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Agenda

▪ Children’s Long-Term Support (CLTS) Functional 
Screen (FS) Certified Screener course and access

▪ CLTS FS helpful reports
▪ CLTS FS best practices: FS efficiencies
▪ ForwardHealth entry errors

▪ Resources 
▪ Outreach
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Teleconference Information

Accessing teleconference materials:
▪ We will send a GovDelivery message with a copy of 

the PowerPoint. 
▪ We will post a recording of this teleconference on our 

Vimeo site.

https://vimeo.com/showcase/8639988


Children’s Long-Term Support (CLTS) FS Certified Screener Course

CLTS FS Certified Screener Course 
and Access

Mary Schlaak Sperry, BCS
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Certified Screener Course-
Pathlore to Cornerstone

▪ The current platform that houses the certified 
screener is changing to Cornerstone in April 2025.

▪ All screeners will need to re-register through 
Cornerstone.

▪ If you already have a Cornerstone account, you will 
still need to register through the Learning Center.

▪ More specifics regarding re-registering will be sent 
out in a GovDelivery email message as that date 
approaches. 
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Certified Screener Course-
Registration Currently

▪ Screen leads were sent a link in a GovDelivery email 
to register for an agency ID in March 2023.

▪ Lead screeners share that ID with new screeners to 
register for the certified screener training. 

▪ Learning Center at UW-Oshkosh is the contact for 
questions.

Certified Screener Course Registration

https://wss.ccdet.uwosh.edu/stc/dhsfunctscreen/cst_registration.htm
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Certified Screener Course-
Registration Review
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New Screener Certified 
Training

Add your 
agency’s four-
digit login ID 
(obtained from 
your lead). 

1 of 5
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New Screener Certified 
Training

Screenshot of 
first page of 
agency ID 
request
▪ Select functional 

screening area
▪ Complete 

following pages 
with identifying 
information

2 of 5
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New Screener Certified 
Training

Add your agency 
name (drop-
down), address, 
and county. 

3 of 5
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New Screener Certified 
Training

Based on agency 
ID, your agency 
name will be 
generated to 
confirm.

4 of 5
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New Screener 
Certified Training

▪ List education and 
experience

▪ Be specific

5 of 5
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Functional Screen Information 
Access System

▪ The link to log in to Functional Screen Information 
Access (FSIA) and the form to request access can be 
found at: https://fsia.wisconsin.gov/

▪ Support for FSIA is provided by the Wisconsin 
Department of Health Services (DHS) SOS Helpdesk.
♦ Email: dhssoshelp@dhs.wisconsin.gov
♦ Phone: 608-266-9198

https://fsia.wisconsin.gov/
mailto:dhssoshelp@dhs.wisconsin.gov
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Outreach by the Learning Center

▪ The Learning Center at UW-Oshkosh houses the 
certified screener training for new children’s 
screeners.
♦ Annually, they check their database to verify active 

screeners.
♦ They reached out to screen leads last year. 

▪ Lead screeners should still report inactive screeners 
to the DHS SOS HelpDesk.
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Functional Screen Information 
Access System

1 of 3
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Functional Screen Information 
Access System

▪ Complete the functional screen web access request 
on-line form.

▪ Under ‘Profiles’, select profiles needed regarding the 
Children’s FS.

▪ Click the submit button to send in the form.
▪ Contact the DHS SOS HelpDesk with questions.

2 of 3

mailto:dhssoshelp@wisconsin.gov
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Functional Screen Information 
Access System

3 of 3



Children’s Long-Term Support (CLTS) FS Certified Screener Course

CLTS FS Reports

Mary Schlaak Sperry, BCS
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Navigating CLTS Reports on FSIA 
Home Page
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County waiver agencies (CWAs) can track completed and 
incomplete screens with this report.
▪ Choose county, agency, and screener fields.
▪ Specify timeframe.
▪ Specify output 

criteria.

Screen Summary at Agency Level
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Output of Screen Summary 
Report

Contents include: 
▪ Applicant name
▪ Screener name
▪ Screen type
▪ Status 

Incomplete = pending
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Screen Time Report Directions

▪ Screen time report is 
where CWAs can track 
the 45-day timeline 
quality measure.

▪ Directions to 
operationalize the report 
can be found on the 
Wisconsin Functional 
Screen webpage. 

▪ Go to 
dhs.wi.gov/publications/
p03295.pdf for the 
publication.

https://www.dhs.wisconsin.gov/functionalscreen/index.htm
https://www.dhs.wisconsin.gov/functionalscreen/index.htm
http://www.dhs.wisconsin.gov/publications/p03295.pdf
http://www.dhs.wisconsin.gov/publications/p03295.pdf
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FSIA Report: Screen Time

To run report, from 
drop-down menus:

♦ Select county
♦ Select screener
♦ Select agency 
♦ Select date range
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Screen Time Report Output

Contents include: 
♦ Applicant name
♦ Referral date
♦ Screen completion 

date 
♦ Sum of dates 
♦ Screener screen 

time average
♦ Agency screen time 

average
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Importance of Screen Time Report

▪ The screen completion date is the date when all 
sections of the CLTS FS were completed by the 
certified screener.
♦ Not when started in FSIA
♦ Not when the screen is calculated
♦ Must be entered by the screener

▪ The 45-day quality measure calculates from date of 
referral to screen completion date.



Children’s Functional Screen Best 
Practices: Efficiency Tips

Katie Dill, BCS
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CLTS FS Eligibility Timelines

Each program has their own timeline for eligibility 
determination. 
▪ Comprehensive Community Services (CCS): 30 days

▪ CLTS Program and Children’s Community Options 
Program (CCOP): 45 days

▪ Katie Beckett Medicaid: 45 days

For CLTS, the 45-day timeline is determined from 
the referral date to the screen completion date.
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CLTS FS Terminology

▪ Screen Begin Date
Date of the screener’s first face-to-face contact with the 
child and their parent/guardian(s) or the date that the 
CLTS FS is begun.

▪ Referral Date
The date the initial inquiry or contact was made by a 
parent, legal guardian, or another person acting in the 
interest of the child or youth indicating they have a child 
with a disability or exceptional need, which the family is 
seeking assistance from the county waiver agency in 
meeting. 



29
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CLTS FS Terminology

▪ Screen completion date:
Date when all sections of the CLTS FS were primarily 
completed by the certified screener. It may take more 
than one day to complete all sections.

▪ Screen calculation date:
♦ The date the screen is calculated to determine 

functional eligibility. Calculation date is not a timeliness 
variable. 

♦ Do not change the screen completion date to 
correspond to the calculation date! 



31
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Addressing Common Barriers to 
Timeliness

▪ Obtaining medical records
▪ Communication between programs
▪ Connecting with families for intake
▪ Diagnosis determination
▪ Staffing—not enough or new
▪ Volume
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Obtaining Medical Records

Obtain medical records when trying to:
▪ Confirm a diagnosis that the parent is not able to give all 

the information for. 
▪ Clarify diagnoses, behaviors, or symptoms. 

If eligibility is uncertain:
▪ Review/expand intake.
▪ See if parents/guardians have records/MyChart.
▪ Call or send encrypted emails to collateral contacts with 

specific request.
▪ Send release of information (ROI) ASAP.
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Communicating Between 
Programs

▪ Check systems to determine if a child has already 
had an eligibility determination
♦ Eligibility and Enrollment System (EES)
♦ FSIA

▪ Coordinate intake with program partners
CCS timeline: 30 days
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Connecting with Families for 
Intake

How and when to connect:
▪ Improved training to referral line or referral sources to 

include details
♦ List best times to contact
♦ Methods to contact

▪ Information gathering over the phone

1 of 2
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Connecting with Families for 
Intake

▪ Screening protocol
Intake Call and After Inquiry Guidance Sheet

▪ Reminders of call/visit
Screen Visit Scheduled (F-02874) or Screen Visit Not 
Scheduled (F-02876) letters

▪ Intake team

2 of 2

https://www.dhs.wisconsin.gov/publications/p03106.pdf
https://www.dhs.wisconsin.gov/library/f-02874.htm
https://www.dhs.wisconsin.gov/library/f-02876.htm
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Staffing

▪ Identify staff that can help at different stages in the 
process.
♦ Sending ROIs
♦ Gathering needed paperwork

▪ Determine staffing needs
Track workloads 
• Uncover efficiencies and inefficiencies
• Determine the need for additional staff
• Understand reasons for turnover in positions
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Diagnosis

▪ Review CLTS FS Clinical Instructions Module 3.
Diagnoses do not need to be verified as long as who 
diagnosed the child, when they were diagnosed, and the 
way they were diagnosed can be identified through 
verbal report/reviewing other records.

▪ Thoroughly review records.
Birth to 3 Program, school, mental health, and medical  
records
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Tracking Timelines

▪ Use calendars 
▪ Create own report
▪ Report in FSIA
▪ Other
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Questions?



ForwardHealth Entry Errors

Joe Bouxa, BCS
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CLTS ForwardHealth Entry Error 
Emails

When messaging the Technical Assistance Center 
(TAC) Inbox at DHSBCSTAC@dhs.wisconsin.gov 
regarding errors preventing EES/ForwardHealth entry, 
CWAs should include at least the following information:
▪ Identity of participant
▪ The exact error message you’re receiving
▪ What change or update you’re trying to make

mailto:DHSBCSTAC@dhs.wisconsin.gov
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CLTS ForwardHealth Entry Error 
Examples

Each ForwardHealth error has a unique message 
which are helpful to determine the action needed:
▪ Member does not have a level of care (LOC) for the 

requested enrollment period
▪ Member not found or no LOC found in FSIA
▪ The member is not Medicaid eligible for enrollment at 

this time
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Functional Screen Entry

▪ When submitting an eligible functional screen, select 
the box to send results to iChange (iC) immediately.

▪ When sending results to iC, wait until the next day 
before attempting to update ForwardHealth.

▪ For a not functionally eligible (NFE) screen, this box 
will no longer appear as an option.

1 of 2
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Functional Screen Entry

2 of 2
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Errors for the SOS Help Desk

▪ Caused by multiple/separate IDs for a participant 
between FSIA and iC

▪ Corrected through ID resolution by emailing 
DHSSOSHelp@dhs.Wisconsin.gov 

mailto:DHSSOSHelp@dhs.Wisconsin.gov


Resources

Katie Dill, BCS
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Resources for Leads and Screeners

Learning Center UW-Oshkosh

CLTS Functional Screen clinical instructions

Wisconsin’s Functional Screen webpage

DHS CLTS FS staff email

DHS CLTS Waiver technical assistance (TA) staff email

SOS Help Desk email

Learning Center UW-Oshkosh

CLTS Functional Screen clinical instructions

Wisconsin’s Functional Screen webpage

DHS CLTS FS staff email

DHS CLTS Waiver technical assistance (TA) staff email

SOS Help Desk email

SOS Phone: 608-266-9198

https://wss.ccdet.uwosh.edu/stc/dhsfunctscreen/psciis.dll?linkid=981867&mainmenu=DHSFUNCTSCREEN&top_frame=1
https://www.dhs.wisconsin.gov/publications/p00936.docx
https://www.dhs.wisconsin.gov/functionalscreen/index.htm
mailto:DHSCLTSFS@dhs.wisconsin.gov
mailto:dhsbcstac@dhs.wisconsin.gov
mailto:DHSSOSHelp@dhs.wisconsin.gov


Upcoming Outreach Dates

Katie Dill, BCS
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2025 Teleconference Schedule

▪ Quarterly, second Thursdays of the month 11 a.m.–
12 p.m.

▪ 2025 CLTS FS quarterly teleconferences
♦ May 8
♦ August 14
♦ November 13
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