Maintain Worker Record

The Maintain Worker page is used to update information about an existing worker, add a new worker, and
create security requests for that worker. The page can be used to update a worker’s job class, location,
supervisor, and person management information. If a worker moves from one county to another, update
the existing worker record by following these steps.

Note: Do not create duplicate worker records.

Related User Guides
e Person Management
e Search Guide

Add or Search Worker Record

1. Click on Actions > Management > Worker. This will open the Maintain Worker Information page.

Actions - Financial = State - Security - Refresh Search

AA/SG Eligibility Notices and Decisions
AFCARS

Appeal

Checklist Template

CIA Confirmation Report
Eligibility

ICWA Record

Imaging Search

Independent Living
Information and Referral
Juvenile Justice CCAP
Maintain Automated Message

Approval Management

Merge/Delete Approval Messages

Placement Correction Assignment Management
Program Assignment Initial Assessment Assignments
Recruitment Event Tickler Management

e
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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/general-functionality/search.pdf

2. On the Maintain Worker page, click on the Search hyperlink to search existing workers, and/or add a

new worker.

Note: Workers will only see the Basic tab on the Maintain Worker Information page. Supervisors and
Security Delegates will see the Worker Security tab as well.

2 Maintain Worker Information - Internet Explorer

eWiSACWIS

Print 2 Help ©

Worker

MName:

Current Position Information

Start Date: | 00/00/0000

Status: W

Supernvisor:

Contact Information

Phone: Ext

Location

Employing Entity:

Worker Role

County:

Employee 1D:

Worker Security

End Date: | 00/00/0000 CAFPTA Malireator Review Coordinator? Oves @®No

Independent Living Coordinator?

O Partnership Worker [ Medicaid Rep

Cell: Fa:

County/State: Site/Office:

Oves ONo

[Ivasi/caseWorks Worker

Email:

Unit:

Search

Worker Type
O county
O state

O Vendor
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3. Using the Person Search page, enter the name of the worker and click the Search button. If the worker
is found, select the radio button next to the worker. If the worker is not returned, click the Create button to
create a new person that is not already known to eWiSACWIS. See the Person Management User Guide
for assistance creating the new record. Once a worker is selected or created, click Continue.

Person Search Print 2 Help @

Search Criteria

Last ; First Person ID:
Name: (DETE Name:
SSN: DOB: 00/00/0000 Gender: v
Street: City: W ZIP Code:
[1 inclL AKA Search . Sort By:  Alpha W @
Precision: Low Med High

Record 110 2 of 2
Persons Returned

E Daisy, Dan { 10163 ) Male 031411971 Other
a Daisy, Doris { 750120 ) Female 01/01/1935 Other
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https://dcf.wisconsin.gov/files/ewisacwis-knowledge-web/quick-reference-guides/person-management/person-management.pdf

Completing the Maintain Worker Information Page

Basic Tab

The Basic tab of the Maintain Worker Information page will pre-fill with information regarding the
worker. The worker name is a hyperlink and will open the worker’s Person Management record where
their name and other basic demographic information can be updated. On the Maintain Worker
Information page you will find:

(= Maintain Worker Information - Internet Explorer - O >

eWiSACWIS

Print #2 Help @

Worker
~
Name: Daisy, Doris (750120 County: Employee Search
1D:
“ Horker Securiw

Current Position Information Worker Type

Start 00/00/0000 End 00/00/0000 CAPTA Maitreator Review Oyes ®No O County

Date: Date: Coordinator?

O state
Status:  Active W Independent Living Coordinator? Oives O Mo
O Vendor
Supervisor: Search Partnership Medicaid Rep YASI/CaseWorks Worker
Worker

Contact Information

Phone: Ext: Cell: Fax: Email:

Location

Employing Entity: County/State: Site/Office: Unit:

COUNTY ~ Forest b Forest - Crandon A On-Going Case Management
Worker Role
Type: Primary Function: Start Date: End Date: DCF 43
Required
v v 00/00/0000 00/00/0000 Delete
W
(sove [ e
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e Current Position Information: This group box contains information including; Start and End Date,
Status, Supervisor name, and several radio button options which offer workers special capacities,
including;

= CAPTA Maltreator Review Coordinator, which allows workers to receive maltreator

ticklers at end of 1A

= Independent Living Coordinator, which if “Yes”, the worker receives IL Messages

= Partnership Worker, which allows worker to create and view Partnership access reports

= Medicaid Rep, which allows worker to approve and send MA requests to the State.

Note: To add or change the worker’s supervisor, click the Search hyperlink.

e Worker Type: This group box displays if the worker is County, State, or Vendor.
e Contact Information: This group box displays the Phone, Ext., Cell, Fax, and Email.
e Location: This group box is used to document the Employing Entity, County/State, Site/Office, and
Unit.
e \WWorker Role: This group box is used to document information about the worker’s primary (more
than 50%) job function. This information is used to determine if this worker is subjected to Wisconsin
Administrative Code DCF 43.
1. Toinserta new row in the Worker Role group box, click the Insert button. If there was
a previous row already existing, enter an “End Date” to enable the Insert Button.
2. 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.

If entering a new worker, the following message will appear upon saving the page. Clicking “Yes” to this
message will create a security request to your Security Delegate. Clicking “No” to this message will not
allow you to “activate” a new worker and save. Go to the Worker Security tab to access the security
request.

2 | eWiSACWIS -- Webpage Dialog et

Creating a worker will automatically submit a security request to the Security
Delegates of the associated county. Do you want to continue?
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Worker Security Tab

The Worker Security tab displays details related to the worker’s security.

1. To modify worker security, click Create, and the Create Security Request page will open.

(= Maintain Waorker Information - Internet Explorer

eWiSACWIS

Print # Help @

Worker
Mame: Daisy, Doris (750120 County: Emplayee sSearch
1D:
Basic Worker Security
Settings
Job Class: User WAMS: Mot Linked
Group:
[ Medicaid Rep [ Iv-E Waorker [ Adoption IV-E Report Access: Olan O
Worker County Authorizer
Elig Reporting Region: Elig Technical
Assistant
Security Requests
Opened County Initial Request Request Status
£
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2. On the Create Security Request page, choose Request Type. If the worker previously existed in
eWISACWIS, the Security Request page will default to “Change”. If new, choose “New”, or select
“Delete” to delete the worker.

Security Request Print & Help @

Security Request

Request ID: By: GCake Gaitlin C. (10173) Menominee W Pending Submission
Processing

Request Type: ® New Change Delete Delegate: v

Worker record(s) to adjust: Liaison:

Daisy, Doffie  Remove [ cc to supemvisor(s):

Cake, Caitlin C..

Notes/History:

(Secure comments:)

Requested Changes

Options: v D

3. Under the Requested Changes group box, options exist to view a worker’s current security settings or
change a worker’s security.

]
]
1]

Requested Changes

I Requested Settings Clear I Current Settings Compared Worker
Send WAMS Reqgistration email Search
WAMS: Daisy, Dottie

ddaisy@email.com

Security Delegate: O ves @ No O No Change
Security Liaison: O ves ® No () No Change
eWRpt. Authorizer: Oyes ® no O No Change

eWRpt. All County: O ves @ No (O No Change
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4. When changing security settings under the Requested Settings column, differences between the change

and the Current Settings are highlighted in yellow.

Security Request

Security Delegate:

Security Liaison:

e\WRpt. Authorizer-

eWRpt. All County:

Job Class

Job Class

Approval level:

Can Assign:

All expando:

Adptn. IV-E Worker:

IV-E Worker:

Medicaid Rep:

Partnarchin Warkar

Optfions:

Reporting Group:

il o

O ves ) No ® No Change
Ovyes O No ® No Change
O Yes O'No ® No Change

Ovyes O No ® No Change

Oves O'No ® No Change
O ves O No ® No Change

O yes C'No @ No Change

Mo

Yes

No

No

Program Manager

Yes

Program Manager - Ongoing

Mo

Yes

Yes

Yao

Pint 21 Help @
No
No
No

No

Case Support Worker - Ongoing

No
Case Support Worker - Ongoing

Mo

No
No

Yes

LY

June 2020



5. To match worker security to another worker, complete a worker search by clicking the Search

hyperlink under the Compared Worker column.

Note: On the Worker Security Search page, the Status option allows for search by ‘active’ and ‘inactive’

workers.

Worker Security Search
Search Criteria
County: Milwaukee

First Name:
Email:
Worker 1D:

Supvr 1D:

Search Results

Site:

Last:

Filter:

Job Class:

Status:

Active W

WAMS:

Assigned
To:

User Group:

Profile:

Resource:

Action:

Print 1%

Help @

Close

June 2020



https://dcf.wisconsin.gov/files/ewisacwis-knowledge-web/quick-reference-guides/general-functionality/search.pdf

6. If a worker is chosen for comparison, they will appear on the Create Security Request page, under the
Security Request group box, in a column called, “Compared Worker”. In the Current Settings and
Compared Worker columns, yellow highlights show differences between requests in the Requested

Settings column.

Note: To update all Requested Settings to the same security as the Compared Worker, click the “Match”
hyperlink under the Compared Worker column.

| Security Request

Requested Changes

WAMS:

Security Delegate:
Security Liaison:
eWRpt. Authorizer:

eWRpt. All County:

Job Class
Job Class
Approval level:
Can Assign:
Reporting Group:

All expando:

Options:

Requested Settings Clear
Send WAMS Regisiration email

) System, test (ewsyst01)
decfewuat26@wisconsin.gov

O ves O No ® No Change
Oves O No ® No Change
Oves O No ® No Change

Oves O No ® No Change

Current Settings

Cake, Caitlin (ewsyst01)
chris_santoslang@wisconsin.gov

Mo

Yes

No

No

FProgram Manager

3
Yes
Program Manager - Ongoing

Mo

Print 21 Help @

Compared Worker

el

Com, Conn C_, Jr.

Mo
No
No

No

Case Support Worker - Ongoing

1
No
Case Support Worker - Ongoing

Mo

e
|
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7. Any page changes saved will appear in the Processing group box. The Processing group box shows a

history of saved changes and narratives. Narrative can be entered at any time prior to approval, and can be

used for communication between the supervisor, security delegate, and state security liaison.

Note: A supervisor will only be able to enter text on the Security Request page.

Processing
Request Type: ® New Change ' Delete Delegale: ' No data found A
Worker record(s) to adjust Liaison: v
Abby, Andy Remove Cecto supervisor(s):

Cake Caitin C..
086/12/2015 02:30 PM - Cake, Caitlin, C. --
Fields changed: User group
08/M12/2015 02:30 PM — Cake, Caitlin, C. --
Maoved to With State Liaison.
08/M12/2015 02:30 PM — Cake, Caitlin, C. --
Fields changed: Status
01/12/2018 08:22 AM — Cake, Caitlin, C. --
Fields changed: eWRpt All County

MNotes/History:

(Secure comments:)

8. A ‘Compare user groups’ hyperlink will appear in the lower left corner of the page. Selecting it will
open the User Group Comparison page.

User group: MEE - IHS - FCM
Search

Compare user qroups

Options: b D

June 2020

11



9. The User Group Comparison page compares worker’s current user group to the requested user group.
Checking the “Only show differences” checkbox will remove all profiles that are the same between the
two user groups. The yellow highlighted area emphasizes differences.

User Group Comparison Print ¥ Help @
User Group Selection
I 0 Only show differences I Group 1; MKE - IIHS - FCM  Search Group 2: MKE - lIHS Case Management Search
Blended Security Groups Intensive In Home Case Manager
Comparison
Adopfion Assistance Payee: No Mo
Create/Maintain FH Certification Levels 3 & 4: Mo Mo
Create/Maintain FH Cerification Levels 5: Mo Mo
Create/Maintain Private Provider: Mo Mo
ICPC: Mo Mo
Link Providers: No Mo
View Adoption Case/Person In Search: Yes Yes
View All County: Yes Yes
View All Service Types: No Mo
View Characteristics/MMH In Search: Yes No
View Restricted Cases: No Mo
View Restricted Providers: Mo Mo
Profiles: AMWIO Final Approval AAW/O Final Approval
Arnnne Danarte \Alarl-ar Arrmse Danarte  AAlArl-ar

Options: Approving or Canceling a Security Request

To approve or cancel the security request using the Options dropdown, there are 3 options:

e Approve: When Approve is selected, the system will determine if there are any requested security
changes that require a State Liaison approval. If the requested security does not require a State Liaison’s
approval, the request will automatically be approved when Approve is selected. At that time of approval,
the page will freeze and any further changes will require a new security request.

e Cancel: Choosing to Cancel the request will freeze the request as not approved. The request will
continue to be viewable for future reference.

e Send to State Security Liaison: Choosing to Send to State Security Liaison will automatically send the
security request to the State Liaison.

User group: MEKE - IHS - FCM
Search

Compare user groups

Actions j

Approve
Cancel

Send to Delegate

Dptionsl
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Note: Click Save without using Options to save narratives without approving or canceling. This will
save the changes without acting on the request.

Checking the Security Request Status

The Request Status column found on the Worker Security tab of the Maintain Worker Information page
gives the current status of each security request. This is an efficient way for a Security Delegate to see all

security requests.

{2 Maintain Worker Information - Internet Explorer

eWiSACWIS

Worker
MName: Abby. Andy (9224770)
Basic
Settings
Job Class:  Administrative Assistant
[ Medicaid Rep I 1v-E Waorker
Elig Reporting Region:
Security Requests
Opened County
06/29/2020 Milwaukee
06/1272015 Milwaukee

County:

Worker Security

User Group:

[C] Adoption IV-E Worker

Initial Request
Cake, Caitlin --

Cake, Caitlin -- Fields changed

Mitwaukee

Employee
1D:

WAMS: Mot Linked
Report Access: Oan
County

Elig Technical Assistant:

Request Status
Pending Submission

: User group With State Liaison

Print 12

O

Authorizer

Help @

E3
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