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The Department of Children and Families is an equal opportunity employer and service provider. If you
have a disability and need to access services, receive information in an alternate format, or need
information translated to another language, please contact the Bureau of Early Care Regulation at
dcfcclicreg@wisconsin.gov or (608) 421-7550. Individuals who are deaf, hard of hearing, deaf-blind or
speech disabled can use the free Wisconsin Relay Service (WRS) — 711 to contact the department.
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WISCCRS User Guide — Dashboard
Background

The purpose of this module is to manage tasks and messages in WISCCRS. Tasks and messages can
come from any child care system (CSAW, YS, Child Care Provider Portal and other users in WISCCRS).
They are a communication from another user (future phase) or from another system, helping workers be
informed, track tasks that need to be done, manage workload among various staff, and quickly access
various parts of WISCCRS where work needs to be done.

As mentioned above, a task or message can be generated by any of the child care systems. The
WISCCRS Dashboard distributes tasks and messages to users’ inboxes and allows tasks to be assigned
or reassigned to other users. This module allows updating the status, priority, and comments of a task.
The description of the task links the user to the page in WISCCRS where the worker can complete the
task. Depending on the task, this work may change the status of the task to Processed.

For example, a supervisor receives a new background check task in his/her inbox. Then he or she can
assign that task to a background check worker. When assigned, the worker will see this task under My
Assignments. The worker can update the status of the task to In Progress once they have begun work.
When work is completed, the task status should be changed to Processed. In some cases, the task status
is automatically changed to Processed once action is taken.

Below is an explanation of tasks and messages:

e Tasks (DCF CBU staff only): An action is needed; staff processes them by doing something in
the system (e.qg., requesting a background check, FBI/DOJ results for an individual have been
received, etc.). The task contains a link to the page in WISCCRS where the issue that generated
the task can be accomplished. Tasks can be assigned to workers and have varying levels of
progress: pending, assigned, in progress, processed, or canceled.

e Messages (Certification/Licensing Regional Staff): Sent to inform an agency or worker. No
action is needed to process. Messages can be read (i.e., processed), but cannot be assigned
because they are informational only.

DCF-P-5257 (R. 12/2019) 2
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Security

Users who need access to the Dashboard need to have a role given by the Administrator. DCF Central
Office staff will assign Dashboard roles for BECR Regional Licensing Staff and County/Tribal Certifiers.
See Assign User Roles section for further details on how Dashboard Roles can be assigned.

DCF-P-5257 (R. 12/2019)
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Accessing the Dashboard

The Dashboard link has been added to the upper horizontal menu bar.

Home New Search Dashboard _ Announcements Reports CBC Findings

The Dashboard consists of 3 main sections:

e My Assignments (DCF CBU Staff only): Any tasks that are assigned to the user will appear
here, as long as the status is Pending, In Progress, or Assigned.

e Task Inbox (DCF CBU Staff only): This section includes all inbox items for the
county/tribe/region for which the user has update access as long as the status is Pending, In
Progress, or Assigned.

e Message Inbox (Certifiers and Licensing Regional staff): This section shows all the
messages pertaining to a county/tribe.

Ly
Wisconsin Child Care Regulatory System "t
Home i M Search Dashsard Announcements A [0 Firdings CEAW YeumgGiar CCPP
oma » Dashboard
Dashboard
 Sourca Assigned Dato riority Task Description Task Status
T
WISCCRS - Licansing 03/26/7019 1-High Biew Individual With Record Found assigned Eeassion @ n
Applicant Bumbse: 1800054815
Lotation Number; 02
WISCCRS - Licensing wa/ze/20e 4-NS|HIH Haw Ingividual With Mo Recerd Feund Asgigned Beagsign @ a
Aocficant Number: 1600085317
Lecation Number: 001
0 :
WISCCRS - Licensing 02/19/2019 4-Madium Hew Individual - Minor With Concern In Progress. Reassion @ fa
Appian] Number: 7E0ODE4971
Lecation Number: 01
m «[1]» » pagesze: 50 ¥ My Assignments 1 to 3 of 3 records found
Arfvunced Inboy Searchy
Fieieor | —

e
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Filtering Messages and Tasks

Facility, Individual Name and Application Status (if application is pending for a facility the individual is
attached to) have been added to the Description field on the Task and Message lists. A filter that allows
you to search the list by a key word has also been added.

Example: If you want to find all tasks/messages that have Application Pending as the status, type
Application into the filter and choose ‘Contains’. The results will display all tasks/messages that have the
word ‘application’ included. The same method can be used to find all tasks for a specific program.

Task Description

T
MoFilter
Mew Individual With |

Facility Name: Pendir | Contains |

To view the complete list again, simply choose ‘No Filter’.

DCF-P-5257 (R. 12/2019)
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Certification and Licensing Regional Users

Only messages are generated to the Country/Tribal Certification and Licensing Regional inboxes at this
time. For these users, the My Assignments and Task Inboxes will be empty. To access the Message
Inbox, click on the arrow next to the Message Inbox Label.

N
I TWisconsin Child ;w — *
5 = Diashboard b AN 1

Hare |

Care Regulatory System
Nww

Source: Assigned Date

Priodty Task Description Due Date Status

Once expanded, the messages display.

[+ Message Inbox

Sou r(%

WISCCRS - Certification

WISCCRS - Certification

Created Date Priority Assigned Admin Unit/Role

03/28/2019

03/27/2019

Message Description Message Status

T

Medium County: Milwaukes
Role: Certification

Background Check Preliminary Decision Completed Pending @ ®
Facility Name: Pending Cert

Individual Name: Tammy Teacher

Status: Application Pending

New Certification Application - Che Complets pending @ s
Facility Name: Dana's Dells

Status: Application Pending

Medium County: Milwaukee
Role: Certification

The columns are explained below.

Field Name

Description

Source

The source systems that create tasks are listed in this column. The options are:

1. WISCCRS - Licensing (BECR Regional Licensing Staff)

2. WISCCRS - Certification (Certification agencies)

3. Provider Portal — Messages when a certified provider ads an individual
using the provider portal.

Created Date

The date the Message was created.

Priority Messages are always marked Medium priority.
Assigned Admin The location county for the child care provider is displayed here.
Unit/Role
The Dashboard currently has the following roles for messages:
e Certification (County/Tribal Certifiers): This value is displayed for
messages sent to certifiers.
e Licensing (BECR Region): This value is displayed for messages sent to
regions.
Message This field explains the reason for the message. The Description is also a link
Description that points to the WISCCRS screen where the item can be viewed.
Due Date This field was eliminated on 3/29/19 from the list page. The Due Date is still

listed on the Message Details page.

DCF-P-5257 (R. 12/2019)
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Field Name Description

Message Status The messages have Pending status when they are created. The status can be
changed to Processed when the message is no longer needed.

Modify Icon This icon is a link that goes to the Modify Task/Message screen where the
status and priority of the item can be changed and comments entered. If the
status is changed to Processed, the message disappears from the Inbox.

History Icon This icon is a link to the Task/Message History screen.

Modify Message

To change the message status to Processed, click on the Pencil/Modify icon on the List Message page.

~ Mazzags Inbox

Source Created Date Priority b Assigned Admin Unit/Role Message Description Message Status
T

WISCCRS - Certification 03/28/2019 Medium County: Milwaukes Background Check Preliminary Decision Completed Pending iad
Role: Certfication [acility Name: Pending Cert
Individuzal Narme: Tammy Teacher
Status: Application Pending

On the Modify Message page, the status can be changed to Processed.

Modify Task

Task/Message Message

Task/Message Description Background Check Preliminary Decision Completed
Facility Name: Pending Cert
Individual Name: Tammy Teacher
Status: Application Pending

Tracking# 2846910000
Task Created Date 03/28/2019
Due Date 04/27/2019
Task Assigned User Role Certification
Assign To N/A

Priority Medium b4
Status pending x|+ |
Comments
Pending

This page can also be used to enter comments pertaining to the issue and to change the priority of the
message.

List of Messages

Certifiers and Licensing Regional Staff will be getting messages when certain actions happen in
WISCCRS/Provider Portal. The two sections below explain the messages in more detail.

DCF-P-5257 (R. 12/2019)
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County/Tribal Certification Staff (Role: Certification)

The following messages are generated to the Certification Inbox.

Type Message Inbox
Message | New Individual Added to This message is generated when a certified provider adds a
Certified Location new individual using the Provider Portal.
Message | Background Check This message is generated after DCF CBU staff has
Preliminary Decision entered/modified Preliminary Status and Date for an
Completed individual associated with a certified provider location.
Message | Background Check Final This message is generated after DCF CBU has
Decision Completed entered/modified Final Status and Date for an individual
associated with a certified provider location.
Message | New Certification This message is generated when the Fit Date has been
Application — CBC entered for a provider location that has a pending initial
Complete application. Note that if the Fit Date is modified for an initial
application, a new message is generated.

DCF BECR Licensing Region Staff (Role: Licensing)

The following messages are generated to the Licensing Region Inbox.

Type Message Inbox
Message | Background Check Final This message is generated after DCF CBU has
Decision Completed entered/modified Final Status and Date for an individual
associated with a licensed provider location. The message
is only generated if the individual's role is Household
Member or Applicant/Licensee.
Message | Employee Background This message is generated when an individual associated
Check Decision — Ineligible | with a licensed program has been found ineligible. This
applies to individuals in both prospective and current status.
The message is generated for an individual in any role,
except Applicant/Licensee.
Message | New License Application — | This message is generated when the CBU staff has entered
CBC Complete the Fit Date for a facility with a pending initial application.
Note that if the Fit Date is modified for an initial application,
a new message is generated.

DCF-P-5257 (R. 12/2019)
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Dashboard —

Dashboard

DCF CBU Screens

My Assignments

When CBU staff access
Assignment section.

the Dashboard, all tasks assigned to that individual are displayed in the My

= My Assignmints

Source Assigned Date

WISCCRS - Licensing 03/28/2019

WISCERS - Licensing

Task Description Task Status

T

Priority

A-Medium mew Individual With No Record Found In Pr

Facility Name: Pending Cert
Inchividual Name: Tamey Teacher

ogress REAssign

e Endividual with No Regord Found

Eacility Name: Pending Care Third Location Sara
Individual Name: Hans Householdrember
Status: Apclication Pen

Reassign

The section has the following fields.
Field Name Description
Source The source systems that create tasks are listed in this column. The options

are:

1. WISCCRS - Licensing
2. WISCCRS - Certification

Assigned Date

The date the Task/Message was assigned to the user.

Priority

Priority of the task. See the task list under List of Tasks - DCF CBU Staff
section.

Task Description

This field explains the reason for the task and also links to the WISCCRS
screen where the task can be completed. Facility, Individual Names and
Application Pending status (if there is an initial application for the location)
display.

Task Status

The status of the task is shown.

Reassign This link takes you to a page where the task can be reassigned to another
worker.

Modify Icon This icon is a link that goes to the Modify Task/Message screen where the
status of the item can be changed and comments entered.

History Icon This icon is a link to the Task Assignment History screen.

Modify Task — D

CF CBU Staff Only

To access the Modify Task/Message screen, click on the pencil icon of the task/message.

~ My Assignments

Source

WISCCRS - Licensing 03/28/2019

Assigned Date

‘F«isk Description Task Status
T

MNew Individual With No Record Found
Facility Mame; Pending Cert
i 1l F

Priority

4-Medium In Progress Reassign

Status: Apgplication Pending

DCF-P-5257 (R. 12/2019)
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The following screen displays.

Modify Task Assignment

Task Description Mew Individual With No Record Found
Facility Name: Pending Cert
Individual Name: Tammy Teacher
Status: Application Pending
Tracking# 2946910000
Task Created Date 3/28/2019
Due Date 3/29/2019
Task Assigned User Role Cbu - Licensing

Assign To Ben Backgroundchecker
Priority * 4-Medium v
Status * In Progress ><| v l
Comments
Assigned
Cancelled

In Progress

Processed

The upper section of this screen displays the details of the task/message. The updatable fields are
Priority, Status and Comments.

Reassign Task — DCF CBU Staff Only

Tasks can be reassigned to another worker. Click on the Reassign link on the task list to access the
Reassign Task screen.

WISCURS - Licensing 03282019 A-Medium New Individual With No Record Found In Progress Heassian @ I
Individual Name: Tammy Teacher

On the Reassign Task screen, the task can be assigned to another user. This screen is almost identical
to the Assign screen.

Reassign Task

Task Description New Individual With No Record Found
Facility Name: Pending Cert
Individual Name: Tammy Teacher
Status: Application Pending

Tracking# 2946910000
Task Created Date 3/28/2019
Due Date 3/28/2019
Task Assigned User Role Cbu - Licensing
DAssign To Different Role

Status In Progress
Reassign From *  Ben Backgroundchecker

Reassign To v
Priority * 4-Medium v
Comments

DCF-P-5257 (R. 12/2019)
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Task History — DCF CBU Staff Only

To view history for a task, click on the scroll icon.

Tasks/Messages

Created Date Priority

Task Descrip

Sourc
& e d ¥
The following page displays.
) Task Details
Task/Message Task Source Weccrs - Lcensing
Due Date 03/28/2018
Task History
Priarity i Updated Date
Low =g ¥ ¥ AL Q27018
........ 032772018
QaRTRNE
Q3272018

This screen shows if any changes were made to the task and the date the updates were made. The
Updated Date link displays a screen with the User ID and Name of the person who updated the task.

List of Tasks - DCF CBU Staff

Users who have CBU security profile will see the following tasks when they access the Dashboard.
Definition for ‘New’ individual is a person with Employment/Residency Date on or after 10/1/18. “Current”
individual means a person with Employment/Residency Dates prior to 10/1/18.

Priority Description Comments
1-High Individual — CPS Possible This task is generated if there is a potential match found
Match during the monthly CPS batch.
1-High SOR — Address match This task is generated if there is an address match found
during the daily or monthly SOR batch.
1-High New Individual with out-of- FBI/DOJ results have been received for a new individual
state history who has out-of-state history (either home address
outside WI or the person indicated on his/her
Background Check Request form (BCR) that s/he has
resided outside WI within the last 5 years).
1-High Individual with NSOR Record | Effective 4/1/19, the fingerprint based checks results will
found include information from the National Crime Information
Center (NCIC) National Sex Offender Registry database.
This task is generated if the results bring a record.
2-High New individual with barred FBI/DOJ results received for a new individual with
offense possible barred offense(s).
3-High New Individual with record FBI/DOJ results received for a new individual with
found possible substantially related offense(s).
3-High New Individual — Verify An applicant/licensee has been entered by provider with
Background check Applicant/Licensee — Exempt role. If a certifier/regional
exemption staff enters an applicant/licensee — exempt, no task is
generated.
4-Medium New individual — minor with A minor has been added to WISCCRS by provider,
concern county or region and the BCR indicates that there is a
potential delinquency record.
4-Medium Individual Background Check | A certifier has submitted a request to have DOJ or FBI
— Certification check conducted on an individual.
4-Medium Individual Background Check | Regional staff has submitted a request to have DOJ or
— Licensing FBI check conducted on an individual.
4-Medium New individual with no record | FBI/DOJ results received for a new individual with ‘No
found record found'.

DCF-P-5257 (R. 12/2019)
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Priority Description Comments
4-Medium New Individual — Minor with This task is generated when a minor has answered Yes
Concern to the Minor Delinquency question on BCR.
5-Medium Individual with out-of-state FBI/DOJ results have been received for a current
history individual who has out-of-state history (either home
address outside WI or the person indicated on his/her
BCR that s/he has resided outside W1 within the last 5
years).
6-Medium Individual with barred offense | FBI/DOJ results received for a current individual with
possible barred offense(s).
7-Low Individual with record found FBI/DOJ results received for a current individual with
possible substantially related offense(s).
7-Low Role Change Request If an individual's role is changed from a lower to a higher
level (Example: Non-caregiver to caregiver), a task is
generated so the CBU staff can re-evaluate the latest
episode.
8-Low Invalid Address This task is generated for current individuals who have a
fingerprint trigger (either manual or included in the roll-
out) but the Individual Details for the individual is missing
the home address.
8-Low Individual with no record FBI/DOJ results received for a current individual with ‘No
found record found'.
8-Low Individual Background Check | When a minor employee is entered into CCPP or
Request form missing WISCCRS without a complete BCR, the system creates
a task overnight (DOJ name check process fails).
8-Low Individual Initial DOJ This is created when DOJ results have been received on
a minor employee.
9-Low Unaffiliated individual FBI/DOJ results have been received for a person who is
not associated with a regulated facility.
9-Low Minor turning 10 A minor has turned 10 years of age. This is only triggered
for a minor household member who is turning 10 or if a
new minor household member is added.
High SOR — Address Match This task is generated when a potential address match
has been received for a facility.

Task Assignment History

To access assignment history for a task, access the Advanced Assignment Search module and conduct a

search for the task.

Assigned Date Priarity Assigned User

I Task Assignments [

Due Date Status

Agassign

Wer; 21116100

Click the history icon on the search results page. The Task Assignment History shows when the task was

assigned or reassigned and to whom.

Home > Dashboard > Advanced Assignments Search > Task Assignment History

Task Details

Task/Message Task
Task Created Date 04/06/2018
Tracking# 2111610000

Source Wistos - Licensing
Due Date 04/07/2018

Task Assignment History

Priorily Assigned User

High Pirkko Occ User

High Chariotte Chusupervisor

Slatus

Assigned

Updated Dale
04/06/2018
04/06/2018

Asgsigned

DCF-P-5257 (R. 12/2019)
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Advanced Inbox Search — DCF CBU Staff Only

The advanced search allows staff to search the Inbox for tasks/messages for an agency.

Advanced Inbox Search

Tracking Number

m
|

Task Related To

Task/Message * | Task v 4 Reset search criteria
Source * Wisccrs - Licensing v
Admin Unit County
County All Counties v
Assigned User Role Cbu - Supervisor A4
Status Pending v
Type All items checked v
Task Created Date 2/28/2019 i To| 3/29/201% |
Due Date BH| To =

<

=]

3
]

Below are descriptions for each field on this page.

Field Name Description
Task/Message Choose Task or Message
Source The source systems that create tasks/message are listed in the pull-down
menu. The WISCCRS options are:
1. WISCCRS - Licensing
2. WISCCRS - Certification
Note that the list includes values for other Child Care Systems but those tasks
cannot be viewed in WISCCRS.
Admin Unit This value is defaulted to County. At a later date, Region can be added.
County All Counties is set as the default value.

Assigned User Role

CBU Supervisor is set as the default value. The Dashboard currently has the
following roles:

e CBU Supervisor:

e CBU - Licensing:

e CBU - Certification: This value is not currently used.

e Certification: Choose this to filter all certification messages
e Licensing: Choose this to filter all licensing messages.

Status

The value is defaulted to Pending. Multiple values can be chosen on the drop-
down menu.

The following values are available:

Check All (this value will include all statuses)
Assigned

Cancelled

In Progress

Pending

Processed

DCF-P-5257 (R. 12/2019)
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Field Name Description
Type Check All has been added to the list. If this value is chosen, all task types are

included in the search. Also, multiple values can be chosen.

Task Created Date

You can search the tasks by the Created Date range. The dates are set for 30
days back from the current date, but the dates can be modified. To search
tasks without a time frame, delete both dates.

Due Dates

The Due Date field was eliminated from the List Tasks pages. However, the
system still sets the due date at one day after the Created Date for tasks and
30 days for messages. To display all tasks/message with a certain due date,
leave all fields blank and just enter the due date.

Tracking Number

When a task is generated, the system assigns a unique number for the task.

Task Related to

You can search using the following numbers:

e Applicant/Location (Use this if you want to filter all tasks for a facility).

e Individual
e Provider/Location (Searching by provider number does not bring tasks
in WISCCRS).

Provider/Applicant/
Individual Number

Once the value above has been chosen, enter the number here.

Reset Search Criteria

The Advanced Inbox and Advanced Assignments search is frozen to the values the user chose. If you
need to change the search, press the Reset Search Criteria to have the search reset.

DCF-P-5257 (R. 12/2019)
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Processing Tasks - DCF CBU Staff Only

Below are steps to complete the task.

1. Click the Task Description link of the task.

& wiscons - Ucensing O406/2018 High County: Godge
Roder Chu - Licensing

2. Complete the steps required by the task.

3. Once complete, mark the task Processed.

DCF-P-5257 (R. 12/2019)

15



WISCCRS User Guide — Dashboard

DCF CBU Supervisor

Effective 4/1/19, all CBU tasks will be assigned to users who have the CBU Supervisor role. Users with

the CBU Supervisor role can assign pending tasks.

When the supervisor logs into the Dashboard, the Task Inbox shows the list of tasks for the counties that
the user has a Dashboard Role(s) for.

- Task Inbox

@ipending [ J1n Progress [ Jassigned

Source Created Date Priority Assigned Admin Unit/Role Task Description Task Status
5
WISCCRS - Licensing 04/13/2018 Low County: Milwaukee Individual Background Check - Licensing_ Pending Assign @ =
Role: Cbu - Licensing ﬂpp\ic.ant Number;:i&:{oo?ﬁol
\{:;’ia\ftiI;]SaTIJ;!nr?j;ber: 0000000255
WISCCRS - Licensing 04/18/2018 High County: Milwaukee Individual Background Check - Licensing pending Assign @ =
Role: Cbu - Licensing Applicant Number: 2800011327
Location Mumber: 001
Individual I1d Number: 0000000132
The page shows the tasks in Pending status as a default. However, clicking the In Progress and/or
Assigned check boxes (Task Inbox) will add those tasks to the list. The list of tasks/messages can be
sorted by clicking the column headers.
The table below explains each column on the page (see screenshot) above.

Field Name Description

Source The source systems that create tasks are listed in this column. The options
are:

3. WISCCRS - Licensing
4. WISCCRS - Certification

Created Date The date the Task/Message was created.

Priority See the task list under List of Tasks - DCF CBU Staff section.

Assigned Admin The location county for the child care provider is displayed here.

Unit/Role The Dashboard currently has the following roles:

e CBU - Licensing (CBU staff inbox): This value is displayed for tasks
created prior to 4/1/19.

e CBU - Certification (CBU staff inbox): This value is not currently
used.

e CBU - Supervisor: Starting 4/1/19, all CBU related tasks will be
assigned to this role.

Task Description This field explains the reason for the task. The Description is also a link that
points to the WISCCRS screen where the task can be completed. Facility and
Individual Names and Application Pending (if there is an initial application for
the location) were added on 3/29/19.

Due Date This date has been eliminated as of 3/29/19. However, the system continues
to set the due date behind the scenes at one day after the created date for
tasks.

Status Below is a list of values for this field:

e Assigned
e In Progress
e Pending (all newly generated tasks have this status)
DCF-P-5257 (R. 12/2019) 16
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Field Name

Description

Assign/Reassign —
Task Inbox Only

If the status is Pending, an Assign link will display. If the status is In Progress
or Assigned, a Reassign link displays. If status is Cancelled or Processed,
there is no Assign or Reassign link available. If the status is In Progress or
Assigned and the task has been assigned to a user, the name of the assigned
user is displayed.

This link goes to the Assign or Reassign Task screen, where the task can be
assigned to a worker in the agency. Note that only tasks can be assigned.
Messages do not have this link.

Modify Icon This icon is a link that goes to the Modify Task/Message screen where the
status of the item can be changed and comments entered.
History Icon This icon is a link to the Task/Message History screen.

Assign Task — DCF CBU Staff Only

Since all tasks are generated to the CBU-Supervisor role, only these users are able to assign tasks in the
inbox. The tasks can be assigned to users who have a role with security access to update tasks. To
access the Assign Task page, click the Assign link of the task.

= Task Inbéx

Source Created Dale

WISCCRS - Licensing 03/29/2019

pending Clin progress Classigned

Priorily Assigned Admin Unil/Role Task Descriplion Task Status
T
T-Low County: Milwauke:s Roke Change Reguest Pending 2 =g
Role: Chu - Supervisor Eacility Mame: Papa Murphy

Individual Name: Ellen Johnson

The following screen displays.

Assign Task

Task/Message Description Role Change Request

Tracking# 2807910000
Task Created Dat 3/29/2019
Due Date 3/30/2019
Task Assigned User Role Cbu - Supervisor

Assign To * v
Priority * 7-Low v
Comments

Facility Name: Papa Murphy
Individual Mame: Ellen Johnson

Dﬁ.ssign To Different Role

The upper portion of this screen displays the details about the task. Below are the explanations for the

updatable fields.

Field Name

Description

Assign to Different
Role

All tasks that are created after 3/31/19 are assigned to the CBU Supervisor role. If the
task needs to be assigned to a user who has CBU Licensing role, click on the check
box. This will bring up all users with that role on the Assign To field.
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Field Name

Description

Assign To

Users who have been given the dashboard role that matches the role of the task will

display in the pull-down menu.

Assigned Priority

Values are: High, Medium, and Low.

Comments

Comments can be entered for the task.

Multi-Assignments — CBU Supervisor only

The system has been enhanced to allow users with CBU Supervisor role to assign multiple tasks at once.

This can be done using the Advanced Assignment or Advanced Search pages.

To assign multiple tasks,

take the following steps:

1. Conduct a search to filter tasks you want to assign to a worker. Example: Ben
Backgroundchecker, a CBU staff is on a medical leave for an extended time period. To reassign
his tasks to another worker first conduct a search in the Advanced Assignment Search module.
First choose the Role to be CBU-Licensing because Ben does not have a Supervisor role. Then
choose Ben from the list. To include all Ben's tasks to the search, choose All tems Checked in
the Status field. Delete Task Created Date fields.

Advanced Assignment Search
Source * Wiscers - Licensing v
Admin Unit County
County All Counties v
Assigned User Role I Cbu - Licensing I v
Assigned User || Ben Backgroundchecke| v
Status I All'items checked 'I v
Type All items checked v
Task Created Date | I BH| To Ilﬁ
Due Date &| To i
Tracking Number Enter 10 Digit ID
Task Related To v
2. The search results on the lower section of the page show all tasks that Ben has been assigned

to. On the top of the search results, choose CBU Licensing value in the Role/Admin Unit field.

This will bring up all staff with that role in the Reassign To field. Choose the staff who will be
reassigned Ben’s tasks. On the left side of the list, click on Check All if all tasks should be
reassigned or check one by one if only certain tasks should be reassigned.

Task Assignments

D:hcch All Source

WISCCRS - Licensing

WISCCRS - Licensing

Role/Admin Unit] Cby - Licensing Reassign To| Pickko-Chu Moilaned ¥

Assigned Date Priority Assigned User Task Description Status

T

3/28/2019 4-Medium Ben Backgroundchecker mew Individual With Mo Becord Found In Progress Reassian
Facility Name; Pending Cert
Individual Name: Tammy Teacher
Status: Application Pending

3/268/2019 4-Medium DBen Dackgroundchecker Assigned Beassign

v Incividusl With No Record Found
Eagle g Pands Are 14 Lalor
Individusl Name: Hans Househokimembear
Status: Application Pendin

HINT: When assigning tasks that relate to pending license/certification application, access the Advanced
‘application’ in the filter in the Task Description column. This will bring up all tasks

Inbox Search and enter

with Status = Application Pending. They can call be assigned to one worker at once.
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Assign User Roles - Dashboard

Before a WISCCRS user can update tasks/message in the Dashboard, the user must be assigned a role.
The user must have update access to WISCCRS before the role can be assigned.

Currently, all DCF Central Office Staff are able to assign roles. To access the Assign User Role module,
click the Administration link on the WISCCRS Home page and choose Assign User Roles (Dashboard)

link on the bottom of the page.

Unregulated Providers
Here you can create a new unregulated provider.

Correspondences
Here you can view the licensing related letters.

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

DWD Requests and Results
Here you can view the DWD Requests and Responses.

Invoices
Here you can view the invoice information.

Fieldprint Discrepancies
Here you can view the Fieldprint Discrepancies

Collections Report

| Assign User Roles (Dashboard |

Here you can assign/modify Dashboard user roles.

&l

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

On the Assign User Roles page, you can conduct a search for users with update access to WISCCRS.

Assign Roles For Users
Domain Type * Wisccrs - Licensing T|
Administrative Unit Type * County L|
Administrative Unit * Dodge T|
User Role * CBU - Licensing L| ] show Only Users For This Role
User T|

To assign a role to staff, follow these steps:

1. Choose WISCCRS - Certification or WISCCRS - Licensing as the Domain Type.

2. Choose County as the Administrative Unit Type. At initial rollout, the Region cannot be used.

3. Choose the county/tribe from the list.

4. Select the User Role.

The results for the above search show all users who have update access to Dodge County
(licensing update profile). The users on the two top rows highlighted blue (see screenshot below)
have already been assigned the CBU — Licensing role to the Dashboard. If additional staff should
be assigned to the same role, click the check box next to the name of the staff member.

Assign Role For Users

Wiizers - Licanting

Domain Type *
Administrative Unit Type ® | County
Admensiratve Unit * | Dodge
User Role *

£80 - Licensing [=] Shaw Orly Users For Thes Rl

User

End Date

Begin Date
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5. To see who in the agency already has CBU-Licensing role, click on the Show Only Users For
This Role check box. The search results will only display those users who already have been
assigned the chosen role. If this is left unchecked, all users with licensing update access to the
specific county will be listed. If you are checking a role for a specific user, you can search for the
person in the User pull-down menu.

6. To add the role, click Apply button on the bottom of the page.

To remove the Dashboard update role for a user, search for the user and uncheck the check box next to
the user’'s name.

Click the history icon to view updates to a user’s roles.

Users with Update Access for Multiple Counties/Tribes

If a user needs Dashboard update access for multiple counties, the role for each county has to be added
one at a time. If the user needs both certification and licensing roles, those also have to be given one at a
time.
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