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eWiSACWIS WiSP Review Page User Guide 

The Wisconsin Department of Children and Families (DCF) created the Wisconsin 
Information and Support Portal (WiSP) to help individuals involved in the child welfare 
system stay connected to their support team, participate in planning (if applicable), and 
find supports. WiSP interacts directly with the eWiSACWIS database via the WiSP 
Review Page. To learn more about the WiSP Review Page, see also WiSP Review Page 
Desk Guide.  
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Background 
The WiSP Review Page in eWiSACWIS supports meaningful engagement with WiSP 
users transitioning from or previously in out-of-home care (OHC) by allowing the child 

welfare professionals working with the individuals to review, document, and respond to 
information shared by the WiSP user via the WiSP application. The new page aligns with 
practice guidance that promotes a youth-centered approach to case management 
including, but not limited to, independent living (IL) transition requirements such as the 
Independent Living Transition to Discharge (ILTD) plan. The portal is designed to ensure 
youth can consistently and authentically collaborate with their child welfare 
professionals (CWPs)1 at times and in the manner that suits them, view and keep 
current their own information, and participate in IL planning and other planning, as 
applicable. To learn more about WiSP, including its look, features, and functionality, 
please see WiSP Desk Guide or WiSP User Guide.  

Also consult the WiSP Setup and Login Instructions for Professionals and WiSP Setup 

and Login Instructions for Participants documents for more specific information related 
to completing and supporting youth’s WiSP set up and login.  

The eWiSACWIS WiSP Review Page introduces new online pages, alerts, and messaging 

features that streamline communication between WiSP users and CWPs. These tools 

 
1 For the purposes of this WiSP Review Page user guide, the term child welfare professional refers to both child 
welfare professionals employed by a child welfare agency and staff employed as Independent Living Coordinators 
with a contracted Transition Resource Agency. 

https://dcf.wisconsin.gov/files/youthservices/pdf/ewisacwis-wisp-review-page-desk-guide.pdf
https://dcf.wisconsin.gov/files/youthservices/pdf/ewisacwis-wisp-review-page-desk-guide.pdf
https://dcf.wisconsin.gov/files/youthservices/pdf/wisp-application-desk-guide.pdf
https://dcf.wisconsin.gov/files/youthservices/pdf/wisp-application-user-guide.pdf
https://dcf.wisconsin.gov/files/youthservices/pdf/wisp-account-login-instructions-professionals.pdf
https://dcf.wisconsin.gov/files/youthservices/pdf/wisp-account-login-instructions-participants.pdf
https://dcf.wisconsin.gov/files/youthservices/pdf/wisp-account-login-instructions-participants.pdf
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allow Transition Resource Agency (TRA) Independent Living (IL) Coordinators, child 

welfare agency IL Coordinators, and other professionals to receive and review 

information directly from WiSP users. By providing up-to-date, consistent, and user-

authored input, the portal supports more collaborative and coordinated planning, 

providing the WiSP user greater opportunities to be an active participant in their own 

case management and current and future planning.  

eWiSACWIS WiSP eligibility task reminders are sent to the primary worker or any 

professional with an assignment type of “independent living” who is working with a 

qualifying young person. 

Note: If you receive a WiSP eligibility task reminder about a youth who may benefit from 

using WiSP, you discuss the option with the youth declines, you should create a WiSP 

Review page for the youth and select “yes” where it asks if the youth opts out. You can 

always change this later if the youth changes their mind. See page 5. 

Accessing the eWiSACWIS WiSP Review Page 
The CWP can access the WiSP Review Page from multiple places in eWiSACWIS. 
Which pathway(s) a CWP can use will vary depending on their security access and work 

responsibilities in the database. 

• Desktop Menu → Actions → WiSP Review. 
o Note: currently, accessing the WiSP Review Page via Actions will avoid any 

data transfer concerns related to saving processes (see bolded warning 
below) 

• Cases tab of the Desktop → WiSP Review tile.  
o Note: This access option is available only after the WiSP Review Page is 

created for the user.  
o Note: a user’s WiSP tile will display on all cases on which the WiSP user is a 

participant. 

• Independent Living (IL) page → WiSP Review hyperlink in the Basic Information 
section of the page. 

• Search → Person and Case search → Expand the WiSP Review icon → WiSP 
Review hyperlink. 

o Note: this method only allows users to view the Review Page. 
 

**important** If the CWP accesses the WiSP Review Page using the hyperlink on the IL 

page, they will receive a prompt advising them to save and exit the young adult’s IL 
page prior to accessing the WiSP Review Page. Doing so ensures that the updates 
made via the WiSP Review Page properly transfer to the IL page as well as WiSP. If the 
CWP does not save and exit the IL page as directed, information will be lost. If the data 
are lost, only the latest data that already existed in eWiSACWIS will appear in WiSP 
rather than the information newly submitted via WiSP.  
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1. View of the WiSP Review Page at initial launch. 
 

 
2. Clicking on the WiSP Participant Search hyperlink will open the eWiSACWIS 

Person Search. 
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Working in the WiSP Review Page 

Account Setup tab 
1. Once you complete the person search, the WiSP user’s information will prefill on 

the WiSP Review Page. 

 
2. Confirm that the Basic Information listed on the Page (e.g., WiSP user’s Name, 

Age, Date of Birth, Pronouns, and Race/Ethnicity) matches information for the 

individual you intend to grant WiSP access to. 

3. To establish an Account on the Account Setup tab 

• Confirm user’s email address to ensure it is accurate, as this directly 

affects the initial linking of WiSP. The email address must match the email 

the user enters to set up their MyWisconsin ID credentials. If the user’s 

account is successfully linked, “Yes” will display in the MyWisconsin ID 

linked field.  

• After confirming the user’s email address and linking their account, the 

CWP should complete any remaining account setup steps. Once all other 

account setup information updates are complete, click Save to retain the 

changes. 

o Notes:  

1. Neither the email address nor the phone number fields on the 

WiSP Review Page are connected to the Person Management 

page since the WiSP user may choose to use a different 

phone or email in WiSP to set up WiSP and receive WiSP 

notifications. The CWP should consult with the WiSP user to 

determine if they should log the phone number and/or email 

logged for WiSP on the Person Management page or a 

different one. 
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2. At least one support team member must be entered to set up 

a user’s WiSP account.  

• The Opt-Out of the WiSP Application and Revoke WiSP access fields 

always default to “No” for the first time but are enabled to allow for a 

different selection; the CWP can select “Yes” for either of these as 

applicable. You can always change this back again if the youth changes 

their mind. 

o The corresponding Last Updated By and Last Updated On fields 

are system-derived fields that display the name of the user who 

last updated the opt-out/revoked information and the date on 

which they did so.  

o Note: You have to add at least one CWP to the support team in 

order to save your “opt out” or “revoked” answer. 

• The Best way to reach [user] field is a system-derived text field. It is 

conditionally displayed only when the WiSP user updates the 

corresponding field in the WiSP application.  

4. To add support team members on the Account Setup tab: 

• You can add CWPs to the WiSP Team section of this tab. These are the 

professionals who provide case management, independent living supports 

and services, and otherwise work with the WiSP user to support their 

needs and goals. To add a CWP, click the Insert button. 

• You can choose to share the CWP’s phone number and/or email address 

with the WiSP user. To share contact information, select the checkbox 

under Share Phone and/or Share Email. If the box to share contact 

information is not checked, then that contact information will not appear 

in WiSP. 

• Once all team updates are complete, click Save to retain the changes. 

 

Note: all support team members will receive notifications when there is activity on a 

youth’s WiSP Review Page that requires attention. Activity includes input the youth 

provided via WiSP; it may be a new message, updated contact information, additions to 

their ILTD plan, or something else. This is sent within 24 hours of the youth submitting 

something via WiSP and only if the professional has not yet been on the WiSP Review 

Page since the youth’s submission came through. See the following sections of this guide 

for more information on the different ways you view and review youth input sent via WiSP. 
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Message Center tab 
1. The Message Center tab allows the CWP to directly communicate with the WiSP 

user by exchanging messages between the WiSP Review Page and the WiSP 

application.  

 

2. Click the new message button in the top right corner of the Message Center tab 

to start a new conversation thread with the WiSP user. You can click the Select 

hyperlink next to the message participants list to add additional CWPs to the 

conversation thread.  
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3. Select the Message Subject from the drop-down list, enter the message text in 

the message text box provided, and click on submit.  

• Note: You must select a message subject and add message content before 

sending. 

 

4. When the message is sent, the user will receive a notification (via WiSP, as well 

as via email and/or text) and the thread appears in both the CWP’s and WiSP 

user’s message center. You can expand all the messages in the same 

conversation thread by selecting the Expand all messages checkbox or by 

clicking the “+” icon next to the message.  

 

 



eWiSACWIS WiSP Review Page User Guide 
Rev. 04/2026  8 

5.  By clicking on the reply to conversation hyperlink you may send a new message 

on the existing thread.  

• Note: You can reply to a conversation only if you are part of the 

conversation thread.  

 

6. If you are not part of a conversation thread, you will instead see the option to 
“View Conversation.” This allows you to see messages, topics, and timestamps 
but not to send replies. 

 

7. The Notifications Sent to Participant group box displays all notifications sent to a 
user through the message center in the WiSP application.  

 
Review tab 

The Review tab provides the CWPs with a central place to review and act on ILTD 

updates submitted by the WiSP user via the application (if relevant; the ILTD is not 

applicable for all WiSP users).  

• Note: The Review tab table remains empty until a user submits updates through 

the WiSP application. Once submitted, CWPs can review and act on the 

submissions. 
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The CWP can act on each update by clicking on Update, Decline, Info Needed, Read, or 

IL Note. The IL Note hyperlink is only applicable when a youth submits a comment via 

the My Plan part of the application; the CWP clicking this will create an Independent 

Living Note in the IL Notes tab of the IL page in eWiSACWIS. Please refer to the table 

below for detailed information on each available action.  

Available Actions: 

For all actions, the eWiSACWIS system processes the action through batch processing, 
ensuring the user is promptly informed. The batch picks up the flagged messages twice 
a day, and external communication is sent to the user via email. in addition to external 
notification, the user receives notifications in the WiSP message center as well. 

Action Functionality 

 Update 
Accepts the WiSP user’s submitted information and updates the corresponding field in 
eWiSACWIS. Generates a notification in the user’s WiSP message center. 

 Decline 
Rejects the user’s submitted update. The CWP must select a reason for the decline, 
which is shared with the user via the WiSP message center. 

 Info  

Needed 

Requests clarification or additional details from the user. Generates a notification in the 
user’s WiSP message center that prompts them to provide more information back to 
their CWP. 

 IL Note 

Automatically creates an Independent Living Note on the IL page>IL Notes tab 
documenting the user’s submission. This record includes: 

• Date of Contact: Date of user’s submission  
• Contact Type: WiSP 

• Note Type: Other 
• Finalized checkbox: May be manually checked; if not, will be automatically 

finalized after 30 days 
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 Read Notifies the user that the CWP acknowledges the user’s comments. 

 Reply 
Opens the Message Center in create message mode, allowing for direct messaging with 

the user. 

  

1. Clicking the Update hyperlink prompts an alert message. After reviewing, the 

CWP should click “send.”  

 
The WiSP user then receives this message in WiSP. They will also receive a 

notification external to the application – either via email, text, or both, depending 

on their preference – informing them they have a message to review in WiSP. 

2. Clicking the Decline hyperlink prompts an alert message. 

• Using the available dropdown, choose the reason for declining the user’s 

submission. If you have selected the ‘other’ value from the dropdown, you 

are asked to provide an explanation in a blank narrative field. 

• After completing the required fields, the CWP should click “send.”  

 

The WiSP user then receives this message in WiSP. They will also receive a 

notification external to the application – either via email, text, or both, depending 

on their preference – informing them they have a message to review in WiSP. 
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3. Clicking the Info needed hyperlink prompts an alert message. After reviewing, the 

CWP should click “send.” 

 

The WiSP user then receives this message in WiSP. They will also receive a 

notification external to the application – either via email, text, or both, depending 

on their preference – informing them they have a message to review in WiSP. 

Need Assistance?  

If you have questions or need assistance, you can reach out to the following points of 

contact. These are the points of contact both for you and for young adult WiSP users for 

the reasons noted below.  

• For system access, functionality, or technical issues (this includes things like the 

application isn’t working correctly – pages aren’t loading, fields don’t work as 

intended, and more), contact the DCF eWiSACWIS Help Desk via 

dcfservicedesk@wisconsin.gov or 855-264-6323. 

• For policy or program-related questions (this includes things like suggestions you 

have for application improvements), reach out to 

DCFILCoordinator@wisconsin.gov.  

• For MyWisconsin ID access questions, please contact the MyWisconsin ID 
Account Service Desk for online self-service options and guidance, and you can 
call 608-471-6667 for 24/7/365 support. DET’s website provides more details: 
DET MyWisconsin ID.  

mailto:dcfservicedesk@wisconsin.gov
mailto:DCFILCoordinator@wisconsin.gov
https://det.wi.gov/Pages/MyWisconsin_ID.aspx

