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ACCESS "Add a Program": Streamlined Online Applications for Existing Members 
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CROSS REFERENCE 
ACCESS Handbook, Chapter 3 Apply for Benefits 
 

Note: Add a Program information will be added to the ACCESS Handbook after October 24, 2015. 
Sign up at dhs.wisconsin.gov/em/signup.htm to be notified when the handbook is updated. 

EFFECTIVE DATE 
October 24, 2015 

PURPOSE 
The purpose of this Operations Memo is to announce enhancements to ACCESS Apply for Benefits 
(AFB) for members with an open case who are already enrolled in at least one program and would like 
to apply for another program. 

BACKGROUND 
Currently, members who are already enrolled in at least one program (for example, BadgerCare Plus) 
and want to apply online for another program (for example, FoodShare) must complete an entirely new 
application using AFB, resulting in additional work for both members and income maintenance (IM) 
workers. 
 
Effective October 24, 2015, enhancements to the ACCESS AFB application will offer a streamlined 
process for existing members to request an additional program(s), which will reduce the number of new 
applications from existing members with an open case that IM agencies must process. These 
enhancements, referred to in this Memo as ACCESS Add a Program, include ACCESS functionality that 
will allow members to identify if they are already receiving benefits and, if so, allow them to log in to or 
create an authenticated MyACCESS account. For members who are able to log in to or create an 
authenticated account, ACCESS will offer a streamlined version of the online application. Similar to 
Renew My Benefits (RMB) and Report My Changes, this streamlined version will extract and display 
information already known to CARES. For members and agencies, this will avoid the entry of duplicate 
information, and, for agencies, will reduce the need to reconcile differences in information between the 
case and the new application. 
 

Note: ACCESS Add a Program is a new version of the online application for benefits. The 
enhancements described in this Memo do not impact the existing application policies for Child Care, 
FoodShare, Family Planning Only Services, or health care. 

http://www.emhandbooks.wisconsin.gov/ah/policy/3/ah_3.1_help_with_applications.htm
https://www.dhs.wisconsin.gov/em/signup.htm
https://www.dhs.wisconsin.gov/em/signup.htm
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ACCESS 

IDENTIFYING AND ROUTING MEMBERS KNOWN TO THE SYSTEM 
ACCESS Add a Program is part of the AFB application process. When applicants start a new 
application in AFB, they will be asked a screening question to identify if they are already receiving 
benefits, and, if they are, they will then be directed to log in to their MyACCESS account or create a 
new MyACCESS account. Once applicants are logged in to their authenticated MyACCESS account, 
they will continue to ACCESS Add a Program. If applicants are not already receiving benefits, or are 
unable to create an authenticated account, they will be directed to the regular AFB application. 

Figure 1 ACCESS Apply for Benefits Overview Page with All Questions Displayed 

ACCESS Add a Program is only available to members who have Full View MyACCESS status. This 
includes the Primary Person and the Primary Person’s Spouse on the case. Members who have Targeted 
View MyACCESS status cannot apply for additional programs on the same case using ACCESS Add a 
Program and will be redirected to the regular AFB application. Members who have Targeted View status 
include case members 18 years old or older who are not the Primary Person or Primary Person’s Spouse, 
such as a non-marital partner or an adult child of the Primary Person or Primary Person’s Spouse on a 
FoodShare case. 
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PROGRAMS REQUESTED USING ACCESS ADD A PROGRAM APPLICATIONS 
Members can use ACCESS Add a Program to apply for any of the following programs: 

• Child Care 
• FoodShare 
• Family Planning Only Services 
• Health care 

 
As shown in the screen shot below, ACCESS Add a Program will display the current status of a 
member’s benefits and will provide the opportunity to request programs that a member is not currently 
receiving in the current month or in a future month. In most cases, a person with an open case will 
already be enrolled in Child Care, FoodShare, Family Planning Only Services, or health care. However, 
the following are some special situations in which a person has an open case without being enrolled in 
one of these four programs: 

• Members who are on a case where the only open program is Caretaker Supplement will be 
allowed to use ACCESS Add a Program to apply for any of the four programs listed above. 

• Members who are on a case where the only open program is a current unmet health care 
deductible will be allowed to use ACCESS Add a Program to apply for any of the four programs 
listed above, including health care.  

• Members who are on a case where the only open program is Wisconsin Works or SeniorCare 
will not be able to use ACCESS Add a Program and will instead be directed to the regular AFB 
application. 
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Figure 2 ACCESS Add a Program Landing Page 
The benefit of ACCESS Add a Program is that certain fields in the application will automatically 
populate with information already stored in CARES. While the intention is to direct existing members to 
use ACCESS Add a Program instead of a regular AFB application, members still have the right to 
choose to submit a regular AFB application instead of using ACCESS Add a Program to request a 
program already open on their case. This ability to choose preserves a member’s right to apply without 
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creating an authenticated account. Links to go back to the AFB Welcome page to start an entirely new 
application will be on the MyACCESS Account Set Up page and the ACCESS Add a Program Landing 
page. 
 
The flow of ACCESS Add a Program closely resembles ACCESS RMB. In RMB, many pages show the 
existing case information from CARES Worker Web (CWW) and ask the member to indicate if there 
have been any changes. Members requesting health care through ACCESS Add a Program will proceed 
through a complete set of gatepost and detail pages. However, due to interview requirements for 
FoodShare and Child Care applications, ACCESS Add a Program applications for FoodShare only, 
Child Care only, or FoodShare and Child Care only will follow an even more streamlined flow. In this 
flow, members can report changes to contact information and enter information to determine whether or 
not they are eligible for FoodShare Priority Service (when FoodShare is requested). The purpose for 
streamlining these applications is to limit complexity and minimize the gathering of information that 
may need to be reconciled or corrected during an interview.  
 
The following is an example of the People gatepost page from a FoodShare only, Child Care only, or 
FoodShare and Child Care only ACCESS Add a Program application. From this page, members will be 
asked Priority Service questions (for FoodShare requests only) and then be prompted to sign and submit 
their request. 
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Figure 3 People Gatepost Page from a FoodShare Only, Child Care Only, or FoodShare and Child Care Only ACCESS Add a Program 
Application 

As mentioned above, members requesting health care, either alone or in combination with another 
program, will see a complete set of gatepost and detail pages. The following is an example of the People 
gatepost page from an ACCESS Add a Program application that includes a health care request. 
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Figure 4 People Gatepost Page from a Health Care or Health Care Combination ACCESS Add a Program Application 
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ACCESS Add a Program applications that include a health care request will include the following 
sections: 

• People 
• Other Benefits 
• Assets (if applicable) 
• Job Income 
• Other Income 
• Bills 
• Food Share Priority Service (if applicable) 

 
For all ACCESS Add a Program applications, members will sign and submit the application similar to 
how they would sign and submit a regular AFB application. Members will also receive a summary 
Portable Document Format file. 

CARES 

RECEIVING, LINKING, AND PROCESSING ADD A PROGRAM ACCESS APPLICATIONS 
The following enhancements will be made to CWW in order to support ACCESS Add a Program 
applications: 

• ACCESS Add a Program applications will be received in the RFAs/Applications Inbox. 
• The RFAs/Applications Inbox Search Criteria and Results will be enhanced to support ACCESS 

Add a Program applications. 
• The Application Summary will be enhanced to display content that is specific to ACCESS Add a 

Program. 
• Workers will link and process ACCESS Add a Program applications through a process similar to 

that for regular AFB applications. 
• The workload dashboard will be enhanced to support ACCESS Add a Program applications as 

Application Work Items. 
• The Income Maintenance Management Reports (IMMR) will be enhanced to show data on 

ACCESS Add a Program applications as another application source. 
 
Once an ACCESS Add a Program application is submitted, it will be sent to CARES and assigned to the 
primary worker of the member’s open CARES case. ACCESS Add a Program applications will always 
have a status of “Assigned.” Inbox searches for unassigned inbox items will not include any ACCESS 
Add a Program applications. 
 
When an ACCESS Add a Program application is received, a corresponding Application work item will 
be created. This work item will be tracked in the My Dashboard table and in the IMMR. The work item 
will be assigned to the primary worker for the case. The work item due date will be determined by its 
filing date following the existing rules for Application work items. ACCESS Add a Program 
applications that are assigned to a worker will display as part of his or her Applications counts in the My 
Dashboard table and also in the My Inbox Items table. Depending on how their agency is set up, workers 
can view and process an Add a Program application through the following ways: 

• Application Inbox Search  
• My Dashboard Applications Count  
• My Inbox Items  
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USING THE APPLICATION INBOX SEARCH  
When searching for ACCESS Add a Program applications using the Application Inbox Search, workers 
can select the RFAs/Applications link under Inbox Search in the left side menu on the CARES Worker 
Web Home page. 
 
On the Inbox Search Criteria – RFAs/Applications page, the worker can filter for “ACCESS Program 
Add” applications by using the Item Type CPA. As a reminder, ACCESS Add a Program applications 
always come into CWW as “Assigned.” Inbox searches for unassigned inbox items will not include any 
ACCESS Add a Program applications. 
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Figure 5 Inbox Search Criteria – RFAs/Applications Page 
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On the Inbox Listing – View RFAs/Applications page, search results for ACCESS Add a Program 
applications will display in the “Inbox Listing” section. The Item Type column will display CPA for 
ACCESS Program Add applications. 
 
The Applicant Name/Case column will be enhanced to also display the case number associated with the 
application. 
 
In the following screenshot, the first CPA application was selected. 

Figure 6 Inbox Listing – View RFAs/Applications Page 
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At the top of the Application Summary page (refer to the screen shot below), the Programs Requested 
column in the “Individuals on Application” section will display only the programs that are requested per 
individual on the application. The Application Status will display as “Assigned” for the worker assigned 
to the case, and the Item Type will display as “ACCESS Program Add.” The “CWW Information” 
section will display the existing case number, and the “Companion Case Information” section will 
display information if there is a companion case. 
 

Note: The “Programs” section will only display the programs requested on the application. 
Previously, all of the programs displayed even if they were not requested on the application. This 
change will apply to all applications not just ACCESS Add a Program. 

 
At the bottom of the Application Summary page, the following two options will display for the “What 
would you like to do?” section:  

• Start/Continue Processing Inbox Item 
• Withdraw Inbox Item 

 
In most situations, workers should choose Start/Continue Processing Inbox Item to process an 
application. In limited situations, such as when members request that their applications be withdrawn or 
when members submit duplicate applications, workers may need to choose Withdraw Inbox Item. To 
withdraw an inbox item, workers must select one of the following reasons and enter comments detailing 
the reason for the withdrawal: 

• Client Withdrew 
• Duplicate Application 
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Figure 7 Application Summary Page Before a Worker Clicks Next After Selecting an Option Under “What would you like to do?” 
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When workers choose Start/Continue Processing Inbox Item and click Next, the Application 
Summary page will reload. After the Application Summary page reloads, a validation message will 
indicate that the application is now being processed by the worker. 
 
Workers should click Next again to display the Case Summary page. 

Figure 8 Validation Message on Application Summary Page  
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After the Case Summary page loads, a validation message will indicate that the ACCESS Add a 
Program application has been linked to the case. Information on the ACCESS Add a Program 
application will be listed in the “Associated RFA Information/ACCESS Application Information” 
section. 
 
Workers should choose Process linked ACCESS application in the “What would you like to do” 
section and then click Next. 

Figure 9 Case Summary Page After the ACCESS Application Has Been Linked to the Case 
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After clicking Next on the Case Summary page, workers will process the ACCESS Add a Program 
application through the existing flow for regular AFB applications. This includes seeing the same pages 
in the driver flow and handling conflict panels. 

USING THE MY DASHBOARD APPLICATIONS COUNT 
When using the My Dashboard Applications Count to view and process Add a Program applications, 
workers should select the Applications Count in the “My Dashboard” section of the CARES Worker 
Web Home page. ACCESS Add a Program applications will be included under the requested program(s) 
in the Assigned Application categories for the primary worker of the case. 

Figure 10 CARES Worker Web Home Page with Applications and Assigned Application Categories Expanded 
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After a worker selects an Application Count, the Work Item Search page will be displayed. ACCESS 
Add a Program applications will be displayed in the “Results” section, and workers should select the 
application on which they would like to work. 

Figure 11 Work Item Search Page 
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After a worker selects an application, the Application Summary page will be displayed. Workers should 
follow the same procedure to link the application to its corresponding case and process it as was 
described starting on page 13 of this Memo. 

CONTACTS 
BEPS CARES Information and Problem Resolution Center 
 
 
 
DHS/DHCAA/BEPS/RW 
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