WISCONSIN DEPARTMENT OF HEALTH SERVICES
Division of Health Care Access and Accountability
1 W. Wilson St.

Madison WI 53703

To:

From:

Re:

Release Date:
Effective Date:

EFFECTIVE DATE

CHANGES

All

Case Processing (1-15) > 1
Pre-intake Processes > 1.4
Client Registration
Instructions (CWW)> 1.4.3
Individual and Case
Summary Pages

Case Processing (1-15) > 1
Pre-intake Processes > 1.5
Applications and
Publications

Case Processing (1-15) > 2
Intake > 2.2 Interactive
Interviews (Intake)

Case Processing (1-15) > 3
Ongoing Case Maintenance

> 3.13 Break In Service Case

Processing for FoodShare>
3.13.1 Break In Service

Process Help Users

Angela Dombrowicki, Director
Bureau of Enrollment Management

Process Help Release 08-06

12/15/08
12/15/08

The following policy additions or changes are effective 12/15/08, unless otherwise
noted. Bold text denotes new text. Text with a strikethrough it in the old policy
section denotes deleted text.

The new DHS (Department of Health Services) logo was added to the header of
each page.

New subsections were added on Linking and Merging. The changes are too
numerous to list here. The following subsections were added:

1.4.3.1 Linking and Merging

1.4.3.2 Researching Within Client Registration
1.4.3.3 Things to Consider

1.4.3.4 Weighing the Alternatives

This section was updated to include links to BadgerCare Plus applications.

This section was previously Under Construction. Information from Ops Memo 08-31
was added.

New Text:

The Break In Service policy does not apply at application or when a customer
fails to complete a timely review; these situations require a customer to file a
new application. In circumstances where a new application is required, refer
to FSH 2.1.1.3 New Application Required Due to Break in Service.

Under some circumstances, you will be able to reopen a closed FoodShare
case without requiring a new application. Refer to the following sections of the
FoodShare Handbook for the Break In Service Policy:

1.2.1.2,2.2.14,6.1.2,and 6.1.3.1
The intent behind this policy is to increase FS participation and member

satisfaction. It will also help decrease the number of FS applications needed
to establish and maintain FS eligibility. By correctly applying this policy and

Process Help Release 08-06

-1-



Case Processing (1-15) > 3
Ongoing Case Maintenance
> 3.13 Break In Service Case
Processing for FoodShare>
3.13.2 Break In Service
During The Certification
Period

Case Processing (1-15) > 3
Ongoing Case Maintenance
> 3.13 Break In Service Case
Processing for FoodShare>
3.13.3 Break In Service At
SMRF
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explaining it to FS members, you will be able to reduce local workloads and
avoid unnecessary interviews and QC errors.

New Text:

Refer to the following sections of the FoodShare Handbook for the Break In
Service Policy when a FS AG closes during a certification period to determine
if a new application is required or if benefits may reopen without a new
application:

1.2.12,21.1.3, and 6.1.3.1
SSSS>SSSSSSSSSSSSSSSSSSSSSS>>S>>

Take the following steps if you have determined that a FS group needs to be
reopened and benefits need to be prorated during a certification period:

1. Navigate to the Confirmed Assistance Group Summary page to find the
current review date before reopening the case.

2. Navigate to the FoodShare Request page and update the Program
Filing date to the date the required action was taken by the household.
Click Next.

3. This will initiate a CWW Driver. Complete the pages as they display
being sure to record the required action by the household.

4. |Initiate and confirm eligibility.

5. Navigate back to the Confirmed Assistance Group Summary page and
check the review date to ensure that the FS certification period has not
been extended beyond the original 12 months for a break during the
certification period; if needed, correct the review date on CARES MF
screen AGOR.

6. Document actions in case comments.

New Text:

Refer to the following sections of the FoodShare Handbook for the Break In Service
Policy when a FS AG closes at SMRF to determine if a new application is
required or if benefits may reopen without a new application:

121.2,21.1.3,and 6.1.2.
S>>>>>>OSOSSSSSSSS>>>>>>>

Reopen a closed case at SMRF if the requested action is completed in the calendar
month following the month the SMRF was due. This requires that a complete
SMRF be received, all verification requirements met, and all required action
completed to regain FS eligibility by the last day of the 7th month of the
certification period.

SOSS5333333333353333335355>5>
Take the following steps if you have determined that a FS group needs to be
reopened and benefits need to be prorated due to a break in service at SMRF:

1. Navigate to the Confirmed Assistance Group Summary page to find the
current review date before reopening the case.

2. Navigate to the View/Record Six Month Report Actions page and enter
an action date that is within the SMRF process month, click Add. Note
that the SMRF must have an action date on the View/Record Six Month
Report Actions page that is within the process month or CWW will
continue to fail the FS AG for lack of SMRF.

3. Navigate to the FS Request page and enter the date the required action
was taken by the recipient, as the Program Filing date, click Next.

4. A SMRF driver will be initiated, complete the pages as they display.

5. Initiate eligibility and confirm benefits.

6. Navigate back to the Confirmed Assistance Group Summary page and
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Case Processing (1-15) > 3
Ongoing Case Maintenance
> 3.13 Break In Service Case
Processing for FoodShare>
3.13.4 Break In Service At
Review

Case Processing (1-15) > 4
Reviews > 4.2 Interactive
Interviews (Reviews)

Case Processing (1-15) > 4
Reviews > 4.6 Late Reviews

Financial Processes> 16
Income> 16.4 Prospective
Budgeting

Benefits (31-40) >31.1
Auxiliaries/ Supplements

31 Benefits> 31.2 Benefit
Issuance> 31.2.2.2 and
31.2.2.3
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check the review date to ensure that the FS certification period has not
been extended beyond the original 12 month certification period; if
needed, correct the review date on CARES MF screen AGOR.

7. Enter Case Comments.

New Text:

Refer to the following sections of the FoodShare Handbook for the Break In Service
Policy when a FS AG closes at review to determine if a new application is
required or if benefits may reopen without a new application:
1.212,21.13,2.2.1.4

SSSS5555355355555555555>

Take the following steps if you have determined that a FS group needs to be
reopened and benefits need to be prorated due to a break in service at review:

1. Navigate to the Confirmed Assistance Group Summary page to find the
current review date before reopening the case.

2. Navigate to the FoodShare Request page and update the Program
Filing date to the date the required action was taken by the household,
click Next.

3. This will initiate a CWW Driver. Complete the pages as they display
being sure to record the required action by the household.

4. |Initiate and confirm eligibility.

5. Navigate back to the Confirmed Assistance Group Summary page and
check the review date to ensure that the FS certification period has not
been extended beyond 12 months for a break at review; if needed,
correct the review date on CARES MF screen AGOR.

6. Document actions in case comments.

This section was previously Under Construction. Information from Ops Memo 08-31
was added.

Old Text:
A review for MA——CC and W-2 can be completed after the original review date has
passed if the review is completed prior to the case being closed for more than 36

days-

New Text:

A review for CC and W-2 can be completed after the original review date has
passed if the review is completed prior to the case being closed for more than one
calendar month.

A review for Medicaid/BC+ can be completed after the original review date has
passed if the review is completed prior to the case being closed for more than
one calendar month.

This new section on Prospective Budgeting was added. The changes are too
numerous to list.

This new subsection on Auxiliaries/Supplements was added. The changes are too
numerous to list.

These sections were deleted and moved to 3.13 Break In Service Case Processing.

e 31.2.2.2 Reopening A Case And Prorating Benefits Due To Break In Service
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Links to Systems Guides
(80-82) > 80 EBT > EBT
Overview (80.1 - 80.4) > 80.3
Account Set-Up and Benefit
Availability> 80.3.2 Benefit
Availability

Links to Systems Guides
(80-82) > 81 MMIS >81.4
EDS Contacts

Links to Systems Guides
(80-82) > 82 SAVE > 82
SAVE> 82.1 SAVE
Introduction

Technical Issues
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During The certification Period Or At Review
e 31.2.2.3 Reopening A Case And Prorating Benefits Due To Break In Service
At SMRF

New Text:
80.3.2 Benefit Availability

Daily benefits are available to the cardholder by 12:30 a.m. Central Time the day
after the case is confirmed in CARES. The agency must advise the client when the
daily benefit will be available.

Monthly benefits will be available at 12:30 a.m. Central Time on the same date each
month based on the eighth digit of the primary person’s SSN. Refer to CARES table
TESS by logging in the CARES mainframe with a tran code of RTDT and a
parm of TESS.

Updates to EDS phone numbers were made on this page.

For MMIS/iChange eligibility related issues (resolving discrepancies between
CARES and iChange or other eligibility related issues) contact EDS at (608)
221-4746. ES workers should use the following phone number extensions so
the workload at EDS is distributed:

For calls during the extended hours, use the following extensions:
7:00 a.m. to 7:30 a.m. — 80213 or 80214

4:30 p.m. to 6:00 p.m. — 80221, backup 80217
SSSS53S53S53553S5D5535535535555>>
Eligibility Supervisor - Ext. 80202

Eligibility Team Lead - Ext. 80201

Nursing Home Authorization - Ext. 80201
SLMB/QMB/Buy-In - Ext. 80216

FPW EE - 80218

EDS TPL/COB - Ext. 80058

Federal SSI - Ext. 80214

If aworker is having difficulty with filling out the online 3070 or other similar
issues, those calls should continue to come to the DHS CARES Call Center.

All G-845s handled by the Dallas and Chicago offices will now be handled by
Headquarter at this new address.

New Text:

U.S. Citizenship and Immigration Services
2221 S. Clark Street

Arlington, VA. 22202

Links were fixed in sections 1.6 Signatures and 1.3 Forms.



