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BEM/DWS OPERATIONS MEMO

TO: Income Maintenance Supervisors No: 07-57

Income Ma!ntenance Lead Workers DATE: 10/01/2007
Income Maintenance Staff

W-2 Agencies

Workforce Development Boards FS X MA
Job Center Leads and Managers cTts [ CC
Training Staff FSET [ ] EA
Child Care Coordinators JAL [] JC

WIA [ ] Other

FROM: Amy Mendel-Clemens
Technical Assistance, Training & Education [ PRIORITY: HIGH
Section
Bureau of Eligibility Management
Division of Health Care Financing

SUBJECT: EM Global Search and Navigation Tips for Using EM Handbooks

CROSS REFERENCE:
FoodShare Handbook (FSH), Income Maintenance Manual (IMM), Income Maintenance Quality

Assurance (IMQA) Second Party Review Manual, Medicaid Eligibility Handbook (MEH),CWW
Process Help (PH), Wisconsin Funeral and Cemetery Aids (WFCAP) Program Manual

EFFECTIVE DATE: Immediately

PURPOSE:

The purpose of this memo is to announce the availability of a new search tool that is designed
to allow IM workers to search all IM handbooks simultaneously.
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BACKGROUND

Because IM staff often have the need to search for policy and process in more than one
reference manual, we developed a way to search them all simultaneously. The EM Global
Search provides IM workers the ability to simultaneously search the following policy and
process manuals:

FoodShare Handbook (FSH)

Income Maintenance Manual (IMM)

Income Maintenance Quality Assurance Second Party Review Manual (IMQA)
Medicaid Eligibility Handbook (MEH)

CWW Process Help (PH)

Wisconsin Funeral and Cemetery Aids Program Manual (WFCAP)

> Note: The EM Global Search does not search Operations Memos.

The EM Global Search tool offers the same three navigation and searching options found in
other EM handbooks:

> Contents
> Search
> Index

ACCESSING THE EM GLOBAL SEARCH TOOL

The EM Global Search can be found at the following web-site
https://prd.cares.wisconsin.gov/help/emglobal/emglobal.htm

A WAMS ID and Password are required to access the EM Global Search. Information regarding
WAMS passwords and password recovery can be found at:
http://dhfs.wisconsin.gov/em/gw/gateway-help.htm
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(% Contents. Using Contents

The Contents Tab in all EM handbooks provides a table of contents for the entire handbook.
The Contents Tab displays the structure and organization of the handbook.

The Contents Tab in EM Global Search contains a chapter for each handbook.
To navigate in the Contents Tab, click on a closed book to open it and see the contents. A book
may contain a page or another chapter. Once a book is opened, the icon changes to an

opened book. Click on a subfolder until you get to the lowest level of organization, the page.

When you click on a page, the information will appear on the right side of your browser window.

EM Global Home (L7 5= B Index § Search % ContactUs ()

x
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gpe boo * [:I_EIandShare Handbook
lL] 1 General Program Requirements

SUDTOIAET et ([ 1.1 Introduction

i] 1.1.1 General Program Introc
12]1.1.2 Foodshare Benefits
[2]1.1.3 Whao Is Eligible

page level e ), | 4 Eighiity Overview

1.2 Verification
@2 Applications and Reviews 1 .1 .4 ELIG'B“—'T‘I’ OVE
3 Monfinancial Requirements

g; :‘;‘:{;:f!::::::‘e““ This section gives the "big pi

%?S:j;:j SRR Non-Financial Eligibility

@ & Appendix The application process begi

Closed DOOK ammufliel @ 1ncome Maintenance Manual local agency must determine

@ 1MQA 2nd Party Review Manual a boarder, foster person, orr
@ Medicaid Eligibiity Handbook needs are already met.
% Process Help

@ wisconsin Funeral and Cemetery Aids Pro Food Unit

The food unit is everyone whe
There are some exceptions r
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¢ §3 search Using Search

The Search Tab in all EM handbooks can be used to find the pages where a word can be found.
The Search function in EM Global Search provides the locations in the following handbooks
where a search term or word can be found.

FSH: FoodShare Handbook

IMM: Income Maintenance Manual

IMQA: IM Quality Assurance Manual

MEH: Medicaid Eligibility Handbook

PH: Process Help

WFCAP: Wisconsin Funeral and Cemetery Manual

To begin a search in EM Global, click the Search icon in the toolbar.

Type the word that you would like to search for, and click "Go" to start the search.

EM Global Home L[| Contents [E Index (B8 =250 'E'Cmmcws L] Operations Memos @ Eligibility Mngmt.

Wisconsin D«

Medicai

Type in the word(s) to search for:

|backdating (GO ]

IMQA 03 Application Processing
MEH 2.2.1 Begin Dates

MEH 3.6.8 Presumptive Disability
MEH 4.5.2 Availabiliy

MEH 4.9.3 Deductible Period 3.6.8 PRESUMPTIVE DISABILITY
MEH 4.9.4 Choosing Not to Have a Deductible
MEH 4.9.5 Calculating the MA Deductible

MEH 4.9.6 Deductible Examples 3681 PD Determined by the Economic Support VWorl

MEH 4.9.8 Meeting the Deductible 2 F |

s Sl s 3 6 E 11 1 1 Definition of Urgent Need

MEH 5.12.5 Premiums 368172 Impairmenis

MEH5.14.9 Eacllodatina 36.38.1.3 PD Cettification Process

MEH 5.15.3 Application 1889

MEH S.17.6 Application 3 E] 8 2 PD Determined by DDB

MEH 5.2.5 Newbarn Child 3.6.8.3 Deceased Applicants

MEH 5.2.6 Certification Period 2

MEH 5.7.2 Ap;:ll'catic:n 3.6.8.4 Eligibility

MEH 5.7.7 Deductible Choice 3.6.85 Disahility Application Denials

:: éﬁélNEarr;epd [!ru:?me 36851 DDE returns a negative Presumptive Disabilil
. ew phcabions T EN e A

PH 61,2 Creating Medicare Premium Assistance in CARES 3 E3 (:ﬂ': 2 Recipient ineligible for non-medical reasons

PH 9.1 Wisconsin Well Woman Medicaid 368523 DDB reverse PD decision made by DDB or by

In the EM Global, as with other EM handbooks, the search results are sorted alpha-numerically
and will list handbook locations where the word or term is found. Handbook locations are
preceded by an abbreviation of the handbook in which the word or term is found.
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(& ndex Using Index

The index in the EM handbooks functions in much the same way as an index in a book. The
index, located at the end of a book, lists the pages on which words or concepts can be found.
The index in an EM handbook also provides a list of words and concepts. Instead of listing a
page number where a word or concept can be found, the index in an EM handbook provides a
direct link to the EM handbook page where the word or term is found.

To use the Index feature in the Global Search:

@ Click on the “Index” icon. This will bring up a listing of index words from all the
handbooks in EM Global.

@ Type your search word(s) in the field provided and press “Enter”.
or Scroll down the list of index words and click the word you are looking for.

@ The page that has been associated with the index word will appear when you click on
the index word.

Note: If an index word has been associated with more than one page, all the pages that
have been associated with the index word will appear.

lélmlax @ Search %! Conta

@ EM Global Home L|}] Contents

\pe in the keyword to find:

|dependentcarﬂ
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Deportation FSH 12,6 Suggested Verification Sources P EM Glok

Deprivation .
Derivative Citizel FSH 4.6.6 Dependent Care Deduction

DES 3070 FSH 8.1 5 Deductions Searchis
Destitute Migran MEH 5.4 06 Deductions

Destroved Food
Detailed Wage Ir MEH 8.2.1 Worksheets Table of Contents

e
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Search Tips

Using Internet Explorer to finish your search

The search functions (Index, Contents, Search) in the EM Handbooks do not highlight the exact
spot where your search term appears.

You can do an additional search within Internet Explorer to highlight the location of your search
term.

First click somewhere in the page pane that you would like to search.

@ From Internet Explorer, choose Edit>Find or use the keyboard and type Ctrl F.
@ Enter the search criteria and click "Find Next"

@ Your results will be highlighted on the page. If the criteria appears more than once,
click on "Find Next" again and the next result will be highlighted.

- emglobal - Micresaft Internet Explorer provided by DHFS - State of Wisconsin

: =181x|
Fie [Ede Vew Fovortss Took Hep [Qess - £ - [x] 2] & | A
lndd'!! A3 AXFER o s
@ ] o — d
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Type i the word(s) bo sasrch far:
E:c"dm-n disabiity (G0 ]
FSH B.3.1 Nonfinancial Elgbity = I s
m gég E{H’w::"[. Yiked Fipd what: |ressumpinee disabdily Find Mest
FERLEE Rl £ i hele med ool [ D R0CRAL Cocel | §ram can find an individual to be presumptively disabled
/ &N T Maichgase C Up & Down nal disability determination can be completed, To ba
tre & applicant’s benefits can begin before SSA, orits
oo jal to be disabled

Wisconsin's Medicaid program also allows a deteminat oS

&

> Note: This search function is available on any web page and is very helpful in
finding information on web pages that contain a lot of text.
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Refining your search

When using any EM Handbook you may find you have too many search results when searching
for a particular word or concept.

EM Global Home () Contents [E] Index il Contact Us ) Operations Memos @ Eligibility Mngmt.

x

Type in the word(s) o search for:
|backdating |

@

IMGA 03 Application Processing

MEH 2.2.1 Begin Dates

MEH 3.6.8 Presumptive Disability

MEH 4.5.2 Availability

MEH 4.9.3 Deductible Period

MEH 4.9.4 Choosing Mot o Have a Deductible
MEH 4.9.5 Calculating the Ma Deductible
MEH 4.9.6 Deductible Examples

MEH 4.9,8 Meeting the Deductible

MEH 5.10.7 Effective Date

MEH 5.12.5 Premiumns

MEH 5.14.9 Backdating

MEH S.15.3 application

MEH 5.17.6 application

MEH 5.2.5 Mewbarn Child

MEH 5.2.6 Certification Perind

MEH 5.7.2 Application

MEH 5.7.7 Deductible Chaice

FH 16,1 Earned Income

PH 2.3 New applications

FH 61,2 Creating Medicare Premium Assistanc
PH 9.1 Wisconsin Well \Woman Medicaid

Wisconsin Depa

Medicaid

4.5.4 ACCOUNT

4541 Joint Accounts

454 1.1 EBD Medicaid Applicant/Recipient EBD co-owner
45412 EBD Medicaid ApplicantRecipient Non EBD Co-Owner
45413 Exceptionto Joint- Accounts policy

454 72 Jointly Held Real Property

Account means a deposit of funds with a financial institution (bank, s¢
company, etc.),

4.5.4.1 Joint Accounts

You can refine your search by adding terms which are unique to the topic you are searching.

EM Global Home () Contents (] Index (@ =~ 1| % ContactUs () Operations Mermos

X

Type in the word(s) to search for:

Ibackdating

@

MEH 5.14.9 Bfrkdating

5.14.9 BACKDATING

5.14.9.1 QMB
5.14 9.2 SLMB, SLMB+,QDW
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Help us Improve the EM Handbooks

Please use the “Contact Us” button found in any EM handbook to give us your suggestions on
ways we can improve the handbooks and manuals found on the EM Page.

W Contact Us

CONTACTS

BEM CARES Information & Problem Resolution Center

% Program Categories — FS — FoodShare, MA — Medicaid, SC — Senior Care, CTS — Caretaker Supplement, CC —
Child Care, W-2 — Wisconsin Works, FSET — Food Stamp Employment and Training, CF — Children First, EA —
Emergency Assistance, JAL — Job Access Loan, JC - Job Center Programs, RAP — Refugee Assistance Program,
WIA — Workforce Investment Act, Other EP — Other Employment Programs.

DHFS/DHCF/BEM/JDL



