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Overview
This desk aid provides process and procedure steps where BWF will access and exchange data and information with W-2
agencies in a more secure manner.

Access
Access to W-2 Monitoring and Communication Access SharePoint site will be granted and available through the established
DCF External SharePoint site at: https://share.dcf.wisconsin.gov/W2MonCommAccess/default.aspx.

Submit the request via email to the DCF BWF Work Programs HelpDesk at inbox bwfworkprogramshd@wisconsin.gov. The
DCF BWF Work Programs Help Desk will send/forward their approval of the request to the DCFServiceDesk@wisconsin.gov.

For DCF/ DCF contracted staff:
Provide the user’'s Name and Accounts domain ID (e.g. Window's Logon ID) for those who need access and provide the
SharePoint link and document library access to all with read and write permissions.

Email Template:
Hello,

This is a request to grant [State or State Contracted Staff First and Last Name] access to the W-2 Monitoring and
Communication Access SharePoint site at https://share.dcf.wisconsin.gov/W2MonCommAccess/default.aspx. They
will need read and write access.

[Below is BWF Work Programs Help Desk approval to grant access.]

Thanks,
[Staff Name]

For External Partners (e.g. W-2 Agency staff):

A DWD WI Logon (WIEXT ID) and password will need to be created at https://accounts.dwd.wisconsin.gov/ prior to accessing
the DCF SharePoint site. Provide the external user's Name and WIEXT ID for those who need access and include agency
document library, Resource library, and Child Support Liaison Exchange library, (if applicable).

Email Template:
Hello,

This is a request to grant external partner, [W-2 Agency/ Child Support Agency Staff First and Last Name & WIEXT ID
and/or the following W-2 Agency/ Child Support Agency Staff and their WIEXT IDs] access to the [W-2 Agency and
Resource/Child Support Liaison Exchange] document library within the W-2 Monitoring and Communication Access



https://share.dcf.wisconsin.gov/W2MonCommAccess/default.aspx
mailto:DCFServiceDesk@wisconsin.gov
https://share.dcf.wisconsin.gov/W2MonCommAccess/default.aspx
https://accounts.dwd.wisconsin.gov/

SharePoint site at https://share.dcf.wisconsin.gov/W2MonCommAccess/default.aspx. They will need read and write
access.

W-2 Agency Staff Name  |WIEXT ID Email Address

[Below is BWF Work Programs Help Desk approval to grant access.]

Thanks,
[Staff Name]

Organization & Security

The W-2 Monitoring and Communication Access SharePoint site will have ten (10) document libraries with separate permissions for
each W-2 Agency, Child Support Liaison staff, and Child Support Agency to access. The W-2 Agency would only see their agency’s
document library, the Resource document library, and the Child Support Liaison Exchange (if applicable) when they access the main
site. State and/or state contracted staff will have access to all document libraries.


https://share.dcf.wisconsin.gov/W2MonCommAccess/default.aspx

Process & Procedure
Landing Page

State staff view below

SharePoint Sites

Wisconsin Department of W-2 Monitoring and Communication Access

b 4
w Children and Families

Recent Home

Welcome to the W-2 Monitoring and Communication Access SharePoint site.

—

W-2 Agencies will see three document libraries: their agency name, Resource, and/or Child Support Liaison Exchange
folder.



W-2 Agency folder contents, see below.
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Folder Navigation
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1. Select the Library tab from the top ribbon.
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2. Select Navigate Up to navigate up a folder level.




Alerts

*Users may choose to either create an alert to be notified when a change is made to a Library, file or document. Alerts are not required.

Alerts: Creating an alert for a Library

Recent
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Ross Innovative
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1. Select a folder from the Menu.

SharePoint
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2. Select the Library tab.
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4. Select Set alert on this library
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Alert Title

s oo mjzm this. E|EP Fi

alert.

Delivery Method
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6. Then select OK.

5. Select the desired options for Delivery Method,;
Change Type; Send Alerts for These Changes;
and When to Send Alerts.

from the dropdown list.




*It is suggested that the Alert Title is renamed to include the file pathway for ease of identification.
The individual who created the alert will receive an email confirmation that an alert has been successfully completed. See the example

below.

You have successfully created an alert for *America Works of Wisconsin, |1

File Share
. s 2
E Meeting E‘l’-l Site Visits \l/ =] Rules ~ F'
= & | I | 53 &) 7 Zreeme | Hlsers M = =
Connect to this Preview this Delete Reply Reply Forward ap? Ermail Move Assigr
Document Library Document Library All Eh More ~ =arm Emal v [ Actions ~ Policy
Open Delete Respond Quick 5teps ] Move

Wed 5/22/2024 8:58 AM
W-2 Monitoring and Communication Access <spadmin@wisconsin.gov>

You have successfully created an alert for ‘America Works of Wisconsin, Inc’ |

To Lee, Jordan - DCF

Ce

% Retention Policy DCF Retention Policy (7 years)
(D Click above to connect to this document library.

Expires 5/21,/2031

. W-2 Monitoring and Communication Access - America Works of Wisconsin, Inc
:': SharePoint Document Library
https://share. dof.wisconsingov/WaMonCommAccess/America®e20Works%e20o0f20Wisconsin®e20Ing/

Alert "America Works of Wisconsin, Inc' has successfully been added on "W-2 Monitoring and Communication Access’.

You will receive alerts according to the delivery method, timing and criteria that were selected when the alert was created.

You can change this alert or any of your other alerts on the My Alerts on this Site page.
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Alerts: Creating an alert for changes or modification made to a file

Recent

Workforce Connections,
Inc

UMOS, Inc v D Marme

Ross Innovative % EEE S‘ ha rEPD i nt
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1. Select Library from the Menu on
the far-left side of the screen. 2. Select a folder. 3. Select File from the ribbon above.
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5. Select Set alert on this 6. Select the desired options for Delivery
document from the dropdown Method; Change Type; Send Alerts for
4. Select Alert Me. menu. These Changes; and When to Send Alerts.
— = T — e -
0K Cance

7. Then select OK.




*|t is suggested that the Alert Title is renamed to include the file pathway for ease of identification.

The individual who created the alert will receive an email confirmation that an alert has been successfully completed. See the example
below.

You have successfully created an alert for "America Works of Wisconsin, Inc Case File Documentation (CFDY - Share

File Share
E‘_l M & ™A B Meeting | 4 site Visits E\L] = Rules ~ LEl el | A
% m é:] <é:] % oM ~ — To Manager M E (9 DD IE
Connect to this Preview this Delete Reply Reply Forward 5 Tearn Email Move Assign  Mark Categorize Follow
Document Library Document Library All E"g Maore ~ =am tmal - F‘ghctionsv Policy ~ Unread - Up~ [}
Open Delete Respond Quick Steps ] M ove Tags ]

Wed 5/22/2024 12:42 PM
W-2 Monitoring and Communication Access <spadmin@wisconsin.gov>

ou have successfully created an alert for "America Works of Wisconsin, Inc: Case File Documentation (CFD)
To Lee, Jordan - DCF
Cc
% Retention Policy DCF Retention Policy (7 years) Expires
@ Click above to connect to this document library.

5/21/2031

'W-2 Monitoring and Communication Access - America Works of Wisconsin, Inc

alsa SharePoint Document Library
https://share.dcf.wisconsin, gov/W2MonCommaAccess/America®20Works%e20of¥20Wisconsin®e20ing/

Alert "America Works of Wisconsin, Inc: Case File Documentation (CFD)' has successfully been added on "W-2 Monitoring and Communication Access'.

You will receive alerts according to the delivery method, timing and criteria that were selected when the alert was created.

You can change this alert or any of your other alerts on the My Alerts on this Site page.
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Alerts: Create an alert for a specific document

Recent

Workforce Connections,
Inc

UMOS, Inc

Ross Innovative
Employment Solutions
Corp

Maximus Human
Services, Inc

Equus Workforce Solutions

Forward Service
Corporation

Maximus Huran Services,

1. Select Library from the Menu on
the far-left side of the screen.

?‘ Wisconsin Department of W-2 Monitoring and Communication
Children and Families
2024 - QT
Recent @ MNew i Upload s Sy
‘\,“:'Eo'kfcrce Connections, All Documents Find a file
UMOS, Inc v [ Name odifie
Ross Innovative [ " [~ AWWI May 13

Employment Sclutions

2. Select a document.

SharePoint

BROWSE I FILES ! LIBRARY
L]

Meaw Upload Mew Edif
Document » Document Folder | Docun

Mew

3. Select File from the ribbon above.

=1 E-mail a Link '—_| Mest Popular ems

Alert be -

RSE Feed

ShaTe Track

4. Select Alert Me.

|

oY B
Alert | Popularity Follow
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_L Set alert on this document i
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5. Select Set alert on this

document from the dropdown

menu.

Armerica Warks of Wisconsin, Inc - New Alert

oK Cance!
Alert Title
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alert

Delivery Method

Send me alerts by:
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Jordan2.Lee@wisconsingov
i kA e

6. Select the desired options for Delivery

Method; Change Type; Send Alerts for These

Changes; and When to Send Alerts.

OK Cance

7. Then select OK.
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*|t is suggested that the Alert Title is renamed to include the file pathway for ease of identification.

The individual who created the alert will receive an email confirmation that an alert has been successfully completed. See the

example below.

File Share
E‘_\ Iq Iv_| F| [ Meeting | Y site visits E\l/] [ Rules ~ F Iv_‘l i
% m é) <é) % = — To Manager W E (% l:
Connect to this Preview this Delete Reply Reply Forward M1 Ermail Move ° Assign  Mark Cat
Document Library Document Library All Ehg Mare ~ Eam Emal - F‘gﬁ.ctionsv Palicy ~ Unread
Open Delete Respond Quick Steps l= hMove Tags

Wed 5/22/2024 2:25 PM
W-2 Monitoring and Communication Access <spadmin@wisconsin.gov:>

You have successfully created an alert for "Q1 2024 AWWI CSNC Monitoring Final NL.xlsx’

To  Lee, Jordan - DCF

Cc

% Retention Policy DCF Retention Policy (7 years)
@ Click above to connect to this document library.

Expires 5/21/2031

W-2 Monitoring and Communication Access - America Works of Wisconsin, Inc

:': SharePoint Document Library
https://share. ddf wisconsin.gov/W2MonCommaAccess/America%20WorksSe20o0f%20Wisconsin®e20lng/

Alert 'Q1 2024 AWWI CSNC Monitoring Final ML.xlsx' has successfully been added on "W-2 Monitoring and Communication Access’.
You will receive alerts according to the delivery method, timing and criteria that were selected when the alert was created.

You can change this alert or any of your other alerts on the My Alerts on this Site page.
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Alerts: Delete an alert

Edit Page

Edit

Recent

| |
R‘-‘Ersi:-r:

Permissig

Edit

Properties

Delete Pa

Manage

=1 E-mail a Link '—_| Meost Popular Hems

Alert Me -
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1. Select Page tab from the top ribbon.

2. Select Alert Me.

: ;

E j Alert | Popularity Approve RS
Me = Trends
et an lert on this page '3

i@ Marage My Alerts

Home

3. Select Manage My Alerts from the
dropdown list.

Freguency: Immediate

I ] America Works of Wisconsin, Inc

™ America Works of Wisconsin, Inc: Case Filg
[ America Works of Wisconsin, Inc: Q1 2024

=i Add Alert |I)< Delete Selected Alerts !

4. Once on the My Alerts on this Site
page; select the desired alerts.

5. Select Delete Selected Alerts.

share.dcf.wisconsin.gov says

Are you sure you want to delete the selected alerts?

Cance'

6. A soft warning will appear. Ensure that you
are certain before proceeding with deleting
the alert. If so, select OK.

The individual who deletes an alert from their list will receive an email confirmation that an alert has been successfully deleted.
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View Version History

Delete

Copy

Find a file

All Documents

W ﬁ Mame

g5 Q12024 AWWI CSNC Monitoring Final NL

1. Navigate to the document. Right click on
the ellipsis next to the file name.

I‘-Jer&iun History
A

Properties

Advanced k

1 NS

3. Alist of versions of the document will
display. Select the version you want to
| view or restore. Depending on what

2. Select Version History from
the menu.

you chose, you will either be taken to
the document, or a previous version
will be restored.
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Create a Folder

*** State Staff Only ***
Create a new file
ng Word document
ﬁ-' Excel workbook
Create a folder x
e l UF'":'Ed s S'_-,.‘n[ I.’-Iv PowerPaoint presentation e @
All Documents  ==- Find a file 0 OneNote noteboc Il\. N I
ol - &

1. Navigate to the desired Library or
Folder a folder will be created in,
then select + New.

2. From the list, select New folder.

3. A prompt will appear. Name the folder, then
select Create to add the new folder to the

list.
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Save a document to a SharePoint Library

Recent @ New 1 upload = syne
Workforce Connections,
Inc All Documents =0 Find a file
UMOS, Inc v O Name
Ross Innovative Ad Hoe Reviews
Employment Solutions
Corp Case File Documentation (CFD)
Maximus Human Child Support Lizison
Services, Inc

Child Support Non-Cooperation (CSNC)

Comprehensive Case Reviews

Equus Workforce Solutions Customer Compliants H'ELPI'-' J p' Gad \JE".'J
Coortan Document~ Document Folder Do

Customer Service Line

Education Navigator

Maximus Human Services, r\‘ B
1. Navigate to the Library or file where a new
document will be saved. 2. Select the File tab from the top ribbon.

Add a document

Choose a file @ | Choose Files | No file chosen

B4 2dd as a new version to existing files

LIBRARY

BROWSE

Version Comments

S h |

Mew Upload Mew
Dooument « [ Document | Folder @

Mew

0].4 Cance

4. From the prompt, choose a file and select OK to upload and save the
document.

3. Select Upload Document.




Rename a document, folder, or link in a document library

Ross Innovative
Employment Solutions
Corp

Maximus Human
Services, Inc

America Works of
Wisconsin, Inc
Equus Workforce Solutions

Forward Service
Corporatian

Maximus Human Services,

Recent @ New A upload e syne
‘\::i)rkforce Connections, All Documents === Find a file
UMOS, Inc v O veme

Ad Hoc Reviews

Case File Documentation (CFD)

Child Suppeort Liaison

Child Suppert Naon-Cooperation (CSNC)
Comprehensive Case Reviews
Customer Compliants

Customer Service Line

Education Navigator

1. Navigate to the Library or file where the

ﬁ Mame

g5 Q12024 AWWI CSNC Monitoring Final NL EME

O

2. Hover the cursor over the desired file be to rename; then right click on the

document to be renamed is located. ellipses.
T T T
Rename Mame @ Q1 2024 AWWI CSNC Monitoring Final N |.xlsx
Delete Title
Copy Version: 1.0 . _ ® Cave Cance
Created at 3/13/2024 8:08 AM by || Laycock, MNicole - Dt
Version History Last modified at 5/13/2024 8:08 AM by [ Laycock, Micole - DCF

3. Select Rename from the list.

4. From the prompt, rename file and then select Save.
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Share a file or document

(7S
D/ Chidren and Familes 2024 . Qf

W-2 Monitoring and Communication

Share 'Q1 2024 AWWI CSNC Monitoring Final NL

.
UMOS, Inc v [0 nName

Recent @ New 2 upload 2 sy 8% Shared with lots of people
Worlf C cti
oridforee Lonnechons, All Documents Find a file

Invite people

Modified [ 1
e A Lee Jordan - DCF x
Ross Innovative ' 3 AWWI May 13 o AR il et | e l"‘"” -
Employment Solutions
2. From the prompt enter the emails of the individual the file or document
1. Navigate to the desired file or document. will be shared with.
—— a JR— |
Good morning, -
The Q1, 2024 Child Support Noncooperation case review rasults have been . ; TN
updated to SharePoint. Review the results. If a response is applicable, save o ; ¥
the document and add your responses to the document. Save the S o Cance
document to SharePoint and rename the document by adding "Agency P
3. Inthe prompt enter the desired communication. 4. Then select “Share”.
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The email recipient(s) will receive a message of the shared document and a link. See the example below.

Lee, Jordan - DCF has shared 'Q1 2024 AWWI CSNC Monitoring Final NL'

#:'h Lee, Jordan - DCF <Jordan2.Lee@wisconsin.gov:>
To Lee, lordan - DCF
Cc Lee Jordan - DCF
Retention Policy DCF Retention Policy (7 years)

Good morning,

The Q1, 2024 Child Support Noncooperation case review results have been
updated to SharePoint. Review the results. If a response is applicable, save
the document and add your responses to the document. Save the
document to SharePoint and rename the document by adding "Agency
Response” to the end of the file name.

Agency responses are due to DCF by May 28, 2024, if applicable.

Jordan Lee

Open Q12024 AWWI CSNC Monitoring Final
NL.xIsx

LEolloue thie documant to oot uadatac o vonc noucigad
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Note

Encrypted Documents
SharePoint cannot process encrypted files in some instances. Documents that are encrypted may not open or have restricted

usage in SharePoint.

Repository
SharePoint does not have a repository. It is recommended that the document is saved elsewhere and shared in SharePoint.

Recommended Web Brower
SharePoint is supported may many of common web browsers such as Chrome and Edge. We recommend using Microsoft Edge

since no further permission is needed.
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