Creating a Facility License

Note: You must have an assignment to the provider record to create a Facility License for the provider.

1. From your desktop, click the Create provider work hyperlink at the top of the Provider tab or select Create

provider work in the Actions drop-down next to the specific private provider to open the Create Provider
Work page.
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2. From the License drop-down, select Facility License. Select the appropriate provider and click Create.
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3. Select the appropriate Class. If applicable, add the Geographic Area(s) to be Served, Other License(s) and
Specialty Programs/ Services Offered/Target Groups by clicking the appropriate Insert button.

| & Facility License - Internet Explorer — O .
F- r
eWiSACWIS
— Provider I

Mame: ABC Shelter Care (9221825) Licensor: Caitlin M. Cake, B

Type: Shelter Care Class: ISmal ﬂ
Provider License Information F Site Visits Mon-Site Visits | Enforcements Complaints/SIRs

— Physical Address — Geographic Area(s) to be Served
Primary Contact: primary contact Geographic Area
Cio: [A1Counties [~ Delete
Address: 321 1st Street

Madison, W 53701

Phone: (608)123-1234 Ext:
Email:
Fax: (608)444-7777
County of Residence:  Dane m

— Other License(s) — Specialty Programs |/ Services Offered | Target Groups

Other License(s) ProgramiSenvice/Group
| Adutt Day Care |v| Delete [Teen Mothers with Babies | v | Detete
IGruup Home ﬂ Delete
[ st |
1

| EnEE

Inserting Geographic Areas... F00% -

4. Click on the License Information tab. In the Application Activity group box, click the Insert button. This
will open the License Information page.
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{2 Facility License - Internet Explorer

eWiSACWIS

— Provider
Name: ABC Shelter Care (9221525) Licensor: Caitlin M. Cake, B
Type: Shelter Care Class: ISmal ﬂ
Provider License Information Site Visits Non-Site Visits | Enforcements | Complaints/SIRs
— Application Activity -
Materials Sentto Licensee Application Materials Received Decision Date
)
—
— License Information
Type Status Effectve From =  Effective To Capacity Age Range Gender Licensar
~
W
— Additional Information
Date Initial &pplication: Date Probaticnary License lssued: Date Regular License Issued:
Date Facility License Closed: 00400/0000 Reason Closed: I LV
Specialized Pregram(s): Second Chance Home v

F100% -

5. The License Information page opens with the Decision defaulting to Pending. Enter the applicable dates in
the Materials Sent to Licensee and Application Materials Received fields.

Note: If the Licensor is different from the primary licensor assigned to the provider record, click the
Search hyperlink next to the Licensor field at the top of the page and search for the licensor.

When creating the “License Continuation Process” document, the Materials Sent to Licensee will fill
to today’s date. When creating the “Warning — Past Due License Continuation Process” letter, the
Warning Notification date will fill with today’s date. When creating the “Final Notice —
Probationary License Expiring” letter, the Final Notification to Licensee will fill with today’s date.

Note:

6. Select the appropriate Decision and enter the Decision Date. To license the provider, select Create License.
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eWiSACWIS

— Provider |
Name: ABC Shelter Care (9221825) Licensaor: Caitlin M. Cake, B Search DCumpletE{l |
Type: Shelter Care Status:  Pending !

|

— Application Activity |
Materials Sent to Licensee: 00/00:0000 Application Materials Received: 00/00¢0000 [
Warning Mofificaticn: 00/00/0000 Final Netification to Licensee: 00/00/0000
Decision: IP&nl:Iing ﬂ Decisicn Date: 00/00¢0000 |

— License |

. |
License Type: | 7| [ amended |
Effective From: Operated for Profit:

Effective To: Cwner Type: I A
LOT Sent: Capacity: 30 Males: (15 Females: (12
Ameunt Due: Age: From: |13 Through: |21
Sponsor; |
Speciaiized Program(s) (select all that apply): Respite || Second Chance Home [] ShortTerm [ Type2 [ [
|
|:| Change Licensee (Parent Agency): |

opns| S oo | [seve | ciose |

7. Inthe License group box, select the appropriate License Type. When you enter the Effective From Date,
eWiSACWIS will determine the Effective To date (1% Probationary and 2" Probationary licenses are
effective for 6 months and a Regular license is effective for 2 years). If the Effective To date should be prior
to this date, update the Effective To date. Enter the LOT Sent date. Select the Owner Type. Enter the
Sponsor, if applicable. Select any Specialized Program(s), if applicable.

Note: The Operated for Profit, Capacity, Gender, and Age Range are pre-filled from the Private Provider
page. To change any of these, click on the Name hyperlink in the Provider group box at the top of
the page [in this example: ABC Group Home (8055782)].

Note: The Amount Due field will pre-fill based on the type of provider license (1% Probationary, 2"
Probationary, or Regular), type of provider (group home, CPA, shelter, or RCC), and the associated
capacity. When the license is complete, it will enter a row (License Fee Due) on the Fees tab of the
Facility License page.

8. When all applicable data has been completed, click Save. Under the Options drop-down, select the Facility

License and Letter of Transmittal option and click Go to export the license and LOT.
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a License Information -- Webpage Dialog k-
eWiSACWIS
— Provider
Name: ABC Shelter Care (9221825) Licensor: Caitlin M. Cake, B Search |:| Completed
Type: Shelter Care Status: Pending
— Application Activity
Materials Sent to Licensee: 12/03(2017 Application Materials Received: [12222017
Warning Mofification: M Final Nofification to Licensee: M
Decision: |Greate License ﬂ Decision Date: 'M
— License
License Type: Im [] amended
Effective From: lm Operated for Profit:
Effective To: 05/31/2015 Owmner Type: ICarpnratinn.meﬁt ﬂ
LOT Sent: [12r282017 Capacity: [0 Makes 15 Females: [15
Amount Due: 5151.25 Age: From: ,T Through: ,21—
Sponsor: |
Specialized Program(s) (select all that apply): Respite [_| Second Chance Home Short-Term ] Type2 [
|:| Change Licensee (Parent Agency):

Actions
Additienal Licensing Actions

Text
Facility License and Letter of Transmittal
Final MNotice - Prebationary License Expiring
License Continuation Process
Warning - Past Due License Continuation Process _

9. A pop-up to save the license information page may appear. Click Close and save the page. Reselect the
Facility License and Letter of Transmittal from the Options menu and click Go. On the BIRT PDF
document page, select a letterhead and click the Refresh Image button to apply the letterhead to the LOT.
Save the file to a location on your computer. To add the license and LOT to PIE, access the documents from

the location on your computer.

2 eWiSACWIS -- Webpage Dialog X

Please save before exporting the document.

Close
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& BIRT PDF Document - Internet Explorer — O *
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10/09/2018

RE: SHELTER CAREFACILITY LICENSE
License: ABC Shelter Care
License Facility Number: 9221765
123 State Street

Madison, WI 53701

Original License Date: 01/10/2011
Amended Date: 02/07/2018 Feason: Change in Age Served Additional text
Next License Continuation Date: 08/01/2017 and every two years thereafter

Dear :

By the authority granted to the Department of Children and Families (the department) under s. 48.48(9m). Stats.. and in
compliance with the requirements of s. 48.66, Stats_, a license is hereby 1ssued to Genzo Corporation LLC to operate a Shelter
Care Facility known as ABC Shelter Care located at the above address. This license is issned in accordance with compliance of
the mules for licensing Shelter Care Facilities, under DCF 59, as pronmlgated under 5. 48.67, Stats.

Issnance of the license is premised upon your having provided accurate information. Provision of false information in order to
secure the license could result in licensing sanctions including, but not limited to crders, forfedtures, closing of placements and /
or revocation of your license. The hicense is not transferable to another person, other legal entity, or to any location other than

10. When all information has been completed and you are ready to license the facility, click the Completed
checkbox on the top right of the page and then click Save.

11. Click the Close button to return to the Facility License page.
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a License Information -- Webpage Dialog

eWiSACWIS

— Provider
Name: ABC Shelter Care (9221825) Licensor: Caitlin M. Cake, B Completed
Type: Shelter Care Status:  Active

— Application Activity
Materials Sent to Licensee:

Warning Nefification:

o

Application Materials Received:

o
o

Final Motification te Licensee:

Decision:

Decision Date:

— License
License Type:

T
e

Effectrve From:

Effective To:
LOT Sent:
Amount Due: 5151.25

D Change Licensee (Parent Agency):

| “ [ Amended

Operated for Profit:

Owner Type: | V]
Capacity: [0 maes: |5 Femaes:[15
Age: From [12 Through: [21
Spensor: |

Specialized Program(s) (select all that apply): Respite [ | Second Chance Home Shart-Term [_| Type 2 [

Dpﬁuns:l

~E3

12. The license has been added to the License Information section at the bottom of the page. To view the
license, click the license (1st Probationary in this example) in the Type column.

:@ Facility License - Internet Explorer

eWiSACWIS

— Provider
Name: ABC Shelter Care (9721325)

Type: Shefter Care

Caitiin M. Cake, B
Small

Licensor:
Class:

Provider

License Information

Site Visits MNon-Site Visits | Enforcements | Complaints/SIRs

— Application Activity
Materials Sent to Licensee

Application Materials Received Decision

— License Information
Type Status Effective From «  Effective To Capacity Age Range Gender Licensor
1=t Probationary Active 1272872017 05/31/2018 30 13 through 21 Male/Fen Caitlin M. Cake, B A
v
— Additional Information
Date Initial 4 pplication: Date Probationary License Issued: Date Regular License Issued:
Date Facility License Closed: 00/00/0000 Reason Closed: I L]
Specialized Program(z): Secend Chance Home v
E00% -
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13. It should be noted that the license could remain pending. On the License Information page, do not select the
Completed checkbox. You can then access the pending application in the Application Activity section of the
Facility License page by clicking on Decision hyperlink (Create License in this example).

(2 Facility License - Internet Explorer - O *
7= r
eWiSACWIS
— Provider
Name: ABC Shelter Care (9221825 Licensor: Caitiin M. Cake, B
Type: Shelter Care Class: Small W
Provider License Information Site Visits Non-Site Visits | Enforcements | Complaints/SIRs
— Application Activity o
Materials Sent to Licensee Application Materials Received Decision Date
1202872017 Pending
— License Information
Type Status Effective From Effective To Capacity Age Range Gender Licensor
~
v
— Additional Information
Date Initial Application: Date Probationary License Issued: Date Regular License Issued:
Date Faciiity License Closed: 00/00/0000 Reason Closed: | (¥
Specialized Program(s). Second Chance Home v
[ Close
0% v
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Creating a Continuation License

Note: On the 25" of each month, a pending continuation license is created for 1% probationary, 2"
probationary, and Regular licenses for licenses that are due for continuation in 65 days.

1. From your desktop, click on the Provider tab and locate the provider for which you are creating a continuation
license. Click on the provider to display a list of work for the provider. Click on licenses to display a list of
licenses for the provider. Click the Facility License hyperlink to open the Facility License page.

ABC Shelter Care (9221825) Restricted Provider

Provider details: Provider address: Primary worker/licensor:

Actions:
Shelter Care 321 1st Sireet Cake, Caitlin M., 1ll Please select an action +
License status: Pending - Regular Madison, W1 53701 (Dane County) (123) 456-7890 Ext. 1234
(808) 123-1234 caitlin.cake@wisconsin.gov

@ View provider information

L —

§= Assignments ﬂ Basic ‘ Licenses L Parent Agency
H Placements }' Provider Services a Services
‘ Licensas
121282017 - 057312018 1st Probationary Acfive

2. On the Facility License page, click on the License Information tab. In the Application Activity group box,
click the Pending Continuation hyperlink. This will open the License Information page.

{2 Facility License - Internet Explorer

- O d
eWiSACWIS
— Provider
Name: ABC Shelter Care (9221325) Licensor: Caitlin M. Cake, B
Type: Shelter Care Class: ISmal ﬂ

Provider License Information Site Visits Non-Site Visits

Enforcements | Complaints/SIRs

— Application Activity

~
Materials Sent to Licensee Application Materials Received Decision Date

Pending Confinuation

— License Information

Type Status Effective From -  Effective To Capacity Age Range Gender Licensor
1st Probationany Active 1202812017 05/31/2018 30 13 threugh 21 Male/Fen Caitlin M. Cake, B

Gone

#H100% -
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3. The License Information page opens with the Decision defaulting to Pending Regular (for 1% Probationary
or 2" Probationary licenses) or Pending Continuation (for Regular licenses). If the Licensor is different
from the primary licensor assigned to the provider record, click the Search hyperlink next to the Licensor

field and search for the licensor. From the Options drop-down, select License Continuation Process and

click Go.

a License Information -- Webpage Dialog

re r
eWiSACWIS
— Provider
Name: ABC Shelter Care (9221825} Licensor: Caitiin M. Cake, Search |:| Completed
Type: Shelter Care Status:  Pending Continuation
— Application Activity
Materials Sent to Licensee: 00/00/0000 Application Materials Received: 00/00/0000
Warning Motification: 00/00/0000 Final Mofification to Li |
Decision: |Pending Continuation | | Decision Date: 00/00/0000
— License
License Type: IReguIar “ | [] amended
Effective From: Operated for Profit.
Effective To: Owner Type: I W
LOT Sent: Capacity: |30 Males: [15 Females: |15
Amount Due: 2505 Age: From: |13 Through: |21
Spensor: |
Specialized Program(s) (select all that apply): Respite || Second Chance Home [ Short-Term [] Type2 []
D Channa L (Garant Anancat:
Actions
Additienal Licensing Actions
Text
Options:; | Faciiity License and Letter of Transmittal m m
Final Mofice - Prebaticnary License Expiring
License Continuation Process
Warning - Past Due License Confinuation Process

4. A pop-up to either open or save the license continuation application will appear. Select “Save as” and save

the file to a location on your computer.

What do you want to do with ABC Shelter Care
(9221825) License Continuation Application
(01.11.18).rtf?

From: fedaph0&

— Open

The file won't be saved automatically.
— Save

—> Save as

Cancel

Note: The Materials Sent to Licensee will fill to today’s date (the day you create the License Continuation

Process template).

Note: To add the continuation application to PIE, access the documents from the location on your computer.
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5. Enter the Application Materials Received date.

6. When creating the “Warning — Past Due License Continuation Process” letter, the Warning Notification date
will fill with today’s date. When creating the “Final Notice — Probationary License Expiring” letter, the
Final Notification to Licensee date will fill with today’s date.

-::3 License Information -- Webpage Dialog

F- r
eWiSACWIS
— Provider
Name: ABC Shelter Care (9221325) Licensor: Caitlin M. Cake, B Search |:| Completed
Type: Shelter Care Status:  Pending Continuaticn
— Application Activity
Materials Sent fo Licensee: 01112018 Application Materials Received: 01/13/2018
Warning MNetification: 00/00/0000 Final Nofification to Licensee: 00/00/0000
Decision; |C-reate License ﬂ Decision Date: 01/15/2018
— License
License Type: Iﬂﬂgular ﬂ |:| Amended
Effective From: 06/01/2018 Operated for Profit:
Effective To: 05/31/2020 Cwner Type: |Gnrpnraﬁnn.rPruﬁt ﬂ
LOT Sent: 01/15/2018 Capacity: 30 Males: |15 Females: [15
Amount Due: 2505 Age: From: |13 Threugh: |21
Sponsor: |
Specialized Program(s) (select all that apply): Respite [ | Second Chance Home [¥] Short-Term [] Type2 []
|:| Change Licensee (Parent Agency):

opuns| 2 co s

7. If applicable, select the appropriate License Type. The Effective From date is pre-filled with the day after
the Effective To date on the Active (1% Probationary, 2" Probationary, or Regular) license and the Effective
To pre-fills 2 years from the Effective From date. If the Effective From or Effective To dates should be

different than the date eWiSACWIS determined, update the date(s).

If the license is being amended, select the Amended checkbox. An Amended Reason field will appear. Enter
the reason(s) for amendment.

Enter the LOT Sent date. Select the Owner Type. If applicable, enter the Sponsor. If applicable, select any
Specialized Program(s).

Note: The Operated for Profit, Capacity, Gender, and Age Range are pre-filled from the Private Provider
page. To change any of these, click on the Name hyperlink in the Provider group box at the top of
the page [in this example: Adoption Inc. (8036537)].

Note: The Amount Due field will pre-fill based on the type of provider license (1% Probationary, 2"
Probationary, or Regular), type of provider (group home, CPA, shelter, or RCC), and the associated
capacity. When the license is complete, it will enter a row (License Fee Due) on the Fees tab of the

Facility License page.
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8. When all applicable data has been completed, click Save. Under the Options drop-down, select the Facility
License and Letter of Transmittal option and click Go to export the license and LOT.

a License Information -- Webpage Dialog

eWiSACWIS

— Provider
Name: ABC Shelter Care (9221825) Licensor: Caitlin M. Cake, B Search |:| Completed
Type; Shelter Care Status:  Pending Continuation

— Application Activity
Materials Sent to Licensee: 01112018 Application Materials Received: 0113720138
Warning Mofification: 00/00/0000 Final Notification to Licensee: 0o/00/m000
Decision; | Create License [~ Decision Date: 01/15/2018

— License
License Type: IF.eguIar i D Amended
Effective From: 06/01/2018 Operated for Profit:
Effective To: 05/31/2020 Owner Type: |Gnrpuratinanrnﬁt ﬂ

LOT Sent: 01/15/2018 Capacity: 30 Males: |15 Females: |15
Age: From: |13 Through: |21

Sponsor: |

Amount Due: 3605

Specialized Program(s) (select all that apply): Respite [ | Second Chance Home [+ Short-Term [| Type2 []

|:| Change Licensee (Parent Agency):

options: [ | swe | close |

Actions
Additicnal Licensing Actions
Text
Facility License and Letter of Transmittal
Final Motice - Prebaticnary License Expiring
License Continuation Process
Warning - Past Due License Confinuation Process

9. A pop-up to either open or save the license and LOT will appear. Select “Save as” and save the file to a
location on your computer. To add the license and LOT to PIE, access the documents from the location on

your computer.

Intergt Explorer

What do you want to do with ABC Shelter Care
(9221825) License-LOT (01.11.18).rtf?

From: fedaph0&

— Open

The file won't be saved automatically.
—> Save
—» Save as

Cancel
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10. When all information has been completed and you are ready to license the facility, click the Completed
checkbox on the top right and then click Save. Click the Close button to return to the Facility License page.

a License Information -- Webpage Dialog

eWiSACWIS

|:| Change Licensee (Parent Agency):

— Provider
Name: ABC Shelter Care (9221825} Licensor: Caitlin M. Cake, B Search Completed
Type: Shelter Care Status: Pending Continuation

— Application Activity
Materials Sent to Licensee: 01/11/2018 Application Materials Received: 011372018
Warning Nofification: 00/00/0000 Final Motification to Licensee: 00/00/0000
Decision: IC—reate License ﬂ Decision Date: 011542018

— License
License Type: IHﬂgular hd D Amended
Effective From: 06/01/2018 Operated for Profit
Effective To: 05/31/2020 Owner Type: |Gurpura1iun.fPruﬁt ﬂ
LOT Sent: 01152018 Capacity: 30 Males: |15 Females: |15
Amount Due: 2605 Age: From: |13 Through: |21
Sponsor: |
Specialized Program(s) (select all that apply): Respite [ | Second Chance Home [+ Short-Term [] Type2 []

Dpﬁu-ns:l ﬂm

s | ciose |
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