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The Child Care Puzzle

-Or ‘What is it, and who is using it?

WISCCRS
(WISconsin Child Care Regulatory System)

What it is:
Data regarding licensed and certified providers

e Monitoring results (site visits, violations,
enforcements, etc.)

e Document repository

e Background Checks

Who uses it: Certifiers and licensors

CCPI
(Child Care Provider Information)

What it is:
e View provider data
e View authorizations
e View issuance and overpayment data
e View announcements
e Enter and view attendance
e Reports

Who uses it: Subsidy workers and providers

CARES/CWW
(CARES Worker Web)

What it is:
e Subsidy application entry
e (Case comments
e Notices
o Alerts
e Eligibility determination

Who uses it: Eligibility (subsidy) workers

CSAW
(Child Care Statewide Administration on Web)

What it is:
e All provider data needed for the subsidy
e Enter/view provider overpayment
e Enter/view authorizations
e Issuance data
e Reports

Who uses it: Subsidy workers

YOUNGSTAR:

What it is:

Includes all provider data pertaining to the YoungStar system, such as:

e Rating status

e Rating and technical assistance information

e Application forms
e Regulatory Compliance

Who uses it: Regional Office staff and DCF staff (secure site)

DCF-P-2979
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Introduction to WISCCRS

WISCCRS is a web-based system that includes information on all regulated child care programs in the
State of Wisconsin. It allows licensing and certification staff to enter applicant/provider information into
the database via the Internet. These details include information about the applicant and location of
care, as well as background checks, site visits, monitoring results, etc.

WISCCRS also shares information about all regulated providers with the Child Care Administration on
Web (CSAW), the YoungStar (YS) Case Management System and the Child Care Public Search. This
means that once a license or certification application is approved in WISCCRS, the system will generate
the applicant a provider number and the provider is available in CSAW and YS immediately. There is a
one-day delay between WISCCRS and the Public Search.

Special Note of Importance to Users:

Because of the exchange of information between WISCCRS and other child care systems, it is very
important to note that actions taken in WISCCRS that affect regulation details WILL IMPACT the
corresponding CSAW category details, as well as the YoungStar system.

Example One:

If ages served is changed in WISCCRS to restrict a provider from caring for infants under 24 months, all
authorizations for children under 24 months will end effective following Saturday from the date of
change.

Example Two:

If a certification/licensing worker updates a provider’s W-9 details in WISCCRS, then the W-9 details will
be updated in CSAW. The next subsidy payment will be issued using the new name unless there is a
Payee Name on the Subsidy Details screen. This includes Tax ID number and Tax ID type.

Security Access to WISCCRS

State Security Officers will control a user’s ability to access WISCCRS. There are multiple types of user
security profiles:

1. Update to licensed provider information by region:
These users can update licensed provider records within their region and view licensed
providers in other regions, as well as view certified provider information in all counties/tribes.
2. Update to certified provider information:
These users can update certified provider information in their county/tribe and view certified
provider information in other counties/tribes, and view licensed provider information. Example:

DCF-P-2979 5
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A certifier in Ashland County can process applications and grant certification in Ashland County

only, but can also view provider information for all other counties in the state.
3. DCF Background Check Unit (CBU):

The CBU staff can update information pertaining to individuals associated with a licensed facility
such as household members, etc. They can also enter BID information and update CBC-related

screens.
4. Inquiry access:

These users can view details for all applicants and providers within the entire state, except

certain confidential documents.

Note:

This guide is designed for the user who has update access, but can be used by the user who has

functionality that will not be accessible to them.

inquiry access. Inquiry access users will notice that this packet contains information about links and

Using WISCCRS with Various Browsers

In addition to the Internet Explorer browser, Firefox and Google Chrome can be used when accessing

WISCCRS. The screens might look slightly different using Firefox or Google Chrome, compared to the

Internet Explorer browsers. Also, the system will not automatically enter the dashes and slashes when

entering dates, Tax IDs, phone numbers, etc. when using Firefox and Chrome.

And, when using browsers other than the Internet Explorer, there might be some problems emailing PDF
documents that are generated using WISCCRS. Example: Some regulators like to email the 294 — Non

Compliance Statement directly from WISCCRS.

WISCCRS User Registration

If you have a User ID for any child care web systems such as CCPI, CSAW, or the YoungStar
systems, all you need to do is to complete a Web Access form DCF-2666. You will need to use
the same ID and Password to gain access to WISCCRS. The form can be found at:
http://dcf.wisconsin.gov/files/forms/doc/2666.docx

New Users

To begin using WISCCRS, users must first register (create an account) using the DWD/Wisconsin Login

process. First, log into the WISCCRS home page to get instructions on the account creation.

https://dcf.wisconsin.gov/childcare/user-guides/wisccrs.

DCF-P-2979
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Click on the “New User” link under “Key Links” heading. Print the instructions and carefully follow them.

WISCCRS Availability

WISCCRS is available during the following days and times:

Monday, Tuesday, and Thursday: 07:00 a.m. - 07:00 p.m.

Wednesday: 07:00 a.m. - 09:00 p.m.

Friday: 07:00 a.m. - 05:00 p.m.

Saturday: 07:00 a.m. - 03:00 p.m. One Saturday each month, the system is unavailable. Please see
http://www.dwd.state.wi.us/des/calendar/default.htm for further details.

WISCCRS Downtime Calendar

If you attempt to login at a time when WISCCRS is not available (usually due to scheduled maintenance
or the system is off-line), you will be taken to the WISCCRS Downtime Calendar page.

WISCCRS Status

=

WISCCRS is currently offline. Please log in during standard operating hours.

Standard Hours of Operation

Monday  6:30 AM 7:00 PM
Tuesday 6:30 AM 7:00 PM
Wednesday 6:30 AM 9:00 PM
Thursday ~ 6:30 AM 7:00 PM
Friday 6:30 AM 6:00 PM
Saturday  6:30 AM 3:00 PM

About Confidentiality and Passwords

Confidentiality Guidelines

WISCCRS is a secure site. Following are confidentiality guidelines that all registered users must follow,
especially if using a public computer:

e When you are not using WISCCRS, log out of WISCCRS and close the browser. Logging out and

closing the browser will prevent unauthorized people from entering or viewing information in
WISCCRS. You can logout of WISCCRS by clicking on the Exit button from any page in the application.

DCF-P-2979 7


http://www.dwd.state.wi.us/des/calendar/default.htm

WISCCRS User Guide — Basics 09/09/15

e  Only staff with a User ID and security access to WISCCRS should be viewing information on
WISCCRS. Each staff member authorized to use WISCCRS should have his/her own User ID with
security.

e Registered users should not share a User ID/Password with anyone. Remember that you are
responsible for keeping your User ID and Password secure from those who do not have access to
WISCCRS.

Troubleshooting User IDs and Passwords

In this day of many different User IDs and Passwords, it is easy to forget what they are. You can take the
following steps, when you are unable to log in to WISCCRS because of a wrong or forgotten User ID
and/or Password:

e [If you have entered an incorrect User ID and/or Password, the login window will refresh and you
will not be able to get into the program. Remember that Passwords are case sensitive and must be
entered exactly as you entered them when you registered.

e If you have forgotten your Password, but remember your User ID and the answer to your
Password reminder question, you will have to change your Password. To do this:

a) Logonto the DWD/Wisconsin Login Account Management screen at:
https://www.dwd.state.wi.us/accountmanagement/default.aspx.

b) Under Customer ID Menu heading, click on Forget your account information?

c) Enter the email address that you used to create the WISCCRS user account on the
DWD/Wisconsin Logon ID/Password Recovery Process page.

d) Then go to your email inbox to access the email. The email will have a link to the Secret
guestion that you entered when you created the account. Enter the correct answer and click
Submit. If the answer was correct, you can now change the password.

e If you have forgotten your User ID, or if you have forgotten both your Password and the answer to
your Password reminder question, you will need to contact the DWD Service Desk at 608-266-7252.

Changing Your Password

To change your Password, you simply follow these steps:

a) Loginto the DWD/Wisconsin Login Management System page at
https://www.dwd.state.wi.us/accountmanagement/default.aspx.

b) Under Customer ID Menu heading on the right, click on Password Management.

c) Enter the old and new passwords. Click on Submit. You should see a message: DWD/Wisconsin
Login password was successfully updated.

DCF-P-2979 8
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Changing Account Information (change of name, email address, etc.)

If you would like to update or view any of your account information, follow these steps:

a) Loginto https://www.dwd.state.wi.us/accountmanagement/default.aspx.

b) Click on the Profile Management link under Customer ID Menu heading on the right.

c) Enter your current Login ID and password.

d) On the Change Account Information screen, you are able to change your profile information.
Click Submit.

Where to Go for Help

If you are having trouble accessing WISCCRS, or if you are having trouble navigating the WISCCRS web
site, please refer to the contacts listed at
http://dcf.wisconsin.gov/files/wishares/userguides/systemscontact.pdf

WISCCRS User Login

Once you have received the notice saying that your account has been activated, go to the WISCCRS User
Login page at the following address:

https://wisccrs.wisconsin.gov/

Basic Site Navigation and Use

This section provides the user with a basic understanding of how WISCCRS works. The functionality
described here applies to all of WISCCRS and will provide the user with a base understanding of
WISCCRS before creating the first application.

WISCCRS Home Page and Links

Figure below shows the WISCCRS Home Page. This page will be displayed when the user logs in from the
WISCCRS system.
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Logged in as: xctb8g
Home [ Exit 7 Help
\
[* Wisconsin Child Care Regulatory System ~
Home New Tasks Announcements Reports CBC Findings CSAW CCP1 YoungStar
Home

Welcome to the Child Care Regulation Home Page

Statewide Announcements

‘County Specific Announcements

Welcome Te Wiscers/Webi Training!

If you are having concerns with the system performance or functionality, check the announcements first. If not
announcement pertaining the problem has been posted, then call the number that appears on the error message screen.

2/22/2012 |No County announcements for you at this time. Please dlick on the Announcements link to view all announcements.

More...

New Provider

Facility/Location Assignments

Webl Reports

My Assignments
Here you can view your Assignments.

Use this link to start an application for a new certified or licensed provider.

Here you can select the fadilities/locations and assian a licensor/certifier.

Use this link to access Webl Reports. A separate login is needed.

Group Size Estimator (requires javascript) Using this tool, you can determine whether a certified provider is in
violation with the certification group or the 16-hour rules.

Search

ID, address, etc.

Regulated child Care and YoungStar Public Search
Use this link to access the Child Care Public Search page.

WISCCRS User Guide
Use this link to access User Guides explaining WISCCRS functionality.

Information for Certifying Agencies
Use this link to access the DCF Certification SharePoint site. The intended audience for this site is
county/tribal/MECA certification workers.

Licensing Administration
Here you can view the licensing administration related pages.

Use this link to search a provider or individual associated with a program by various criteria such as name, tax

From the WISCCRS Home Page, the user can access the following links:

Link Function

New Start a new application for a provider who has applied for certification
or licensing. Available only for users with update access.

Search Use this link to conduct a search of a certified/licensed provider or
household members.

Tasks View and delete system-generated tasks associated with the user.

Announcements View statewide and county-specific announcements.

Reports This link takes you to the Webl login screen.

CBC Caregiver Background Check module (licensing only): If you have
access to the CBC module, the link in the tool bar will show.

Findings This link takes you to the CCAP/CPS/eWisAcsis match findings. Users
with update access to the WISCCRS system will see this link.

CSAW If you have access to CSAW, this link will display.

CCPI If you have access to CCPI, this link will display.

YoungStar If you have access to the YoungStar Casemanagement System, this link
displays.

Facility/Location Assign a provider/facility to a licensing/certification specialist.

Management

Group Size Estimator

Access the Group Size Estimator to determine whether a certified
provider is in compliance with child care certification attendance
rules.

My Assighments

Access the My Assignment module to view facilities/provider locations
assigned to a worker.

Regulated Child Care
and YoungStar Public
Search

This link takes you to the Public Search.

WISCCRS User Guide

This takes you to the User Guide list page where you can access the
user guides.

Information For
Certifying Agencies

This link takes you to the Certification Share Point Site. Users with
update access only.

Licensing
Administration

This link is viewable only by users who have update access to the
licensed records.

DCF-P-2979
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Link Function
Licensing Users with update access to licensed provider records can access this
Adminstration link.

The user will notice that there is a second set of links that appear on the Home Page. As shown in the
screen print below, these links will appear at the top of every screen in WISCCRS, as well. Simply direct
the mouse pointer to the words Home, New, Search, etc. and click to access the different WISCCRS
functions, as described above. The Home link will take the user back to the WISCCRS Home Page.

Heme [ Exit [ ?Help )
\
Wisconsin Child Care Regulatory System .\

Announcements ‘Findmg_s

In screen print below, the user will notice what is called the Navigation Menu. This will only be available
to the user once an application has been initiated in WISCCRS.

\)
Wisconsin Child Care Regulatory System . g

Announcements Reports

Home = Locations = Applicant Details = Applicant

| _Application Navigation | Provider # 1900016111 Name Emil Lonneberga
Applicant Details Applicant # 3900717937
JApplicant
Documents =
| ocation Details Applicant Information
JLocation Business Name ILDnneherga Child Care =
JSubsidy Details
jzms_ . First Name * [Emil
Special Programs
JTransportations biddles Tk I
JInsurances . .
JComments NaV|gat|0n menu = ILonneherga
JAlternate Addresses
JTransactions IJF
JCollections .
Jndividuals Confirm Name Change [
:E‘?:!.E?S”i?sg FIENE Is A Translator Needed ? " Yes & No
Hiolations Iﬁ
Complaints Translator Language |Swedish -
Enforcements Applicant Identification
Documents
CBC Fee Deduction Tax ID Number Type * & SSN " FEIN
BID Forms
Applications Confirm Tax ID Numbgr Type -

At this point in the user manual, users have not started an application; however, for the purposes of site
navigation, it is important to understand that the Application Navigation Menu will appear, and it will
allow the user to access any one of the specific pages to add, update, or delete information about the
applicant or location of care. If the screen has a check mark next to it, the screen has been completed,
however, records that were converted from the old CLIC and CCPC systems do not have the check mark.

DCF-P-2979 11
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Important Note to Users:

Clicking on one of the links in the Application Navigation Menu DOES NOT save the information you
have entered. You must click on one of the command buttons located at the bottom of each page to
save the information.

Licensing Administration

The Licensing Administration link from the Home page, takes you to the following page:

Unregulated Providers
Here you can create a new unregulated provider.

Correspondences
Here you can view the licensing related letters.

DOR Reguests and Results
Here you can view the DOR Requests and Responses.

Invoices
Here you can view the invoice information.

Fieldprint Discrepancies
Here you can view the Fieldprint Discrepancies

Collections Report
This report lists all the collections for particular transaction and collection date.

Navigational/Command Buttons

Below are some features that appear in every section of WISCCRS.

History: The icon below takes the user to a history page. By clicking this icon, you
ﬁ are able to view history and who updated the information in the past.

— Modify: An icon that looks like a pencil takes the user to the Modify page. You are
I____,.-"'.I_I able to make changes to the record. If you have inquiry access to the system, you
will not be able to see this icon.

|'I:L'| View: An icon that looks like a magnifying glass takes you to view the page.

Delete: An icon that looks like a garbage can takes you to the delete page. If you
f 'ﬁ' y have inquiry access to the system, you won’t be able to see this icon.

DCF-P-2979 12
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[ HI

Calendar - This icon appears next to date field

Begin Date * B
>

<« July 2004 ¥

E"dmmruuum Fri Sat

1 2) 3
4| s| s 7] 8 o[ 10
11] 12| 13 14] 15[ 18] 17

25| 26| 27| 28| 29/ 30| 31

Click the calendar icon to bring up the calendar. Select the desired date, or use
the arrows to navigate to the desired month and year.

* Right-click in the date box to bring up a list of shortcut keys that can be
selected to simplify entering the date.

*  Or enter the shortcut key directly in the date box. For example, entering
the letter “t" in the date filed, automatically fills in today’s date.

*  Orsimply enter the desired date in mm/dd/yyyy format in the date field.

Action Buttons - appear on pages where the user has access to perform the
action listed. The user must click on the action button in order to save the entered
data.

Mext =

Action Button — Saves the entered information.

A

Attention Icon: This icon is used to indicate a provider who is both certified and
licensed. Or, it can also indicate a person who previously was associated with a
site/location but no longer resides in the home/center, or is no longer employed
by a certified provider.

Helpful hints

Entering current date: Enter “t” and press Enter. The system will automatically
enter today’s date.

When using long pull-down menus, click on the menu and type the first letter of
the value you want to choose. Example: You want to find Wisconsin from the
state menu, type “WI” and the system will find Wisconsin. Click enter to choose
the value or tab to the next field.

When typing names, address, and other information into WISCCRS, there is no
need for you to capitalize the first letter of the word. The system will
automatically format the text so the first letter is capitalized.

Breadcrumbs

Breadcrumbs are another method of navigating through WISCCRS. They show a trail of the

screens that you have visited. You can click on one of the blue underlined links in the breadcrumbs to
return to a screen that you have previously visited. As with the links on the Application Navigation
Menu, breadcrumbs DO NOT save the information you have entered. They should be used to return to a
previous screen when the you do not wish to save the entered information on the current screen.

Home = Locations = Location Details = Site Visits > Modify Site Visit

DCF-P-2979
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Error Messages and Informational Alerts

WISCCRS alerts you if you enter the wrong type of data into a field or data is missing from a mandatory
field. Also, there are informational messages displayed to alert the user about a potential concern. The
two types are explained below:

1. Informational alerts:
These messages are displayed to bring certain concerns to the user’s attention.

& Error - The Following Problems Have Occurred

egin Date: There is a gap between previous category expiration date and current category begin date.

Examples are (but not limited to):
a. There is a balance in the Transaction Module at the time of regulatory approval.
b. There is a gap between the new category and the previous one.
c. When entering a site visit for a new applicant, WISCCRS displays a message that there is
no active license/certification for the location.

The system allows the user to continue without taking action.

2. Error Messages:
These messages are displayed when the wrong type of data is entered into a field or there is no
data entered for a required field (see Required Fields section for further details on how to
recognize a mandatory field). When approving the application or category, the system will alert
the user if certain screens have not been completed (background checks, site visits, etc.).

owing Problems Have Occurred

3 “confirm Name Change: This field is required.

When you receive an error message, you must correct the problem before the system allows
you to continue.

The messages above are very similar, however, the symbol of the actual error field is different. See
screen prints above.

Required Fields

You will notice that sometimes an asterisk (*) is next to certain data entry fields. This indicates that the
field is required to complete the screen. Even though some fields are not marked as required to
complete the screen, they are required to approve the application and grant the regulatory approval.
The most helpful way to understand this is to look at an example. The following example is from the
Applicant screen.

DCF-P-2979 14
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= Applicant

Provider # 3800036563
Applicant # 2800011327

Name Randy's Group Care, Inc

Applicant Information

Business Name

Middle Initial

Suffix

Confirm Name Change

Is A Translator Needed ?

Translator Language

Randy's Group Care, Inc

First Name * Randy

Last Name * Randall-Smith

Q@ Yes MNo

English -

In the Applicant Information section of the Applicant screen, the First and Last Name fields have
asterisks (*) next to them. You must enter names in these fields or you will receive an error message

when saving the page.

WISCCRS Modes: List, Add, Modify, Delete, History

There are five modes to most WISCCRS screens: List, Add, Modify, Delete, and History. This means that a
user with update access can view, add, modify, delete, and view history about a screen.

The examples below are for the Insurance screen, but there are other screens in WISCCRS that function
the exact same way if users want to list, add, modify, delete, or view history details. These screens

include the following:

e Pets

e Other License

e Vehicles

e Insurance

e Alternate Address
e Transactions and Collections
e Background Checks
e Aliases

e Conditions

e Training

e Monitoring Plans

e Site Visits

e Monitoring Results

e Complaints/Incidents
e Enforcements

e (Category

e Hours of Operation

e |ndividuals

DCF-P-2979
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Add Mode

Insurance screen is used to demonstrate the various modes. To add a new record, click on New

Insurance link on the List Insurance page. The following page displays:

Insurances > New Insurance

Provider # 3800036563
Location #/ Facility ID 003 / 1122356
Facility Address 987 Side St Smalltown, WI 12121

Add Insurance

Insurance Type * Business Liability
StartDate * 112011 |
Expired Date * 1122011 =]

Pets Covered? s LILE

Comments Child Care Insurance Co.

25 of 300 characters.

If you did not intend to add an insurance record, you can simply click on any link in the Navigation Menu

to leave the Insurance screen.

Once you have completed the Insurance screen, then you should click on the Add button. This will save
the information. You will then be returned to the Insurance screen, but will notice that it has changed.

The screen now lists the newly added insurance record on top of the Insurance list.

( Insurance
New Insurance
-Insnram:e Type Start Date End Date Pets Covered? Comments Updated Date t t t
Business Liability 01/01/11 12/31/11 No Child Care Insurance Co. 04/15/11 @ i)
Vehicle 01/01/11 12/31/11 No 04/15/11 Q:'
Modify Mode

If changes are needed to the entered information, you must click on the pencil icon on the List Insurance

page to access the Modify Insurance page (see picture above).

Modify Insurance

Insurance Type * Vehicle -

Start Date * 1/1/2011 B
Expired Date * 12312011 ¥
Yes @ No

Pets Covered?

Comments Vehicle insurance co

20 of 300 characters.

Submit >

DCF-P-2979
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Delete Mode

Finally, you can delete the Insurance record, if it was entered in error.
To delete the Insurance record, click on the Delete icon on the List Insurance page.

Delete Insurance

Insurance Type  Business Liability
Start Date  1/1/2011
End Date 12/31/2011
Comments  Child Care Insurance Co.

Confirm Delete * [ |ff———————r

Updated Information

Updated Date 04/15/2011
Worker ID  W01140

Worker Name Lena Licensor

Delete =

In order to avoid accidental deletions, the Delete screens have Confirm Delete as a mandatory field. You
must click on the check box and then Delete button. You will be taken back to the List Insurance screen.
The Insurance record you just deleted no longer appears on this page.

History Mode
The system keeps track of every change the users make to WISCCRS records. To access history

information for a record, click on the History icon on the List page.

In the example below, the user first entered the insurance record on 3/16/11. Then on 4/15/11, the user
modified the Insurance Type (from Liability to Vehicle) and again on 4/15/11 added a comment.

Insurance History
Insurance Type Start Date End Date Pets Covered Comments Updated Date User ID
Vehicle 01/01/11 12/31/11 No Vehicle insurance co """ 04/15/11 Wwo01140
Vehicle 4’_‘ 01/01/11 12/31/11 No 04/15/11 Wwo1140
Liability Insurance 01/01/11 12/31/11 No 03/16/11 W01140

If you want to know who updated the record, the user details can be viewed by clicking on the Updated
Date on the History screen.

Comment Fields

Throughout many of the screens in WISCCRS, a Comments field is available for users to enter any
additional information pertaining to the applicant or location of care. The Comments box usually allows
a maximum of 300 characters, and users can refer to the length counter at the bottom of the field to see
how many characters they have typed.
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IComments Vehicle insurance co »

\‘ .

20 of 300 characters.

If a user enters more than 300 characters in the Comments box and clicks one of the navigational
buttons, an error message will be generated.

Note: WISCCRS will automatically capitalize the first letter of every word typed in fields that accept
alphabetic characters. There are some exceptions to this rule such as comments fields.

Updated Date

Every time a user makes changes to a provider record in WISCCRS, the system creates a history record of
the change. By clicking on the Updated Date link, you can view who made the change and when.

Updated Information

Updated Date 3/17/2011
Worker ID W01140
Worker Name Lena Licensor

Provider Record Structure

Below is an explanation on how provider records are constructed in WISCCRS.

Applicant Number (10 digits)

When a new provider record is started in WISCCRS, the system automatically assigns a 10-digit
application number. The system has one-to-one relationship between a Tax ID and applicant number.
This means that one Tax ID cannot have more than one applicant number.

Provider Number (10 digits)

When a provider has been approved, the system automatically assigns a 10-digit provider number. At
this time, WISCCRS sends the provider details to CSAW and YS. The system has one-to-one relationship
between a Tax ID and provider number. This means that one Tax ID cannot have more than one provider
number.

Location Number (3 digits)

A provider/licensee can have multiple locations/facilities. The first site is always 001, second 002, etc.

DCF-P-2979 18
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Facility Number (6-7 digits)

Each location that has a license application is automatically assigned a facility number as soon as the
application is started in WISCCRS. There is one facility number for each location number.

Application

Each location/facility can have multiple applications. The site can have licensing (group, family, and day
camp) or certification (family or school-age) applications. Also, one site can have both (dually regulated
providers). A new application is started when the provider/licensee sends in an initial or
continuation/re-certification application and is usually 24 months in length (except licensing
probationary application). When a provider moves to a new address, a new application is started.

Category

A category refers to regulatory type such as licensed family, licensed group, provisional certification, etc.
Once the application is approved, the category can be assigned.

Announcements

Users of WISCCRS have the ability to view both statewide and county-specific announcements. When
the user logs into WISCCRS, the most current announcements will be displayed on the Home Page along
with the date each announcement was posted. All current announcements can be viewed by clicking on
the Announcements link on the WISCCRS Home Page and can also be accessed from anywhere in the
application by clicking on the Announcements link located along the horizontal navigation menu.

On the Home Page, there is a Statewide Announcement box and an Announcement box for each county
the user has access to. Only one announcement (the most current) will appear in each of these boxes.

ome [ Exic [ 7Help |
¢ 3 e Reg ato

Home New Search Tasks nnouncements Reports CBC Findings CsSAW CCPT

Home

Welcome to the Child Care Regulation Home Page

Statewide Announcements County Specific Announcements

Welcome To Wiscecrs Training! 3/9/2011 County/tribal announcement 3/9/2011
Welcome to WISCCRS video training, April 14th, 9-12. This announcement is viewable by Dane and Milwaukee county users.

===, Morc...

After the user clicks on the More link, all statewide announcements are displayed with a link to county
specific announcements.
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Home > Announcements

Statewide Announcements

Welcome to WISCCRS training!
Welcome to WISCCRS video training, April 14th, 9-12.

County / Tribe Announcements

Milwaukee County Dane County

DCF staff can create statewide announcements and child care coordinators can create county-specific
announcements for WISCCRS.

Audit Trail

With proper access to CSAW, the users are able to view updates made in all child care systems by using
the audit trail.

The audit trail is accessible through the CSAW. Log into CSAW and click on the Administration link and
scroll down to Audit Trail link. The user can check transactions either by User ID or by various ID

numbers (such as provider number, application number, etc.).

Note: Using the provider application number (instead the provider number) brings the best results for
WISCCRS records.

Search Functionality

You can access the Search screen by clicking the Search link in the navigation bar on the top of each
page. See screen print below:

Home [Exit )[ ?Help )

Findings

The Location Search page will display:
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Location Search [ E\El_t --[.. '_’_Hell;"
\)
" Wisconsin Child Care Regulatory System —

Home New Search Tasks Announcements Reports Findings

Home = Location Search

Location Search Criteria

Pravider Number || (Enter 10 Digits)

Location Number l—
Tax ID Number li(Enter 2 Digits)

Applicant Number l—

Faciiyto |

Location County | j

Name search method @ starts with ¢ Sounds Like © Exact

First Name

Last Name

Business Name I

Location Facility Name

Search > | Search bv Individuals  Location Search by Address

Every provider in WISCCRS has a tax number; either a Social Security Number (SSN) or a Federal
Employer Identification Number (FEIN). When a provider is created in WISCCRS, the system will
automatically assign a 10-digit provider number that is tied to the Tax ID of the provider.

The provider can be searched by the following ways:

e The fastest way to find a provider is to use the 10-digit provider number if the provider is
already established in the system (license or certification has been approved).

e If the provider’s license/certificate is in pending status, use the applicant or, if licensed, a facility
number to search.

e [f the provider/applicant number is not known, search by using the provider’s Tax ID Number
(either an SSN or FEIN). If the provider has both a FEIN and an SSN, use the provider’s primary
Tax ID. Using the secondary Tax ID will not bring results.

e If the provider is licensed, enter the facility number in the Facility ID field.

o If none of the above numbers are known, conduct a search by using the provider’s first or last
names. To narrow the search, it is better to use both names at the same time. The name search
has three different ways to search by name:

1. Starts with... When the user clicks this option, the search will include all providers who
have the search criteria in their names.

Example: You are looking for a provider whose last name is Johnson, but you are not
sure if the first name is Mary or Martha. Enter “Ma” in the First Name field and
“Johnson” in the Last Name Field. The results will list all providers whose last name is
Johnson and whose first name starts with “Ma..”, such as Martha, Marla, Mary, etc. If
you are not sure how “Johnson” is spelled in the system, you can search by entering just
“Jo...” in the last name field. This will bring up all last names that start with “Jo...”, such
as Jones, Jonson, etc.

2. Sounds like...When clicking on this option, the system will bring up all providers whose
names sound similar to the one that is being searched.
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Example: Mary Johnson is entered in the First and Last Name fields and the “sounds

like...” is clicked. The system will bring providers such as Margaret Johnson, Marla

Janssen, etc.

names perfectly match the name that is being searched.

The above options work when searching with Business, Location, and Payee names as well.

Provider Search Results

When the user searches a provider by using any of the numbers above, the system only brings one
match because only one record can exist for each number.

Home = Location Search

Exact... When the user chooses this option, the system will bring up the providers whose

List Of Possible Matches

2800011327 0O

Applicant Location Facility ID  Tax ID Number
Number Number
28000131327 0@1 120856

Name

F 665555555 Randy Randall-Smith  Randy's Group Care, Inc

1122334 F 665555555 Randy Randall-Smith  Randy's Group Care, Inc

Business Name Location Facility Name & Address

Creative Learning Preschoaol And Ccc
123 Main St
Anytown WI 52222

Randy's Group Care, Inc
444 School Age Rd
Milwaukee WI 45445

Provider
Number

3800036563

3800036563

Location Search Criteria

I !

Location Number

Tax ID Number

Provider Number I

—

(Enter 10 Digits)

(Enter 9 Digits)

If the provider/licensee has multiple sites, all sites will display, you may take one of the two steps below:

1. If you click on the Applicant Number, the Locations page will display. This page lists all
facilities/locations under the provider/licensee.
Home = Locations
Applicant Details
Applicant Number 2800011327 Name Randy's Group Care, Inc
Tax ID Number 66-5555555 Tax ID Number Type FEIN
Date Of Birth 6/6/1966 Modify |
Locations For This Applicant

Location/  Address Regulation  Application Status  Category Status BeginDate Expiration Date  End Date
Facility
002 Randy's Sa Care-Head Start Accr License Conversion Cert School Age Program  Approved 02/01/10 01/31/12 01/31/12
1122334 444 School Age Rd Certificate  Approved

Milwaukee W1 45445

Milwaukes County

454-545-5454
o001 Randy's Group Care-Naeyc Accr License Conversion Licensed Group Approved  12/31/00 02/28/05
120856 123 Main St Certificate  System Closed

Anytown WI 52222

Milwaukee County

414-555-6666
New Location
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If you click on the Location Number, you are taken to the page that lists all applications for the

facility/location. You may now access other details of the facility/home by clicking the links in
the left-side navigation menu.

Categories

Announcements Reports -

Home = Locations > Location Details = Applications

| Application Navigation | .
_ 5 Provider # 38000363563
ppl - —
AJL"CI?E’:”P“B"S Location #/ Facility ID 003 / 1122356
2 Facility Address 9387 Side St Smalltown, WI
Documents 12121
Location Details
JLocation
Subsidy Details Location Details
Pets Randy's Day Camp 987 Side St Smalltown, WI 12121 Milwaukee County
Special Programs
JTransportations

SRS Licensed Applications For This Location 003
Comments Application Application Application Category Category Status Category Category Category Option
Alternats Addresses Sequence Begin Date Status Begin Expiration End Date
Transactions ® bate Date
Collections 01 03/16/11 Approved Licensed Group Approved 03/16/11 08/31/11
JIndividuals
JIanitoring Plans
J5ite Visits < Back to Location List
Violations
Complaints
Enforcements
Documents
CBC Fee Deduction
BID Forms
Applications

Name Randy's Group Care, Inc
Applicant # 2800011327
Facility Name Randy's Day Camp

=]

Search by Individuals

If you want to find a person who is associated with a facility/location, you can search the person by
name. Examples of individuals are:

e household members residing in the facility/home
e substitutes, employees, volunteers in certified programs

Below is a screen print of the Individual Search screen:

Individual Search

Wisconsin Child Care Regulatory System

Announcements Reports _

Home = Individual Search

Individual Search Criteria

Search method @ starts with © Sounds Like ' Exact
First Name |andy

Last Name Iappllcanﬂ

Search > Location Search by Address  Location Search

The search results will display the provider information of the site the individual is associated with.
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Home = Individual Search

List Of Possible Matches

Applicant Location Individual Individual DOB. Provider Number Facility ID
Number Number Name S5N
9800074192 001 Andy Applicant 978899996 01/01/81 2800039412 1122341

I 1ndicates Removed Tndividusl,

Individual Search Criteria

Search method & starts with © Sounds Like " Exact
First Name Ilandy

Last Name Iapplicam

Search > Location Search by Address  Location Search

NOTE: If & icon is displayed next to the individual, the person is no longer associated with the
facility/home.

Search by Address

If you do not know the name of the provider/program, you can search by address.

Example: You know that the name of the street of the search subject is Main St and the city is Anytown
and the county is known, you may enter the search criteria that are known into the search screen. See
print below:

e

Location Search By Address =T :jr—:_?“}(elp;j

Home > Location Search By Address

Location Search By Address Criteria
Provider Number || (Enter 10 Digits)

Applicant Number |

First Name l

Last Name |

Business Name I

Location County I’v"LWAUKEE COUNTY :_] (1f you €0 not know the county plaase salact "All Counties™ from th:

Location Address  [main

City Address  [anytown

Zip Address I

Search by Individual Location Search

The results will display all providers who have word Main in their street address, who are located in
Anytown.

ATTENTION: Please avoid using the All Counties value in the Location County pull-down menu. Using this
value will slow down the system considerably for other users. Instead, choose the county where address
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is located. Sometimes, if the address is close to multiple counties, you might have to conduct a search
using the multiple counties close to the address.

Location Search By Address [Exit ][ 7Help )

Announcements Reports

Home = Location Search By Address

List Of Possible Matches
Applicant Location  Facility ID Tax ID Individual Name Business Mame Location Facility Name & Address Provider
Number Number Number
2800011327 001 120856 F 665555555 Randy Randall-Smith  Randy's Group Care, Inc  Creative Learning Preschool And Ccc 3800036563
122 Main St
wn WI 52222
3800073734 001 5378845911 Tammy Tester Tammy Tester's Day Care 1800039371
123 Main St
Anytown WI 45454
3800073837 001 S 4567789521 Tiny Tom-lones Tiny Tikes Day Care 88000329388
555 Main Dr B
Anytown WI 55555
4800057142 011 S 502963571 Peg lacobson Jacobson's Day Care PROC Mil County Locn 6800039096
444 Main
Anytown WI 58344
5800074153 001 1122337 S 459855544 MNew Provider MNew Provider MNew Provider 4800039414
Main
Anytown WI 45454
6800072664 001 S 793441966 Rolly Pally Raolly Polly Care
Main
Anytown WI 53533

Tasks

WISCCRS system generates tasks when a complaint has been assigned to a worker. At the same time, a
task is sent to the Regional Licensing Chief (if the complaint is against a licensed site). When the worker
clicks on the Task link, his/her own tasks in Not Started Status will automatically display. All WISCCRS
users, who have update access to the system, are able to view and update other workers’ tasks (workers
with update access to WISCCRS). The system does not allow deletion of tasks so even past tasks can be
viewed. Also, the system keeps history who updated the task record and date and time when the record
was updated.

NOTE: Users who have inquiry access to WISCCRS are not able to view task details.

To access tasks, click on the Task link on the top menu. The following page will display.
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Home > Tasks

Task List

Completed
In Progress
Not Started

Status

Updated By only show tasks I last updated

Task User

Created On Or After
Created On Or Before
Applicant Number

Location Number

- -
=

Search >

Tasks

Priority Submitted
99 03/25/2011

29 03/25/2011

99 04/12/2011

3 Tasks found.

Description

Applicant #: 6800074667
Location #: 1

Complaint Id: 2000041853
Complaint Sequence #: 1
Complaint Serious: No
Applicant #: 4800074644
Location #: 1

Complaint Id: 2000000008
Complaint Sequence #: 1
Complaint Serious: No
Applicant #: 2800011327
Location #: 3

Complaint Id: 2000041881
Complaint Sequence #: 1
Complaint Serious: No

Status
Not Started

Not Started

Not Started

Assigned User
Lena Licensor

Lena Licensor

Lena Licensor

Updated
03/25/2011

03/25/2011

04/12/2011

Updated By
Cindy Chief

Cindy Chief

Lena Licensor

Below are explanations of the fields on this page.

Field Description
Status e Completed: By choosing this value, you can view all completed tasks.
The system does not delete the tasks so past tasks can be viewed.

e In Progress: These are tasks that are being worked on.

e Not Started: These are tasks that the worker has not started working
on. When the worker clicks on the Task link in the navigation menu,
the system defaults the search to Not Started.

e Blank: If you want to see all 3 values above, you can choose the blank
value.

Updated by If you click on this field, the search results will display the tasks that were
updated by you. The record updated last will display on top.
Task User By choosing a name from the pull-down menu, the user can view tasks

assigned to other workers as well.

Created on or after
Created on or before

You can define a time frame of generated tasks. Example: If | want to view all
tasks for the month of April 2011, | will enter 3/31/11 in the After field and
5/1/11 in the Before field.

Applicant and Location
Number

Once you have completed a complaint investigation assigned to you, you can
search the task pertaining to that facility/location by searching the tasks by
using the applicant number.

Modify Icon You can access the Modify Task page to change the status and enter
comments.
History Icon You can view information on who updated the task and the time of updates.

Fields Under the Tasks

Section of the screen

Priority

Currently, there are two priorities: Priority 1 means that the complaint needs
immediate attention (used by licensing) and should be given the highest
priority. Priority 99 means that the complaint does not need immediate
attention and should be investigated within the time frame specified in the
rule.
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Field Description

Submitted The date the complaint was assigned to the worker.

Description Applicant/Location number of the provider/site.
Complaint ID and Sequence Number: This is useful information if one site has
multiple complaints under investigation.
Serious: values are Yes or No

Status Status of the Task

Assigned User

The name of the worker the complaint was assigned to.

Updated Date

The date the task was updated last.

Updated By

The person who updated the task last.
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