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PURPOSE 
 
The purpose of this memo is to provide an overview of changes to Client Scheduling in CARES 
Worker Web (CWW) and the associated policy changes that the Bureau of Working Families 
has made in an effort to modernize the CARES Work Programs subsystem. 
 
 

BACKGROUND 
 
Client Scheduling in CWW allows Wisconsin Works (W-2) workers to assign various 
appointments to participants using appointment activity types. This tool creates a log of 
appointments in a single system that the W-2 worker can manage and demonstrate whether a 
participant is attending required appointments. Client Scheduling is currently required for the 
Food Stamp Employment and Training (FSET) program. While W-2 workers have been 

encouraged to use Client Scheduling, it has not been required in W-2 program policy. 
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POLICY  
 
Beginning April 22, 2017, W-2 workers are required to use Client Scheduling in CWW. Using 
the Client Scheduling functionality ensures that W-2 participants’ appointments are recorded in 
CWW and that they receive system-generated notices of these appointments. Updates to W-2 
Manual Sections 1.2.1, 1.4.2, and 1.4.5 reflect this new policy. 
 
 

CWW CHANGES 
 

NEW CLIENT SCHEDULING APPOINTMENT ACTIVITY TYPES AND NOTICES 
 
The ACCESS project updates and changes several of the Client Scheduling appointment 
activity types and related notices. Currently, the Income Maintenance (IM), Childcare (CC), and 
W-2 programs share appointment activity types IO, EH, and EO for scheduling case level 
eligibility appointments. On April 22, 2017, these codes will apply only to the IM and CC 
programs. W-2 workers must not use these codes for scheduling W-2 eligibility appointments. 
W-2 agencies must use the new AP, AH, and AE Client Scheduling appointment activity types 
when scheduling W-2 application and review appointments. 
 
Additionally, W-2 agencies must now use appointment activity type PR when scheduling W-2 
placement appointments and use RS when scheduling appointments with Resource Specialists. 
 
 

W-2 ELIGIBILITY APPOINTMENT ACTIVITY TYPES AND NOTICES 
 
The chart below lists the shared Request for Assistance (RFA)/Case based intake and review 
appointment activity types currently in use in the Client Scheduling functionality, and the new 
W-2 client scheduling appointment activity types W-2 workers must use starting on April 22, 
2017. 
 

Current Shared Intake and Review 

Appointment Activity Types 

New W-2 Intake and Review 

Appointment Activity Types  

Notice 

Documentation 

Code 

ES Intake Interview/Office 
and Home 

IF/IO 

 

W-2 Application  AP CSW2 

Eligibility Review/Home EH 

 

W-2 Eligibility Review/ 
Home  

AH CSW3 

Eligibility Review/Office EO 

 

W-2 Eligibility Review/Office  AE CSW4 

 
Two additional Client Scheduling appointment activity types and corresponding notices are 
available for W-2 specific home and office eligibility reviews: 

 Notice CSW3 (AH) - Used for W-2 review appointments scheduled at the participant’s 
home; and  

 Notice CSW4 (AE) - Used for W-2 review appointments scheduled at the W-2 agency.  
 
These notices are not available to view until the next business day after the appointment is 
scheduled and CWW generates the notice. 
 

https://dcf.wisconsin.gov/manuals/w-2-manual/Production/01/01.2.1_Receptionist.htm
https://dcf.wisconsin.gov/manuals/w-2-manual/Production/01/01.4.2_Applying_for_W-2.htm
https://dcf.wisconsin.gov/manuals/w-2-manual/Production/01/01.4.5_Application_Processing_Timeframe.htm


OM  17-07 Page 3 of 5     
 
 
Scheduling a Resource Specialist appointment using the appointment activity code RS triggers 
the CSW1 notice. This notice is immediately available in CWW to preview and print when the 
appointment is scheduled.  
 
 

 
 
 

W-2 PLACEMENT ACTIVITY CODE AND APPOINTMENT NOTICE 
 
W-2 workers must use the appointment activity type PR to schedule W-2 placement 
appointments. The W-2 Placement Appointment Notice (CSLB) is automatically generated 
upon scheduling. 
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W-2 workers must continue to use the appointment activity type EP for scheduling Employability 
Plan reviews. 
 
The April 22, 2017 system changes will repurpose the Employability Plan Review Notice 
(CSLB). Scheduling a W-2 Placement Appointment using the appointment activity type PR 
triggers the CSLB notice, now known as the W-2 Placement Appointment Notice. This notice is 
immediately available in CWW to preview and print when the appointment is scheduled. 
 
 

 
 

Note: Client Scheduling offers several other appointment activity types and notices; any of the 
appointment activity types not identified as new or changed in this memo remain unchanged. 
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AGENCY ACTION 
 
Beginning April 22, 2017, W-2 workers must use Client Scheduling in CWW and the new 
appointment activity types. W-2 agencies must familiarize staff with these changes and update 
any relevant local agency procedures. Client Scheduling for New Workers training is available 
through the PTT Learning Center. 
 
 

ATTACHMENTS 
 
Revised W-2 Manual Sections 1.2.1, 1.4.2, and 1.4.5 
 

 
CONTACTS 
 
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/DA and JK 

https://dcf.wisconsin.gov/files/w2/ops-memos/pdf/17-07attach1.pdf

