Wisconsin Safe at Home Address Confidentiality Program
Interim Documentation Screenshot Guide

Changing the Case Address
1. Input/edit the case address for the Safe at Home participant’s case to be the Assigned Address (unless
the case address is the address of another case participant who is not enrolled in Safe at Home):
a. From the eWiSACWIS Desktop, click on the case name hyperlink to open the Maintain Case
page
b. Select the Address tab (the Address tab displays the current address for the case)
c. Enter the following information in the Case Address group box:
i. Select “Primary Residence” as the address type
ii. For the effective date, enter the current date
iii. Forthe C/O field, enter “Safe at Home”
iv. For the Street field, enter the Safe at Home Assigned Address (include the unique
identifier number provided as part of the Assigned Address in the street name field)
v. For the County of Residence field, enter the actual county of residence of the participant
(not the county where the Assigned Address is located)
vi. For the City, State, Zip and County enter the city, state, zip and country of the Assigned
Address
vii. Select the “Save” button. Click the “Yes” button to update the address for additional
participants who are in the Safe at Home Program.
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3 O



Changing the Case Participant Address
2. Input the Safe at Home participant’s case participant address, and the case participant address of any
other family member who is enrolled at Safe at Home, as the Safe at Home Assigned Address:

a. From the eWiSACWIS Desktop, click on the case name hyperlink to open the Maintain Case
page
b. Click the name hyperlink of the Safe at Home participant in the Active Participants group box to

open the Person Management Page
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c. Onthe Person Management Page, select the Address tab
d. Inthe Address Information group box, select the Insert button to insert a new address
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Type E-Mail Address Begin Date End Date Primary

No records found.
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e. Enter the following information on the Address Management page:



i. Select “Primary Residence” as the address type
ii. For the entry date, enter the current date; do not enter an end date
iii. Forthe C/O field, enter “Safe at Home”
iv. Forthe Street field, enter the Safe at Home Assigned Address (include the unique
identifier number provided as part of the Assigned Address in the street name field)
v. For the County of Residence field, enter the actual county of residence of the participant
(not the county where the Assigned Address is located)
vi. For the City, State, Zip and County enter the city, state, zip and country of the Assigned
Address
vii. Select the “Save” and “Close” buttons
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Documenting the Case Participant’s Actual Address
3. Input the Safe at Home participant’s Actual Address, if you have it, into a case note:
a. Create a new Case Note; select the case note Category and Type as appropriate. Select the
Type Detail of “Participant Address - Safe at Home”
b. Inthe Participants field, select all of the participants who are enrolled in Safe at Home
c. Inthe Case Note Narrative field, enter the following:
i. “This individual/family is a participant in the Safe at Home Address Confidentiality
Program. Under state law, his/her/their Actual Address cannot be disclosed.”

ii. “His/her/their Actual Address is: [CONFIDENTIAL ACTUAL ADDRESS]’

ii. “The Assigned Address provided to this individual/family by Safe at Home, which is a
forwarding mailing address, is documented as this person’s primary address in
eWIiSACWIS.”

d. Select the “Save” and “Close” buttons

{2 Case Notes - Internet Explorer - m] *
eWiSACWIS
Case: Doe, Jane (6813955) Worker Creating Note: Warker, Case Worker Making Contact Warker, Case  Search
Case Note ID: Date Entered: 02/25/2019 03:06 FM ] Note Finalized [ contact By Designee
Note Information
Date: 02/25/2019 Category: v [ view Inactive Participants
Participants:
Beqgin Time: [ Type: Doe, Jane (Refemce Person)
03:00 At (® e v ~
End Time: 00:00 ~ ~ Type Detail: Parlicipant Address - Safe at Home W v
LAM W PM
Duration: 0000.0 Face-to-Face Location: Details oo Hold down the "CUT" key for multi-selection
[ gillable Face-to-Face Result v
Narrative

Case Note 1/1 Details Create Structured Case Note
This individual is a participant in the Safe at Home Address Confidentiality Program. Under state law, her Actual Address cannot be disclosed

Her Actual Address is: 1111 Wisconsin St., Anytown, WI 55555

The Assigned Address provided to this individual by Safe at Home, which is a forwarding mailing address, is documented on this person's primary address in eWiSACWIS.
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