Requesting Access to the Program
Participation System (PPS)
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Obtaining System Access

O Obtaining access to PPS happens in two parts:

m Part 1: You must obtain a WAMS ID.

o If you have access to other systems that use WAMS, such as HSRS,
FSIA, or Cares, you will not need to create a new ID. You will use
the same WAMS ID for all systems.

m Part 2: You must request access to PPS.

o Even if you have PPS access for another function, you must request
PPS access for the new function.




Part 1: Obtaining a WAMS ID




Wisconsin Web Access Management System
(WAMS)

m Wisconsin’s Web Access Management System (WAMS) allows
authorized individuals to access State internet applications using one
ID and password.

m You MUST have a WAMS ID to use PPS.
m A valid, unique e-mail address is required during self-registration.

® You may already have a WAMS account if you use other state
systems.




Step 1. Access the Human Services Gateway
Page

O Access the following URL to the Human Services Gateway Page
https://pps.wisconsin.gov

O From the Gateway Page, click on the WAMS link
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Human Services System Gateway

** Preduction Envirenment ™

This page lists the apphcations that are used to determing functional and financial elighbility for vanous programs across the State
of Wigconsin, The functional eligibilty is determaned for Adult, Chadren's and Mental Healh programs, The financial eligibalty
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https://pps.wisconsin.gov/

Step 2: Click the Self-Registration Link

O From the WAMS Home Page, click on the Self-Registration link
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Step 3: Review and Accept the Terms of

Service

O Read through the instructions.

O Click the Accept button if you accept the terms of use.
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Logout Help FAQ
Self-Registration
\Welcome to the State of Wisconsin's self-registration process. Self-Registration allows

you to create your personal Wiscensin Login Account. This 1s your key to doing secure
husiness with the State of Wisconsin aver the Internet

OVERVIEW

The self-registration process consists of twe pants:
Importantt: We highly recommend that you complete Parts One and Two at the same

time. You must complete Part Twa within four (4) days of requesting the account oryou
will have to begin the self-registration process again.

« Part One: Requesting a Wisconsin User ID and Password

In Part One, you will submit yeur contact and account infarmation. You will be sent a
confirmation e-mail immediately, containing a Wel link ta the Account Activation page

Note: You must have an accessible, valid, and unique e-mail address o complete the
self-registration process,

« Part Two: Activating your Account
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State will make every effort to secure this information and to protect the
privacy of individuals whe have personably identifiable information stored in
their user profile.

The State may aggregate user profile information and usage to determine
trends and to facilitate sound decisions regarding system design and future
application deployments. However, the State will not sell the information
managed in your user profile, in either a specific or a generalized format.

[Access and Correction of Personal Information

Individuals will be allowed to view personal information relating to their user
profile and te update the contact infermation in their user profile (address,
telephone, or e-mail address). Passwords will be secured and will be stored in
an encrypted format.

Use of Cookies

A cookie is & small amount of data, which may include an anonymous unique
identifier, that is sent to your browser from a Web site's computers and may
either be used during your session (session cookie) or may be stored on your
computer's hard drive (persistent cookie), Cookies may contain data about &
user's movements during their visit to th b site. If your browser software is
set to allow cookies, a Web site can send its own cookie to you. A Web site that
has set a cookie can only access those cookies it has sent to you, it cannot
access cookies sent to you by other sites,

When you request a Wisconsin User ID and password, and when you use your
Wisconsin User 1D 1o access State services over the Internet, a session cookie
will be sent to your browser and stored in your computer's memory. The cookie
will be used to maintain session information, so that you do not have to re-
enter your Wiscensin User ID and password when you navigate different pages
and/or services. Your privacy is best protected if you close your browser after
you are done using applications that use session cookies.

Accept Decline

For assistance send an -mailto Help Wisconsin Support
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Step 4: Complete the Self-Registration Form

O Complete the Self-Registration form by filling out all required
(*) fields
O Click Submit
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Self-Registration

* Indicates Required Field

Profile Information

First Name

Middle Initial l—
Last Name
Suffix l_;[e.;...n SR, 11 1N

E-Mail =
Phone # l_ l_ l_

If you provide address information it must be complete and
cormect. A United States Postal Senice data base is usedto
verify each address

Home Residence Address
Street
City
State Select a State i

-

Unit Number

Zip Code

1

City
State Selecta State M
Zip Code

Account Information

Your User 1D must be between 3-20 characters and CAN be a combination of letiers
and numbers. Your Password must be between 7-20 characters and MUST contain a
combination of lefters and efther numbers or special characters (excent the @ sian)
User IDs and Passwards are case sensifive

User ID g

Password *
Re-enter .
Passviord

Account Recovery

Compose a question and answer for account recovery purpases. C
Guidelings

Secret Question 3
Answer to N
Secret Question

Submit

For assistance send an e-mail to Help Wisconsin Support
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Step 5: Begin Account Activation

O After submitting your WAMS ID request, you will receive an email at the
email address you provided during Self-Registration

o Follow the directions in the email
O To activate your account, click the link in the email.

From: Wit oA o Sent:  Tom AM[3002 558 A

Tal

el
Subgect:  Stabe of Wisconsin Self-Regetration.

Follow the instruction= in this =-mail to activate your VANS account. Tour Fisconsin User ID and passeord
are your keyvs to doing =ecure busin=ss with the Stace of Visconsin over the Internet. They should be
considersd as important as your signature. o ot share your Wisconsin teser ID or password with anyome. Yoo
ace the only person who will know your password. It 13 your cbligation to protect these by keesping chems
confidencial.

If you did not regusac & Wisconain Ussr ID and paaawvcoed, pleass disregacd this e-mail. T2 you de poching,
chis account will bé automatically dalated afcer four daya.

To activate your account click on the web-link below, Once the login page i® vigible in your Intecnet
giar Wisconsin User 1D and passescd.

If you are not able To sctivate your acoount withinm the allotted 5 minutes, click on the web-link above to
LEy mgaimn.

{Afcer you have accivaced jour account, you may delece chis e-mail.)

If you recelve an efror when you click on the above web-link try the Iollowing caips:

* Some e=pall applicaticon®s do not handle Web links propecly. If you ot an efpor after clicking oo the link
Yok may need £o copy Ehe link fram the message to your Internet brovser's address line. Hake sice that Fou
get Ehe sntire wab-link., If che web-link is split into tws lines and the second line is not underlinsed Like
the first line, copy both lines into the Interpet browser's sddress lins,

* If you reaceived & °your browssr must support cookies' srror and you have your browssr configured to &llow
cookles, opsn a new browser window and copy che web=limk into the Incernec browser's address line,

* Many Internet brouwsers have the ability te resssber passwords for you, This featurs may causs probless if
che passvord it remesbers doss not mATCh POUr CUEEent passwvord. I you are baving passvord prables=s, asd
che pasavord is f2illed cuc on the login page vhen ic lomds, try clearing the pazaword field and re-epcecing
YouE passvword, We cecommend that you tucn off cthe password memory Eeatuce of Pouf Internet browset.

This e-mail is sutomatically generated. Please do not reply to this e-mail. If you need assistance please
click on the web-link below: st




Step 6: Activate Your WAMS ID

O Activate your account by entering in your WAMS ID and password
o Click the Login button

A S SECSEN(D) N D

Account Activation - Final Step
m Please log In

WEB "ctESS NTION: You have approximately 5 minutes to enter your User Id B Password correctly. If you have not correctly entered it within
HA"AGEHEHI- STSTEH that time frame, you will need to go back to the self registration email message you received from help@wisconsin.gowv and click on
the web link again.

User ID: janesmith

Passwmg: sesene

You are accessing the State of Wisconsin Local/Wide area network. This system is for authorized users only. All equipment, systems,
services, and software connected to this network are intended only for the official business use of the State of Wisconsin. The State of
Wisconsin reserves the right to audit, inspect and disclose all transactions and data sent over this medium in 2 manner consistent with
State and Federal lavs. By using this system you expressly consent to zall such auditing, inspection and disclosure. Only software
approved, scanned for virus, and licensed for State of Wisconsin use will be permitted on this network. Any illegal or unauthorized use
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Your WAMS ID Has Been Activated

o If you were successful in activating your account, you will be directed to a
web page indicating that your account has been enabled.

2 W D INLSIIRTS BN I

]
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E

Self-Registration

Jane =mith

Congratulations! You have successfully created and activated your Wisconsin Login Account
iou afe now enabled to access any secured Siste of Wisconsin Web application to which you
arg granted nghts

Please remember 1o defete the "State of Wisconsin Seit-Registration” e-mail massage

Far your pratection, you should clese your browser window at the end of sach sessicn

Clicking on the link below will take you to Profile Management to review your account

Profile .'.'anags el
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Problems Obtaining a WAMS ID

O If you have problems obtaining a WAMS ID, please contact WAMS
Acceptance Support.

m Click on the WAMS link from the Gateway Page
m Scroll to the bottom of the page ==
m Click the link at the bottom of Help Wisconsin Support

*Indicates Required Field

the page

For az=istance send an e-mail to WANS Acceptance Support E-Mail:

Logout Help FAG

User Id:

m Fill out the support form and |
click submit P

Last Name:

Phene Number:

Application Information

Please specify Problem: | Selectfrom the following options |v [+

it "Other” specify Problem:

Application Name:

Web Address:
Example: https:fon.wisconsin.gowWAMS/home

The following section is critical to a timely and correct response from Help Wisconsin
Support. Ifthere is a message number and message description associated with your
request, that information uniquely identifies the source of the problem for Help Wisconsin
Support. The comments section should be used to describe any special conditions or
CONCems.

If you can not remember your Wisconsin User ID or password you may first want to try using




Part 2: Requesting Access to
PPS




Program Participation System (PPS)

m Program Participation System (PPS) is a web-based IT system that
was developed to help streamline various program functions and
tasks.

m You MUST have a WAMS ID to use PPS.

m Even if you have access to PPS for another function or module, you
must request PPS access for additional modules.
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Step 1: Access the Human Services Gateway
Page

O Access the following URL to the Human Services Gateway Page
https://pps.wisconsin.gov

O From the Gateway Page, click on the PPS — Request Access link

,’_‘ Gateway Page - Windows Internet Explorer provided by DHS - State of Wisconsin

I =1 |
File Edit Yiew Favorites Tools Help
@A - IE https:f/pps wisconsin. gov# j % 2| X IGnngIa g eliks
wy dhe (& Gateway Page | | - B - = - |5k pags - “J Tools = 7
Statg
T W S5 (3 NS
Human Services System Gateway Add this Page to Favorites
** Production Environment **
This page lists the applications that are used to determine functional and financial eligibility for various programs across the State
of Wiscensin. The functienal eligibility is determined for Adult, Children's and Mental Health programs. The financial eligibility
includes FoodShare, Medicaid, SeniorCare, SSI Care Taker Supplement, Wisconsin Works and Child Care Programs
D FSIA - Production ~a> PPS -Production WAMS
Functional Screen Information @ Program Participation System To access PPS / CWW / FSIA
’ Access (Production Environment) (Production Environment) signup for a Web Access
Management System (VWAMS) ID
FSIA - Request Access __ PPS-RequestAccess _ WISA
To complete a printable form that yofp (5 To complete a printable form that you ) Wisconsin Integrated Security
can submit to your agency's securit can submit to your agency's security |~—" Application
officer to get access to FSIA officer to get access to PPS
- ini . - ini
U< P * Jr N oS § U
/ unctional Screen Infarmation rogram Participation System W, W
Access (Training Environment) (Training Enviranment) N CARES Worker Web
[
| [T [ [ |é meemnet T 00 - él 15


https://pps.wisconsin.gov/

Step 2: Enter Your WAMS ID and Password

O Enter your existing WAMS ID and password or the one you
obtained in Part 1

O Click Login

W |1 S C O N S

User ID: |janesmith
m Password:|esesss
WEB ACCESS
MANAGEMENT SYSTEM

N

Forgot vour password? Is vour account locked?

Request a Wisconsin User ID and Password.

You are accessing the State of Wisconsin Local/Wide area network. This system is for authorized users only. All equipment,
sustems. sarvires. and snfleare ronnerted tn this netwnrk are intended nnle for the official hosiness nse nf the State nf
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Step 3: Complete the PPS Web Access
Request Form

O Complete the Web Access Request form - filling in all required
fields.

O Required fields are denoted with a red asterisk (*)

PROGRAM PARTICIPATION SYSTEM WEB ACCESS REQUEST

lease read the information below for instructions.

1. Please check one of the following: *
@ Activate User ID for access to Program Participation System
© Delete User ID for access to Program Participation System
O Change (Profile, User Name)

Effective Date: 03/06/2012 | =*

User Information

2. User ID: janesmith *
(From Wisconsin Self-registration Process)

3. First Name: Jane * ML (M
Last Name: Smith *

4. Mother's Maiden Name: Masters *

5. User's Daytime Phone:

([sos 1)1z |-|4s67 |* Ext:

Agency Information

6. Agency Name: Helping Hand LLC *
7. Agency Supervisor Name: Robin Doe *
8. Supervisor's Phone Number: ( 508 ) 555 |- [5555 | * Ext: 1234

9. Profiles: * O Adult LTC Waitlist Full Access Profile
1 Adult LTC Waitlist View Only Profile
[ Agency Administration Profile

[JFamily Care Support Full Access Profile
[ Family Care Support View Only Profile




Select the Correct Profile

O For your profile, be certain to choose the checkbox that fits
the appropriate type of access for your role.

m INSERT HYPERLINK OF PDF HERE

O Click the submit button when the form is complete.

Agency Information

6. Agency Name: Helping Hand LLC *
7. Agency Supervisor Name: Robin Doe ®
8. Supervisor's Phone Number: ( 508 ) 555 | - [5585 | * Fxt: 1234
9. Profiles: * [ Adult LTC Waitlist Full Access Profile

O Adult LTC Waitlist View Only Profile
[0 Agency Administration Profile

[0 Family Care Support Full Access Profile
[ Family Care Support View Only Profile

[0 Mental Health Full Access Profile

) [0 Mental Health View Only Profile
someone requesting [JOIE MCO or IRIS Full Access Profile
access to the [JOIE OFCE Full Access Profile

Employment Outcomes |
module. .
OIE Employment Provider Full Access

This is an example of

[0 OIE Super User Full Access
[JRoom and Board Full Access Profile
[1SDS Full Access Profile



Step 4: Print Form, Sign, and Fax

O Print off the form

Program Participation Systme Web Access Request Page 1of 1

STATE OF WIS CONSIN

D You and you r‘ Su pe rvisor m uSt DEPARTMENT OF HEALTH AND FAMILY SERVICE
both S i g n an d d ate th e fo rm 'Please print this form and return to the State Security Officer, fax number is 608-267-2437

PROGRAM PARTICIPATION SYSTEM WEB ACCESS REQUEST
L Please checkone of the following :

X Activate User ID for access to Program Participation System
— Delete User ID for access to Program Participation System

O Fax it to the State Security Officer ~ Change (Profle, User Name, S5)

Effective Date: 12/20/2011

Please fill in the follow ing information (Al item s MUST be completed):
User Information

2. User ID (from Wisconsin Self-registration Process) | 3. User Name (Last, Firse, MI)

janedoe] 2 Doe, Jane, §
4, Mother's Maiden Name 5 User's Phone Numhber
Smith (608) 555-3555 Ext 3355

Agency Information

6. Agency Name (Please do not abbreviate.)

Heartland Fehabilitation Center

7. Agency Supervisor Name 8. Sup ervisor's Phone Number
Jennifer Watson (608) 123-1234 Ext 1234

9. Profiles

Nursing Home B eferral Entry Profile

Use of this logon and passwond provides access to confidential information, which must be
safeguarded in accordance with Wisconsin Statutes. The U ser's signature on this form
constitutes acceptance of responsibility for compliance with §49.32(10), §49.32(10m), §49.81,
§40.83, §943.70(2) and with DHF S policy (attached to new logon approvals).

10. User Signature : Date Signed :
11. Supervisor Signature: Date Signed :

12. State Security Officer Signature : Date Signed :




Quick Tip — Adding a Website to Your Favorites

O Access the following URL to the Human Services Gateway Page
https://fsia.wisconsin.gov or https://pps.wisconsin.gov

o Click the * icon to add the Gateway Page as a favorite to your
toolbar s

———— ——— —
@ Ea v |E] s wisconsin,gov [se] B [[%s][ x| [2F coo

i Favorites | 5l [ 1r D wer [ BASD Projects O\ Fieldglass €D RMs ] ww (@) cats @) cels @g 5w () SharcPoint = B8 Templates R POF

585 | - | €9 wisconsin Fnyénnal Screen ... | @ Gateway Page x -8

Human Services System Gateway Add this Page to Favorites

‘€ Gateway Page - Windows Internet Explorer provided hy}}ﬁs - State of Wisconsin

File Edit ‘Miew Favortes Tools  Help
e

S
i (v |82 https WiISCOnsin, goy 1at are used to determine functional and financial eligibility for various programs across the State of Wisconsin. The
— for Adult, Children's and Mental Health programs. The financial eligibility includes FoodShare. Medicaid, SeniorCare,
consin Works and Child Care Programs.

** Production Environment **

. < Favarites o i A Fi i
. W 1= JE | Gateway Page IT WPI BASD Projects %, Fieldglass IQ'FlMs i | i —

— - ceess % Program Participation System (Production To access PPS / CWW / FSIA, signup for a
::‘15 = 0 Wisconsin Functional Screen ... é Gatewav F‘age Environment) Web Access Management System (WAMS)
) D
‘ PPS - Request Access WISA
.l v () Tocompeapmane emnatyoucan (&) wacon
N7 submit to your agency's security officer to N7 submitto your agency's security officer to [/ Wisconsin imiegraled SecutyApplcalion
get access to FSIA get access to PPS
1 FSIA - Trainin - "‘--kl‘ PPS - Trainin: i: = ; CWW
: : - ARE:
Functional Screen Information Access Program Pariicipation System (Training N/ CARES Worker Web

(Training Environment) Environment)



https://fsia.wisconsin.gov/
https://pps.wisconsin.gov/

Additional Help Contact Information

O The DHS SOS Help
m E-mail: DHSSOSHelp@wisconsin.gov
m Phone: (608) 266-9198
m Fax: (608) 267-2437

m Hours: Monday through Friday
o8:00 —11:30 am
ol12:30 —4:00 pm



mailto:DHSSOSHelp@wisconsin.gov
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