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 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. Select the ‘Participant View’ radio button.

2. Click on the ‘View participants’ expando to view all participants for a specific case.

3. Click on the appropriate participant icon and select ‘Create Assignment’ from the Actions drop-
down for the specific participant to open the Create Worker Assignment page.

View by: Filter by:

O case

® Parficipant

InHome & Out of Home & Inactive & Other & Potential Duplicate

[ pate restricted

[ Nt approvedicancelled

Aardvark, Amy B. (9222933)

Case details: Case address:
CPS Family - Ongoing C/0: Ginger Rogers Care of Line
BMCW-1A 2 289 stapler gray

Open OHP exists for associated
participant(s)
@ View participants

Aardvarck, Alan 10/07H581
Biological Child (CP5, CW, JJ) - Active

Madison, WI 53701
(888) 222-6666

Aardvark, Abigail A, Il 06/01/2009
Biological Child, OHC {CPS, CW, ICPC) -
Active

‘jackson, jackson 04/01/2016

‘jackson, jackson 04/01/2016
Biological Child, OHC {None) - Active

Biological Parent (None) - Active
MewPerson, Test Remowal, Baby 01/01/2016

Cousin {None) - Active Biclogical Child {(Mone) - Active

Cases: 429

Multiselect

Primary worker:

Com, Conn C._, Jr.

(608) 266-4496 Ext. 1222
Conn@wisconsin.gov

Aardvark, Adam A 0511672011
Biological Child, DHC {CW) - Active

‘ Johnson, Baby 01/01/2016
Biclogical Child, OHC (CPS§, VKC]) - Active

Smith, Jane 01/01/2016
Biclogical Child, IH (None) - Active

Aardvark, Abigail A., lll (9226560) Case Information:

© Assets and Income

© Assignment

© Background Checks

© Case/Permanency Plan

| Please select an action ~ ]
Create Assignment
Create Case Note
Create Meeting

Maintain Participant Information

| Create case work

aardvark (] E

Actions:

Fiease select an action «

Aardvark, Amy B. DBM051974
Reference Person (None) - Active

Mae, Sally
‘Grandparent (None) - Active

M oo
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4. 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 section and select ‘County/State.” On the left side of the page 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.

2 Create Worker Assignrent - Internet Explorer - O x

eWiSACWIS

Sort By: ®) Name () Posifion Title

— Workers — View By
Select B Abby, Alice N Administrative Assistant . O CountyiState
Select [ Abby, Andy  Administrative Assistant (O Emplaying Entity
Select [F Abby, Mailing  Administrative Assistant My County
Select [EY Abby, ParentHome  Administrative Assistant () site/Office

'@' Workers for Supenvisor
Select E Abby, Secondary  Administrative Assistant °

Select [ Abby, Work  Administrative Assistant — Current Worker
Cake, Caitlin M., I'V

Select g Abbyie, Amber's A Administrative Assistant
Select E Anderson, Samuel  Director — Current Worker Status —

Select Y Cake, Caiin M Program Manager v ) Close
®) Do Mot Close

Selerct ﬂ :aka Caitlin M Pranram hananar

— Assignment Definition and Details

Category: Case For. Aardvark, Ay @t: Abigail A Aardvark, 111 Start Date: 02/26/2018

|:| Emergency Protective Services Report

Worker Name Type Responsibility Role
Abby, Secondary CPS Initial Assessment v | |GPS Fam. Serv. - Non-GO B3 Secondary  [RAREES

5. On the bottom of the page is the Assignment Definition and Details section. 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.

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

7. The Assignment Definition and Details section 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).

8. Once completed, click on the Assign button. eWiSACWIS will create a new assignment and notify
all people newly assigned to the case via email.
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From Search:
1. Enter the Last Name and First Name or Case ID.
2. Select the ‘Participant View’ radio button; this will automatically do a search for cases.

3. Inthe Cases Returned section, expand the case icon for your case.
4. Click the Actions hyperlink next to the participant you would like to create an assignment for.

c WiSACWIS

— pﬁrson p_ro“rider or

Search Criteria

Last Name: @ test First Name: | case
Site: o ZIP Code:
Date Restricted Participant View H
L @ P > Search Precision: . Sort By
Lo Med High

[0 view Not Approved/Cancelled

Record 1 to 1 of 1

Cases Returned

BB Test Case ( FO000000 Actions &
CPS Family - Ongoing - Private Adoption (Agency) Status: Open 10/0972017 Halberslaben, Maggie Case Wo
Hall , 1050 Bascom Mall , Madison, Wl 53703
Active Participants
o Almx FSM (FOOODDST) (CPS, CW)1 M Adoptive Child  02/01/2011  Mone Actions
E Asgsets and Income
s= Assignment

;= Tesl Worker
CPS Initial Assessmen econdary 10192017 Green ewuat 10204246 @wi.gov

EE Morth, Allie k. Actions
Clerical Secondary 10M11/2017 Kenosha ewuai 3205137 @wigov (2626056553

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

(22 Actions - Internet Explorer — N Y

eWiSACWIS Pt & seeliChek

Select Action
() Create Assignment

'i:.:' Create Meeting

() Maintain Participant Info.
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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 section and select ‘County/State.” On the left side of the page 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.

7. On the bottom of the page is the Assignment Definition and Details section. 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.

{2 Create Worker Assignment - Internet Explorer - O X

eWiSACWIS Print o) SpellCheck A,

SortBy: ®) name () Position Tifle

— Workers — View By
Select [F Abby, Alice N Administrative Assistant ~ () Countyrstate
Select E Abby, Andy  Administrative Assistant O Employing Entity
Select E Abby, Mailing  Administrative Assistant ':E:' My County
Select Y Abby, ParentHome  Administrative Assistant (O site/Office

(®) Workers for Supervisor

Select Y Abby, Secondary  Administrative Assistant

Select E Abby, Work  Administrative Assistant — Current Worker
Cake, Caitlin M., IV

Select E Abbyie, Ambers A Administrative Assistant
Select E Anderson, Samuel  Director — Current Worker Status —

Select Y Cake, Caitin M Program Manager vil Y Close
(®) Do Mot Close

Select ﬂ C:aka Caitlin M Pranram kzananar

— Assignment Definition and Details

Category: Case For: Aardvark, Amy c Participant: Alan Aardvarck } Start Date: 02/26/2013

D Emergency Protective Services Report

Worker Mame Type Responsibility Rale
Abby, Secondary | CPS Initial Assessment |~ ||CPS Fam. Serv. - Non-CO v | | Secondary v | Delete

8. The Current Worker section indicates the name of the current worker assigned to the case.

9. The Assignment Definition and Details section 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 email.
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