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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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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. 
  
 
 

 
 
 
 
 
 
 
 
 
 



OM  07-57 Page 4 of 8  
 

 
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. 
 

 
 
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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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. 
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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.   

  
 

 
 

 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.  
 

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

 
 
 
 
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 
 


