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SUBJECT: Wisconsin Works Eligibility Reviews in CARES Worker Web (CWW) 

 
 
 

CROSS REFERENCE:  Operations Memo 12-70 (except obsolete section titled W-
2 Case Review/Renewal Processing Change) 

 

 
 

EFFECTIVE DATE:   February 1, 2014 
 
 
 

PURPOSE: 
 

The purpose of this memo is to announce CARES Worker Web (CWW) changes to support 
Wisconsin Works (W-2) eligibility reviews without affecting Income Maintenance (IM) and Child 
Care (CC) program reviews. 

http://www.dcf.wisconsin.gov/
http://www.dhs.wisconsin.gov/
http://www.dcf.wisconsin.gov/files/w2/ops-memos/pdf/12-70.pdf
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BACKGROUND 

 
On January 1, 2013, the Department of Children and Families (DCF) implemented the 2013-16 
W-2 Contract changes in CWW. The CWW changes enhanced CWW and CARES Mainframe 
to support the successful implementation of the new W-2 Contracts. However, after the January 
1, 2013, CWW changes, when a Financial and Employment Planner (FEP) initiated a review in 
CWW, it changed the BadgerCare (BC) review date to a future date that resulted in the BC 
program being out of compliance with the required review period. The Bureau of Working 
Families (BWF), in coordination with the Department of Health Services (DHS), created a W-2 
work-around to allow FEPs to complete six-month eligibility reviews using a manual review 
process so as not to adversely affect the review dates for BC. BWF has created a new W-2 
eligibility review driver flow that will expedite the W-2 review process and will not affect other 
programs’ review dates. 

 
Although the W-2 application and person add driver flows are similar to the new W-2 review 
driver flow, the changes identified in this memo only apply to the W-2 review driver flow. 

 
Impact on IM and CC Renewal Process 

 
When completing a review for FoodShare, Health Care, or Child Care, IM/CC workers will not 
see any changes to the IM or CC review driver flows. One enhancement, however, is that the 
review driver flow for IM or CC programs can be initiated from the Case Summary page while 
the case is in review mode for W-2 as long as the FEP has completed the W-2 driver flow past 
the Initiate Eligibility Page. The FEP does not have to complete confirmation of W-2. See 
Completing W-2 Eligibility Reviews for more information. 

 
 
 
CWW W-2 ELIGIBILITY REVIEW DRIVER FLOW 

 
Initiating W-2 Eligibility Reviews 

 
FEPs must complete two steps in order to initiate a W-2 eligibility review and invoke the W-2 
review driver flow. 

 
1) The FEP must select the Process Review or Renewal button on the CWW Case 

Summary page. 
 

A W-2 case must be in Open Status, and in either: 
 Ongoing Mode; or 
 Review Mode. 

 
If a combined case (IM, CC, and W-2) is in Review mode, the worker conducting the 
review for his or her program must complete the Initiate Eligibility page before the 
other worker can initiate an eligibility review for his or her program. However, if a worker 
has not yet completed the Initiate Eligibility page during the review, the Process 
Review or Renewal button on the Case Summary page will remain disabled. See 
Completing W-2 Eligibility Reviews for more information. 
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2) The FEP must select an Interview Type from the Application/Review Interview Details 
page for the WW – W-2 Program and click Next to start the W-2 Review Driver Flow. 
Security restrictions on the page limit FEPs to selecting the Interview Type for the W-2 
program. 

 

 
 
Once the FEP has completed these two steps, CWW will schedule specific W-2 program 
pages. CWW will schedule the W-2 Request page and will no longer schedule any of the IM 
program request pages. FEPs are only required to update the information on the W-2 Request 
page. 
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9-month Live Edit 
In most instances, a FEP will be able to process a W-2 review without 
visiting any of the other program request pages. However, 
occasionally FEPs will be prompted at eligibility to revisit non-W-2 
program request pages due to the 9 month live edit functionality. This 
means that if information on a program request page has been 
updated within the last 30 days, but the dates in the Begin Month and 
program Request Date fields are 9 months or more in the past, those 
dates will need to be changd to the curent month and year in order to 
run eligibility. The worker would then manually navigate back to the 
other program request pages using the Navigation Menu. 

 
Scheduling Gatepost Pages 

 
When a FEP makes updates to the W-2 Request page, CWW will 
schedule in the review driver flow only the gatepost pages required for 
W-2. 

 
On the Navigation Menu, a red asterisk identifies pages that need to 
be completed during the W-2 review, the green check mark identifies 
pages that already are completed or are not required. 

 

Based on the information entered on the gatepost page, CWW will 
schedule any relevant detail pages. Any gatepost questions that 

previously had a value of YES will retain their YES values as read-only, which will schedule the 
corresponding details pages so the FEP can re-verify eligibility information. Any gatepost 
questions that previously had a value of NO will clear the NO value and the FEP will need to re- 
enter this information. 

 
In addition, the Subsidized Housing question has been placed on the W-2 Request page and 
the field name changed to Low Income Subsdized Housing Status. This question is required 
at intake and review for federal TANF reporting purposes. The question was moved to the W-2 
Request page so that the Expenses Gatepost page and subsequent expenses detail pages 
will not be scheduled during W-2 reviews. 
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Scheduling Detail Pages and Clearing Verifications Fields 

 
CWW will schedule any relevant detail pages based on the information entered on the gatepost 
pages. This may include information that affects eligibility for other IM/CC programs. 

 
When a detail page is scheduled, CWW will clear verification fields of their previously entered 
values if the verification fields are necessary for W-2 eligibility. Other previously entered values 
unrelated to W-2 will be retained so that they can be re-verified at their respective program 
reviews. This also applies to previously entered information on pages not scheduled in the W-2 
review driver. Pages marked as complete with a green check mark will not clear the previously 
entered information at a W-2 review if the information is not relevant to W-2. 

 
In the example below, CWW cleared the Asset Amount Verification field when the FEP 
initiated the W-2 review driver because the FEP is required to re-verify asset information during 
a W-2 eligibility review. In addition, in the example below, empty fields not collected for W-2 are 
beige colored. 
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In the example below, CWW did not clear the highlighted verification fields when the FEP 
initiated the W-2 review driver because this information is not required for W-2 eligibility and 
is therefore not required to be re-verified during a W-2 review. 

 
 Note: Some of these fields will be released as part of the Modified Adjusted 

Gross Income (MAGI) changes for BadgerCare Plus and are not currently in 
CWW. 
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Completing W-2 Eligibility Reviews 
The FEP must complete the W-2 eligibility review driver and run eligibility before an IM/CC 
worker can initiate an IM or CC program eligibility review for that same case. 

 
During the W-2 eligibility review, when the FEP completes the Initiate Eligibility page by 
clicking on the Next button, the IM/CC worker can begin their program reviews. If the FEP does 
not confirm the case after running eligibility, the case will remain in Open and Review status. In 
order to set the case to Open and Ongoing, the FEP must confirm the case. 

 

 
Two important notes regarding completing W-2 reviews and confirming cases: 

 
1. When W-2 eligibility is confirmed on a combined case that has eligibility unconfirmed for 

any other program(s), the FEP must notify the IM/CC worker to confirm eligibility for the 
other program(s). Similarly when IM/CC eligibilty is confirmed on a case with eligibility 
unconfirmed for the W-2 program, the IM/CC worker must notify the FEP to confirm 
eligiblity for the W-2 program. This notification must be via email or phone contact to 
ensure timely processing of W-2 and IM cases. 

 
2. It is preferable for FEPs to complete a W-2 eligibility review prior to Adverse Action in 

the month that the W-2 review is due. Adverse Action is usually 13 calendar days prior 
to the last day of the month and it is the last day a change can be made in CWW or 
CARES to affect eligibility for the following month. Adverse Action dates can be found 
on the CARES Batch Schedule (three-letter code is ACT). 

 
 
ADDITIONAL CHANGES TO CWW 

 
Additional changes were made to CWW in order to assist workers during reviews and to align 
CWW functionality with W-2 policy. 

 
Vehicle Value Look-Up Tool 

 
A link has been added to the Vehicle Assets page that allows workers to look up the fair 
market value of vehicles in the Kelly Blue Book. The Value Look-Up link connects to 
http://www.kbb.com/. 

http://www.kbb.com/
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Address Verification 
 
While FEPs are required to verify Wisconsin residence, they are not required to collect address 
verification for the W-2 program. Therefore, on the General Case Information page, the FEP 
will no longer be required to enter information in the Address Verification field at intake or 
reviews. Based on the new CWW functionality, this field will be beige for all programs except 
CC. However, if the Address Verification field is required for another program requested at  
the same time as W-2, the field may be required for the other program. 

 
 
Relocation of the Subsidized Housing Question 

 
Effective December 28, 2013, the Subsidized Housing question currently located on the 
Expenses Gatepost page will be placed on the W-2 Request page and the field name will 
change to Low Income Subsdized Housing Status. 

 
This question is required at intake and review for federal TANF reporting purposes. The 
question is being moved to the W-2 Request page so that the Expenses Gatepost page and 
subsequent expenses detail pages will not have to be scheduled during W-2 reviews. 
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ACTION REQUIRED 

 
W-2 agencies must discuss the system changes with staff and update any relevant local 
agency procedures. 

 

 
 
CONTACTS 

 
BEPS CARES Information & Problem Resolution Center 

 
For Child Care policy questions outside of Milwaukee County: Bureau of Regional Operations 
(BRO), Child Care Coordinators at 
http://dcf.wisconsin.gov/files/regionaloperations/pdf/contactlist.pdf 

 

For Child Care CARES/CWW, CSAW, and CCPI IT systems processing questions statewide 
and policy questions in Milwaukee County: Child Care Help Desk at childcare@wisconsin.gov 
or (608) 264-1657 

 
For W-2 Policy Questions in the Balance of State: Bureau of Regional Operations, W-2 Regional 
Coordinators 

 
For W-2 Policy Questions in Milwaukee: Milwaukee Operations Section Regional Administrators 

For W-2 CARES Processing Questions: W-2 Help Desk 

 
DCF/DFES/BWF/JK 
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