
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12. To view or to complete the license, click the blue hyperlink (Pending in this example) in the 
Decision column to open the License Information page. 
 

 
 
13. Complete the license by following the steps 5 -12 in the first section (Creating a Facility 

License) of this document. 
 
 


