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Safe at Home 
 

Safe at Home is a statewide address confidentiality program that provides victims of actual or 
threatened domestic abuse, child abuse, sexual abuse, stalking, and trafficking, or those who simply 
fear for their physical safety with a legal substitute address to be used for both public and private 
purposes. Enrollment in Safe at Home allows participants to use and receive mail at an assigned 
address in lieu of their actual address. Safe at Home then forwards mail from the assigned address 
to participants’ actual addresses free of charge.  For more information please visit 
https://www.doj.state.wi.us/ocvs/safe-home. 
 
1. To document a Safe at Home address, select “Yes” to the question ‘Is this address a Safe at Home 

address?’ in the Address section of the Address tab of Person Management, when adding a newly 
created Access Participant, when adding a newly created YJ participant, when documenting a 
discharge address when ending a placement, when adding a Relative/Non-Relative, when 
documenting Additional Participants on a Genogram, when adding a participant on a Home 
Inquiry, on the Address tab of the Maintain Case page, and the Maintain Physical Address from 
Create Provider Work.  Removal address for a placement will pre-fill the Safe at Home address if a 
child is a participant and the case address is not. 

 
2. Each page will default this question to “No”.  If the address is not a Safe at Home address, an 

address can be entered by selecting the appropriate ‘Type:’ and typing an address into ‘Address 
Search:’.  Select the search result that will prefill the address fields.  See the Person Management 
user guide for more information on entering an Address. 
a. Address Instructions can be entered to assist in finding the location of the residence for face-

to-face contact or enter anything pertaining to the current address. 

https://www.doj.state.wi.us/ocvs/safe-home
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3. When ‘Yes’ is selected to answer the question ‘Is this address a Safe at Home address?’, the Safe 
at Home address (a designated PO Box) will be pre-filled and become disabled. 
a. If there is an existing Primary Residence address ‘Type’ without an ‘End Date’ Confirmation 

message will display asking to use the current Primary Residence to pre-fill the Actual Physical 
Address. 

i. Clicking ‘Yes’ will pre-fill the ‘Actual Physical Address – Do Not Release’ fields. 
4. Clicking ‘No’ will leave all fields in the ‘Actual Physical Address – Do Not Release’ section blank 

and editable. 

5. The ‘Household ID’ field is required.  This is the Safe at Home Program’s participant number that 
was provided to the enrollee.  The address will be the enrollee’s Primary Address and will indicate 
this participant’s information is to be protected.  All system generated mailings and 
communications will be distributed to the enrollee with this address and Household ID. 

 
6. The ‘Actual Physical Address – Do Not Release’ address ‘Type’ field will only be displayed when a 

participant is enrolled in Safe at Home.  If the participant already has an address documented, the 
previous Primary Address will be optionally pre-filled into this field.  All fields are enabled for entry. 
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a. Checking ‘Physical Location Unknown’ will clear out all ‘Actual Physical Address – Do Not 
Release’ fields and disable them.  If the check mark is removed the address will need to be re-
entered. 

 

7. If the current address is a Safe at Home address, click ‘Insert’ to add a new “Primary Residence” 
and keep the defaulted value of ‘No’ for ‘Is this address a Safe at Home address?’.   

Note: Removing a Safe at Home address will remove all visual indicators displayed for the 
Participant. 
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8. To enter an address in the ‘Actual Physical Address – Do Not Release’ portion of the page, use the 
‘Address Search:’ field to 
initiate the address entry.  
If the address is found in 
the search field, click on 
the address to prefill the 
remaining fields. 

 

9. ‘C/O’, ‘Address (no label)’, and ‘Apt:’ fields will remain editable. 
a. If the address entered does not display a result a Confirmation message will display. 

i. Select ‘Yes’ to return to the ‘Address Search:’ field and search again. 
ii. Selected ‘No’ to enter the address fields manually. 

 

10. ‘Address Search:’ is required for all new addresses entered to ensure data quality.  A Confirmation 
will be displayed whenever an Address Search is not completed.  

 

11. After all fields are entered, click ‘Save’.   
a. A Confirmation will 

display if there is a 
current “Primary 
Address” address ‘Type’ 
without an ‘End Date’. 
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b. Click ‘Yes’ to update the previous “Primary Address” with an ‘End Date’ of one day prior to the 
new addresses ‘Start Date’. 

c. A Confirmation will 
display to consider 
updating the Case 
address to Safe at 
Home. 

 
d. ‘Street’, ‘County of 

Residence’, ‘City’, and 
‘Zip Code’ fields are 
required to save the address. 

a. Click ‘Close’ to return to the Address tab of Person Management. 
 

12. Visual indicators will display in the Address Management section when returning to the Address 
tab of Person Management. 
a. If the participant has a documented Safe at Home address the Primary Residence will have a 

visual indicator of “Safe at Home” highlighted in orange. 
b. If the participant has a documented ‘Actual Physical Address – Do Not Release’, the visual 

indicator will display “Actual Physical Address – Do Not Release” highlighted in orange. 
i. An Attention Message will also display to remind the worker of the confidentiality of the 

actual physical address. 

 

c. If ‘Location Unknown’ is checked, the visual indicator will display “Physical Location Unknown” 
highlighted in orange. 

i. An Attention Message will also display to remind the worker of the confidentiality of the 
actual physical address. 

 

 

d. Select ‘Close’ to return to the Desktop 
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13. At the top of the page, select 
‘Refresh’ (shortcut Alt + e) to 
refresh the Desktop. 
a. A Confirmation will display 

to refresh the entire 
desktop. 

i. Select ‘Yes’ to 
refresh. 

ii. Select ‘No’ to return to the Desktop.  
14. When the Desktop is refreshed the Case Name will display the visual indicator “Safe at Home” 

highlighted in orange when any participant or the Case address is a Safe at Home address. 

 

15. Participant view will display the visual indicator on each Participant’s button that has a 
documented Safe at Home address. 

 

Safe at Home Case Address 

1. To update a Case Address to Safe at Home, click on the Case Name hyperlink and select the 
Address tab. 
a. Select ‘Yes’ to ‘Is this address Safe at Home?’ 
b. A Confirmation message will display asking if the associated Case address should be 

removed. 
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c. Selecting ‘Yes’ will pre-
fill the ‘Primary 
Residence – Safe at 
Home’ fields. 

d. Selecting ‘No’ will 
return to the Case 
Address for manual 
entry. 

2. Update the ‘Effective Date’ and enter the ‘Household ID’.  This is the Safe at Home Program’s 
participant number that was provided to the enrollee.  The address will be the enrollee’s Primary 
Address and will indicate this participant’s information is to be protected.  All system generated 
mailings and communications will be distributed to the enrollee with this address and Household 
ID. 

3. Enter ‘Address Instructions’ if applicable and click ‘Save’ 

 

4. A Confirmation message 
will be displayed to allow 
for the new Case address to 
be copied over to 
Participants.   

5. Select ‘Yes’ to select 
Participants to copy the newly created Case Address. 
a. Update Address from Case will display Participants who are eligible for the address copy over.  

Out-of-Home care and existing Safe at Home participants will be disabled. 
b. Check all that apply and select ‘Save’. 
c. Click ‘Close’ to return to Case Address. 

6. Select ‘No’ to return to the Case Address.  The newly created address will only be saved on the 
Case Name. 
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7. Click ‘Close’ to return to the Desktop. 
8. At the top of the page, select ‘Refresh’ (shortcut Alt + e) to refresh the Desktop. 

a. A Confirmation will display to refresh the entire desktop. 
b. Select ‘Yes’ to refresh. 
c. Select ‘No’ to return to 

the Desktop.  
d. When the Desktop is 

refreshed the Case 
Name will display the 
visual indicator “Safe at 
Home” highlighted in 
orange when any participant or the Case address is a Safe at Home address. 

Note: If the current address is Safe at Home and ‘No’ is selected for ‘Is this address Safe at Home?’ 
when updating the Case Address, the visual indicators for the Case will be removed. 

9. The Participants selected in the address copy will display the Safe at Home indicator in 
Participants view and the Case Address as the Safe at Home address. 

Note: If a Case is unrolled from Safe at Home, the current Safe at Home participants can not be 
updated through the address copy function.  Each Participant’s address will need to be updated 
through their Person Management page.   

 

 

 

 

 

 

 

 



 

October 2023  9 
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Safe at Home Provider Address 

1. To update a Provider Address to Safe at Home, click on ‘Create Provider Work’ from the Desktop 
or the Actions dropdown besides the Provider. 

 

2. In the Maintenance dropdown in the Create Provider Items section, select “Maintain Physical 
Address” and click ‘Create’. 

Note: Additional security may be needed to access this option.  This option is only available for Home 
Providers. 

 

3. The Maintain Physical Address page will display. 
a. Select ‘Yes’ to ‘Is this address Safe at Home?’ 
b. A Confirmation message will display asking if the associated address should be removed. 
c. Selecting ‘Yes’ will pre-fill the ‘Primary Residence – Safe at Home’ fields and automatically pre-

fill the ‘Actual Physical Address – Do Not Release’ with the current address. The ‘Actual 
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Physical Address – Do Not Release’ only displays when ‘Yes’ is selected for to ‘Is this address 
Safe at Home?’. 

d. Selecting ‘No’ will 
return to the 
Maintain Physical 
Address page for 
manual entry. 

4. Update the ‘Effective 
Date’ and enter the 
‘Household ID’.  This is the Safe at Home Program’s participant number that was  
provided to the enrollee.  The address will be the enrollee’s Primary Address and will indicate this 
participant’s information is to be protected.  All system generated mailings and communications 
will be distributed to the enrollee with this address and ‘Household ID’. 

5. ‘School District’ is pre-filled from the previous address.  Verify that it is correct for the actual 
physical address. 

6. Verify or enter the ‘Actual Physical Address – Do Not Release’ and click ‘Save’ 
a. ‘Street’, ‘County of Residence’, ‘City’, and ‘Zip’ are required. 
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7. If the previous address is a Safe at Home address, selecting ‘No’ well remove the ‘Actual Physical 
Address – Do Not Release’ fields and display an 
attention message to confirm the removal of the 
Safe at Home address.  
a. Click ‘Yes’ to update the Current Physical 

Address fields 
b. Select ‘No’ to return to the existing Maintain 

Physical Address page. 
c. Either select ‘Save’ or ‘Close’ 

Note: Removing a Safe at Home address will remove all visual indicators displayed for the Home 
Provider. 



 

October 2023  13 

 

Safe at Home Visual Indicators 

1. Visual indicators will be displayed on Independent Living, Out-of-Home Placement, Desktop, 
Address Management, and Case/Person/Provider Search to act as a remind that the Case, 
Provider, or Person information is protected by their Safe at Home enrollment.   
a. Searching a Case, Provider, or Person ID will display an indicator in Returned section. 

Note: A Case will display the visual indicator anytime any Participant has a Safe at Home address 
even if the Case itself is not enrolled. 
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Safe at Home Address Locations 

1. Safe at Home will be available on the following pages when creating a new participant or updating 
an existing persons Person Management address.  

2. New Participants can be created with a Safe at Home address by selecting ‘Yes’ to ‘Is this address 
Safe at Home?’ 
a. ‘Household ID’ is required. 
b. ‘Actual Physical Address – Do Not Release’ fields will be displayed and available for manual 

entry.  ‘Street’, ‘County of Residence’, ‘City’, and ‘Zip’ fields are required. 
c. Click ‘Continue’ to apply the Safe at Home address to the new Participant. 

Home Inquiry 
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Access Participant 

 

Relative/Non-Relative Participant 

 

Additional Participants - Genogram 
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Removal Address 

1. If the Case address is a Safe at Home address when a placement is created, the Removal from 
Home Address section will pre-fill with the Safe at Home address that can be edited.  The Street 
number will pre-fill with “N/A” so the page can be saved with the existing pre-filled Safe at Home 
address. 

Out-of-Home Placement 

 

Resources: 

Person Management 

Genogram 

Relative Non-Relative 

Creating a Placement 

https://dcf.wisconsin.gov/files/ewisacwis-knowledge-web/quick-reference-guides/person-management/person-management.pdf
https://dcf.wisconsin.gov/files/ewisacwis-knowledge-web/quick-reference-guides/permanency-consultation/genogram.pdf
https://dcf.wisconsin.gov/files/ewisacwis-knowledge-web/quick-reference-guides/planning/relative-search.pdf
https://dcf.wisconsin.gov/files/ewisacwis-knowledge-web/quick-reference-guides/placement/creating-an-ohp.pdf
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Access - CPS Report 

Youth Justice Referral 

https://dcf.wisconsin.gov/files/ewisacwis-knowledge-web/quick-reference-guides/access/cps-report.pdf
https://dcf.wisconsin.gov/files/ewisacwis-knowledge-web/quick-reference-guides/youth-justice/yj-referral.pdf

