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FoodShare Priority Service – Changes to ACCESS Application and  
CWW Priority Service Determination Page 

CROSS REFERENCE 
• FoodShare Wisconsin Handbook, Section 2.1.4 Expedited Service at Application 
• Process Help, Section 1.4.2.1 Priority Service and Expedited Issuance Overview 
• ACCESS Handbook, Section 3.1.20.2 Getting Faster Service for FoodShare 

EFFECTIVE DATE 
April 22, 2017 

PURPOSE 
The purpose of this Operations Memo is to announce several ACCESS and CARES Worker Web 
(CWW) enhancements related to FoodShare priority service. The enhancements include: 
• An update in ACCESS to ensure a FoodShare application submitted by an applicant or member 

without information entered for income, assets, housing expenses, or utility expenses will display a 
blank field and zeroes will appear only when manually entered by an applicant or member. 

• An update to the CWW Priority Service Determination page to display a banner alert when a worker 
has not entered information for income, assets, housing expenses, or utility expenses as part of a 
Group Level Program Request or Request for Assistance (RFA) in CWW. 

• An update to the CWW Priority Service Determination page to add the Page Record Navigator. 
• An update to the CWW Priority Service Determination page to change the name of the Monthly 

Utilities field to Standard Utility Allowance and add a drop-down menu. 
• An update to ACCESS to display a banner alert when an applicant or member has not entered 

information for income, assets, housing expenses, or utility expenses. 
• An update to the Application Summary PDF, Print Application Registration, and Program Add 

Summary PDF. 

http://www.emhandbooks.wisconsin.gov/fsh/policy_files/2/21/2-1-4.htm
https://prd.cares.wisconsin.gov/help/ph/process_help/a1/1-4.htm%231.4.2_1_Priority_Service_and_Expedited_Issuance_Overview
http://www.emhandbooks.wisconsin.gov/ah/policy/3/ah_3.20_submit_section.htm
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• An update in CWW to automatically adjust the due date of a work item type when the worker enters 

information or updates a FoodShare application such that the timeframe for processing the work item 
changes.  

• Text updates to ACCESS and CWW related to residence in a shelter for victims of domestic 
violence or abuse. 

BACKGROUND  
The Workload Dashboard, available in CWW to Income Maintenance (IM) workers, can be used to 
track priority and non-priority FoodShare applications. A work item type is either set as a priority or 
non-priority FoodShare application based on answers provided in ACCESS and/or CWW. When an 
applicant did not fully complete the priority service screen, applications were sometimes incorrectly 
classified as priority or non-priority service. Changes included with the ops memo will improve the 
accuracy of how FoodShare applications are classified and improve timeliness of eligibility 
determination. 
 
Previously, a FoodShare application submitted by an applicant or member through ACCESS could have 
been set for priority status if certain information was excluded from the application (e.g., an applicant 
did not enter information for income). If the status of a FoodShare application based on incomplete 
information was left uncorrected by the IM worker, there was a risk that the Income Maintenance 
Management Report (IMMR) timeliness report would not be accurate. A manual update of the Priority 
Service Determination page could have resulted in the loss of data originally reported through ACCESS. 
 
Also, text related to residence in a shelter for victims of domestic violence or abuse used in ACCESS 
and CARES is being updated. The updated language complies with the requirements of the United 
States Department of Agriculture (UDSA) Food and Nutrition Service (FNS) to utilize gender-neutral 
language in questions regarding domestic abuse shelters. 

POLICY  
There is no policy change associated with this Memo. As a reminder, policy defines a FoodShare 
application submitted with only a name, address, signature, and date signed as sufficient to set the filing 
date, but it is considered an incomplete application, which is subject to a 30-day processing timeframe. 
An incomplete FoodShare application could be submitted through ACCESS, over the phone, or on 
paper.  
 
For information on eligibility for FoodShare priority service and the issuance of expedited FoodShare 
benefits, refer to the FoodShare Wisconsin Handbook, Section 2.1.4 Expedited Service at Application. 

CARES  
CARES will be enhanced to accurately screen household eligibility for priority service FoodShare. 

INCOMPLETE ENTRY OF INFORMATION FOR DETERMINING PRIORITY SERVICE  
The determination of whether an applicant or member will receive priority service for FoodShare is 
based on information concerning income, assets, housing expenses, and utility expenses. 
 

http://www.emhandbooks.wisconsin.gov/fsh/policy_files/2/21/2-1-4.htm
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If an applicant or member does not enter a value in response to a question that relates to getting faster 
service for FoodShare in ACCESS (either by Apply for Benefits or Add a Program), the page will show 
a blank field. A zero will only appear when the applicant or member manually enters a zero in a field.  
 
Similarly, if a worker does not enter a value into a field within the Resource and Costs section of the 
Priority Service Determination page in CWW (either as part of a Group Level Program Request or 
RFA), the page will show a blank field. A zero will only appear on the page when the worker manually 
enters a zero in a field. 
 
If a worker has not entered information for income, assets, housing expenses, or utility expenses on the 
Priority Service Determination Page, a banner message will alert the worker to complete the appropriate 
field. If the worker is processing an RFA or Group Level Program Request from CWW, they should 
enter the amounts reported by the applicant or member; if any values are not known, the corresponding 
fields should be left blank. If the worker is processing an ACCESS Apply for Benefits or Add a Program 
request, the reported values should not be changed. This includes any blank fields.  

Figure 1 Priority Service Determination Page with Banner Alert 
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PAGE RECORD NAVIGATOR 
The Page Record Navigator functionality has been added to the bottom of the Priority Service 
Determination page located in the Case Information section. This functionality allows workers to view 
the history of the Priority Service Determination page, including the values entered at initial application.  
 
Also, a field for the Last Updated date has been added to the page. 

Figure 2 Priority Service Determination Page with Page Record Navigator 
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Figure 3 Priority Service Determination Page Historical View 
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STANDARD UTILITY ALLOWANCE FIELD 
The Monthly Utilities field is now named Standard Utility Allowance. A drop-down menu has been 
added to the Standard Utility Allowance field that includes all the utility allowance options. Workers can 
select the appropriate allowance instead of manually entering the information.  

Figure 4 Priority Service Determination Page with Standard Utility Allowance Menu Options 
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BANNER ALERT IN ACCESS 
If an applicant or member does not enter information into these fields, a banner message will remind 
them to complete the fields, including a suggestion to enter a zero (0) in the appropriate field if they 
have no income, assets, housing expenses, or utility expenses. 

Figure 5 Banner Alerts in ACCESS  
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RFA PDF SUMMARY  
If a member does not enter a value for Income, Assets, Housing Expenses, or Utility Expenses, a blank 
value appears in the corresponding field in the RFA PDF Summary.  

Figure 6 RFA PDF Summary 
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AUTOMATIC ADJUSTMENT TO DUE DATE 
Information entered on the Priority Service Determination page in CWW sets the due date for the work 
item type.  
• The due date for an application with an incomplete priority service screening or a FoodShare 

application that is non-priority will be set for 30 days from the filing date.  
• The due date for a FoodShare application that qualifies for priority service will be set for seven (7) 

days from the date the application is designated as priority service, but no longer than 30 days after 
the filing date.  

 
When a worker enters or updates information for a FoodShare application that changes the status to 
priority service, both the work item type and the due date will be updated once the worker initiates 
eligibility and goes past the Initiate Eligibility page.  
 
Example: An applicant submits a FoodShare application through ACCESS on May 1, 2017 without the 
necessary information to make a priority service determination. The work item type will be set as non-
priority FoodShare with a due date of May 31, 2017. The worker calls the applicant for an interview on 
May 10, 2017 and the applicant provides answers that satisfy the Priority Service determination criteria.  
The applicant is now priority service-eligible. When eligibility is run, the work item type will update to 
priority service FoodShare with a seven (7) day due date of May 17, 2017. 

QUESTION ON RESIDENCE IN A SHELTER FOR VICTIMS OF DOMESTIC VIOLENCE 
On the Priority Service Determination page in both ACCESS and CWW, the question concerning 
residence that follows a positive response to the question "Have you received FoodShare/Food Stamps 
for this month?" has been updated to read:  
 
"If yes, are you currently residing in a shelter for victims of domestic violence?"  
 
The updated language complies with FNS requirements to utilize gender-neutral language in questions 
regarding domestic abuse shelters. 
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Figure 7 Priority Service Determination Page with Gender Neutral Language 

CONTACTS  
BEPS CARES Information and Problem Resolution Center  
 
 
DHS/DMS/BEPS/SM 


