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Maintain Worker Record 
 
Maintain Worker is used to update information about an existing worker or add a new worker to 
eWiSACWIS. The page can be used to update a worker’s job class, location, training information for 
DCF 43 compliance, supervisor, social work licensing information, and person management information. 
If a worker moves from one county to another, update the existing worker record by following these steps. 
Do not create duplicate worker records. 
 
1. Click on Maintain > Worker. This will open the Maintain Worker Information page. 
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2. Click on the Search hyperlink to search out the existing worker you wish to update information about, 
or to search for a new worker being added. 
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3. Type the name of the worker being searched, and click the Search button. Select the correct worker if 
found, or click the Create button if creating a new person that is not already known to eWiSACWIS. 
See the Person Management QR Guide for assistance creating the new record. Once the proper worker 
is selected or created, click Continue. 
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4. The Maintain Worker page contains three tabs of information regarding this worker. The worker name 
is a hyperlink and will open the worker’s person management record where his or her name or other 
basic demographic information can be updated. On the Basic tab you will find: 

 Current Position Information group box contains Start and End Date, Status, Job Class, 
Medicaid Rep (this allows a worker to approve and send MA requests to the State), IV-E 
Worker, Adoption IV-E Worker, and Supervisor Name. To add or change the worker’s 
supervisor, click the Search hyperlink. 

 Worker Type group box displays if the worker is County, State, or Vendor 
 Languages group box is optional, used to document up to three languages that the worker may 

speak 
 Report Access group box is read only and displays if the worker has All County Access in 

eWReports and if they have the ability to grant workers access to reports in eWReports. 
 Social Worker Certification group box displays the worker’s current Social Work 

Certification status and the effective date. 
 Location group box is used to document the Employing Entity, County/State, Site/Office, 

Unit, Work Phone, Home Phone, Work Fax, and Email address. 
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5. When you scroll down on the Basic tab, you will find the following additional worker information: 
 Worker Role group box where information about the worker’s primary (more than 50%) job 

function. This is used to determine if this worker is subjected to Wisconsin Administrative 
Code DCF 43. To insert a new row in the Worker Role group box, click the Insert button. 

 

 
 
 
6. Select the Type and Primary Function (more than 50%) and enter the Start Date. If there was a 

previous row already existing, you must enter an End Date before the Insert button will be enabled 
and a new row can be inserted. 
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7. If the Worker Role is either Case Worker or Supervisor and the Primary Function is CPS, the ‘DCF 43 
Required’ checkbox will automatically be checked, and this worker will appear in the CM1801 – DCF 
43 Worker Training Report. 
 

 
 
 
8. The Individual Training History tab on Maintain Worker contains the Worker Training Information 

group box. This is where the worker’s Begin Date of Child Welfare employment in WI is 
documented, as well as the completion dates for Pre-Service Training and Foundation Training. The 
‘Ongoing Training is current as of:’ date field is used to document when any ongoing training the 
worker has completed was last added to this tab. To enter a new training row, click the Insert button. 
 

 
 
 
 



July 2011  7

9. Inserting a new row allows you to enter the Course, Source, Date Start, Date Complete, and Hours 
Completed for each training the worker has completed or is scheduled to attend. 
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10. The Individual Training Plan tab consists of the Priority Training Needs group box. This is used to 
document what training areas the worker may need to focus on. To start, select the desired year from 
the Select Training Plan Year drop-down. If the year you are looking for is not found, type the year in 
the Enter Training Plan Year field and click Save. 
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11. Once the Training Plan Year has been selected or entered, click the Insert button to insert a new 
training need row. Select the Training Area, select at least one Competency, and enter any Narrative, 
if desired. You can insert as many rows as necessary. Click Save when finished. 
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12. Click the Insert button to insert as many training needs as necessary. To see the text description of 
each competency, click the associated Competency Code Description Expando. 
 

 
 


