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Background Information on the CSAW Electronic Benefit Transfer
(EBT) Module

This user guide explains the process of entering child care authorizations into the EBT CSAW
module. Internet Explorer is the recommended browser to use for this system.

To establish an authorization in CSAW, the worker must follow these steps:

1. Complete a Parent Approved Activities page for the parent(s) on the case (work,
education, and other approved activity). This page collects the days and times the parent
attends the activity (excluding parent travel time to and from their activity).

2. Complete the Child Copay/Special Need page to collect the copayment type and
indicate if the child has special needs.

3. Complete the Authorization driver flow to create an authorization to a provider location.
Once the provider has been identified, the driver flow will require the worker to enter the
child care need schedule (times when the child attends the center), including travel times
for the parent (time that the child arrives and departs from the center). Complete this
process for each child in the family.

4. After the parent’s approved activity schedule and the child’s schedule for child care have
been entered into CSAW, the system calculates the average weekly hours for the child.
If the hours are correct, the worker then selects the Provider Price Type, reviews the
authorization, and marks it Completed.

For authorizations that span over the current or past month, the worker must calculate the
benefit amounts in order for benefits to be loaded to the parent’s EBT card. For authorizations
with a begin date in the next month, the system automatically completes the calculation of the
benefit amounts.

Each page’s functionality is described in detail later in this user guide.

Accessing EBT CSAW
To access the EBT CSAW module, the worker should select the EBT CSAW tab in the top left
of the navigation bar.

CS ;ﬁi& W‘ Child Care Statewide Adminisiration onthe Web & ‘
" Wisconsin | ;

EBT CSAW CSAW - Provider CSAW - Authorization CSAW - Issuance CSAW - PIES CSAW - Reports CSAW - Announcements Administration

Case Search, Provider Search, and School Calendar links can be accessed from the EBT
CSAW dropdown and are also available below the Announcements section.
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Welcome to CSAW!

Announcements
Statewide Announcements County Specific Announcements
Child care Applications Down Time For June 6/1/2019 No County announcements for you at this time. Please click on the Announcements link

06/01/2019(Saturday) - No Online to view all announcements.

06/17/2019(Monday) - Online will be down from 6PM instead of 7PM
06/22/2019(Saturday) - No Online
06/29/2019(Saturday) - No Online

More...

EBT CSAW
+ Case Search - Search for a case
» Provider Search - Search for a provider
= Dashboard - Manage Task
s Case Overpayment Search - Search case related overpayments
» Provider Overpayment Search - Search provider overpayments
» School Calendar - Update school closure dates.
= Pending Authorizations - Search pending autherizations by case and county

Creating a New Authorization

The worker can conduct a search on the Case Search page using the case number, or child’s or
parent’s name, Social Security number, or PIN. To look for closed cases, the worker must
uncheck the “Exclude Closed Cases” box.

Search for Case

Search Criteria

Name search method ®Start With O Sountls Like O Exact

Case Number

First Name Ruby
Last Name Storm
SSN Enter SSN
PIN
Exclude Closed Cases v

Search >

If multiple cases are returned, the worker should review the corresponding date of birth (DOB),
County/Tribal Agency, etc. to identify the correct case. The worker should select the case
number hyperlink to open the Case Summary page.

Search for Case

Search Results

Case Number Primary Person/Individual Name DOB Case Status Case Mode Agency
2151023222 Ruby Storm 04/16/1987 Open 0Ongoing Milwaukee County
17151009178 | Ruby Storm 02/14/1980 Open Review Dane County

Search Criteria
Name search method O start With ® Sounds Like O Exact

Case Number

First Name ruby
Last Name storm
SSN Enter SSN
PIN
Exclude Closed Cases O

Case Summary Page
After selecting the correct case, the parent's Case Summary page displays.
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i1 EBT CSAW Menu Case Summary
Home Case Details
Dashboard

Case Number 7151009178
b Assignments Search

Admin Agency  Dane County (13)

& Inbox Search Primary Person Ruby Storm RFA Date 02/14/2019
v EBT Case Address 741 E Gorham St Review Date  01/31/2020
Madison, WI 53703
Case Search Dane County CC AG Status  Open

Case Activity Summary
Education Tracking Search

BeginDate /12019 = End Date

8
Case Comments Summary

Messages Saah)
Case Tasks —
Parent Approved Activity Schedule

-

Parent Approved Activities

»- child Copay/Special Need T Parent's Name Date of Birth PIN
H v Ruby Storm 02/14/1980 7585319916 Add Schedule
»
CWW Approved Activity Schedule Period Week One  WeekTwo  WeekThree  Week Four  Schdule Type Status
No activity schedules exist for this individual on these dates.
Child Copay/Special Need
T child's Name Date of Birth PIN
» EBT Provider ¥  Hailey Storm 12/03/2017 7585320001 Add Details
b PLEC - Case
S — Effective Period Copay Type Spacial Neads
b e e There is no copayment or special needs infarmation for the selected period
There is no copayment or special needs infarmation for the selected period
Children Eligible with No Authorizations
Child's Name Date of Birth PIN
Hailey Starm 12/03/2017 7585320001 Ad thorization A
Winter Storm 02/27/2017 7585319924 Add Authorizatic A

Information needed to add authorization for selected period.
A To proceed with authorization complete the above information.

This page summarizes the information needed for the authorization. Components that have a

circled orange checkmark () are required sections that must be completed before an
authorization can be entered.

Information needed to add authorization for selected period.
A To proceed with authorization complete the above information.

Workers can search past records by entering a time period in the Begin Date and End Date
fields under the Search Section.

NOTE: The Begin Date is defaulted to the first of the current month. If an adult or a child has

recently been removed from the case, the worker must change the Begin Date to reflect the
date of the month the authorization begins.

Left-Side Navigation Menu

The navigation menu on the left side highlights the current page and allows the worker to
navigate to other pages as necessary.



CSAW User Guide — Authorizations

44 EBT CSAW Menu

Home
Dashboard
» - Assignments Search
» Inbox Search
¥ EBT Case
Case Search
Case Activity Summary
Education Tracking
Case Comments Summary
Messaqges
Case Tasks
» - Parent Approved Activities
Echild Copay/Special Need

- Add Period
Add Details .
) Click the arrow to expand
Modify
or collapse the submenu
History

Delete

» Authorizations

» Hardship

» - Benefit Summary
Case Transactions

» - Case/Card Details
Parent Portal
Documents

» EBT Provider

»

PLBC - Case
PLBC - Provider
Case Overpayments

Provider Overpayments

L B S 4

Pending Authorizations

7/29/2020

Any CSAW Menu item in blue and underlined is a link to that page; any Menu item in gray

cannot be accessed directly.

Case Comments Summary

This page displays comments entered on all CSAW pages, except notes entered in the parent
and child schedules. The comments can be filtered by the dates they were entered by modifying

the Begin and End Date fields.

Workers can select Expand All to view all comments entered for the case. To view comments

entered for a specific page, the worker can select the arrow next to the page title.
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444 EBT CSAW Menu Case Comments Summary
ey Case Details
Dashboard Case Number 7151009178 Admin Agency  Dane County (13)
b Assignments Search
& Inbox Search Primary Person Ruby Storm RFA Date 02/14/2015
| p—— Address 741 E Gorham St Review Date  01/31/2020

Madison, WI 53703

Dane Countty CC AG Status  Open

Case Activity Summary
Education Tracking Search

Case Summary Beginbate  (mmTT & End Date ]

Case Comments Summary

Messages : Search
Case Tasks
| BT et AE R R Collapse All
» Child Copay/Special Need
» Authorizations

Case Comments

» Hardship Activity/Schedule Comments
> Benefit Summary Child Copay/Special Need Comments
£a38 Transactions Autharizations Comments

» Case/Card Details
Parent Portal

School Closed Hours Comments

Post Load Benefit Change Comments
Documents

< < [< Je |2 [< [<

& EBT Provider Benefit Return Comments

When Expand All is selected, the Child’s Name, Date of Birth, Effective Period, Type of
comment, Comments, and Date are displayed.

Case Comments A |
Comments Date

I'm making a case comment, 02/14/19 02:15 PM 28

Activity/Schedule Comments A
There are no comments on Activity Schedules for the dates selected.

Child Copay/Special Need Comments -
There are no comments on Child Copay/Special Need for the dates selected.

Authorizations Comments A

Child's Name Date of Effective Period Type Comments Date

Birth

Hailey Storm 12/03/13 04/14/19 - 01/31/20 Travel Mom has vehicle. 03/11/19 03:56 PM i

Winter Storm 02/27/17  02/01/13 - 06/30/19 Travel  Parent has her own car for transportation. 03/04/19 10:08 PM Q)

Hailey Storm 12/03/13 02/01/19 - 04/13/19 Travel enter travel comment 03/04/19 10:08 PM Q)

To view the worker who entered the comment, the worker should select the date link. To view
the page on which the comment was entered, the worker should select the magnifying glass.

Workers can add new case comments by selecting Add New Case Comment.

Step 1: Parent Approved Activities
The first step in the authorization creation process is to enter approved activity schedules for the

parent(s) on the case.
The worker must enter schedules for the following approved activities as applicable:
a. Work
b. Self-Employment
c. Education (parent attending school/training, teen parent attending high school)
d

Other (to be used to enter Wisconsin Works [W-2], FoodShare Employment and
Training [FSET], approved gap time, or other approved activity schedules)

To access the Parent Approved Activities page, workers can either select the Add Schedule link
next to the parent’s name on the Case Summary page or select the Parent Approved Activities
link in the left-side navigation menu.

Parent Approved Activities
By selecting the Parent Approved Activities link in the left-side navigation menu, a summary for
all parents on the case appears on the page.
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441 EBT CSAW Menu Parent Approved Activities

T Case Details

Case Number 7151009178 Admin Agency Dane County (13)
» Assignments Search
i p— Primary Person  Ruby Storm RFA Date  02/14/2019
. AT Casa Address 741 E Gorham St Review Date  01/31/2020
Madison, WI 53703
Case Searc . A s Open
reh Dane County CCAG statu P

Case Activity Summary

Education Tracking Search

Case Summary Begin Date [ v £ End Date £

Case Comments SumMmary

sl Clinclude activity detalls for all individuals

Messages

Ers sl [linclude deleted details
Ad Parent Approved Activities Search

Add Period

Copy Schedule Parent Approved Activity Schedule

Schedule

¥ Parent's Name Date of Birth PIN

Modify

Delate ¥  Ruby Storm 02/14/1980 7585319916

A2 CWW Approved Schedule Period Week Week Week Week Schdule Status
» child Copav/Special Need Activity One Two Three Four Type
> s No activity schedules exist for this individual on these dates.

The Parent Approved Activities page lists current activities for all parents on the case. Checking
the Include activity details for all individuals box will display activities for parents who might have
had activity details in the past but no longer have an activity. Checking the Include deleted
details box allows the worker to view activities that have been deleted. Workers can also search
for past activity schedules by changing the Begin Date and/or End Date in the Search section.

To add a schedule for an individual, the worker should select the Add Schedule link next to the
parent’s information.

New Parent Activity Schedule — Add Period

The Add Activity Schedule section on the New Parent Activity Schedule-Add Period page
collects detailed information about the parent(s) schedules.

4 [EBT CSAW Menu [l New Parent Activity Schedule - Add Period

Home Case Details
Dashboard N
Case Number 7151009178 Admin Agency Dane County (13)

» - Assignments Search i
CO—— Primary Person Ruby Storm RFA Date 02/14/2019
S+ EBT Case Address 741_E Gorham St Review Date  01/31/2020

Case Search Madison, WI 53703 CC AG Status  Open

Dane County
Case Activity Summary
Education Tracking Individual Details

Case Summary Name Ruby Storm PIN 7585319916
Case Comments Summai Y

Date of Birth 02/14/1980
Messages

Case Tasks Add Activity Schedule

v Parent Approved Activities Effective Begin Date * | 5,04 /5019 &5
_
Copy Schedule Effective End Date * | 5/31/2020 |3
Schedule
Modify

Next >
Delate

Effective Begin Date

When adding a new activity schedule, the worker must first enter the Effective Begin and End
Dates. For new cases, the earliest Effective Begin Date should be the Request for Assistance
(RFA) date. The filing date/RFA date is the date the agency receives the signed Wisconsin
Shares Child Care Registration Form (DCE-F-2835), signed CWW Application/Registration

form, or a telephonic signature. For ongoing cases, the worker must enter the expected begin
date of the new authorization.

NOTE: Authorizations for Court-Ordered Kinship cases who are receiving the Kinship Care
payment can begin before the RFA date in some situations; only Child Care Coordinators can
enter an authorization with an Effective Begin Date before the RFA date. Please see Wisconsin

9
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Shares Child Care Policy and Process Handbook Chapter 2-Authorization Begin and End Dates
for more information.

Effective End Date

The worker should enter the expected end date for the parent’s approved activity. If the

schedule is ongoing and no changes are expected in the future, the worker should enter the
Review/Renewal Date.

Selecting Next will save the page and advance the worker to the next page.

New Parent Activity Schedule

The upper portion of the New Parent Activity Schedule page displays the approved activity type
that is in CWW on the Child Care Activity Status page for the time period entered. If there are
multiple approved activity types in CWW for a parent, the New Parent Activity Schedule page
shows the type of activity that was in effect as of the Effective Begin Date entered.

411 EBT CSAW Menu | New Parent Activity Schedule
i Case Details
EETE] ase Number min Agency ane Coun
[of Numb: 7151009178 Admin A D County (13)
»- Assignments Search
e —— Primary Person Ruby Storm RFA Date 02/14/2019
v EBT Case Address 741 E Gorham St Review Date 01/31/2020
Madison, WI 53703
Case Search Dane County CC AG Status Open
Case Activity Summary
[Education Tracking Individual Details
Case Summary Name Ruby Storm PIN 7585319916
fase Lommens SLrmar, Date of Birth  02/14/1980
Messages
Case Tasks Approved Activity Period
v Parent Approved Activities Approved Activity Type Employment
LRI G Begin Date  2/1/2019
Copy Schedul
ﬁ”e End Date  1/31/2020

In the calendar on the lower portion of this page, the worker should enter details of the days and
times the parent(s) is participating in their approved activity. If the parent has two (2) approved

activities (e.g. work and school), the worker should enter a schedule for both activities on the
same calendar.

A single, two- or four-week schedule can be entered.

10
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Parent Schedule
Schedule Type (@) Single Week ([0 Two Weeks | O Four Weeks
Sunday - Saturday P/ Weekends |
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
6:003M
6:203M
7:003M
7:303M
8:003M
8:302M ~ -
9:003m . Put the cursor on the time the parent
start the activity, then drag to the time
TR the activity end. Then right-click and
10:005M choose New Appointment.
10:203M
11:003M
New Appointment
11:203M
Show 24 hours...
12:00PM
12:20PM
1:00PM
1:20PM
2:00P°M
2:20PM
3:00°M
2:20PM
4:00°T
Single Week Schedule

The Parent Schedule page is defaulted to show a Single Week schedule (above screenshot).
The worker should use this schedule if the parent’s approved activity is the same from week to
week.

Two-Week Schedule

If the parent’s schedule alternates/rotates every other week, the worker should choose Two
Weeks as the Schedule Type. The Week Number field will appear on the top right. The worker
should enter the schedule for each of the weeks. The worker can change the week displayed by
using the Week Number radio buttons.

Parent Schedule

Single We Two Weeks F: Weeks Week =1 Week =2
Schedule Type ’O L mmir |)our c ] Week Numberl[® = e m

Four-Week Schedule

If the parent’s schedule fluctuates frequently and does not simply alternate biweekly, the worker
should choose the Four Weeks option. Workers should review the Wisconsin Shares Child Care
Policy and Process Handbook Chapter 2-Approved Activity Schedules for instructions on what
information to use for the Four Week Schedule Type.

Parent Schedule

[O Single Week | O Two Wasks | ®) Four Weeks ] Week 21 |Oweek =2 |Oweek =3 |O week =4
Week Number

Schedule Type

After the Schedule Type is chosen, the worker should double-click on the time the parent’s
schedule starts for any day of the week.

11
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Edit Event Window

When the worker double-clicks on a time on the calendar, the Edit Event window will pop up and
allow the worker to enter a one-week schedule. If the schedule differs every day during the
week, start and end times need to be entered one (1) day at a time.

Edit Event =S|

Subject * Flower Garden

A

Start Time * 8:00 AM

13 of 100 characters.

End Time * 4:00 PM

Activity Type * [O Work O szl Employment | O Education O other ]
Select Day(s) * [ O Sunday Monday M Tuesd ay B wednesd ay ]
[ETh ursday Friday O Saturday
Save J Cancel
Subject

The worker should enter the name of the Employer, Self-Employment activity, Educational
facility, or other activity.

Start Time/End Time
When the worker puts their cursor in the time field, a Time Picker pops up.

Edit Event 1 |
Suhjﬁ&' Spring Garden, LLC X .
Fortimes spanning
15 of 100 charectere outside 56AM and
stort Time + EE 6:30PM, manually type

Time Picker the t|me8_
6:00 am 6:15am &:30am  6:45am o)
7:00am  7-15am  7T:30am  7:45 am EERICI
8:00 am  8:15am B:30am  B8:45am _Munﬂ“
$:00 am  $:i5am  S:30am  8:45am ID - T
10:00 am  10:15am  10:30 em  10:45 am | i 2y | |
11:00 am  11:15am  11:30=m  11:45 am
12:00pm 12:15pm  12:30pm  12:45 pm | save || camem
1:00 pm 1:15 pm 1:30 pm 1:45 pm
2:00 pm 2:15 pm 2:30 pm 2:45 pm
3:00 pm 3:15 pm 3:30 pm 3:45 pm
4:00 pm  4:15pm  4:30pm  4:45pm  [esks
S:00 pm  5:15pm  5:30pm  5:45pm
6:00 pm  6:15pm  6:30 pm

The start time can be manually modified if a value does not appear in the Time Picker window.

Helpful hint: When manually typing the times, workers can enter 0530 for 05:30. The system
will automatically insert the colon and will default to A.M. time. When entering P.M. times,
workers can type 7p for 07:00 P.M.

For more information about entering times for parents working third shift, please see the Third
Shift Care section of this guide.

Activity Type

There are four (4) options for the Activity Type; the worker must select one (1). If the parent has
two (2) approved activities (for example work and education), the worker should enter the first
type of schedule (i.e. work schedule) and select the type. Then the worker should select the
calendar again and enter the second type of schedule (i.e. education/school schedule).

12
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Below are approved activity values from CWW, and which option to select in CSAW.

CWw Description Corresponding CSAW Activity
Approved Schedule Type
Activity
? NOT YET PROVIDED Not applicable
CANT CANT PROV CARE AND Not applicable. There is no need to
CANT WORK capture schedule
EMGE EMP & APPR BASIC ED Work and/or Self-employment and
Education
EMPL EMPLOYMENT Work or Self-employment
EMTS EMP & APPR POST SEC ED Work and/or Self-employment and
Education
FSJS FSET JOB SEARCH Other
FSWE FSET WORK EXPERIENCE Other
OPWE OTHER PARENT WORK Other
EXPER
TPHS TEEN PARENT ATTD Education
HS/EQUIV
TRNJ TRANSITIONAL JOB Work
WWEM W-2 PLACEMENT Other
ACTS ACTIVITY SEARCH Other
TBRK TEMPORARY SEARCH Other

There are also some instances as outlined in the chart below where policy allows additional time

to be added to an authorization outside of hours that parents are in their approved activity.

Instance Description Corresponding CSAW
Activity Schedule Type
Sleep Hours | When a parent needs additional authorized | Other
hours for sleep time because he/she works
third shift Edit Event window-Subject
must be “Sleep Hours”
Please review instructions under the Third
Shift Care section of this guide for how to
enter work hours that span over midnight.
Head Start When a parent is in their approved activity | Other
Activity Time | during only a part of their child’s school
program timeframe Edit Event window-Subject
must be “Head Start Activity
Time”
Gap Time When a two-hour or less gap occurs Other
between approved activities such as jobs
and/or school and is acceptable per policy | Edit Event window-Subject
must be “Gap Time”
The worker must document the gap time
justification in CSAW Case Comments.

13
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NOTE: If a new case is pending for verification but not yet confirmed eligible, a parent’s activity
schedule can be entered. However, the child care need information cannot be entered until the
case is in Open status in CWW for Wisconsin Shares Child Care. If the case has previously
been Open and Ongoing for Wisconsin Shares Child Care and is then pended for verification,
the authorization worker must be careful not to mark a new authorization as ‘Completed’.
Monthly benefits will still load if an Open and Ongoing case is in Pending status for Wisconsin
Shares Child Care. No authorization can be written when Wisconsin Shares Child Care eligibility
in CWW is Closed or Denied.

When a case is in the renewal month and eligibility has not been confirmed in CWW by the last
day of the renewal month, Wisconsin Shares Child Care eligibility will close and the system will
end the authorization in CSAW,; no benefit load will occur for the next consecutive month until
eligibility has been confirmed open for that month.

Select Day(s)
The worker should select the days of the week the schedule is in effect, and then select Save
when complete.

The weekly schedule will now display on the Parent Schedule page with begin and end
timesand will display the subject notes that were added to the schedule. If a parent participates
in two (2) approved activities, the activity types are indicated in different colors after the worker
has entered both schedules. Example: Activity type is EMTS. Activities are employment and
school.

Parent Schedule
Schedule Type [@ Single Wesk | O Two Wiesks | (O Four Wesks ]
Sunday - Saturday w/Wemkends  Work Wee=k
Sunday Monday Tuesday Wednesday Thursday Fricay Saturday
7:302m Work Work Witork ‘Work: Wiork
DCF DCF DCF DCF DCF G
B:00%™
8:302m
9:00°™
9:302m
10:00%™
10:302™ %
11:003™
ii:.3pam
1Z:00°™
1Z:30°m
1:00°™
1:30°™
2:00°™
2:30°m
3:00°™
3:30°m
4:00°™
4:309™
5:00°™ Educalion Educalion Educalion
_ SCHOOL at SCHOOL at SCHOOL at
5:305m Bryant and Bryant and Bryant and
Strarton Strarton Stratton
6:00°™
&:30°M
7:00°™
F:30°m
b
=.nnom

14
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The worker should enter information for remaining weeks, if applicable. The worker should then

select Complete to save the schedule and to return to the Case Summary page or select Add
Comment to proceed to the Modify Activity Schedule page where a comment can be added.

Modifying Schedule Event
If the schedule needs to be modified, the worker should double-click or right-click on any day of
the week and select Edit.

6:003™

6:30™

7:00@™

7:30@™

8:00™

8:30=™

9:00=™

9:30=™

Sunday

Childcai = Need

06:00 AM -
02:00 PM

Delete

Monday

Childcai < Need

06:00 AM -
02:00 PM

Sunday - Saturday

Tues

A window will pop up with the following values:

e Edit only this occurrence: The worker should select this option if a change is needed to a
specific day.

e Edit the series: The worker should select this option if the worker needs to edit the entire
entry.

| E Editing a recurring appeintment

1 @Edit only this occurrence.

(Edit the series.

[ ox

| | Cancel

Deleting Schedule Event

If the schedule needs to be deleted, the worker can right-click on the day that needs to be

deleted and choose the Delete option.

6:00=™

6:303M

7:002m

7:30=m

8:003m

8:303m

9:00=m

9:30=m

Sunday
Child Caie Need

Child Caiz Need

Monday

06:00 AM -
06:00 PM

06:00 AM -
06:00 PM

[}S Edit

Sunday - Saturday

Tues
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A window will pop up with following values:

o Delete only this occurrence: The worker should select this option if only one (1) specific
day needs to be deleted.

e Delete the series: The worker should select this option if the entire entry needs to be
deleted.

. Delete only this occurrence.
A (Delete the series.

Cancel

Modify Parent Activity Schedule — Modify Period

When the worker selects Add Comment on the New Parent Schedule page, the system will
display the Modify Parent Activity Schedule-Modify Period page where comments can be
entered and the status of the schedule can be marked as Completed. (See Step 4. Completing
the Authorization section of this guide for more information.)

441 EBT CSAW Menu | Modify Parent Activity Schedule - Modify Period

ji" teme Case Details
- pashboard
» Assignments Search

» Inbox Search

Case Number 7151009178 Admin Agency  Dane County (13)
Primary Person Ruby Storm RFA Date 02/14/2019
Address 741 E Gorham St Review Date 01/31/2020

Madison, WI 53703
Dane County CC AG Status  Open

v EBT Case
Case Search
Case Activity Summary
: - Educatien Tracking Individual Details
-~ Case Summary Name Ruby Storm PIN 7585319916
e e Date of Birth  02/14/1980
- Messages
| Case Tasks Modify Activity Schedule
Al A Activlt CWW Approved Activity ~ Employment

.+ Add Period i i
i Effective Begin Date *
i p—"y 2/1/2019 G
| schedule Effective End Date ™ |y /31/2020  |f3
iy Modi
state  [compmme |7 .

i Delete ]
- History a
» child Copav/Soecial Need Comments
» Authorizations
> Hardship
-» Benefit Summary.
~ Case Transactions
»- Case/Card Details
Parent Portal
Documents
» EBT Provider

Pending
Voided

0 of 500 characters.

[ Modify > ]

» PIBC- Case

The worker should select Modify to save the page. This will take the worker back to the Case
Summary page.
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NOTE: When the status of the parent’s schedule has been changed to Completed, the schedule
cannot be modified. If modification is needed, the status of the parent’s schedule must be

changed back to Pending.

If the worker tries to change the parent schedule, the following warning messages will display
indicating that there are Completed authorizations using this schedule (if authorizations have
already been completed). The worker should select Modify to proceed.

Please review the following wamings

A A Completed authorization uses this activity schedule. Please review any affected authorization(s). A new
authorization or a Post Load Adjustment may be necessary.

& One or more authorizations will be set to Pending Derive Hours because they use this activity schedule. Please
Derive Hours for each authorization after modifying this schedule.

A This activity schedule is associated with an existing authorization that continues beyond the end date of the activity

schedule you entered.

Parent Education Tracking
The Parent Education Tracking page can be accessed from the left-side navigation menu. After

selecting the Education Tracking link in the left-side navigation menu, the system will display a
Search for an Individual page. The worker can enter a parent's name, Social Security Number,
Case Number, or PIN in the search criteria. In the Search Results, the worker should select the

PIN link for the parent.

Search for an Individual

Search Results

[zses319916 | Ruby Storm Female 126-47-8217 02/14/1980 7151009178
7585319924 Winter Storm Male 245-87-1284 02/27/2017 7151009178
7585320001 Hailey Storm Female 245-87-1871 12/03/2013 7151009178

126-84-1512 01/31/2005 7151009178

7585321341 Jolly Storm Female

If a parent is enrolled in post-secondary education as one (1) of their approved activities, the
worker should enter the number of months in the From and To fields that the parent(s)is
enrolled in classes and has an authorization for education activities. Workers can also select the
School Schedule on File check box and enter comments. Workers should review the Wisconsin
Shares Child Care Policy and Process Handbook Chapter 1-Basic Education for more
information about when basic education should be counting towards the 24-month education

limit.
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Parent Education Tracking

Individual Details
Name Ruby Storm DOB 02/14/1980

PIN 7585319916 SSN 126-47-8217

Post Secondary Education Tracking

Number of Months Remaining 24.0

Comments

Number School
of Months Schedule
on File

Spring Schedule |

/172019 5 5/24/201
l , El

Basic Education Tracking

16 0f 150 characters.

Number of Months Remaining 24.0

From To Number School Comments
of Months Schedule
on File
| =) ] -
B 0 of 150 characters.
[ Update > ]

Parent Education Tracking-Modify
Workers can modify or delete Education Tracking timeframes when a parent withdraws from

classes, or the parent enters an Approved Activity Search period (ACTS) or Temporary Break
period (TBRK). This is to ensure that time that should be excluded from the 24-month education

limit is not counting towards the limit.

To modify an Education timeframe, the worker must select the From and To fields, re-enter
correct dates, and select Update when completed.

Parent Education Tracking

Individual Details

Name Ruby Storm DOB 02/14/1980
[N PIN 7585319916 SSN  126-47-8217

Post Secondary Education Tracking
Number of Months Remaining 21.2

Number School Comments
of Months Schedule

on File

28 = [ Spring Schedule

(s saes)

|j 8/ \ =) -

15 of 150 characters.

0 of 150 characters,
Basic Education Tracking
Number of Months Remaining 24.0
From To Number School Comments
of Months Schedule
on File

— — o ]
0 of 150 characters.
| Update > |

To delete an Education timeframe, the worker must delete the dates entered in the From and To
fields, uncheck the School Schedule on File box, delete any comments, and select Update

when completed.
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Parent Education Tracking

Individual Details
Name Autumn School DOB 04/16/1987
PIN 9585352311 SSN 318-14-2741

Post Secondary Education Tracking

Number of Months Remaining 20.9
From To Number School Comments

Delete dates of Months Schedule Delete comments

3.1 |

‘h—
| Uncheck box l
0 of 150 characters.
|_ =] |_ =} -

Basic Education Tracking

0 of 150 characters.

Number of Months Remaining 24.0

From Number School Comments
of Months Schedule
on File

0 of 150 characters,

| Update > |

Step 2: Child Copay/Special Needs Information

The second step in the authorization process is to complete the Copay and Special Needs
information for each child in the case who needs an authorization. To enter this information, the
worker should select the Child Copay/Special Need link from the left-side navigation menu.

44 EBT CSAW Menu Il child copay/special Need
|k Case Details
| Case Number 7151009178 I:dmin Agency Dane County (13)
» Assignments Search i
L — Primary Person Ruby Storm RFA Date 02/14/2019
+ EBT Cass Address 74]‘.1 E Gorham St Review Date  01/31/2020
Madison, WI 53703
- CC AG Status Open
Case Search Dane County P
- Case Activity Summary
Education Tracking Search
~ Lase Symmary
Begin Date | 2/1/2019 B End Date 5
- Case Comments Summary
sl [ include copay/special needs details of ineligible children for the selected period
- Messages
Case Tasks ﬁ [Tinclude deleted details
» Parent Approved Activities | Search
A4 Child Copay/Special Need
Add Period Child Copay/Special Need
i+ Acd Datoll T child's Name Date of Birth PIN
- Modify
L. History ¥  Hailey Storm 12/03/2017 7585320001 Add Details
* Deleta Effective Period Copay Type Special Neads
» Authorizations 02/01/2019 - Regular Mo @u@
» Hardship
» Benefit Summary - [ Winter Storm 02/27/2017 7585319924 Add Details
- Case Transactions
Effective Period Copay Type Special Needs
Case/Card Details
¥ There Is no copayment or special needs Information for the selected period

To view past details, the worker can change the Begin and End Dates. The worker can select
Include copay/special needs details of ineligible children for the selected period to view details
for children who have had a record in the past, but are no longer eligible (for example a child
who turned 13 years old who had an authorization, but is no longer eligible). The worker can
also select Include deleted details to view deleted records.

To access the Add Copay/Special Needs page, the worker must select the Add Details link next
to the child’s name.
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Note: For information on changing the Copay Type or Special Needs indicator during the
family’s eligibility period, see the Child’s Copay Type or Special Needs Status Changes section
of the CSAW Authorizations Processing Various Change Scenarios User Guide.

New Child Copay/Special Needs — Add Period

On the New Child Copay/Special Needs-Add period page, the worker must enter the Effective
Begin Date of the child’s copayment type.

4 EBT CSAW Menu 1 New Child Copay/Special Need - Add period
tome Case Details
Dashboard
: Case Number 7151009178 Admin Agency Dane County (13)
» Asslgnments Search
Primary Person Ruby Storm RFA Date 02/14/2019
» Inbox Search
v EBT Case Address 741 E Gorham St Review Date 01/31/2020
Case Search g::l:?zl:)’u\r:?y 53703 CC AG Status Open
Case Activity Summa
Education Tracking Individual Details
Case Summary Name Hailey Storm PIN 7585320001
Lase Comments Summary Date of Birth  12/03/2017
Messages
Case Tasks Child Copay/Special Need
» Parent Approved Activities Effective Begin Date * 2/1/2019 } = | Effective End Date
v Child Copay/Special Need
< Back Next >
Add Detalls
Modify
History Effective Begin Date Effective End Date Copay Type Special Needs
Delate No records to display.

The Effective Begin Date field is mandatory on this page. The date must be the first day of the
month. The worker should enter the first day of the month in which the authorization will begin.
For example, if the authorization begins on October 15, the worker would enter October 1 as the
Effective Begin Date. Copayment types always apply to the full month. The Effective End Date

may be left blank if the worker does not expect any changes in the copay or Special Needs
status.

The worker must select Next to proceed to the next page.

New Copay and Special Needs

On this page, the Effective Begin Date field is locked based on the entries on the previous page.
The worker must select the Copay Type, and if the parent has indicated that the child has a
special need, the worker must also select ‘Yes’ for Special Needs. The Special Needs indicator
must be set to ‘Yes’ if an Override (Special Need) Provider Price Type is needed for the
authorization. Please see Wisconsin Shares Child Care Policy and Process Handbook Chapter
2-Inclusion Rate for Children with Special Needs for further policy. For more information about

authorizations for children with special needs, please see the Child with Special Needs section
of this guide.

Comments may be entered pertaining to the special need or copayment information. Workers
should not enter medical diagnoses or other confidential information in this field.

20


https://dcf.wisconsin.gov/files/publications/pdf/5151.pdf
https://dcf.wisconsin.gov/manuals/wishares-cc-manual/

CSAW User Guide — Authorizations 7/29/2020

444 EBT CSAW Menu

[l New child copay/Special Need - Add Details

B Case Details
Dashboard
Case Number 7151009178 Admin Agency Dane County (13)
» - Assignments Search
Primary Person Ruby Storm RFA Date  02/14/2019

» Inbox Search
v EBT Case Address 741 E Gorham St Review Date 01/31/2020

Case Search Madison, W1 53703 CC AG Status Open

— Dane County

Case Activity Summary

Education Tracking Individual Details

Case Summary

Name  Hailey Storm PIN 7585320001
— Date of Birth  12/03/2017
Messages

Case Tasks

Child Copay/Special Need Details

o

Parent Approved Activities Effective Begin Date *

e Effective End Date
Child Copay/Special Need

4

i}
Add Period Copay Type * v [
Add Details Special Needs *

Modify Comments
History
Delete
» Authorizations 0 of 500 characters.
» Hardship

» Benefit Summary

< Back to select period Save and Continue >
Case Transactions

Copayment changes that are less favorable to the family cannot be changed until the family’s
next annual renewal. Example: A foster child is adopted by the foster parents during the family’s
eligibility period. The worker can either enter the Review Date as the Effective End Date, or

enter a new Copay Type starting the day after the family’s Review Date. Entering a new Copay
Type will automatically end date the previous Copay Type.

To enter the copayment type, the worker should select the relevant Copay Type from the list of
values.

Copay Type * || I3~
Special Needs *

Comment Text

Learnfare

Regular

| T22n High School

| v

W2 Emp End, Unsub Emp Beg

When displaying the Copay Types, CSAW conducts a cross-check with the Benefits Received
page in CWW to help to ensure accuracy in copayment codes for Foster and Kinship Care
cases. If the value in the pull-down menu is not available for an authorization, that value is
grayed out. Below is a table that explains each Copay Type value in CSAW.

Copay Type Description

Foster This code appears in CSAW for
children who are indicated as Foster
Care/Subsidized Guardianship on the
Benefits Received page in CWW
Kinship This code appears in CSAW for
children who are indicated to have a
Kinship Relationship and Kinship Court
Order on the Benefits Received page in
CWW. (The relative does not need to
be receiving the Kinship Care payment

Copay Amount
No copayment is applied

No copayment is applied
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in order to qualify for this copayment

type.)
Learnfare The worker selects this code for a child | No copayment is applied
of a teen parent that is enrolled in
Learnfare
Non Court This code appears in CSAW for Copayment is based on 65%
Ordered Kinship | children who have a Kinship FPL instead of actual household
Relationship on the Benefits Received | income
page in CWW
Regular The worker selects this code for a child | Copayment is based on actual
within W-2 families, working families, household income, family size,

FSET families, and any other families and children in subsidized care
that do not fit another description

Teen High The worker selects this code for a child | Copayment is based on 65%

School of a teen parent who is enrolled in high | FPL instead of actual household
school income

W-2 Emp The worker selects this code when a Copayment is based on 65%

End.Unsub Emp | W-2 parent begins new unsubsidized FPL instead of actual household

Beg employment income

NOTE: If the child’s status in CWW is changed (for example, non-court-ordered Kinship
placement becomes court-ordered), the Copay Type value in CSAW does not automatically
change. A Dashboard alert will generate to remind the worker to change the copayment type.
When changing a Copay Type or Special Needs indicator during the case’s eligibility period, the
authorization worker must follow the process in the Child’s Copay Type or Special Needs Status
Changes section in the CSAW Authorizations-Processing Various Change Scenarios User
Guide.

The Special Needs indicator defaults to ‘No’. If the parent indicates that the child has special
needs, the Special Needs indicator must be changed to “Yes’ regardless of the child’s age or
whether an Override Price will be used. This does not require further verification.

Changing the Special Needs indicator to ‘Yes’ also allows the worker to select an Override
(Special Need) Provider Price Type during the authorization process. If a higher provider price is
needed in order for the provider to provide additional or specialized care to the child with special
needs, then verification is required before the Override (Special Need) Provider Price Type can
be entered per the Wisconsin Shares Child Care Policy and Process Handbook Chapter 2-
Inclusion Rate for Children with Special Needs.

The worker must select Save and Continue to save the values.

Step 3: Creating an Authorization

The Case Summary page lists all children on the case who are eligible for an authorization. The
information is also displayed on the List of Authorizations page, which can be accessed by
selecting the Authorizations link in the left-side navigation menu.

If there is no caution icon ('i;.I ) next to the child’s name, an authorization can be written for that
child. If a caution icon exists, the Child Copay/Special Needs page and/or the Parent Approved
Activities page needs to be completed before an authorization can be written.
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Children Eligible with No Authorizations

Child's Name Date of Birth PIN
Hailey Storm 12/03/2017 7585320001 Add Authorization |
Winter Storm 02/27/2017 7585319924 Add Authorization £}

The worker should select the Add Authorization link next to the child’s information to continue.

New Authorization — Select Child Care Provider Location
The first step in the authorization process is to identify the child care provider. In order to find
the correct provider, the worker should select the Search for New Child Care Provider Location

link.

New Authorization - Select Child Care Provider Location

Case Details
Case Number
Primary Person
Address
3

Individual Details
Name

Date of Birth

Provider Location Number

7151009178 Admin Agency

Ruby Storm RFA Date

741 E Gorham St
Madison, WI 53703

Review Date

CC AG Stat:
Dane County us
Hailey Storm PIN
12/03/2017

Currently Authorized Child Care Locations

Dane County (13)
02/14/2019
01/31/2020
Open

7585320001

Search for New Child Care Provider Locatiol

Location Name

Address

This Case has no Authorizations for the last 1 year.

The worker can then enter the search criteria on the next page.
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Search Criteria
Provider ID(s)
Provider Number
(Enter 10 Digits)
Tax ID Number
(Enter 2 Digits)
FIS Number

(Encer 7 Charscrers)
Provider Name ® Starts With

First Name

Address
Address
City
County

If you are looking for a new location that was added today, you may need to use the Basic Search

Search For a Provider

Location Number

Facility ID

O Sounds Like OExact O Name Contains

Last Name

The Advanced Search offers many options for
search criteria in addition to those in the Basic
Search. You may search by provider type,
licensed or certified, Star level, day or night

care, or ages served.

[=]

Type of Care Regulation Star level
[ Group Centers (O Licensed/Public school 11 Star (Out of compliance)
I Family Providers O Certified 2 stars
M Day Camps ® Licensed, Public School, 32 Stars
~ and/or Certified 4 Stars
5 Stars

Not Rated/Out of
state/In home

Time of Care

Age of Children
(® Daytime or Night Care
Youngest |Any age

)
Oldest | any age E\

Include Unknowns

(O Daytime Care
(O Night Care

O Daytime and Night Care
W] Include Unknowns

You may further
narrow the search
to include only
providers that are
currently eligible for
authorizations, or by
any additional
custom criteria.

Authorization Related

~ List Only Locations

O (O Custom
~ eligible for authorization -

@®1Include All Locations

[[J1n Compliance (veungstar rating is not equal to 1)

0 Participates in YoungStar
or Has shares contract

[Provider Rate Exists
[]Not suspended
[]payment details completed

Search »

[Fet

The search criteria can be narrowed to licensed or certified providers, group centers, YoungStar
Star level, hours of operation, and ages served.

The worker can also choose to include only child care providers that are currently eligible for
child care authorizations based on selected custom criteria.

Basic Search

Every provider in CSAW has a Tax ID 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 Number of
the provider.

The worker can search for a provider several different ways:
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e Provider Number: 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 Tax ID Number: If the provider number is not known, search by using the provider's Tax
ID Number (either an SSN or FEIN).

e Facility ID: If the provider is licensed, search by using the Facility ID.

e First Name/Last Name: If none of the above numbers are known, search by using the
provider’s first or last names. To narrow the search, it is best to use both the first and
last name. The name search has four (4) different ways to search:

1. Starts with... When the worker selects 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 selecting this option, the system will bring up all providers
whose names sound similar to the name that is being searched.

Example: Mary Johnson is entered in the First Name and Last Name fields and
the “Sounds like...” radio button is selected. The system will bring providers such
as Margaret Johnson, Marla Janssen, etc.

3. Exact... When the worker chooses this option, the system will bring up the
providers whose names perfectly match the name that is being searched.

4. Name contains... If the worker knows a word in the child care facility or
business name but doesn’t know the complete name, the worker can choose this
option to conduct a search.

The above options also work when searching with Business and Facility names as well.
Search Results

After the search criteria have been entered, the Search Results page displays. The worker can
select the blue hyperlinked Provider/Location Number to choose the provider.

Note: The worker should verify the provider's address with the parent to ensure it is the correct
child care provider location.

Selecting the blue hyperlink will take the worker to the New Authorization — Basic Details page.
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Search For a Provider

Search Results

Facility / FIS Individual Business Location Name Star Level Regulation Center Type Authorization
# Name Name Address, County Type Eligibility
3800036563-001 120856 Randy Randall-  Randy’s Child Randy's Group Care 5 Stars Licensed/ Group Eligible
D205258 Smith Care, Inc 205 Corporate Dr Public school
Madison WI 53714-2408
Milwaukee County
3800036563-002 1122334 Randy Randall-  Randy's Child Randy's Group Care - Daily Not Rated Licensed/ Group No Shares/YoungStar contract
Smith Care, Inc Mode Public school

444 School Age Rd
Milwaukee WI 45445
Milwaukee County

New Authorization — Basic Details

In addition to the case and child information, the New Authorization-Basic Details page displays
some details on the selected provider. On this page, the worker enters the basic details of the
authorization.
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7/29/2020

Case Number 2151017028 Admin Agency Milwaukee County (40)
Primary Person Elaina Dependents RFA Date 04/11/2019
Address Po Box 05676 Review Date 03/31/2020
:::::Eiz:'g:i;;ms'”ﬁm CC AG Status  Open
Individual Details
Name Frank Dependents PIN 2585333698
Date of Birth 03/01/2012
Child Care Provider Location Details
Provider/Location# 4800039704/001 Months Open Jan-Dec

Provider Name
Location Name
Phone #
Address

Watts Valley Care
Watts Valley Day Care
(414) 258-7110

2702 Monroe St

Night Capacity 25
Day Capacity 60
Hours: MON-FRT g:0pAM - 10:00PM
SAT-SUN Closed

Milwaukee WI 53203

Authorization Period

i *®
Begin Date 0a/11/2019 |

*®
End Date 06/14/2019 | [

Shared Placement
1s this child in shared placement ? *

Transportation Need
Daily Travel Duration

Public Transportation *

i *
Travel Duration Comments enter travel comment

20 of 300 characters.

Child School Enrollment &
School Closed Need *

Head Start/Pre-Kindergarten &
1Is this child in Pre-K Program ? *

Head Start Program Type [DEarIy Head Start ||:|Head Star‘t]

Pre Kindergarten Type [D Public 3K Program ‘ [Jpublic 4K Program ]

Comments
Comments

0 of 500 characters.

< Go Back Collect Child Schedules >

Below are descriptions of the fields on this page.

Field Name
Begin Date

Mandatory
Yes

Description

Enter the date the authorization will begin. The Begin Date
cannot be more than 60 days in the past. The date cannot
be earlier than the case RFA date or the child’s eligibility
begin date (a new child added to the case). See the
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Field Name

Mandatory

Description

Wisconsin Shares Child Care Policy and Process
Handbook Chapter 2 for limitations and exceptions on
backdating the start date of an authorization.

End Date

Yes

The child care authorization can be written up to the annual
renewal date (maximum of 12 months).

Enter the date of the parent’s annual renewal or the date of
the next expected change, whichever is earlier. The Review
Date is displayed under Case Details at the top of the page.

If the child has turned 13 years old and does not have a
special need, the authorization can continue until the
renewal date. The system will not allow an authorization to
be entered if the authorization time period extends beyond
the child’s 14" birthday when that child does not have a
special need.

Case Number 8150922580

Admin Agency  Dane County (13)
Primary Person  Susan Gill RFA Date  09/27/2017

Address 1 W Wilson St,
Po Box 7850
Madison, WI 53703-3445
Dane County

Review Date 08/31/2018
CC AG Status Open

Is this child in
shared
placement?

Yes

Enter ‘Yes’ if the child is in shared placement. If ‘Yes'’ is
selected, the child’s Child Care Need Schedule may need
to be entered as a 2-week or 4-week schedule to
accommodate the placement arrangements.

Daily Travel
Duration

No

Enter the daily length of time the parent needs to travel from
the provider to work/approved activity and then back to the
provider. Enter hours and minutes.

Workers are not expected to manually calculate a daily
average of a varying travel need. Instead, the agency can
enter the highest daily travel need into CSAW.

Example: Marni requests a daily travel time on Monday,
Wednesday, and Friday of one (1) hour, but on Tuesdays
and Thursdays she only needs 30 minutes. The agency can
enter one (1) hour as the daily travel need into CSAW.

If the worker tries to enter travel time for more than three (3)
hours per day, the system will generate a hard stop. If the
parent needs more than three (3) hours of travel time, the
worker can complete an override as described in the
Weekly Hours Section.

The following error has occurred

@ Daily Travel Duration: The daily travel time should be between 5 minutes and 2 hours.
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Field Name Mandatory Description
Public Yes Enter ‘Yes’ if the parent is using public transportation when
Transportation taking the child to the provider. This field is informational
and does not have any effect on the rest of the
authorization process.
Travel Yes. Required | Enter a comment regarding how the child is transported to
Duration even if no and from the child care center.
Comment travel time
entered
above.
School Closed | Yes Parents can request hours for scheduled school closures
Need and when school is closed due to inclement weather.
Choose ‘Yes' if the child needs hours for scheduled and
unscheduled (inclement weather) school closures. The child
must have turned 3 years old by the previous September 1
and be enrolled in 3K, 4K, HeadStart or elementary school
to qualify for school closed hours. For children under 3
years of age, this field is defaulted to ‘No’ and only workers
with a Supervisor/Child Care Coordinator or DCF Staff
profile can change it to ‘Yes'.
School Name | Only required | Choose the school from the list where the child who needs
if School school closed hours is attending. This list contains all public
Closed Need | schools and some private schools that are registered with
is marked the Department of Public Instruction (DPI). See below for
Yes. more detail on school closed needs.
Is this childin | Yes Indicate if the child is attending Head Start or Pre-K
Pre-K program.
program?
Head Start Required if Indicate if the child is in Early Head Start or Head Start.
Program Type | Pre-K field
above is
marked ‘Yes’
Pre- Required if Indicate if the child attends a public 3K or 4K program.
Kindergarten Pre-K field
Type above is
marked ‘Yes’
Comments No Enter additional comments on the authorization.

School Closed Needs
There are two (2) types of school closed hours:

1. Additional child care hours/days for scheduled closures such as parent/teacher
conference days, holidays that fall during a school week, etc. These are predetermined
by the school and are on the school calendar.

2. Additional child care hours/days for when the school is closed due to inclement weather.
These are unforeseen.

A parent must make the request for these additional child care hours. The system will only allow
school closed hours to be entered for children who have turned 3 years old or older prior to
September 1 and who are enrolled in a classroom-based school program. (For additional
information, see the Wisconsin Shares Child Care Policy and Process Handbook Chapter 2-
School Closed Hours.)
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In order to authorize school closed hours, the School Closed Need indicator must be marked
‘Yes’ on the New Authorization-Basic Details page.

NOTE: If a school-age child needs a short-term authorization for longer breaks, such as winter
break or spring break, there is no need for inclement weather hours. For these authorizations,
the worker should choose ‘No’ for School Closed Need.

When the School Closed Need indicator is marked ‘Yes’, the worker can select the name of the
school in the School Name menu. This list includes all public schools and some private schools
in Wisconsin.

Child School Enrollment €

School Closed Need * “

Abbetstord - Abbotsford El x

To find a school, the worker can type any part of the school name in the School Name field.
Example: Typing “Lincoln” will bring all schools that have “Lincoln” in their names, regardless of
whether “Lincoln” is the first, middle, or last part of the name. The worker must carefully review
the school district associated with the school name to ensure the correct school has been
selected.

Alma Center - Limcoln Hi

Alma Center - Limcoln Ir

Alma Center - Limcoln E|
Appleton Area - Lincoln El
Beaver Dam Unified - Lincoln E|
Cudahy - Limcoln El

Green Bay 4rea Public - Linceln E
Hartford 11 - Lincoln El

Janesville - Lincoln E

lincolr| . 1 |;

Some private schools are in this list; however, if a private school or public school cannot be
found on the list, the worker should type the name of the school. Schools entered by workers
will not appear on the list for other workers or other cases.

Once all of the fields on the New Authorization-Basic Details page have been completed, the
worker should select the Collect Child Schedules button to continue to the Authorization-Collect
Child Care Need page.

Authorization — Collect Child Care Need

There are three (3) options for entering the child’s schedule:
1. Copy the schedule of a child that is on the case with a completed authorization.
2. Copy the parent’s completed approved activity schedule.
3. Enter a new child care need schedule.

30



CSAW User Guide — Authorizations 7/29/2020

Select Schedule
Begin Date 02/01/2019 Status Pending (Derive Hours)
End Date 06/30/2019

Name Date of Birth Location Name Location Address

v Child Care Need Schedule(s)
Other children on the case

] Winter Storm with comp|eted authorizations Randy's Group Care 205 Corporate Dr
Madison, WI

v Other Choices

O Ruby Storm Parent approved activity schedule /A N/A

14 [ SEralT Enter a new schedule for child

Collect Child Schedule >

For more information about copying the schedule of a child that is on the case, please see the
Adding an Authorization for a Second Child on the Case section of this guide.

Copying a parent’s approved activity schedule is error prone because it does not consider a
school-age child’s school day, a shared placement schedule, or any other factors that could
affect the actual child care need. When copying the parent’s schedule, the worker must edit the
child care need schedule to reflect provider open hours, school hours, shared placement, and
other situations in which the child does not need care.

Functionality of this page is identical to the Parent Schedule page. Workers should enter the
arrival and departure times the child is expected to attend the child care program. A single, two-
or four-week schedule can be collected.

Authorization - Collect Child Care Need
Begin Date 07/01/2016 Status Pending (Derive Hours)
End Date 03/05/2018

Scheduls Type (#) Single Wesk | (0 Two Wesks | O Four Wesks

Sunday - Saturday

Sunday Manday Tuesday Wednesday Thursday Friday Saturday
&:00%T
&:30%
7:00°™
7:305T

B:00>T

i e ——
8307 Click on the arrival time and drag

9:00°" your cursar down to the time the child
g:300m leaves the center.

10:003™
10:303T

11:00°7
11:30%™ U New Appointment f
12:00°T Lhow 24 hours...
12:30°™

1:007™

1:300m

2:00°™

23057 After the daily schedule has been chosen, right-
3:00°T click on the highlighted area to open New
33057 Appointment value from the options.

4:007™

4:30°™

5:007™

5:30°m
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Single Week Schedule
The page is defaulted to show a Single Week schedule (above screenshot). The worker should
use this schedule if the child’s need for care does not vary from week to week.

Two-Week Schedule

If the child’s need for care varies every other week, the worker should choose Two Weeks as
the Schedule Type. The Week Number field will appear on the right. The worker then needs to
enter a schedule for each of the weeks.

Parent Schedule I_|
(D5ingle Week | ® Two Week Four Weeks ® Week =1 Oweek =2
Schedule Type et e WeeE our e Week Number = :

Four-Week Schedule
If the child’s need for care varies from week to week, the worker will need to collect the child
care need schedule for the last four weeks.

Parent Schedule

[O Single Week | O Twe Weeks | ®) Four Weeks ]

Schedule Type Week Number

I
L@ Wesk =1 |O Week =2 |O Week =3 |O Week =4

For more information about entering a child’s schedule who is in a shared placement
arrangement, please see the Child in a Shared Placement section of this guide.

After the Schedule Type is selected, the worker can double-select the arrival time for any day of
the week. An Edit Event window will pop up where a single week schedule can be entered.

Edit Event Window
Below are explanations on the fields in the Edit Event window.

Edit Event |

Commen ts  Randy's Group Care

18 of 100 characters,
Start Time * 7:45 AM
End Time * 4:30 PM
Activity Type @ child Care Need

Select Day(s) *(sunday |E|Mur|dav |@Tuﬁdav ||Z|Wednesday ]
[Ehhursday | A Friday | O saturday |

Comments
Workers can enter any comments for the child’s schedule.

Start Time/End time
When the time field is accessed, a Time Picker pops up.
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Edit Event Close
:| m Comments | parors school
Case D¢
13 of 100 characters.
Start Tii * . : - .
art Time = s:00 an For times spanning outside 6AM and
End Time *" | 6:30PM, manually type the times
Time Picker
6:00AM  6:15AM | 6:30AM | 6:45AM | | Monday [O tuesday [0 wednesday |
|1 Friday | O saturday [
7:00 AM | 7:15AM | 7:30 AM | 7:45AM
8:00 AM | 8:15AM  8:30 AM | 8:45AM Save Cancel
2012
9:00 AM | 9:15AM | 9:30 AM | 9:45AM
10:00 AM  10:15AM  10:30 AM  10:45 AM
11:00 AM | 11:15AM | 11:30 AM | 11:45 AM Months Open Jan-Dec
Night Capacity 25
12:00 PM | 12:15PM  12:30 PM | 12:45PM )
Day Capacity 60
1:00 PM 1:15 PM 1:30 PM 1:45 PM Hours: MON-FRI &:00AM - 10:00PM
2:00 PM 2:15PM 2:30 PM 2:45 PM SAT-SUN Closed
3:00PM | 3:15PM  3:30 PM 3:45 PM
4:00PM | 4:15PM | 4:30PM  4:45PM Status  Pending (
S:00PM | 5:15PM | 5:30 PM 5:45 PM
6:00 PM  6:15PM  6:30 PM
.

7/29/2020

The start time can be manually modified if a value does not appear in the Time Picker window.

NOTE: For a child care need that is less than 15 minutes per day, the worker will need to round
up to 15 minutes.

Activity Type

The Activity Type is defaulted to Child Care Need and cannot be changed.

Select Day(s)

The worker selects the days of the week the schedule is in effect and selects Save when
complete.

The weekly schedule displays on the Authorization — Collect Child Care Need page.

6:00%™

6:30°™

7:005m

7:3057

8:00=™

8:305m

Q:00™

9:30%™

10:00*™

10:20=™

11:00=™

11:30*™

12:00P™

12:30FT

1:007™

1:30P™M

2:00P™

2:20°T

3:00°T

3:30PT

4:00PM

4:30°T

Sunday - Saturday

Sunday

vi/Weekends
Monday Tuesday Wednesday Thursday Friday Saturday
Child Care Need Child Care Need Child Care Need Child Care Need Child Care Need
Randy's Group Randy's Group Randy's Group Randy's Group Randy's Group
Care Care Care Care Care

Work Week
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The worker should then select the Derive Weekly Hours button at the bottom of the page to
proceed to the Authorization-Weekly Hours page.

Parent and Child Schedule Overlap Page
On the Authorization-Weekly Hours page, the worker can access the Parent and Child Schedule
Overlap page by selecting the Review Schedules link in the top right-hand corner of the Child
Care Authorization Hours section. The Review Schedules link is also accessible from the

Authorization Summary page.

Authorization - Weekly Hours

Case Details
Case Number 7151009178

Primary Person Ruby Storm

Address 741 E Gorham St
Madison, WI 53703
Dane County
Individual Details
Name Winter Storm

Date of Birth  02/27/2017

Child Care Provider Location Details

Provider/Location#
Provider Name
Location Name

Phone #
Address

3800036563/001
Randy's Child Care, Inc
Randy's Group Care
(000) 000-0000

205 Corporate Dr

Madison WI 537142408

Child Care Authorization Hours

Begin Date 02/01/2019

End Date 06/30/2019

Weekly Hours

Week
Hours Based on Schedule 08:00
Travel Time 02:00
Total 10:00
Approved ‘ 000

B
Admin Agency Dane County (13)
RFA Date 02/14/2019
Review Date 01/31/2020
CC AG Status Open
PIN 7585319924

Months Open Jan-Dec
Night Capacity 0
Day Capacity 50
Hours: MON-SAT 6:00AM - 6:00PM

AThere are few Unprocessed Tasks. Click here to view Unprocessed Tasks

Status Pending

Case Activity Summary

Review Schedules

Hours Used for Benefit Calculation

Week
Full Time 10:00
Above Full Time (50) 00:00

Average Weekly Hours (Full Time): 10:00

Average Weekly Hours (Above Full Time): 00:00

The Authorization-Review Schedules page displays the child/parent schedule overlap in both a
table format and a calendar format. The screenshot below shows the parent and child schedule

overlap.

Parent & Child Schedule Overlap

Begin Date 05/22/2019
End Date 04/30/2020
Week Number ® Weekly

Overlap Hours
Travel Time

Derived Hours

Sunday
00:00
00:00

00:00

Status Pending
Monday Tuesday Wednesday Thursday @ Friday
02:00 02:00 02:00 02:00 00:00
00:30 00:30 00:30 00:30 00:00
02:30 02:30 02:30 02:30 00:00

Saturday
00:00
00:00

00:00
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Sunday - Saturday wi/Weekends

Saturday

Sundsy
6:00=m

6:30=™

Monday Tuesday

7:005™

7:305™

8:30°™
9:00=™
9:30°™
10:00=™
10:305™
11:005™
11:30°™
12:00P™
12:3g0Pm
1:00P™

Overlapping
times
between the
parent

1:30F™
2:00P™

2:30P™

approved

Work
07:00

AM -
05:00
8:00=™ PM

Flower
Shop

Wednesday

Thursday Friday

Work
07:00

M -
05:00
PM

Flower
Shop

Work
07:00

AM -
05:00
PM

Flower
Shop

Work
07:00

AM -
05:00
PM

Flower
Shop

Yellow
background
shows the

hours and days

the child care is
open

3:00F™

activity and
the child care
need

3:30P™

4:00F™m

4:30FPM

Childcar{
Need

Childcar|
Nee
03:00
PM - PM
06:0
PM PM

Childcar]
Nesd

Childcard| [ Childcare
Need Mesd

03:00
- B -
05:0
PM

03:00
PM -
06:0
PM

03:00
PH -
06:00
PM

5:00P™

5:30P™

7/29/2020

The Authorization-Review Schedules page lists the parent’s schedule in green and the child’s
schedule in blue. The provider's Hours of Operation are displayed as a yellow background.

Authorization — Weekly Hours
This page shows a summary of the authorized hours.

Begin Date
End Date

Hours Based on Schedule
Travel Time
Total

Approved

Child Care Authorization Hours

05/22/2019
04/30/2020

Weekly Hours

Override Hours Related Comments

Location Category

Provider Price Type *

08:00

02:00

10:00

10:00

Average Weekly Authorized Hours: 10:00

0 of 500 characters.
Licensed Group

Status Pending

Hours Used for Benefit Calculation

Full Time

Above Full Time (50)

Average Weekly Hours (Full Time): 10:00
Average Weekly Hours (Above Full Time): 00:00

Case Activity Summary
Review Schedules

10:00

00:00

When calculating the weekly totals, the system uses the overlapping hours of the parent’s
approved activity and the child care need, and then adds the weekly travel time to determine the
total average weekly hours.
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Weekly Hours Section

Hours Based on Schedule: This field displays the system-derived authorized hours for
the child. When calculating the hours, the system uses the parent’s schedule and the
child care need schedule and only considers the overlapping times. In the case above,
the parent’s work schedule is Monday-Thursday, 7 A.M.-5 P.M. The Child Care Need
Schedule is Monday-Friday 3 P.M.-6 P.M. The system uses the overlap from 3 P.M.-5
P.M. to determine the Hours Based on Schedule.

Travel Time: If there are authorized hours for the day, the system multiplies the daily
hours needed for travel by the number of days with authorized hours. In the case above,
half an hour of daily travel time was added, and the system calculated 0.5 x 4 = 2 hours.
Total: Hours Based on Schedule + Travel Time = Total. In the case above, 8 + 2 =10
hours.

Approved: This field is editable and can be overridden if the child needs less or more
hours. Examples of scenarios that might need an override include (but are not limited
to):

o Self-Employment: Authorizations for self-employment that is not new are
calculated based on the adjusted self-employment income divided by Wisconsin
minimum wage. View the Case Activity Summary page using the link in the left-
side navigation menu for further information on the self-employment details. A
schedule for self-employed parents must be entered into CSAW. However, the
weekly hours must be overridden if the child care need is higher than the
allowable hours based on the minimum wage calculation described above. For
example, if CSAW calculates the child care need as 40 hours, but the parent is
only eligible for 20 hours based on the minimum wage calculation, the weekly
hours should be overridden to 20 hours.

o Travel Time: If there is no overlap between the parent’s approved activity
schedule and the child care need, the total authorized hours will be zero. If only
travel time is needed, the worker will need to enter the travel time manually as an
override. Workers will also need to complete an override for travel time of more
than three (3) hours per day (see the New Authorization-Basic Details section of
this guide).

For a child care need that is less than one (1) hour per week, the worker will need to round up to
one (1) hour. A hard stop message will populate when the worker selects the Review button on
the Authorization-Weekly Hours page:

The following error has occurred

@ Average weekly hours cannot be zero when school closed need is "Mo'. Review Child Care Need Schedule or Override fisld hours.

The worker should complete an override for the rounded-up time. The authorization cannot be
completed without the override. The worker must enter a comment in the Override Hours
Related Comments field indicating that time was rounded up to one (1) hour to accommodate
the child care need.

Hours Used for Benefit Calculation Section

A full-time authorization is 35-50 hours/week; therefore, for calculation purposes, Average
Weekly Hours (Full Time) are capped at 35 hours. If the total number of average weekly hours
exceeds 50 hours, those hours will be paid and displayed as the Average Weekly Hours (Above
Full Time).
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Override Hours Related Comments

If the Approved hours are overridden by either authorizing more hours or less hours, the
Override Hours Related Comments field becomes mandatory and an explanation for the
override is required.

The Override Hours Related Comments field is also mandatory when the system-calculated
number of hours exceeds 50 hours for any week; an explanation for the high number of hours is
required. Authorizations can be written up to 75 hours per week.

NOTE: The system has a restriction that does not allow the total weekly hours to exceed 75
hours per week per child. This also applies when a child is on two (2) cases; the combined
number of hours for both cases cannot exceed 75 hours per week. If more than 75 hours are
needed, the worker must contact the agency’s Child Care Coordinator. School closed hours and
inclement weather hours are excluded from the 75 hour per week restriction.

Location Category
This field lists the regulatory type of the child care provider.

Full-Time and Part-Time Prices and Full- and Part-Time Authorizations

Whether to use full-time or part-time provider prices depends on the average weekly authorized
hours. Please see the Wisconsin Shares Child Care Policy and Process Handbook Chapter 2
Full- and Part-Time Prices and Full- and Part-Time Authorizations for further guidance.

NOTE: Full-time and Part-Time prices are also used with certified providers. The system does
not require prices to be entered for certified providers. The maximum hourly rate for Regular
Certified providers and Provisionally Certified providers is automatically set at 90% of the
Licensed Family hourly maximum rate for the county/tribe in which the provider is located.

Provider Price Type — Override
CSAW has the following Provider Price Type overrides:

e Override (Discount): Used when authorizing to licensed group and family programs
when the center charges less than their regular price (for example, employee discounts,
etc.). Cannot be used if provider is certified.

e Override (In-Home): Used when authorizing to a certified in-home provider (care
provided in the child’s own home) for 15 hours or more per week to ensure that the
subsidy amount will account for the state minimum wage minus the copayment amount,
regardless of the number of children in care. Only an hourly price is allowed. Workers
should use DCF-F-5329 to calculate an in-home price when more than one (1) child is in
care.

e Override (Special Need): Used when ‘Yes’ has been entered for Special Needs on the
Child Copay/Special Need page AND the child requires an Override Price. See the
Wisconsin Shares Child Care Policy and Process Handbook Chapter 2-Inclusion Rate
for Children with Special Needs for further details. Only an hourly price is allowed.

Override Price
If the worker selects an override type in the Provider Price Type field, the Override Price and
Weekly/Hourly fields must be completed:

Provider Price Type * | Override (Discount) E

Override Price 150.00

O weekly | O Hourly
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Override (Discount): The discounted price must be less than the agency rate and
provider’s price for the age group. The system displays a hard stop error for any
discounted prices that are higher than the agency rate or the provider’s price for that age

group.

The following error has occurred

@ Override Price: Hourly Override price cannot be more than agency rate $6.95.

Override (In-Home): This price can only be an hourly price and cannot exceed
$7.25/hour; this is inclusive of multiple children on the case. When child care is provided
in the child’s own home and the child care provider is working 15 or more hours per
week, the subsidy amount must account for the state minimum wage minus the
copayment amount, regardless of the number of children in care. For more information
about in-home care, see the Wisconsin Shares Child Care Policy and Process
Handbook Chapter 2-In-Home Care for 15 or More Hours per Week. Workers must use
the Hourly In-Home Price Calculator (DCF-F-5329) to perform these calculations.

Override (Special Need): Only an hourly price is allowed.

NOTE: If the center does not incur additional costs for caring for the child with special
needs (including children over 13 years of age), the Provider Price Type should be Full-
Time or Part-Time. If the child with special needs is over 13 years of age, the system will
use the county/tribal maximum rate for 6 years and older to calculate the benefit.

The Authorization-Weekly Hours page also has a direct link to the Case Activity Summary page
that includes details about the parents’ CWW approved activity information, including the self-
employment allowed weekly hours calculation.

Total

Child Care Authorization Hours

N Case Activity Summary
Review Schedules
Begin Date 02/01/2019 Status Pending
End Date  06/30/2019
Weekly Hours Hours Used for Benefit Calculation

Week Week

Hours Based on Schedule 08:00 Full Time 10:00

Travel Time 02:00 Above Full Time (50) 00:00

Approved

Average Weekly Authorized Hours: 10:00

Average Weekly Hours (Full Time): 10:00

10:00 Average Weekly Hours (Above Full Time): 00:00

10:00

Override Hours Related Comments

0 of 500 characters.

Location Category Licensed Group

< Back to Child Schedule == Review >

When the worker selects the Case Activity Summary link, the Case Activity Summary will open
a new internet browser. To exit, the worker should simply close the browser.
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1 Autharization Menu i
-
Case Details
Gaza Summary.ERL Case Number 7151009178 AG Status Open Primary Person Ruby Storm
F) Existing Authorizations Admin Agency Dane County (13) Review Date 1/31/2020 Address 741 E Gorham St
) Search by Case Madisan WI 53703
T —— Auth Worker 1D Dane County
Education Tracking Details of Eligible Adtilts in the Case
End/Delete Authorization/s Name: Ruby Storm (7585319916) Approved Activity: Employment Effective Month: 02/2019
Issuance History
Adiustment Requests Lis Employment Details
School Bank Hours
' Search by Provider Collectiva Coffee House 2156989163 Regular Employment 86
Location Details
Issuance History Self Employment Details Budgeted Self Employment Income: $0.00 Allowed Weekly Hours*: 00
Adjustment Requests List [There are No Self Employment Details.
Autharizatian Referral
School Enrollment Details
[There are No School Enrallment Details.
Post i Tracking Basic Education Tracking
0 months used 0 months used

After the Authorization-Weekly Hours page has been completed, the worker must select the
Review button to proceed to the Authorization Summary page.

Authorization Summary
This page summarizes the pages completed for a child’s authorization.

Authorization Summary

Case Details

Case Number 7151009178 Admin Agency Dane County (13)
Primary Person Ruby Storm RFA Date 02/14/2019
Address 741 E Gorham St Review Date 01/31/2020

Madison, WI 53703

CC AG Status Open
Dane County

Individual Details
Name Winter Storm PIN 7585319924
Date of Birth  02/27/2017

Child Care Provider Location Details

Provider/Location# 3800036563/001 Months Open Jan-Dec
Provider Name Randy's Child Care, Inc Night Capacity 0
Location Name Randy's Group Care Day Capacity 50
Phone #  (000) 000-0000 Hours: MON-SAT 6:00AM - 6:00PM

Address 205 Corporate Dr
Madison WI 537142408

& There are few Unprocessed Tasks. Click here to view Unprocessed Tasks

Basic Details |2) Edit

Begin Date  02/01/2019 End Date  06/30/2019
Is this child in shared placement ? No Authorization Agency Dane County
Is this child in Pre-K Program ? No Head Start Program Type
Public Transportation No Pre Kindergarten Type
School Closed Need No District Name
Daily Travel Duration 00:30 School Name
Travel Duration Comments Parent has her own car for transportation.
Average Authorized Weekly Hours 10:00 Provider Price Type Part-Time
Authorization End Reason Override Price $0.00 Hourly
Comments

Overcapacity Warning

After an authorization is written, the system will automatically count the number of current
authorizations to the provider location and will generate a soft stop warning message on the
Authorization Summary page if the number of authorizations will likely exceed the provider’s
capacity.
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Please review the following warning

E This authorization may cause the provider to be overcapacity. Contact provider if questionable. Press "Submit’ to continue.

If the overcapacity warning message is displayed, the worker should take the following steps to
ensure that the new authorization will not cause the provider to be overcapacity:

1. Review the Authorization page for the provider location to determine the provider’s Night
Capacity and Day Capacity. Review the number of current authorizations to the provider
location and determine the number of full-time and part-time authorizations currently in
place for that location.

Based on the number of current authorizations, determine if the provider is overcapacity.

If the provider appears to be overcapacity for the current month, contact the provider to
request additional information. Before a new authorization can be written, the provider
must verify that they are not over their regulated capacity. Providers may verify this
verbally and workers must enter case comments to document the provider’s statement.

4. If the provider is overcapacity, the authorization should be created to another provider. In
addition, if the worker has reason to believe the provider is currently operating
overcapacity, the worker should report this to either the local child care fraud team or
send an email to the DCF Child Care Fraud mailbox.

Editing the Authorization

If the worker needs to change the Basic Details of the authorization, the worker can select the
Edit icon or link next to the Basic Details heading to access the Modify Authorization-Basic
Details page.

The lower portion of the Authorization Summary page displays the Weekly Hours section.

To modify the child’s schedule, approved hours, or provider price type, the worker can select the
Edit icon or link next to the Schedule Details heading to access the Authorization-Weekly Hours
page. On the bottom of the Authorization-Weekly Hours page, there is a button to go back to the
child’s schedule, which will allow the worker to revise the child’s expected schedule.

Ta5

Schedule Details (2 Edit Make changes to child's typical Review Schedules
Weekly Hours schedule Hours Used for Benefit Calculation

Week Week
Hours Based on Schedule 15:30 Full Time 18:00
Travel Time 02:30 Above Full Time (50) 00:00
Total 18:00 Average Weekly Hours (Full Time):18:00

Average Weekly Hours (Above Full Time):00:00
Approved 18:00

Average Weekly Authorized Hours:18:00
Override Hours Related Comments

Add or remove hours/days when
School Closed Hours @ Add — <chool is closed

No school closed hours entered for authorizations.

School Closed Hours

Before the worker changes the authorization status to Completed on the Authorization Summary
page, the worker should review the need for any school closed hours with the parent. The
worker can add School Closed Hours by selecting the Add icon or link next to the School Closed
Hours heading on the bottom of the page.
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Selecting the Add icon or link by School Closed Hours heading will take the worker to the
Suggest School Closed Hours page. This page displays the days the school is closed according
to either the school, district, or state calendar (entered in the School Calendar Module) or when
there has already been school closed hours added for another child who attends the same
school for the same authorization period. The worker can add hours to the suggested school
closed dates and then select Continue. After selecting Continue the Managed Scheduled
School Closed Hours page will be displayed. For more information on how to navigate through
this page, see the Manage Scheduled School Closed Hours section of this user guide.

Suggest School Closed Hours

Date * Hours * / Comments

closed per District School Calendar

05/22/2020
35 of 250 characters.
closed per District School Calendar

04/10/2020

35 of 250 characters.

When entering a subsequent new authorization, selecting the Add icon or link by School Closed
Hours will take the worker to the Choose Child School Closed Hours page.

Choose Child School Closed Hours

Case Details H Additional Case Details
Case Number 8151074680 Admin Agency Dane County (13)
Primary Person Nickola Jonas Review Date 02/28/2021

Individual Details
Name Joe Jonas PIN 8585438762
Date of Birth 05/11/2015

Child Care Provider Location Details

Provider/Location# 9800039909/001 Hours of Operation
Provider Name Nordic Wonderland Licensed
Location Name Mordic Wonderland Months Open Jan-Dec

Phone # (555)555-5555 Night Capacity 0
Address 123 Modified Addrss Rd, Day Capacity 50

MNorthwoods, WI 45454 Hours

MON-FRI 6:00 AM - 6:00 PM
SAT-SUN Closed

Authorization Details

Effective Period 03/01/2020 - 06/05/2020 School Name Abbotsford El
Authorized Hours 32 Need School Closed Hours Yes

Copy Child School Closed Hours

Name Date of Birth Authorization Period Provider Location Details School Hours

Nick Jonas 03/11/2010 03/01/2020 - 06/05/2020 7800039467-001 View School Hours I‘.’EICopy Hours
Country Star Child Care
215 E Washington Ave,
Madison, WI 53703-2866

New School Closed Hours =

The Copy Hours button(s) will display when there are other children on the case that have an
authorization for the same period with school closed hours added. The worker can either select
the Copy Hours button next to the child whose hours they need to copy the closed hours from

41



CSAW User Guide — Authorizations 7/29/2020

the processed authorization or select the New School Closed Hours button and add hours to the
suggested school closed dates listed and then select Continue.

Copy Child School Closed Hours

Name Date of Birth Authorization Period Provider Location Details School Hours

k|
Joe Jonas 05/11/2015 03/01/2020 - 06/05/2020 9800039909-001 View School Hours l@l Copy Hours |

Mordic Wonderland
123 Modified Addrss Rd,
Northwoods, WT 45454

Nick Jonas 03/11/2010 03/01/2020 - 06/05/2020 7800039467-001 View School Hours fh Copy Hours
Country Star Child Care
215 E Washington Ave,
Madison, WI 53703-2866

I New School Closed Hours = I

When selecting the New School Closed Hours button, the screen will refresh, and the Suggest
School Closed Hours page will display. This page displays the days the school is closed
according to either the school, district, state calendar (entered in the School Calendar Module)
or when there has already been school closed hours added for another child who attends the
same school for the same authorization period.

Suggest School Closed Hours

Date * Hours * / Comments

closed per District School Calendar
05/22/2020 Enter Numeric: 1-16

35 of 250 characters.
closed per District School Calendar

04/10/2020

35 of 250 characters.

When selecting the Copy Hours button the Manage Scheduled School Closed Hours page will
display (see the Manage School Closed Hours section of this handbook for further instructions).
Once the Copy Hours button is selected the hours are loaded and saved to the authorization, if
not correct, the worker can edit or delete them.

When copying school closed hours to a processed authorization a date range will appear under
the Copy Hours button. This is the date range of school closed hours that the worker is able to
copy over to the authorization. The worker must complete a PLBC for any school closed dates
for the current month or a past month.

Copy Child School Closed Hours

Name Date of Authorization Period Provider Location School Hours
Birth Details
Blake 03/12/2010 03/01/2020 - 9800039909-001 View School fﬁl Copy Hours
Stefennie 02/28/2021 Nordic Wonderland Hours

123 Modified Addrss Rd,

Col from  04/01/2020 | -
Northwoods, WI 45454 (Copy /01/

02/28/2021)

When editing an authorization, the worker can select the School Hours link on the Case
Summary page by selecting on the Edit icon or link next to the School Closed Hours heading on
the bottom of the page. This will take the worker to the Manage School Closed Hours page (see
the Manage School Closed Hours section of this handbook for further instructions).
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Manage Scheduled School Closed Hours

The Manage Scheduled School Closed Hours page displays the days the school is closed
according to either the school, district, or state calendar (entered in the School Calendar
Module) or when there has already been school closed hours added for another child who
attends the same school for the same authorization period. On this page, the worker can add
additional days and hours as needed for both scheduled closures and unexpected closures. If
the child attends a school where school calendar days have already been entered (see the
CSAW School Calendar User Guide for more information), the dates will be displayed.

Manage theduled School Closed Hours

Closure Date Hours Comments Issued?

05/22/2020 8 Copied Additional School Closed Hours from Nick Jonas No | # Edit | | i Delete |
04/10/2020 8 Copied Additional School Closed Hours from Nick Jonas No # Edit M Delete
03/20/2020 8 Copied Additional School Closed Hours from Nick Jonas No # Edit I Delete
03/19/2020 8 Copied Additional School Closed Hours from Nick Jonas No # Edit I Delete
03/18/2020 8 Copied Additional School Closed Hours from Nick Jonas Mo # Edit M Delete
03/17/2020 8 Copied Additional School Closed Hours from Nick Jonas No # Edit M Delete
03/16/2020 8 Copied Additional School Closed Hours from Nick Jonas Mo # Edit M Delete
03/11/2020 8 Copied Additional School Closed Hours from Nick Jonas No # Edit M Delete

Add School Closed Hours

*
Date B

Hours * Enter Nur
Enter Nui

Comment Text

0 of 150 characters.

Save/Add [®] Cancel X

4 Back to Authorization Summary

If the worker needs to Edit dates and/or hours, find the date line that needs to be edited and
select the Edit button on the right. The screen will refresh and the date, hours and comments
will populate in the Modify School Closed Hours section at the bottom of the page. Update the
date, hours and comments as needed and select Save/Modify. The screen will refresh and the
worker will see the new information in the Closure list above. Select Cancel to stop the edit and
remove the information displayed in the Modify School Closed Hours section. If the worker
accidentally enters the wrong date or hours they can delete the row by selecting the Delete
button on the right.

Modify School Closed Hours

*
Date 05/22/2020 [

®
Hours 8

Comment Text Copied Additional School Closed Hours from Nick Jonas

53 of 150 characters.

Save/Modify ) ‘ Cancel X
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When the worker selects delete, the screen will refresh and the date, hours and comments will
appear in the Delete School Closed Hours section at the bottom of the screen. Select the Delete
button to delete the row or select Cancel to stop the deletion from occurring.

Delete School Closed Hours
Date * 05/25/2020
Hours * 9

Comment Text Copied Additional School Closed Hours from Nick Jonas

Delete M Cancel X

If the school-age child has a regular authorization, the total number of hours for the scheduled
school closure day may not exceed 16 hours. For example, a child has a regular authorization
to attend an after-school program three (3) hours each day. On Friday, the school is closed. The
combined hours for scheduled school closure and regular authorization cannot exceed 16
hours. In this situation, the total number of school closed hours cannot exceed thirteen (13)
hours.

If the worker adds hours that add up to more than 16 hours per day, the worker will receive the
following warning message.

Please review the following warning

& The sum of regular and school closed hours is more than 16 hours for this date 06/30/2020.

When attempting to add school closed hours for a date that is already in the closure list the
worker will get the following hard stop error message.

The following error has occcurred

@ Cannot add Scheduled School Closed hours. There are already hours added for this date 6/2/2020.

When attempting to add school closed hours for a current or past month to an authorization with
a processed status, the worker will get the following hard stop error message.

The following error has occurred

gj Cannot add hours for current or past months. Authorization is in processed status.

When attempting to add school closed hours for a date where there is no overlapping schedule
between the parent(s) and the child, the worker will get the following warning message.

Please review the following warning

& There is no overlapping schedule between the parent(s) and the child.

When the school closed information is complete, the worker should select the Back to
Authorization Summary button on the bottom of the page to return to the Authorization
Summary page.
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NOTE: School closed hours for current or past months must be added by creating an
adjustment using the Post-Load Benefit Correction (PLBC) module. School closed hours for
future months (or Pending/Completed authorizations for current/past months) can be added to
the authorization using the method described above.

Zero-Hour Authorization

A school-age child who only needs care on days when school is closed and does not need child
care before and/or after school on a regular basis can be authorized for days when the school is
closed due to scheduled closures or inclement weather. This is described as a “zero-hour
authorization”.

For a zero-hour authorization, the worker should complete the authorization as previously
described and ensure that the School Closed Need indicator on the Basic Details page is set to
‘Yes’. For zero-hour authorizations, a schedule does not need to be entered on the Collect Child
Care Need page. The worker can select the Derive Hours button on the bottom of the Collect
Child Care Need page without entering a schedule.

The Authorization-Weekly Hours page will display zero values for the Weekly Hours. However,
for zero-hour authorizations, the worker should select the Full-time Provider Price Type on the
bottom of this page.

Child Care Authorization Hours

Begin Date 06/02/2019 Status Pending
End Date 06/30/2019

Weekly Hours Hours Used for Benefit Calculation

Week Week

Hours Based on Schedule 00:00 Full Time 00:00

Travel Time 00:00 Above Full Time (50) 00:00

Average Weekly Hours (Full Time): 00:00

Total 00:00 Average Weekly Hours (Above Full Time): 00:00

Approved 00:00

Average Weekly Authorized Hours: 00:00
Override Hours Related Comments

0 of 500 characters.
Location Category Licensed Group

Provider Price Type * Full-Time v

< Back to Child Schedule | Review >

The worker should select the Review button on the bottom of the page to go to the Authorization
Summary page where the School Closed Hours link can be accessed. The worker can then
enter School Closed hours as explained under the School Closed Hours section of this guide.

Step 4: Completing the Authorization

Once all information is completed, the worker should change the authorization status to
Completed.
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Schedule Details @ Edit Review Schedules
Weekly Hours Hours Used for Benefit Calculation
Week Week
Hours Based on Schedule 10:00 Full Time 12:30
Travel Time 02:30 Above Full Time (50) 00:00
Total 12:30 Average Weekly Hours (Full Time):12:30

Average Weekly Hours (Above Full Time):00:00
Approved 12:30

Average Weekly Authorized Hours:12:30

‘Override Hours Related Comments

School Closed Hours (2) Edit

Date Type Hours Comments

12/27/2019 Scheduled 8 winter break

12/26/2019 Scheduled 8 winter break

12/25/2019 Scheduled 8 winter break

12/24/2019 Scheduled 8 winter break

12/23/2019 Scheduled 8 winter break

December, 2019 Inclement weather 10

11/29/2019 Scheduled 8 day after Thanksgiving

11/28/2019 Scheduled 8 Thanksgiving

November, 2019 Inclement weather 10

10/11/2019 Scheduled 8 teacher in-service

09/02/2019 Scheduled 8 school closed for Labor Day
Status Completed A |

| Submit |

Values for the Status field are:

e Pending: The system assigns this status when the New Authorization- Basic Details
page has been completed. Note that authorizations in Pending status are not deleted but
remain in Pending status indefinitely.

e Pending (Derive Hours): When details pertaining to an authorization in Completed
status are changed (such as parent schedule, begin and end dates of the authorization,
etc.), the system changes the authorization status to Pending (Derive Hours). In order to
mark the authorization Completed, the worker must review the child’s schedule. Note
that authorizations in a Pending (Derive Hours) status are not deleted but remain in
Pending (Derive Hours) status indefinitely.

e Completed: Once all schedules (parent(s) and child) and child copay/special needs
information has been entered and the authorization weekly hours have been calculated,
the worker can change the status to Completed.

e Processed: Authorizations that are in Completed status at the end of the business day
will be changed to Processed when the funds have been loaded onto the card.

Authorization statuses can be viewed from the List of Authorizations page and the Case
Summary page.
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List of Authorizations

Child's Name Date of Birth Effective Period Average Provider Location Details Status School Hours Child Schedule
Weekly
Hours
Hailey Storm 02/27/2016 06/01/2019 - 29:56 3800036563-001 Processed School Hours Child Schedule @0 |_ﬁ]:_|
06/30/2019 Randy's Group Care o N
205 Corporate Dr,
Madison, WI
Hailey Storm 02/27/2016 07/01/2019 - 29:56 3800036563-001 Completed School Hours Child Schedule @5 ﬁf]
08/31/2019 Randy's Group Care "+ -
205 Corporate Dr,
Madison, WI
Winter Storm 12/03/2017 06/01/2019 - 27:56 3800036563-001 Processed School Hours Child Schedule @0 |_ﬁ]:_|
08/31/2019 Randy's Group Care o N
205 Corporate Dr,
Madison, WI

List of Authorizations in Pending Status

Child's Name Date of Birth Effective Period Average Provider Location Details Status Child Schedule
Weekly
Hours
Hailey Storm 02/27/2016 09/01/2019 - 27:56 3800036563-001 Pending (Derive hours) Child Schedule @\ il \_ﬁl
10/31/2019 Randy's Group Care -
205 Corporate Dr,
Madison, W

Step 5: Calculate Benefits

After the authorizations for a case have been created and marked Completed, the monthly
benefits must be calculated in order for funds to be loaded onto the card. The worker should
always check to see if benefits need to be calculated or recalculated when creating or changing
authorizations.

Note: For ongoing authorizations, CSAW will automatically calculate any changes to the
subsidy amount (if applicable) effective the first day of the following month. To learn more
about what changes may or may not impact the subsidy amount, see the Wisconsin
Shares Child Care Policy and Process Handbook Chapter 2-Subsidy Calculation.

To calculate benefits for the children in the case, the worker must select the Benefit Summary
link in the left-side navigation menu to expand the sub values and then select the Calculate
Benefits link. The Calculate Benefits page lists authorizations for all children on the case that
need to be calculated.

Calculate Benefits

Case Details
Case Number 7151009178 Admin Agency Dane County (13)
Primary Person Ruby Storm RFA Date 02/14/2019
Address 741 E Gorham St Review Date 01/31/2020
Madison, WI 53703 CC AG Status Open
Dane County
Benefits for the following months need to be calculated
L4 Child’s Name Date of Provider Details Provider Authorized Period Weekly School
Birth Location Hours Closed
Number Hours
y| February 2019 |
Winter Storm 02/27/2017  Randy's Group Care 3800036563-001 02/01/2018 - 10:00 o
205 Corporate Dr, 06/30/2019
Madison, WI
Hailey Storm 12/03/2013  Randy's Group Care 3800036563-001 02/01/2018 - 10:00 10
205 Corporate Dr, 04/13/2018
Madison, WI
| Calculate |

The total Weekly Hours and School Closed Hours are displayed by month. The School Closed
Hours amount also includes hours for inclement weather. The worker must select the Calculate
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button on the bottom of the page to calculate the monthly amounts. The system calculates
benefits three (3) months into the future. After that, if the authorization spans past three (3)
months, the system automatically calculates the future monthly amounts on a monthly basis. If
the calculate button is available, benefits should be calculated.

Note: See the Case Benefit Quarterly Summary section of this guide for additional information

on the Recalculate button.

Confirm Benefits
After selecting the Calculate button on the Calculate Benefits page, the system will display the
Confirmed Benefits page, which shows the calculated monthly amounts for past, current, and

three (3) months into the future.

Confirmed Benefits

Child’'s Name

Provider Details

Provider
Location
Number

Monthly School
Authorized Closed
Hours Hours

Subsidy
Amount

YoungStar
Adjustment
To Provider

v June 2019

Hailey Storm

Winter Storm

~ July 2019

Hailey Storm

Winter Storm

v August 2019

Hailey Storm

Winter Storm

Randy's Group Care
205 Corporate Dr,
Madison, WI

Randy's Group Care
205 Corporate Dr,
Madison, WI

Randy's Group Care
205 Corporate Dr,
Madison, WI

Randy's Group Care
205 Corporate Dr,
Madison, WI

Randy's Group Care
205 Corporate Dr,
Madison, WI

Randy's Group Care

205 Corporate Dr,
Madison, WI

3800036563-001

3800036563-001

3800036563-001

3800036563-001

3800036563-001

3800036563-001

131 0
122 0
131 0
122 0
131 0
122 0

$861.98

$901.58

$861.98

$901.58

$861.98

$901.58

$232.74

$243.43

$232.74

$243.43

$232.74

$243.43

Details

Details

Details

Details

Details

To view calculation details for a month, workers should select the amount in the Details link.

For 4 and 5 Star programs, the YoungStar Adjustment to Provider column shows the amount
that will be paid directly to the provider by DCF. Providers can view these amounts using the

Child Care Provider Portal.

For more information about how benefit amounts are determined and calculated, see the CSAW
Benefit Calculations User Guide.

Case Benefit Quarterly Summary
After the worker has calculated benefits, the Case Benefit Quarterly Summary page displays the
calculated benefits by month within the current quarter. Past and future benefits can be viewed

by either changing the Month/Year or by using the Previous or Next links.
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Case Benefit Quarterly Summary

Case Details

Case Number 7151009178 Admin Agency Dane County (13)
Primary Person Ruby Storm RFA Date 02/14/2019
Address 741 E Gorham St Review Date 01/31/2020
Madison, WI 53703
CC AG Stat [¢]
Dane County atus pen
1st Quarter 2019 Next >>

panuary 201

]
Click the Excel icon above to download the data in Excel format.

January 2019
[There are no benefits for this month

February 2019

N Recalculate
Child's Name Provider Details Provider Location Number Authorized Hours Benefit
Winter Storm Randy's Group Care 3800036563-001 44 $334.84 R
205 Corporate Dr,
Madison, WI
Hailey Storm Randy's Group Care 3800036563-001 54 $301.86 [
205 Corporate Dr,
Madison, WI
March 2019
Recalculate
Child's Name Provider Details Provider Location Number Authorized Hours Benefit
Winter Storm Randy's Group Care 3800036563-001 44 $334.84 R
205 Corporate Dr,
Madison, WI
Hailey Storm Randy's Group Care 3800036563-001 54 $301.86 R
205 Corporate Dr,
Madison, WI

The Recalculate link is available for workers to update the benefit calculation when changes
have been entered into CWW after adverse action, or when authorizations have been changed
for that month. The Recalculate link allows workers to see what the next month’s benefit will be
after the changes have been entered into CWW and confirmed or the authorizations have been
changed for that month. Selecting the Recalculate link will also trigger an updated Parent
Authorization Notice to be mailed sooner.

<< Previous 3rd Quarter 2019 [return to 2019 02) Next >>
July 2019 i

=

Click the Excel icon above to download the data in Excel format.

July 2019
Recalculate

Child’'s Name Provider Details Provider Location Number Authorized Hours Benefit

Hailey Storm Randy’s Group Care 3800036563-001 131 $861.98 =
205 Corporate Dr,
Madison, WI

Winter Storm Randy’s Group Care 3800036563-001 122 $901.58 b
205 Corporate Dr,
Madison, WI

No new CSAW Dashboard tasks are generated when the Recalculate function is used. CSAW
will systematically recalculate benefits for the next month on the last business day of the current
month regardless of whether the worker selects the Recalculate button.

Adding an Authorization for a Second Child on the Case

When creating an authorization for a second child in the case, the system allows the worker to
copy the child care need schedule of a different child on the case if the schedules are the same.
If applicable, the same provider may also be chosen.

In the case below, there is one (1) child who is authorized to Randy’s Group Care.
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List of Authorizations
Case Details
Case Number 9150863694 Primary Person Julia July

Address Summer Stra Admin Agency Milwaukee County (40)

Summertown, WI 45454 Review Date  06/30/2017
Milwaukee County

Search
Begin Date  [J[HVFIT: [ End Date @
Oinclude deletsd zuthorizations
| Search
List of Authorizations
Child's Date of Effactive Period Average  Provider Location Status School Child
Name Birth Weekly  Details Hours Schedule
Hours
Jacob July %uum.’zuae 8/25/2016 - 12/31/2016 07:30 3B00026563-001 Completed  SchoolHours Child Schedul: 2T @ @
Randy's Group Care
123 Main St,
Anytown, W1 52222
Children Eligible with No Authorizations
Child's Name Date of Birth PIN
Jim Juky 01/01/2000 9585043840 Add surhorization

To add an authorization for another child from the same case, the worker must select the Add
Authorization link next to the child’s name.

The Select Location page displays the child care providers who have an authorization for a child
on the case.

If the second child attends the same location as the first child, the worker should choose the
New Authorization link next to the name of the center. If the child attends a different provider,
the worker should choose the Search for New Location link.

Currently Authorized Child Care Locations I

!Sear(h for New Child Care Provider Lo:ationll

Location Name Address

Eandy's Group Care 123 Main St, |Ne\'.' Authorization

Anytown, WI

The worker should then complete the Basic Details page and select Collect Child Schedule.
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MNew Authorization - Basic Details

Case Details
Case Number 3130363834
Address  Summer Stra
Summertown, WI 45454
Milwaukes County
Individual Details
Name  Jenna July
Date of Birth 01/01/2013

Child Care Provider Details
Provider/Location# 3800036363/001
Provider Name Randy's Group Care, Inc
Location Name Randy's Group Care
Phone # [(414) 555-6655

Address RZ\} Main St
nytown WI 32222

Authorization Peried
Begin Date *  g7/01/2016
End Date * gg/30/2017
Shared Placement

Is this child in shared placement ? * ®

Transportation Need
Daily Travel Duration 00:30

Public Transportation *

Travel Duration Comments * _____+

Child School Enrollment @
School Closed Need * ®
School Name

Head Start/Pre-Kindergarten @
Is this child in Pre-K Program ? * |@v-- |On=

H

E

Primary Person Juliz July
Admin Agency Milwaukes County [40)
Review Date  06/30/2017

P

-

N 9585043866

Months Open Jan-Dec
Night Capacity 0
Day Capacity 50
Hours: MON-SUN &6:004M - 6:00FM

7 of 300 characters.

Head Start Program Type [D Eacly Head Start ||2| Hesd St.:rt]

Pre Kindergarten Type [I:I Putliz 3% Brogram |I:I Fublic 4K Pragram ]

Comments
Comments

0 of 500 characters,

| Collect Chiid Schedules ==

7/29/2020

Once the New Authorization-Basic Details page has been completed, the driver flow will display
the Choose Child Schedule — Provider Location page. This page allows the worker to choose a
schedule of another child on the case, choose the schedule of a parent on the case, or create a

new schedule for the child.
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Choose Child Schedule - Provider Location

Case Details

Case Number 2151023222 Admin Agency Milwaukee County (40)
Primary Person Ruby Storm RFA Date 05/22/2019
Address 1220 W Viiet st Review Date 04/30/2020

Milwaukee, WI 53205-2117

. CC AG Status Open
Milwaukee County

Individual Details
Name Hailey Storm PIN 2585345661
Date of Birth 02/27/2016

Child Care Provider Location Details

Provider/Location# 3800036563/001 Months Open Jan-Dec
Provider Name  Randy's Child Care, Inc Night Capacity 0
Location Name  Randy's Group Care Day Capacity 50
Phone #  (000) 000-0000 Hours: MON-SAT ¢:00AM - 6:00PM

Address 205 Corporate Dr
Madison WI 537142408
& There are few Unprocessed Tasks. Click here to view Unprocessed Tasks

Select Schedule
Begin Date 07/01/2019 Status Pending (Derive Hours)
End Date 08/31/2019

Name Date of Birth Location Name Location Address

v Child Care Need Schedule(s)

[l Hailey Storm 02/27/2016 Randy's Group Care 205 Corporate Dr
Madison, WI

] Winter Storm 12/03/2017 Randy's Group Care 205 Corporate Dr
Madison, WI

v Other Choices

O Ruby Storm 04/16/1987 N/A N/A

O New Schedule

Collect Child Schedule >

If the worker selects the schedule of a child with an authorization, that child’s schedule displays
on the Authorization-Collect Child Care Need page. If the hours are identical, the worker can
select the Derive Hours button to proceed. If any of the days are different, the worker can
double-click the schedule details for that day/series and modify the hours.
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Sunday - Saturday

6:0037

6:30°7

7:00°7

Sunday

Monday

Child Care Nee x|

Tuesday

Child Care Need

Wednesday

Child Care Need

Randy's Group
Care

Randy's Group
re

Randy’s Group
Care

Thursday

Child Care Need

Randy's Group
Care

r——
w/Weekends = Work Week

Friday

Saturday

Child Care Need

Randy’s Group
Care

7:30m
8:00°™
8:30°™
2:00%™
9:30°™
10:00°7
10:30°7 %
11:00°7
11:30°7
12:0077
12:309™
1:005™
1:30%™
2:005™
2:305™
3:0087
3:3057
4:00™
4:3087
5:00™

5:20FT

< Show 24 hours

Derive Weekdy Hours >>

Third Shift Care

When entering parent and child schedules that span overnight, the A.M. and P.M. hours must
be manually entered for each day.

Below is a scenario when the parent works from 10 P.M. to 6 A.M., Sunday-Friday.

Below are the steps to enter a third shift schedule:

1. Complete the Basic Details pages.

2. On the Collect Child Care Need page, right-click the schedule and choose New
Appointment.

Authorization - Collect Child Need
Begin Date  04/01/2016 Statkus  Fending (Dearive Hoors)
End Date  06/10/2016

@ Eingle Week | OTwe Wesks | O Four Weeks

Scheduls Typ=

Sunday - Saturday
Sunciay Marday Tuesciay e — Thursday Friday Saturciay

3. Enter the evening hours: The Start Time is 10 P.M. but the End Time must be entered as
11:59 P.M. so that it does not overlap with the time that needs to be entered for the
morning.
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Edit Event

Comments | Schwartzvald Clinid

19 of 100 characters.
10:00 PM

Start Time

End Time 11:53 PM

Activity Type | (® child Care Me=d

Select Day(s) * [E Sunday | Monday ‘ETuaday |E Wednesday ]
[E Thursday |E|Frida-; ‘Dsaturday |

Save || Cancel

4. Enter the hours from 12 A.M. to 6 A.M.

Edit Event

Subject * Schwarzwald Clinic

18 of 100 characters,
Start Time *| 12:00 AM

End Time *| 6:00 AM

Activity Type *| (8 wark

O Self Employment | O Educstion |

O other ]

Select Day(s) ”‘[D Sunday ‘ ¥ Monday ||3Tuaday

Er——

[Erhursday ‘EFr’\day |D5aturday

Save || Cancel

5. Once the hours are entered for both A.M. and P.M. sections, select Derive Hours.

Approved Hours
Begin Date 04/01/2016
End Date 05/31/2016
Weekly Hours
Week
Hours Based on Schedule 15:55
Travel Time 00:00
Total 15:55
Approved

Average Weekly Hours (Full Time): 15:55
Average Weekly Hours (Above Full Time): 00:00

Status Pending

Hours Used for Calculation
Weak
Full Time 15:55
Abave Full Time (50) 00:00

Because 11:59 P.M. was entered on five (5) of the days, the Approved hours column will not
have full or half hours. Once the benefits are calculated into monthly totals, the system will

round up the minutes to a full hour.

Child with Special Needs

This section explains the required steps for creating an authorization for a child with special

needs in the following situation:

e A child who is over 13 years old (but less than 19 years old) who needs an authorization;

or

e A parent of a child with special needs has requested a higher subsidy amount to reflect
the increased costs the provider may incur.

Note: The Special Needs indicator in CWW does not have an effect on the authorization. The

CWW field is only used for eligibility purposes.

1. On the Add/Modify Child Copay/Special Needs page, the worker must set the Special

Needs indicator to ‘Yes.’
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Modify Child Copay/Special Need

Case Details

Case Number
Address

Individual Details
Name
Date of Birth
Child Copay/Special Need
Effective Begin Date *
Copay Type *
Special Needs *

Comments

0150856300

123 Flower Lcks
Springville, WI 45454
Milwaukee County

Stormy (Teen) Day
01/01/2000

B

Regular

(o [ —

0 of 500 characters.

|:_f( Back |

Primary Person
Admin Agency
Review Date

PIN

Effective End Date

=]
ul

| Save and Continue >»

Spring (Mem) Day
Milwaukee County (40)
03/31/2017

0585028940

Note: If the provider does not incur additional costs, the worker should complete the
authorization in the same manner as a regular authorization. The worker should select the Full-
Time or Part-Time provider price type on the Authorization-Weekly Hours page. CSAW
calculates the benefit using the agency hourly rate for the age group. If the child is over 13
years of age, the school-age rate (6+) is used.

2. If the provider does incur additional costs for care and the Wisconsin Shares Special
Needs Inclusion Rate Request (DCF-F-2976) has been completed, the worker should
choose the Override (Special Needs) value as the provider price type. The worker
should enter the requested price amount and select the Hourly radio button.

Child Care Authorization Hours

Begin Date
End Date

Hours Based on Schedule
Travel Time
Total

Approved

10/01/2016
06/30/2017

Location Category
Provider Price Type *
Override Price

s

Weekly Hours

Week
10:00
00:00

10:00

1000

Average Weekly Authorized Hours: 10:00
Override Hours Related Comments

Status Pending

Case Activity Summary

Hours Used for Benefit Calculation

Full Time
Above Full Time (30}

Week
10:00
00:00

Average Weekly Hours (Full Time): 10:00
Average Weekly Hours (Above Full Time): 00:00

0 of 500 characters.

Licensed Group

10.00

Override (Spacial Need) =

O waekly | @ Hourly

The worker must select the Review button to save the values and continue to the Authorization

Summary page.

Child in Shared Placement
This section explains the process of creating an authorization for a child whose placement is

shared between parents.

On the Authorization-Basic Details page, the worker should select “Yes’ for ‘Is this child in

shared placement?’.
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Begin Date *
End Date *

04/15/2016
08/31/2016

Status

Pending

7/29/2020

Public Transportation * |Ovyes |@no
Is this child in shared placement ? * | (g yes

Daily Travel Duration

00:30

@

Travel Duration Comment * ravel comment|

On the Authorization-Collect Child Care Need page, the worker must enter child care need only
for days when the child is with the parent. Note that if a Single Week Schedule Type is entered,
the system will assume that the child care need is the same for every single week.

If the child’s placement is the same every week, then the Single Week Schedule Type can be
used. For example, if the mother has the child Monday-Thursday, she does not need child care
when the child is placed with the father on Friday-Sunday. No child care need should be entered
for Friday-Sunday on the mother’s case, and the worker can use a Single Week Schedule Type.

If the child has a week-on/week-off placement schedule, the worker should choose Two Weeks
as the Schedule Type on the Collect Child Care Need page. The worker should enter the child
care need for either Week #1 or Week #2, leaving the other week blank.

If the parent has a two-week or four-week activity schedule type, the worker should ask the
parent if they have placement on the first/third week of the month or the second/fourth week of
the month according to their parent activity schedule.

Note: It is important to enter the child care need on the correct week when the parent has an
alternating or varying schedule. If the child care need is not entered on the correct week, it may
not match up correctly with the parent schedule when deriving hours. If the parent has the same
schedule every week, then it is not important which week the child care need is entered on.

Authorization - Collect Child Care Need

04/15/2016
08/31/2016

Begin Date
End Date

Status Pending (Derive Hours)

@ Week #1 [0 week #2

Schedule Type Week Number

——1
O single Weel{ |©Twu Weeks |4)Fnur Weeks ]

sunday Monday

Child Care Need

06:00 AM -
09:00 AM

Tuesday

Child Care Need
06:00 AM -
09:00 AM

Wednesday

Child Caie Need
06:00 AM -
09:00 AM

Thursday Friday

Child Care Need Child Care Need
06:00 AM -
08:00 AM

Saturday
6:003m

06:00 AM -
6:30°™ 09:00 AM
7:00=™ Randy's group

Randy's group
care care

Randy's group Randy's group Randy's group
care

care care
7:30°™
8:003m
8:30=™

9:00=™

56




CSAW User Guide — Authorizations 7/29/2020

Authorization - Collect Child Care Need

Begin Date  04/15/2016 Status  Panding (Derive Hours)
End Date  08/31/2016

Sunday Manday Tuesday Wednesday Thursday Friday Saturday

6:00%7
6:30°7
7:002T
7:30°™ [%
8:00%7
8:30°7
9:00°7
9:30°"
10:00%7
10:30%7
11007
11:305"
12:00°™
12:30°7
10057
1:307"
2007
2:30°7
30077
3:30°7
4:00°™
a:30°7
5:00°7

5:30°™

If the child’s placement does not fit into a one-week or two-week schedule type, the worker
should ask the parent for the placement pattern, or for the child’s placement over the last four
(4) weeks, and enter the child care need into a Four-Week Schedule Type. The worker must
only enter child care need on the days when the child was placed with the parent on the case.

After submitting the schedule, the system calculates the hours for all weeks in the month and
displays the Average Weekly Authorized Hours. Because the system operates on a weekly and
monthly basis, it is important to include the zero-hour weeks in order for the system to correctly
derive hours for the weeks that the child is placed with the parent.

Child Care Authorization Hours

Begin Date 04/15/2016
End Date 08/31/2016

Weekly Hours
Week 1 Week 2 Week 3 Week 4

Hours Based on Sche%le 10:00 00:00 10:00 00:00
Travel Time |02:30 00:00 02:30 00:00 |
Total 12:20 00:00 12:20 00:00
Approved 1230 00:00 1230 00:00 |

Average Weekly Authorized Hnur5:|06:15 |
Override Hours Related Comment

Multi-Week Schedule — Calculating Average Weekly Authorized Hours
If the parent or the child has a multi-week schedule, CSAW first derives authorized hours for
each week. To calculate the Average Weekly Auth Hours, the system totals the hours for all four

(4) weeks and then divides the total by four (4). In the example below, 17+7+27+21 =72 + 4 =
18 hours.
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Approved Hours

Begin Date 02/01/2017
End Date 04/30/2017

Iy

Weekly Hours

Week1l Week2 Week3 Week4
Hours Based on Schedule 13:00 05:00 21:00 15:00
Travel Time 04:00 02:00 06:00 06:00
Total 17:00 07:00 27:00 21:00
Approved I 17:00 07:00 27:00 21:00 |

Average Weekly Auth Hours:|18:00 I

The Average Weekly Authorized Hours are then multiplied by 4.348125 to determine the
monthly hours and rounded up to the nearest whole hour to determine the month benefit
amount.

History Pages
Most pages in CSAW have history. To view the history of a page, workers can select the scroll
icon.

Li&nf Authorizations
Child's Date of Effective Period Average Provider Location Status School Child
Name Birth Weekly Details Hours Schedule
Hours il

Jacob July 01/01/2009 10/1/2016 - 6/30/2017 42:30 3800036563-001 Completed School Hours  Child Schedule @8 “;rw [+]

Randy's Group Care

123 Main St,

s T oo

Selecting the scroll icon will display the Authorization History page.

Authorization Histo%{
Ml show All Comment Tex+
Begin End Date Status Average Reason Comments Updated Date
Date Weekly Auth Code
Hours
10/01/2016 06/30/2017 Completed 42 Worker comment, comment, comment, comment, comment, |l;|
updates comment, comment, comment, comment, comment,
comment, comment, comment, comment, comment,
10/01/2016 06/30/2017 Pending 42  Worker comment, comment, comment, comment, comment, 08/01/2016 .-';.
updates comment, comment, comment, comment, comment, 08:44 AM
comment, comment, comment, comment, comment,
10/01/2016 06/30/2017 Completed 42 Worker u;l
updates
10/01/2016 06/30/2017 Pending 42 Worker 07/07/2016 u%l
updates 10:08 AM

To view all comments, the worker should select the checkbox next to the Show All Comment
Text. To view all details about the authorization, the worker can select the magnifying glass
icon. To view who updated the record, the worker can select the Updated Date link.

Hardship

This section explains the process for reviewing a case where a parent has requested a second
authorization to a different provider in a month after benefits have been loaded to the parent’s
EBT card for the entire month. Any case that is under review for a possible hardship
authorization must be documented on the Hardship page. This page is located in the left-side
navigation menu.
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133 EBT CSAW Menu
i~ Home
Dashboard

3] Assignments Search
3] Inbox Search
[ EBT Case

- Case Search

-+ Case Activity Summary
- Education Tracking
-~ Case Summary
- Case Comments Summary
-~ Messages

Case Tasks
[+}- Parent Approved Activities
[#}- Child Copay/Special Need
[

- Authorizations

Add

Modify
! History

" Delete

[}~ Benefit Summary

Workers must use this page for each hardship situation that is reviewed to track data for both
approved and denied hardship requests.

When the Hardship link is selected, the List of Hardship Requests page is displayed. To create
a new hardship request, the worker should select the New Request link. This will bring the
worker to the Add — Hardship Request page.

List of Hardship Requests

Case Details

Case Number 8150930884 Admin Agency Dane County (13)
Primary Person Charles Dickens RFA Date 11/29/2017
address |GG Review Date  10/31/2018
Middleton, WI 53562 CCAG Status  Open

Dane County
List of Hardship Requests

Received Date Occurrence Date Requested Date Timely Reasons Status Decision Date

Mo records to display.

New Request «

The worker must enter the date that the parent requested the new authorization to a second
provider in the Received Date box. In the Occurrence Date box, the worker must enter the date
that the event occurred which triggered the need for the change. In the Reported Date box, the
worker must enter the date the parent reported the event occurrence to the agency. Note that
the Reported Date is usually the same as the Received Date, but it can be different depending
on the situation.
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Add - Hardship Request

Case Details
Case Number 8150930884 Admin Agency Dane County (13)
Primary Person Charles Dickens RFA Date 11/29/2017
Address _ Review Date 10/31/2018

Middleton, WI 53562 CC AG Status Open
Dane County

Add - Hardship Request

Received Date *  13/04/2017
Occurrence Date *  13/01/2017
Reported Date *  13/04/2017

Timely * |G

Primary Reason * | provider Voluntary, Permanent Closure E‘
Secondary Reason =
Status * | pending [=]
Decision Date =

Upload Checklist v
| ” Choose Files ]

Choose files to upload (.docx,.pdf)

Comments

0 of 500 characters.

If the Reported Date is within 10 calendar days of the Occurrence Date, the worker should
select ‘Yes’ in the Timely indicator box. If the event occurrence was not reported within 10
calendar days, the worker should select ‘No’.

From the Primary Reason dropdown menu, the worker should select the reason closest to the
reason for which the parent is requesting a hardship. If the scenario does not fall under any of
the reasons listed in the dropdown, the worker should select Discretion of DCF Wisconsin
Shares Policy Unit and email the Wisconsin Shares Subsidy and Technical Assistance Line for
a review of the case.

Note: Agencies must send all cases involving foster or other placement children to the Child
Care Subsidy and Technical Assistance Line for approval or denial. The Child Care Subsidy and
Technical Assistance staff will make hardship decisions for these cases. Workers must update
the Approved or Denied status after they get a response from the Child Care Subsidy and
Technical Assistance Line.

If the hardship request meets more than one (1) reason, the worker should select a second
reason from the Secondary Reason dropdown.

Next, the worker should change the hardship request Status from the dropdown menu to
Pending while the request is being reviewed and a decision is being made. When the final
decision is made, the worker should change the Status to either Approved or Denied and
update the Decision Date to the date the hardship request was approved or denied. The worker
should enter case comments in the Comments box according to agency procedures.

Hardship Page Status-Modify

In some instances, the local agency may have incorrectly approved or denied a second
authorization due to a hardship and upon receiving additional information needs to reverse the
initial hardship determination or delete the hardship request.

The Reset Status to Pending button allows the hardship request status to be changed from

Approved or Denied to Pending. Workers must send an email to the Child Care Subsidy and
Technical Assistance Line to request to have the status reset.

60




CSAW User Guide — Authorizations

7/29/2020

Modify - Hardship Request

Received Date *
Occurrence Date *
Reported Date *
Timely *
% Primary Reason *
Secondary Reason
Status *
Decision Date

Comments

Confidential Documents

Uploaded Date

03/13/2018

03/13/2018

03/12/2018

Yes

Child Expelled Due To Behavioral Issues

Denied

03/13/2018

not expelled

12 of 500 characters.

Document Comments

No records to display.

Upload Confidential Document

Comments

| |[ Choose Files l
Choose files to upload (.docx,.pdf)

0 of 2000 characters.

| Reset Status to Pending =

Hardship- Confidential Documents

The Add-Hardship Request page contains a Confidential Documents section in which workers
can upload confidential documents relevant to the hardship request. Only Supervisors and

users who have Child Care Coordinator level privileges in CSAW are able to view the
documents uploaded in this section. This section also contains a Comments box. The

comments entered in this box are only viewable if a confidential document is also uploaded. If
comments are entered and a confidential document is not uploaded, the comments will not be

saved.

Hardship Request- Denial Notice

When the Status of a Hardship request is changed to Denied, CSAW will automatically send a
Hardship Denial Notice to the parent indicating that the request for a second authorization due
to hardship has been denied. The notice includes the Received Date and Primary Reason for
the hardship request, the reason for the denial, and fair hearing rights. The Hardship Denial

Notice is viewable in the Documents section of CSAW for the case.
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Provider Closures

Child Care providers can submit the dates when their center will be closed for a short period of
time, such as for a holiday or seasonal closure, through the Child Care Provider Portal. A task
or message is not created when this request is submitted and does not require agency worker
action. However, if an agency worker receives a request from a parent for a second
authorization due to a temporary closure, the agency worker could verify the information in the
Child Care Provider Portal if the provider entered the closure into the Child Care Provider Portal.
It is optional for providers to report short-term closures in the Child Care Provider Portal.

Provider Closure Banners

A banner has been added to CSAW to indicate if a provider location is temporarily closed or
permanently closed to assist workers in only writing authorizations to open child care providers.

Temporary Closure Banner
Temporary Closure status of a child care provider comes from an interface with WISCCRS; this

status is entered by the licensing specialist or certifier. If the provider location status is
Temporary Closure on the Category Summary page, a banner stating, ‘As of today, this provider
is temporarily closed.’ will appear on the List of Authorizations for a Child Care Provider
Location and on the Child Care Provider Location Details pages.

To view the license Status of a provider location, in the Left-Side Navigation Menu, under
Location Details, select Category Summary.
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E| Location

© Summary

d Location Details

- EFT

- Alternate Addresses

* Comments

- Attendance Entry

- Provider Utilization

- Resend Attd Form

- List Authorizations

- Issuance History

© Adjustment Requests List

- Suspend Payments

© Suspend Payments List

- SHARES Contract List

* YoungStar Details
- Provider Prices - EBT

E Category

E} Certifie

This will show licensing-related provider location details. Under the Licenses section the Status
is displayed.
Category Summary e —

Provider Location Details

Provider # — Provider Name

Location # Location Name

Facility Details

Facility Number - Facility Name
Licensor Name - Certifier Name
Licenses
Category Code Effective Period Expiration Date Status Updated Date
Licensed Family 11/17/2000 4/30/2022 Temporary Closure i 6/2/2020 @ S
Rates Ages Served Accreditation Hours Of Operation
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List of Authorizations for a Child Care Provider Location €,
Authorization Period
Begin Date 07/01/2020 &5 End Date -
[Jinclude deleted authorizations
Search
Child Care Provider Location Details
Provider/Location# Months Open Jan-Dec
Provider Name Night Capacity 0
Location Name Day Capacity 8
Phone # Hours: MON-FRI g:15AM - 5:30PM
Address SAT-SUN Closed
/\ As of today, this provider is temporarily closed.

Provider Prices W —

Child Care Provider Location Details « sssmsss

Provider/Location# Months Open Jan-Dec
Provider Name Night Capacity 0
Location Name Day Capacity 8
Phone # Hours: MON-FRI g:15AM - 5:30PM
Address SAT-SUN Closed

/A As of today, this provider is temporarily closed.

Permanent Closure Banner
Permanent closures are also drawn from an interface with WISCCRS. If the provider has an

Effective Period end date and an Expiration Date entered on the Category Summary page in
CSAW, a banner stating ‘As of today, this provider is closed.” will appear on the List of
Authorizations for a Child Care Provider Location and on the Child Care Provider Location

Details pages.

Certificates

Effective Period Expiration Date Status Updated Date

Provisional Certified 7/1/2018 - 6/30/2020 6/30/2020 =  Approved 12/3/2018 @J =
Serving Relatives Only Ages Served Accreditation Hours Of Operation
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List of Authorizations for a Child Care Provider Location (e —

Authorization Period
Begin Date 07/01/2020 £ End Date i
[]1Include deleted authorizations

Search

Child Care Provider Location Details

Provider/Location#
Provider Name
Location Name

Phone #
Address

[\ As of today, this provider is closed.

Provider Prices W

Child Care Provider Location Details

Provider/Location#
Provider Name
Location Name

Phone #
Address

/N As of today, this provider is closed.

Transactions
The Case Transactions page displays all transactions made to the parent’s EBT account. The
data is retrieved from the FIS ebtEDGE system and available in real time.
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23 EBT CSAW Menu List of Transactions
L=t Case Details
el Case Number 1150865318 Admin Agency  Menaminee Tribe (84)
» Assignments Search
| o Primary Persen  Nina Nitton RFADate  07/01/2016
+- EBT Case Address 89]13 ) Review Date  N/A
Case Search Milwaukee, WI 53553 C€CAG Status  Closed
= Milwaukee County
Cass Activity Summary
‘Education Tracking /\ There are 2 Unprocessed Tasks. Click here to view Unprocessed Tasks
Case summary
T — Transaction Period
Messages Begin Date | 57/01/2016 @ EndDate | 19/17/2016 |03
Case Tasks
» - Parent Approved Activities e
+ Child Copay/Special lissd - -
List of Transactions - Recent
» - Authorization:
There are no transactions for the date range
+ Hardship
» Benefit Summery [List of Transactions ]
Provider Name Provider Location FIs 1D Amount Account Balance Transaction Transaction
+ Case/Card Detalls Time Confirmation
L +  Child Names Nils Nitton  Child DOB: 01/01/2009  Child 1D; 1
Documents
&+ EBT Provider Randy's Group Care 3800036563-001 D205258 (51,001.00) 520826 10/17/2016 09:11:32 AM 000021
# PLBC - Case Randy's Group Care 3800036563-001 D205258 ($1,000.00) $1,209.26  10/17/2016 08:50:36 AM
» PLEC - Provider ;
Randy's Group Care 3800036563-001 D205258 s778.32 $2,209.26  10/01/2016 12:01:00 AM
b Case Overpayments
§- Provider Overpayments Randy's Graup Care 3800036563001 205258 s326.31 $1,430.94  09/28/2016 12:01:00 AM
g rizati Randy's Group Care 3800036563-001 D205258 $326.31 $1,104.63  09/10/2016 12:01:00 AM

The Transaction Period is defaulted to display four (4) months of information. The period can be
modified by changing the Begin and End Dates. The interface currently can retrieve a limited
amount of data. If an error message is displayed, the worker needs to modify the Begin and End
Dates to only cover one (1) or two (2) months.

The List of Transactions section shows the account activity by child. Transaction amounts in red
and parenthesis are transfers authorized by the parent to the provider. These transactions also
show a Transaction Confirmation code. Transaction amounts that are in black and not in
parenthesis are subsidy deposits made by DCF for the child.

List of Transactions-Recent

The List of Transactions-Recent section on the Case Transactions page shows transactions
completed for the current day. A TBD (To Be Determined) will appear in the Account Balance
section on the day the transaction is completed, because the FIS and CSAW systems interface
overnight. The transactions and amounts will show on the lower section of the List of
Transactions section the next day after the interface occurs. Amounts displayed as TBD will
display as available to the parent in the Child Care Parent Portal and are available to be paid to
the provider.

List of Transactions - Recent

Provider Name Provider Location FIS ID Amount Account Balance Transaction Transaction
Time Confirmation

v Child Name: Hailey Storm Child DOB: 02/27/2016 Child ID: 1
Randy’s Group Care 3800036563-001 D205258 $861.98 TBD | 06/08/2019 12:01:00 AM

v Child Name: Winter Storm Child DOB: 12/03/2017 Child ID: 2

Randy’s Group Care 3800036563-001 D205258 $901.58 TBD | 06/08/2019 12:01:00 AM

List of Transactions

Provider Name Provider Location FIS ID Amount Account Balance Transaction Transaction
Time Confirmation

v Child Name: Hailey Storm child DOB: 02/27/2016 Child ID: 1

Randy's Group Care 3800036563-001 D205258 $861.98 $861.58  06/08/2019 12:01:00 AM Indicates funds

have loaded to the

» Child Name: Winter Storm child DOB: 12/03/2017 Child 1ID: 2 .
parent's card

Randy’s Group Care 3800036563-001 D205258 $901.58 $901.58  06/08/2019 12:01:00 AM
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90-Day Drop-Off of Benefits-Transactions
Any benefit amounts that are not spent within 90 days from the date of the benefit load will drop
off the EBT card.

The 90-day drop-off of benefits follows a last-in, first-out process, which means that benefits that
have been loaded to the card most recently will be spent first when a parent makes a payment.
Amounts that have expired from the card will display as red text in parentheses with an
hourglass icon next the amount on the List of Transactions page.

List of Transactions

Case Details

Case Number 0150856300 Admin Agency Milwaukee County (40)
Primary Person Spring (Mom) Day RFA Date 04/01/2016
Address 123 Flower Lcks Review Date N/A
Springville, WI 45454 CC AG Status Closed

Milwaukee County
Transaction Period

Begin Date [02/01/2017) nird End Date =
_Search
List of Transactions - Recent
There are no transactions for the date range
List of Transactions

Provider Name Provider Location FIS 1D Amount Account Balance Transaction Transaction
Time Confirmation

Child Name: Sunny (Baby) Day Child DOB: 01/01/2016 Child 1D: 3

Randy's Group Care-Do Not Modify 1800036563-001 D205258 §444.97) 4 $0.00 03/02/2017 12:00:00 AM

Child Name: Calm (Sa) Day Child DOB: 01/01/2010 Child 1D: 4

January Care- PROC 0205301 $140.64) & $0.00 03/02/2017 12:00:00 AM

& This amount expired because the funds were not used within 90 days of the load.

Further examples of benefit drop offs can be found at MyWIChildCare Parent Tips under “Why
Did Child Care Funds Drop Off My Card?”

EBT Case/Card Detalils

Once an authorization has been created in CSAW, the interface between FIS and CSAW sends
the case information and subsidy amount to the FIS system. The following day, FIS will mail the
EBT card to the parent. The EBT Case/Card Details page shows the status and details of the
data transfers.

For security purposes, the first 12 digits of the EBT Card number are displayed as “X” on the
EBT Case/Card Details page.
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Home

Dashboard

» Assignments Search

> Inbox Search

v EBT Case
Case Search
Case Activity Summary
Education Tracking
Case Summary
Case Comments Summary
Messages
Case Tasks

» Parent Approved Activities
» Child Copay/Special Need

» Authorizations

» Hardship
» Benefit Summary.
Case Transactions

bl Case/Card Details

Data Exchange

Replace/Reissue Card
Deactivate Card
Parent Portal

Documents
» EBT Provider
» PLBC - Case
» PLBC - Provider
» Case Overpayments
» Provider Overpayments

» Pending Authorizations

4] EBT CSAW Menu EBT Case/Card Details

Case Details

Case Number

Primary Person

Address

/\ There are

Case Account Details

Primary Account Holder

Recent Card Mailed

List of Children in EBT Account

Child's Name

To

0150816707
Emily English

123 Side St
Mke, WI 45454
Milwaukee County

Emily English

123 side St
Mke, WI 45454

Admin Agency  Milwaukee County (40)
02/26/2016

Review Date N/A

RFA Date

CC AG Status  Closed

1 Unprocessed Tasks. Click here to view Unprocessed Tasks

Latest Card Status __Inactive

EBT Case Account- Replace/Reissue Card Request

7/29/2020

Date of Birth Child ID

Eeva English 01/01/2014 EN|

Emma English 01/01/2014 1

Erik English 01/01/2009 2
card Status History &

Card Number Status Status Date Updated Date Address Card was sent

(if applicable)

XHOCXXKK-HKKX-2650 Inactive 09/26/2016 09/27/2016

XHHX-XXKK-HXKK-2642 Inactive 09/25/2016 09/27/2016

XHOCHKK-KXKK-2634 Inactive 09/24/2016 09/27/2016

XKD KKK -XXKK-2576 Inactive 09/23/2016 09/27/2016

XH0OCIOUXHNKH-2519 Inactive 09/22/2016 09/24/2016

XH0OCIOUKXHNKH-2493 Inactive 09/21/2016 09/24/2016

XH0OCXKX-XXKK-2345 Inactive 09/20/2016 09/21/2016

XH0OCIOKX-XXKX-2337 Inactive 09/18/2016 09/21/2016

XH0OCIOKX-XXKX-2320 Inactive 09/17/2016 09/20/2016

XH0OCI0KX-XXKXX-2287 Inactive 09/16/2016 09/20/2016

XH0OCIOOKX-XXKX-2253 Inactive 09/15/2016 09/20/2016

XHOC KK -XXKX-2238 Inactive 09/14/2016 09/20/2016

| 3000630003000 1156 Undelivered-P9-Insufficient Address 09/08/2016 09/09/2016 123 Masking Street
Madison, WI 55555-5555

XH0OCIOCKX-XXKX-1156 Active 08/29/2016 09/06/2016

YOO IOOXXXKX- 1156 Tnactive 08/05/2016 08/20/2016

Account Maintenance Requests

Account Maintenance Requests

List of Children in EBT Account
This section lists all children on the case whose details have been sent to FIS. Each child has a

Child 1D that identifies the child in the FIS system. This number is displayed on the Parent

Authorization Notice and is also used when authorizing payments using the IVR phone method.

Card Status History
This section shows the card status history. Below are all possible values.

Card Status

Description

Active

Card can be used by the parent.

Card Stolen

Card was reported stolen and can never be used again.

Card Lost

Card was reported lost and can never be used again.

Name Changed

Card was reissued because the parent’'s name changed.
The original card can never be used again.

Damaged

Card was reported damaged and can never be used again.

Undelivered

Card was returned to FIS due to an incorrect address. The
local agency must trigger a new card from CSAW after
correcting the address in CWW. See EBT Case Account —
Replace/Reissue Card Request section below on how to
trigger a new card.

Inactive

Card cannot be used until the parent activates the card.

Deactivated/Cancelled

Card was deactivated/cancelled and cannot be used again.

Suspended

Holding status that can be changed to Active

Deceased

Parent is deceased

68



CSAW User Guide — Authorizations 7/29/2020

New benefits can be loaded to the card at any point unless the card status has been changed to
Deactivated/Cancelled, Deceased, Damaged, Card Lost, or Card Stolen in the FIS system.

EBT Case Account — Replace/Reissue Card Request
If the card is returned to FIS due to an invalid address, the card status is switched to

Undelivered in the FIS system. Once the address has been changed in CWW, a new card can
be triggered.

When the Latest Card Status is Undelivered, the EBT Case/Card Details page will show an EBT
Case Account-Replace/Reissue Card Request link.

Case Details

Case Number 4003188349
Address 2153 N Palmer St
Monroe, WI 53416-3219
% Monroe County

Primary Person Parent Pay Benefit
Admin Agency Monroe County (41)
RFA Date 01/01/2015
Review Date 12/31/2016
Case Account Details
Primary Account Holder Parent Pay Benefit Latest Card Status

Undelivered
I EBT Case Account- Replace/Reissue Card Request I

List of Children in EBT Account

Child's Name Date of Birth Child 1D

Padmes Benefit 12/13/2011 1

Pengquin Fly Hig Validats Change 11/10/2006 2

Card Status History

Card Number Status Status Date Address Card was sent

(if applicable)

5858 9894 2464 5240 IUndE|ivEred I 07/13/2016 2152 M Palmer St
Monroe, WI 53416-3219

Account Maintenance Requests

Account Maintenance Reguests

The worker should select on the EBT Case Account-Replace/Reissue Card Request link to
proceed with requesting a new or replacement card.

EBT Vendor Case Data Exchange — Replace/Reissue Card

On this page, the worker can trigger a new card to be sent to the parent. If the address in CWW
has been updated, this page shows both the old and the new address.

[ EBT CSAW Menu [l eet1 vendor Case Data Exchange - Replace/Reissue Card

[ fem= Case Details

[} Dashecard

[H— Case Number 0150316707 Primary Person  Emily English

o Cas= _
WO o Address 123 Side 5t Admin Agency  Milwaukes County [40)
i~ Came dotvity Summary Mke, WI 43454 RFADate  02/26/2016

i}~ Coz= x

{1~ Educotion Trackin Milwaukee Courry Review Date  01/31/2017

|| Education Tracking

{1~ Come Summary Case Account Details

{1 Parent Spproved Activities N ; . ) e
I Primary Account Holder Emily English Latest Card Status Undelivered-P2-Insufficient
1" Child Copay/Special Mzzd Address

T authorizations

B Benefit Summary Replacement Card Request

5T Bensfit Summary

T Case/Card Dataits

| - Dota Exchange New Address

1 . Emily English

i ===/ Rmiz=ue Cart]| 123 Side t,

Bl EBT Provider Mhks, WI 45454

B} PLEC - Cas=
[ PLEC - Provider I [ Confirm replace/reizsue card request I

: Submit

The worker should check the Confirm replace/reissue card request checkbox and select the

Submit button to trigger a new card. If the replacement request is triggered before 2 P.M., a new
card is sent the following business day.
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EBT Vendor Case Data Exchange — Maintenance Request
This page shows the history of data exchanges between the FIS and CSAW systems for a case.

EBT Vendor Case Data Exchange

Case Details

Case Number 4003188349 Primary Person Parent Pay Benefit
Address 123 N Main Gt Admin Agency Monroe County (41)
Monroe, WI 53416-3219 RFA Date 01/01/2015

M Count: i
onroe County Review Date 12/31/2016

Case Account Details

Primary Account Holder Parent Pay Benefit Latest Card Status Undelivered
EBT Case Account- Replace/Reissue Card Reguest

Search

Oinclude All Requests

| searen |

List of Account Maintenance Requests

Request Type Name Status Updated Date

Add child Padmee Benefit Processed 07/18/2016

Replacement Card For Primary Parent Pay Benafit 03/08/2016 @
Add Child Pengquin Fly Hig Validate Change Processed 07/27/2016

Add Primary Parent Pay Benefit Processed 07/18/2016

After the replacement card has been trigged by the worker, the Card Status of the request is
changed to Pending. Once the card has been resent by FIS, they will update their system and
the status in CSAW, and the Card Status will be changed to Processed.

Parent Messaging

Parents can use their ACCESS credentials to login into the Child Care Parent Portal. The Child
Care Parent Portal allows parents to request a new authorization, request a change to an
existing authorization, receive messages from their Wisconsin Shares authorization worker,
view authorizations, transaction information, and authorization notices.

¥ WASCONSIN DEPARTMEN Logout
v CHILDREN s FAMILIES Welcome, Uni

Case Number - 2150975726

Welcome to the Child Care Parent Portal

a : LI N ) ",
Authorizations My Account Track My Notices Text Message Messages
Requests Settings
ACCESS
Eligibility

About DCF Public Meetings Careers Request Records Contact Us Wisconsin.gov Press

The Department of Children and Families, protecting children, strengthening families, building communities.

Agency workers may send messages to a parent from CSAW. Parents will be able to view
messages in the Child Care Parent Portal but will not be able to respond through the portal.
Messages can be up to 500 characters; if a message is longer than 500 characters workers will
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need to send multiple messages. Parents will see that they have a message in the portal when
they log in.

Note: If the parent has not created an ACCESS account or logged into the Parent Portal, they
will not know that the worker has sent them a message. Workers should only send messages if
the parent has already submitted information through the Parent Portal.

Workers can view message history to the parent in CSAW by selecting the Messages link in the
left-side navigation menu. To view the message history, the worker can select on the Updated
Date link. To view Processed or Cancelled messages, the worker can check the box for Include
Processed and Cancelled.

H .
ome Case Details

Dashboard
Case Number 9151024993 Admin Agency Dane County (13)
» Assignments Search )
» Inbox Search Primary Person Janet Dependents RFA Date 05/30/2019
Address 201 E Washington Ave Review Date 04/30/2020

¥ EBT Case
Madison, WI 53703-2866

Dane County

Case Search CC AG Status Open

Case Activity Summary

Education Tracking Search

Case Summary Application Parent Portal -
Case Comments Summary Erom Date

s

Case Tasks [Hinclude Processed and Canceled

To Date 6/10/2019 ]

» - Parent Approved Activities Search
» Child Copay/Special Need
» - Authorizations List of Messages
»  Hardship
Status Updated

Date Messages
» - Benefit Summary Date

Cose Lt 05/30/2019 Thank you for using the Parent Portal and submitting an authorization request for Jack (tracking number Pending 05/20/2019 25
» - Case/Card Details 5374530000). I need more information about your work schedule in order to process your request. T will call you at
5pm on Thursday 2/21 from telephone number 1-888-456-3246 to get this information. You can also use the Parent

Parent Portal Portal to enter your work schedule if you would prefer.

Documents

» EBT Provider Add Message

» PLBC - Case
Messages

» PLBC - Provider

» Case Overpayments

» Provider Overpayments

» Pending Authorizations

» Refer To Finance
0 of 500 characters.

| Submit > |

The message to the parent could include a list of pending items that are needed in order to
complete the authorization, instructions for the parent to contact the agency, or information on
the status of the parent’s child care authorization request (see below for further examples).

Suggested information to include in messages:
¢ Additional information needed for the Authorization Assessment, including:
o Authorization time period
o Child care need schedule
o Child care provider, particularly if a child has multiple authorization requests

o Parent schedule, particularly if the parent has shared placement of the child or a
varying work schedule

e Best method for parent to contact the agency
e Tracking number and any other identifying details about the authorization request.

The parent can submit the information needed by either:
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e Submitting it via the Child Care Parent Portal, if possible. This will depend on the
Authorization Request status in the portal (see the CSAW Dashboard User Guide for
additional information on the statuses).

e Submitting it via an in-person visit or a phone call/fax to the local agency

If the worker intends to call the parent for the information, the worker should include the
following information in the message:

e The time and date the phone call will take place

e The telephone number that will appear on their caller ID

All unread messages in the Child Care Parent Portal will be highlighted in yellow.

% WISCONSIN DEPARTMENT Logout
V CHILDREN e FAMILIES Welcome, JANET

Case Number - 9151024993

Messages

Messages from your authorization worker

You will not be able to respond to the authorization worker's message. Please call or visit the local agency to respond. All unread
messages are highlighted yellow. After reading the message, select the “I Read It” button.

05/30/19 14:16 PM

Thank you for using the Parent Portal and submitting an authorization request for Jack (tracking number 5374530000). I need more
information about your work schedule in order to process your request. I will call you at 5pm on Thursday 2/21 from telephone
number 1-888-456-3246 to get this information. You can also use the Parent Portal to enter your work schedule if you would prefer.

IRead It |

‘l A Home I

Once the parent reads the message in the Child Care Parent Portal and selects the ‘I Read It’
button, the message status will automatically change from Pending to Processed on the
Messages page in CSAW. The message status will not change to Processed unless the parent
selects the ‘I Read It’ button.

Search
Application [parent Portal v

FromDate | 5,11 /5010 =] ToDate | g/11/2010 | E

W Include Processed and Canceled

Search
List of Messages
Date Messages Status Updated
Date
05/30/2019 Thank you for using the Parent Portal and submitting an authorization request for Jack (tracking number I Processed I 06/11/2019 u__c;_u =

5374530000). I need more information about your work schedule in order to process your request. I will call you at
5pm on Thursday 2/21 from telephone number 1-888-456-3246 to get this information. You can also use the Parent
Portal to enter your work schedule if you would prefer.

A worker can cancel a message as long as the parent has not selected the ‘I Read It’ button;
cancelling a message will cause it to disappear from the Child Care Parent Portal. Some of the
reasons a worker may cancel a message are because it is no longer needed or the message
was sent to the incorrect parent.
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Text Messaging

Local agency workers can send a message through CSAW to parents’ cell phones; the parent
will receive a text message that alerts them to log into the Parent Portal to view the message.
To send text messages to a phone number, the worker can enter the phone number into CSAW,
or the parent can enter their phone number in the Child Care Parent Portal. If the worker enters

the number into CSAW, the information will appear in the Parent Portal and if the parent enters
their number in the Parent Portal, it will appear in CSAW.

Text Messaging Functionality in CSAW
Under the Messages menu, select Message Settings, then select Add Contact Information.

441 EBT CSAW Menu

Home

I Text Message Settings
Case Details

Dashboeard

Case Number 6150740960

Admin Agency Dane County (13)
» Assignments Search

Primary Person Freddie Krueger RFA Date 12/11/2014
» Inbox Search
v EBT Case Address 201 _E ‘Washington Ave Review Date 11/30/2020
Case Search Madison, W1 53703-2866 CC AG Status ~ Open
Dane County
Case Activity Summary
Education Tracking Settings
Case Summary Add Contact Information
Case Comments Summary No contact information to send text messages.

v Messages
' -
Add Contact Info
Modify
History
Opt-In History

» Preference

Messages Sent

Enter in the parent’s phone number where text messages will be sent. The ‘Parent wants to

receive text messages’ box auto-populates to being checked, leave it checked and select Save.
Text Message Settings

Case Details

Case Number 6150740960 Admin Agency Dane County (13)

Primary Person Freddie Krueger RFA Date 12/11/2014
Address 201 E Washington Ave
Madison, WI 53703-2866

CC AG Status Open
Dane County P

Review Date 11/30/2020

Contact Info

Phone * | (312) 555-9864)| ]This number should receive text messages (like a cell phone)

[¥] Parent wants to receive text messages.

< Back | Save |

After Save is selected, the phone number entered is populated under Text Message Settings.
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Settings
Phone Number
(312) 555-9864 Wim— 25
Text Message Log
Phone Number Opt-in Sent Date
(312) 555-9864 Yes 6/24/2020 12:48:49 PM =
Functionality Text Preference
Authorization Worker Message Yes @K

The parent will receive the following Opt-in text message, which is date and timestamped in
CSAW. This is the same text message the parent will receive if they enter their phone number in
the Child Care Parent Portal.

Phone Number Opt-in Sent Date
(312) 555-9864 — Yes 6/24/2020 12:48:49 PM  fmm— )

DCF ChildCare: Welcome! Msg &
data rates may apply. Msgs
expected to be 2 per month or
fewer.

Reply HELP for help. Reply STOP to
cancel.

When a worker sends a message to the parent using the Message function in CSAW, the
parent will receive the following text message alerting them of the new message, and that they
can view it in the Child Care Parent Portal.

DCF ChildCare: You have a new
message from your child care
authorization worker. To view the
message, go to https://
mywichildcareparentsacc.wisconsin,
gov

Updating a Phone Number
To update a phone number, select the pencil icon, enter in a new phone number, and select
Save. The updated phone number will be reflected real-time in the Child Care Parent Portal.

Settings

Phone Number

(312) 555-0864 — ) R
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Contact Info
Phone Number * ‘ (608) 555-6894 | This number should receive text messages (like a cell phone)

¥ Parent wants to receive text messages.

< Back | Save |

Phone Number Updates History
To view the phone number updates made to a case, select the scroll to view the phone numbers
as well as the date the number was updated.

Settings
Phone Number /

(312) 555-9864 @8"

Text Message Log

Phone Number Opt-in Sent Date

(312) 555-9864 Yes 6/24/2020 12:48:49 PM =
Functionality Text Preference

Authorization Worker Message Yes @8

Text Message Log
Select Text Message Log to view all the text messages that have been sent to the case listed
by message type and time and date sent.

Settings

Phone Number

(312) 555-9864

@8

T Text Message Log|

Phone Number Opt-in Sent Date

(312) 555-9864 Yes 6/29/2020 3:48:16 PM =
(312) 555-9864 No 6/29/2020 1:01:40 PM =
(312) 555-9864 No 6/29/2020 12:54:11 PM |
Functionality Text Preference

Authorization Worker Message Yes 28

The text messages will be Opt-in or Opt-out message types, as well as Auth Worker Message
types, which are messages sent from a worker.

Messages Sent

Functionality

Message Type

Date Sent

Parent Opt-In Message
Parent Opt-In Message
Parent Opt-In Message
Parent Opt-In Message
Authorization Worker Message

Parent Opt-In Message

Opt-In Message
Opt-Out Message
Opt-In Message
Opt-Out Message
Auth Worker Message

Opt-In Message

6/29/2020 3:48:16 PM
6/29/2020 1:01:40 PM
6/29/2020 12:59:35 PM
6/29/2020 12:54:11 PM
6/24/2020 4:35:40 PM

6/24/2020 12:48:49 PM
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Viewing Opt-in and Opt-out Message History
From the Text Message Settings page, select the scroll to view the history of all Opt-in and Opt-
out message types sent to a phone number on the case.

Settings
Phone Number
(312) 555-9864 @8
Text Message Log
Phone Number Opt-in Sent Date
(312) 555-9864 Yes 6/24/2020 12:48:49 PM — T
Functionality Text Preference
Authorization Worker Message Yes @8

Opting out of Authorization Worker Messages
Selecting the pencil icon next to Authorization Worker Message allows the worker to update the
“Parent wants to receive text messages.’

Settings
Phone Number
(312) 555-9864 @8
Text Message Log|
Phone Number Opt-in Sent Date
(312) 555-9864 Yes 6/29/2020 3:48:16 PM |
(312) 555-9864 No 6/29/2020 1:01:40 PM =
(312) 555-9864 No 6/29/2020 12:54:11 PM =
Functionality Text Preference
Authorization Worker Message Yes — () T,

If a parent wants to opt out of receiving text messages when a worker sends a message through
the Message function in CSAW, the worker needs to unselect the ‘Parent wants to receive text
messages’ checkbox and then select Save. The parent can also make this change in the Parent
Portal and is described later in this section.

Contact Info

Contact ID 2800000000
Functionality Authorization Worker Message

_—-——-F% Parent wants to receive text messages.

< Back Save | W E—

The Text Preference will change to No.
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Functionality Text Preference

Authorization Worker Message —  NO J =

By unselecting this checkbox, the phone number will remain in CSAW; however, the parent will
not receive a text message that a message has been sent by the worker. When the parent
wants to receive text messages in the future, if the phone number is the same, the worker can
re-select the checkbox and select Save.

Opting out of Receiving Any Text Messages

If the parent no longer wants to receive any text messages, on the Text Message Settings page,
under Phone Number select the pencil icon. The worker can unselect the ‘Parent wants to
receive text messages’ button, then select Save.

Settings

Phone Number

(312) 555-9864 = 2 =

Contact Info
Phone Number * (312) 555-9864 This number should receive text messages (like a cell phone)

._———D%Parent wants to receive text messages.

< Back SAVE | —

On the Text Message Settings page, the phone number will no longer appear.

Settings

Add Contact Informatio

No contact information to send text messages. s———

When a parent’s phone number has been removed from receiving text messages, the parent
will receive the following Opt-out text message.

DCF ChildCare: You will no longer
receive messages from DCF
ChildCare at this phone number. To
start again, go to https://
mywichildcareparentsacc.wiscons

Text Preference Functionality

If under Contact Info under the Text Message Settings page, the ‘Parent wants to receive text
messages’ box is checked; but the Authorization Worker Message text preference is ‘No’, the
parent will not receive a text message when the worker sends a message through the Message
function in CSAW. Both the ‘Parent wants to receive text messages” box must be checked and
the “Text Preference” must be Yes for the parent to receive a text message.

Contact Info

Phone Number * | 5,5y 555 9g64 This number should receive text messages (like a cell phone)

s /] Parent wants to receive text messages.

< Back Save
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Functionality Text Preference
Authorization Worker Message — O @K

Text Messaging Functionality in the Child Care Parent Portal

Parents can learn about this functionality at https://dcf.wisconsin.gov/mywichildcare/textmessages

Once logged into the Parent Portal, the parent selects Text Message Settings.

Welcome to the Child Care Parent Portal

press release.

e L ~
Authorizations My Account Track My Notices
Requests
ACCESS
Eligibility

«! Parents: Effective 7/4/20, parents using the MyWIChildCare Parent Portal can sign-up to receive text message alerts when an
authorization worker has sent a message to the parent via the portal. Usually, messages are sent when there are questions about
an authorization request. Message and Data Rates May Apply.
«! Milwaukee Parents: DCF and DHS announce the temporary closure of the Coggs Human Services Center and the Milwaukee
Child Protective Services Bldg to the public on 3/17/20 in response to the COVID-19 pandemic. Applicants can apply online at
https://access.wisconsin.gov/access. Services are also provided by phone 888-947-6583 or 711 (TTY), Monday - Friday, 8 am - 4:30
pm. We are making every effort to ensure that the public is still able to access critical services. For complete details, read the DCF

) ®,

Text Message Messages
Settings

0

The parent will enter a phone number to receive text messages, then select Save.
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Text Message Opt-In

Phone Number (608) 555-1236 X /

This number should receive Text Messages (like a cell phone)
/' 1want to receive text messages
Note: Standard message rates and data charges from your carrier may apply when sending and/or receiving text messages.

® /

L)

| | # Home I

The phone number entered will appear. The Authorization Worker Message will default to Yes
and should remain Yes to receive text messages, then the parent will select Save.

Text Message Preferences

Phone Number (608) 555-1236 # Update Number

You can receive the types of text messages listed below. To change what you receive, select the preference and click save.

Authorization Worker Message m|

| | # Home I

After entering a phone number, the parent will receive the below ‘DCF Child Care: Welcome!’
text message. This is the same Opt-in text message the parent will receive if a worker enters
their phone number into CSAW.

DCF ChildCare: Welcome! Msg &
data rates may apply. Msgs
expected to be 2 per month or
fewer.

Reply HELP for help. Reply STOP to
cancel.

The parent can reply STOP to the message shown above and will receive the following text.

Note: The worker can still send a message to the parent; however, the parent will not receive a
text message alerting them that a new message exists. Instead, the parent will need to view the
message in the Parent Portal the next time they log in. A future enhancement will be made to
document that when a parent has replied Stop to the Opt-in text message, a worker will know
that the parent no longer receives text messages.
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NETWORK MSG: You replied with
the word "stop" which blocks all
texts sent from this number.

Text back "unstop" to receive
messages again.

When a parent replies Unstop to the text message, they will receive the following text message

and will again receive text messages.
Unstop

NETWORK MSG: You have replied
"unstop" and will begin receiving
messages again from this number.

You have successfully been re-
subscribed to messages from this
number. Reply HELP for help. Reply
STOP to unsubscribe. Msg&Data
Rates May Apply.

Updating a Phone Number

A parent can update their phone number at any time by selecting Update Number, enter a new
phone number and then select Save. This information will be updated real-time in CSAW.
Update Phone Number

Phone Number (608) 555-1234 X | % Delete

This number should receive Text Messages (like a cell phone)

'/ I want to receive text messages
Note: Standard message rates and data charges from your carrier may apply when sending and/or receiving text messages.

© ®

p—

L | | # Home I
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Opting out of Authorization Worker Messages

If the parent chooses not to receive text messages from their worker but keep their number in
the system to receive future messages, the Authorization Worker Message must be changed to
‘No’, then select Save. This information will be updated real-time in CSAW.

Text Message Preferences

Phone Number (608) 123-4567 # Update Number

You can receive the types of text messages listed below. To change what you receive, select the preference and click save]
Authorization Worker Message | e

Save I

<4 | # Home |

Deleting a Phone Number

If the parent no longer wants their phone number in the system to receive text messages, the
parent can select Update Number, then select ‘Delete’, then select ‘Save’.

Text Message Preferences

Phone Number  (608) 555-1236 # Update I@lrjumber /

You can receive the types of text messages listed below. To change what you receive, select the preference and click save.

Authorization Worker Message m\

Save I

< | # Home |

Update Phone Number

Phone Number (608) 555-1236 X | % Dei}jete /

This number should receive Text Messages (like a cell phone)

/| I want to receive text messages
Note: Standard message rates and data charges from your carrier may apply when sending and/or receiving text messages.

ﬁ ® o

Save

« | # Home I
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The parent will receive a warning message confirming the phone number should be deleted.
The parent should select Delete.
Delete Phone Number

A Warning
By deleting this phone number you will no longer receive any type of DCF Child Care text notifications. If you later wish to
begin receiving text notifications again, you will need to opt-in at that time.

Phone Number (608) 555-1236

B..,@ck ® /

Delete

« | A Home |

The parent will be taken to the Welcome to the Child Care Parent Portal page. When the parent
selects Text Message Settings, they will see the phone number has been deleted. This
information will be updated real-time in CSAW.

Limit of One Active Phone Number

Only one active phone number per case is allowed, whether the phone number is entered by
the worker in CSAW or by the parent in the Parent Portal. If a phone number is in use by
another case, a hard stop error message will appear, and the number will not be saved.

Message the worker will see in CSAW:

The following error has occurred

Q Phone: Phone number is already in use, please check your number. ‘

Text Message Settings

Message the parent will see in the Child Care Parent Portal:
Update Phone Number

© Phone Number: Phone number is already in use, please check your number.

Documents

Parents are able to upload documents, such as school or work schedules, through the Child
Care Parent Portal. File size is limited to 4 MB and must be JPEG or PDF. Parents can view
their authorization notices through the Child Care Parent Portal as well.

Workers can see uploaded documents, as well as Parent Authorization notices and Hardship

Denial notices, by selecting the Documents link in the left-side navigation menu in CSAW.
Notices sent from CSAW, such as provider and parent authorization notices are not viewable in
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CWW; they are only viewable in CSAW, the Child Care Parent Portal, and the Child Care
Provider Portal. The Documents page allows the worker to filter documents generated within a
specific time period.

=i EBT CSAW Menu

Home

Case Summary

Case Details

dashboard
Case Number 7151009178 Admin Agency  Dane County (13)
» Assignments Search
1 N Primary Person  Ruby Storm RFA Date  02/14/2019
v EBT Case Address 741 E Gorham St Review Date  01/31/2020
Madisen, WI 53703
CC AG Status  Open
Case Search Dane County el
Case Activity Summary
b Toa e, A\ There are 1 Unprocessed Tasks. Click here to view Unprocessed Tasks
Case Summary
= Search
ments Summg
Begin Date | ryryprrr & End Date 8
Case Tasks
Saearch
» Parent Approved Activities
- Child Copuy/Spacial Nead Parent Approved Activity Schedule
» Authorizations
% Harckhip Parent’s Name Date of Birth PIN
* Benefit Summ; Ruby Storm 02/14/1980 7585319916 Add Schedule
Case Transactions
e ——— CWW Approved Activity Schedule Period Week One  Week Two  Week Three  Week Four  Schdule Type Status
] Employment 02/01/2018 - 01/31/2020 a0:00 40:00 a0:00 40:00 Single week Completed 2@
- Child Copay/Special Need
| CdEE ¥ Child's Name Date of Birth PIN
» PLBC - Provider
Hailey Storm 12/03/2013 7585320001 Add Details
» Case Overpayments
» Provider Overpayments Effective Period Copay Type Special Needs
» Pending Authorizations 02/01/2019 Regular No 28 ®

The Documents link will open a new page in CSAW that lists all of the documents uploaded to
the case from the Child Care Parent Portal and any documents sent to the parent from CSAW.

Home
Dashboard
» Assignments Search
» Inbox Search
v EBT Case
Case Search
Case Summary
Messages
Case Tasks
»  Child Copay/Special Need
» Hardship
» - Benefit Summary
» Case/Card Details
Parent Portal
.Dmmrm

Documents

Case Details

Case Number 7151009178 Admin Agency
Primary Person  Ruby Storm RFA Date
Address 741 £ Gorham St Review Date
Madison, WI 53703 CC AG Status

Dane County

/N There are 1 Unprocessed Tasks. Click here to view Unprocessed Tasks

Dane County (13)
02/14/2019
01/31/2020

Open

Search
Begin Date b1/01/ 20150 End Date &
Search
Documents
Date
04/03/2019
03/26/2019

03/21/2019

03/04/2019

To view documents, workers can select on a hyperlinked document. A dialogue box will appear;
the worker can select ‘Open’to open and view or select ‘Save’ to download the document and
save it to a location outside of CSAW.
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£ase Comments Summary Search
Mesmges Bagin Date fo1/01/2019) o End Date =
Can Taks

* Parert Acoroved Actiitien Saarch

» Child Copay/Special Neod

Documents
* Autharzanons
* Handshis Date Bucument
» DD SumERey 0400/ 700%

Caze TrANSAIOS
* CasaiCard Detmly

» BT Frowider

» PLBC - C

o o s 0 e 60 fawe SROOMIBNERPOF (17,7 KNl from coawsos misnnsingev

Case Tasks

The Case Tasks link in the left-side navigation menu takes the worker to the Tasks-Case page,
where the worker can process all of the tasks associated with a specific case.

If there are unprocessed tasks associated with the case, a Case Header displays, which is a
yellow banner that is visible in CSAW on all the pages that have the Case Details section. The

Case Header will inform the worker that this specific case has at least one (1) unprocessed task
on the CSAW Dashboard.

B8 €51 Gon wenu
Home

Case Details
Dashboard

Case Number 9151024593

Admin Agency Dane County (13)
» Assignments Search

+ Inbox Search Primary Person Janet Dependents RFA Date 05/30/2019
v EBT Case Address 201 E Washington Ave Review Date 04/30/2020
Madison, WI 53703-2866
Case Search

CC AG Status Open
Dane County

Case Activity Summary.

Education Tracking /N There are 1 Unprocessed Tasks. Click here to view Unprocessed Tasks

Case Comments Summary Scarch

TR Begin Date 6/1/2019 B End Date
Search

» - Parent Approved Activities

» Child Copay/Special Need

»  Authorizations

Parent Approved Activity Schedule

v

» Hardship Parent’s Name Date of Birth PIN

* Benefit Summary ¥  Janet Dependents 04/16/1979 9585348993 Add Schedule
Case Transactions

» Case/Card Details CWW Approved Activity Schedule Period Week One Week Two Week Three Week Four Schdule Type Status
Parent Portal Employment 06/01/2019 - 04/30/2020 42:30 42:30 42:30 42:30 Single week

Completed @5 \@\
Documents

Selecting the Unprocessed Tasks link in the Case Header will take the worker to the Tasks-
Case page where the worker can process the task(s).

NOTE: Any worker can process a task from the Tasks-Case page regardless of whether the
worker has been assigned a role within the Dashboard. However, they will still not be able to

access the Dashboard without being assigned a role (agency worker or Dashboard
Administrator).

Please see the CSAW Dashboard User Guide for more information on how to process Tasks.
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Where to Go For Help

Questions regarding policy in Child Care Policy Manual Chapters 1 and 2 can be directed to the
Child Care Subsidy and Technical Assistance Line at childcare@wisconsin.gov or 608-422-
7200.

Questions regarding policy in Child Care Policy Manual Chapters 3 and 4 can be directed to
DCF BPI TA Request Line at DCFBPITAreqguest@wisconsin.gov

Questions regarding the parent portal, provider portals or CSAW can be directed to the Child
Care Subsidy and Technical Assistance Line at childcare@wisconsin.gov or 608-422-7200

Questions regarding security should be directed via your security liaison to the DCF Security
Help Desk at: DCFServiceDesk@wisconsin.gov.

Wisconsin Shares Child Care Subsidy Policy Manuals can be viewed online at:
https://dcf.wisconsin.gov/manuals/wishares-cc-manual/

For questions regarding other DHS/DCF systems, please see
https://dcf.wisconsin.gov/files/publications/pdf/5267.pdf for contact information.

85


mailto:childcare@wisconsin.gov
mailto:DCFBPITArequest@wisconsin.gov
mailto:DCFServiceDesk@wisconsin.gov
https://dcf.wisconsin.gov/manuals/wishares-cc-manual/
https://dcf.wisconsin.gov/files/publications/pdf/5267.pdf

