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POLICY UPDATES   

1.2 Create an Account Updated email address instructions throughout the process. 

1.4 Account Recovery Updated screenshot and clarified instructions. 

3.1 Apply for Benefits 
Introduction 

Added Caretaker Supplement program to the list of programs that 
can be applied for in ACCESS. 

3.11 Finish and Submit Added Caretaker Supplement program to process and updated 
screenshot. 

4.2.1 My Benefits Introduction Updated to include Summer P-EBT. 

16.1  SUMMER P-EBT PROGRAM New section. 

16.2  SUMMER P-EBT: UPDATE 
CONTACT INFORMATION 

New section. 
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1.2 Create An Account 
 

Applicants and members must create an account before applying for benefits in 
ACCESS or managing their benefits after applying by mail or in person.   

Use these instructions to help people set up their User ID and password, choose secret 
questions, and link to an existing case if one exists.  

Step 1: Start account creation  
To begin, go to access.wisconsin.gov and select  Create an account.  
 
Show/Hide an example of the page 

 



 

The “Welcome to ACCESS” page introduces the information needed to create an 
account. Applicants may create an account if they currently have an open case or a 
pending application. If the applicant is starting a new application in ACCESS, they will 
be broughtasked to this page as part ofcreate an account during the 
ACCESS application process if they start an application in ACCESS before 
creating an account. . 

Select  Create an account.  
 
Show/Hide an example of the page 



 

 

Step 2: Provide user information  
The “Your name” page asks for the user’s name. The name entered here will be used to 
search for existing applications and cases.   



If the user has already applied for or is receiving benefits, it’s important that they enter 
their name the same way on this page as they did when they applied for those 
programs.  
 
Show/Hide an example of the page 



 



 

Questions How to Answer 

First Name Enter the user's first name. 

Middle Initial (optional) Enter the user's middle initial. 

Last name Enter the user's Last name. 

Suffix (optional) Enter the user's suffix, such as "Jr" or "Sr." 
The “Your user ID and password” page asks the user to choose a user ID and 
password. The page lists the requirements for the user ID and password next to the 
fields. The user must meet all requirements in order to create a user ID.  
Show/Hide an example of the page 



 



 

If the user selects Next without entering an email, a pop-up is displayed. 

Show/Hide an example of the pop-up 



 

Questions How to Answer 

User ID Enter a user ID that hasn’t already been registered and 
that the user can remember.   

Password Enter a password that meets the listed requirements and 
that the user can remember.  

Re-enter Password Enter a password that meets the listed requirements and 
that the user can remember.  

Email Address 
(optional) 

Enter the user’s email address. Encourage the user to 
enter their email if they have one. It will make it easier for 
them to recover their user ID or password if they forget 
either.  

If the email is already in use within the system for 
ACCESS, the user will be prompted to log in to their 
existing account or try another email address to access 
their account. 

The “Your secret questions” page asks the user to choose two secret questions. These 
questions and the user’s answers are used to recover their user ID and password if they 
forget either. 
Show/Hide an example of the page 



 



 

On selecting Next, the user is prompted to remember their answers. 

Show/Hide an example of the page 



 

The available questions in each drop-down will vary. The user can answer any way that 
they want. The user should select questions and answers that they will remember but 
others can’t easily guess.  

The user must also agree to the terms of use on this page in order to complete their 
registration.  

Step 3: Link to a case or start an application  
The user will see a success page confirming that their user ID was created. If they 
provided an email, they’ll receive a confirmation email as well.   

Select  Log in to ACCESS  and login using their user ID and password. 
Show/Hide an example of the page 



 

 

The “Your identity” page asks for information needed to link the new account to an 
existing case.  
 
Show/Hide an example of the page 



 



 

If the user is a first-time applicant or does not have an existing case, select Start my 
application. . See 3.2 Start an Application. 



Questions How to Answer 

Date of Birth Enter the user's date of birth. 

What personal 
information do you 
want to provide? 

Select either the  Social Security number  or  PIN  radio 
button. 

The next question that displays changes based on their 
selection. 

Enter your Social 
Security Number 

Enter the user's social security number (SSN). 

Enter your PIN Enter the personal identification number (PIN) the user 
was given when they enrolled in a program. 

What case information 
do you want to 
provide? 

Choose one of the following radio buttons: 

. Case number 

. Quest card number 

. ForwardHealth ID 

. Participants who receive services from one or 
more of the following programs: Emergency 
Assistance, Children First/Elevate, Transitional 
Jobs 

The next question displays changes based on their 
selection. 

Enter your case 
number 

Enter the user's FoodShare, BadgerCare Plus or 
Wisconsin Medicaid case numbers 

Enter your 
QUEST card 
number 

Enter the user's QUEST card number found on their 
card. 

Enter your 
ForwardHealth ID 
number 

Enter the user's ForwardHealth ID number found on their 
card. 

Enter your PIN Enter the personal identification number (PIN) the user 
was given when they enrolled in a program. 

  



 

 

 

  



1.4 Account Recovery 
 

People who cannot remember the user ID or password for their ACCESS account 
should click choose the click here link at the bottom of the ACCESS login page. 

 

 

The Access Account Recovery Setup page will be displayed. PeopleUsers should 
enter their user ID to recover their password or their ACCESS tracking number and 
select Continue. If users need to recover their user ID and click Continue, they can 
enter their case or application tracking number or call Member Services. 



 

 

1.4.1 Email Not on File 
The ACCESS Account Recovery page will be displayed if an email address was not 
provided when people created their ACCESS account. For privacy and security, all 
three sections need to be completed before an account can be recovered. Click 
Continue after completing all three sections. 



 



 

If the recovery is successful, the Congratulations page will be displayed. Click the click 
here link to go to the ACCESS login page. 



 

1.4.2 Email on File 
If an email address was provided as part of creating a person's ACCESS account, the 
account recovery process occurs through the Web Access Management System 
(WAMS) instead of ACCESS. The following page will be displayed after people click 
Continue on the Access Account Recovery Setup page. Follow the steps on the page to 
recover the account. 



 

Note: If an email address has changed since a person created his or her 
ACCESS account or if a person has problems with the account 
recovery process through WAMS, click the Help Wisconsin Support 
link at the bottom of the page. The Help Wisconsin Support page 
will be displayed. On this page, the person will need to provide his 
or her name, email address, and telephone number so that 
Wisconsin Help Desk staff can contact the him or her. Additionally, 
the person will need to select the problem he or she is experiencing 
from the Please specify Problem menu and enter 
"access.wisconsin.gov" in the Application Name field. Comment 
regarding the problem can also be entered. When finished entering 
information. click Submit. 



 

 

  



3.1 Apply for Benefits Introduction 
Wisconsin has many different programs that can help people with health care coverage, 
long-term care, food assistance, child care assistance, employment, utility costs, and 
more. A single ACCESS application allows applicants to apply for multiple programs at 
once. This chapter explains how to assist an applicant with the ACCESS application. 

ACCESS can be used to apply for: 

• Emergency Assistance 
• FoodShare 
• Job Access Loans 
• Wisconsin Shares Child Care 
• Wisconsin Works (W-2) 
• BadgerCare Plus 
• Medicaid for the Elderly, Blind and Disabled 
• Medicaid Purchase Plan 
• Medicare Saving Program 
• Institutional Medicaid 
• Family Planning Only Services 
• SSI Caretaker Supplement (CTS) 

Applicants do not need to provide any documents when answering the questions; 
however, they may want to have financial documents, such as pay stubs, bank account 
statements, and utility bills, available to help them answer the questions as accurately 
as possible. 

Applicants are asked for personally identifiable information, such as name, contact 
information, and more for each member of the household. In some cases, questions 
may be optional for applicants to answer depending on the programs they’re applying 
for. Answering all the required and optional questions helps them get a decision as soon 
as possible. After completing the application, the next steps and the application status 
are tracked on an account home page and can be accessed anytime 

Applicants have tomust finish all the sections and provide their signature to submit the 
application. The application starts with basic information about the applicant and asks 
which programs they are applying for. The applicant is then taken to the application 
overview page. 

From there, the applicant can choose which section of the application to start first. Each 
section is a group of pages and questions that relate to the applicant’s household 
(Income, Bills, Health Insurance, etc). The applicant can complete the sections in the 
order they choose; however, some sections can only be started after others are 
completed. Those sections will not be available until the other sections are completed. 
The applicant is only asked questions related to the programs they selected. Answering 
all the required and optional questions they can helps them get a decision as soon as 
possible. Once the application is started, the applicant has 30 days to complete the 
application before it expires.   

https://dcf.wisconsin.gov/ea
https://www.dhs.wisconsin.gov/foodshare/index.htm
https://dcf.wisconsin.gov/w2/parents/jal
https://dcf.wisconsin.gov/wishares
https://dcf.wisconsin.gov/w2/parents/w2
https://www.dhs.wisconsin.gov/badgercareplus/index.htm
https://www.dhs.wisconsin.gov/medicaid/index.htm
https://www.dhs.wisconsin.gov/medicaid/medicaid-purchase-plan.htm
https://www.dhs.wisconsin.gov/medicaid/qmb.htm
https://www.dhs.wisconsin.gov/medicaid/index.htm
https://www.dhs.wisconsin.gov/fpos/index.htm
http://www.emhandbooks.wisconsin.gov/cts/


Each section starts with an introduction page and ends with a summary page. Once a 
section is finished, the applicant can go back and edit their answers any time before 
they submit the application. 

The applicant may also submit their application at any time if they cannot answer some 
of the questions now. This will set their filing date. To do this, a submission screen 
displays asking them basic questions about their household. An IM worker will follow up 
with the applicant to complete the full application. . See 3.13 Using ACCESS to Set a 
Filing Date. 

 

  



3.11 Finish and Submit 
Contents 

1.  
2.  
3.  
4.  
5.  
6.  

 

Use these instructions to help people walk through the finish and submit section. If they 
enter this section without completing the application, they will see a pop up asking them 
to complete all spokes.any unfinished sections. They can continue to submit their 
application without completing all sections. 

Step 1: Confirm the application includes all 
information 
If any required information is missing when the user selects ‘Start’ on the Finish & 
Submit section a pop-up will ask if they want to complete it now. While the applicant can 
submit the application at any time, they should be encouraged to completed 
complete as much of it as possible before submitting.  

 
If they choose to continue without finishing all sections, they will be 
taken to the "A few questions about you" page (Click to show) 
The “A few questions about you” page displays if the applicant opens the Finish and 
Submit section before completing the other sections. It gathers the minimum amount of 
information required to submit an application and the applicant is not asked to repeat 
information.  
Show/Hide an example of the page 



 



Questions How to answer 

Name Enter the full legal name of the applicant. They can choose 
to enter a middle initial or suffix. 

Your address Enter the full address of the applicant. 

Select a county Select the county from the dropdown menu.  

Are you currently 
homeless? (Optional) 

Select   
Yes,  

,  
No 

, or   
I don’t know 

. 

Do you have a 
separate mailing 
address? 

Select  Yes or No. 
 
 If the applicant selects yes, the next question displays. 

Your mailing 
address 

Enter the full mailing address of the applicant. 

Do you live on tribal 
lands? 

Select  Yes or No. 
 
 If they are not sure if they live on tribal lands, use this 
map   of tribal lands in Wisconsin to confirm. 
 
 If the applicant selects yes, the next two questions 
display. 

What tribal lands 
do you live on? 

Select the tribal lands from the dropdown menu. 

Do you want to 
apply using your 
income 
maintenance 
agency or your 
tribal agency? 

Select   
Use my income maintenance agency  

 or  
 

 

https://www.dhs.wisconsin.gov/library/triballandsmap.htm
https://www.dhs.wisconsin.gov/library/triballandsmap.htm


Use my tribal agency 

. 

Primary phone 
number (Optional) 

This question is required for those applying for W-2, JAL, 
or Emergency Assistance.  
 
 Enter the primary phone number of the applicant. 

Phone type (Optional) Select the phone type from the dropdown menu. 

 Once an applicant confirms their information, potentially eligible applicants will have 
the opportunity to add Caretaker Supplement (CTS) to their benefit application. If the 
applicant selects Y, all children will be displayed and included in the CTS application. 
IM agencies will determine eligibility based on eligibility rules.   

 

The next page the applicant sees depends on the programs they are applying for. 

If the application includes... Continue to... 

FoodShare STEP 2: YOU MAY BE ABLE TO GET FOODSHARE 
BENEFITS FASTER 



Health care but not FoodShare STEP 3: HELP PAYING MEDICAL EXPENSES 

W-2 or JAL but not FoodShare or 
Health care 

STEP 4: APPLICATION INTERVIEWS 

Emergency Assistance Only STEP 5: ACKNOWLEDGE PROGRAM RIGHTS AND 
RESPONSIBILITIES 

  

Step 2: You may be able to get FoodShare 
benefits faster 
The “You may be able to get FoodShare benefits faster” page asks questions to 
determine if the applicant can get FoodShare benefits faster. ACCESS uses the 
answers on this page to determine if the application will use the standard timeline, or 
priority timeline to determine FoodShare eligibility. 
Show/Hide an example of the page 



 



 



Questions How to answer 

Have you received 
FoodShare or SNAP 
this month? (Optional) 

Select  Yes or No.  

Are you currently 
living in a shelter for 
domestic violence? 
(Optional) 

Select   
Yes  

or  
No.  

. 

Is anyone in your 
household a migrant 
or seasonal farm 
worker? (Optional) 

Select  Yes or No.  
 
 If the applicant selects yes, the next two questions 
display. 

Did your job end 
in the last 30 
days? (Optional) 

Select   
Yes  

or  
No.  

. 

Will you get more 
than $25 from a 
new job or other 
source of income 
in the next 10 
days? (Optional) 

Select   
Yes  

or  
No.  

. 

What is your total 
gross [household] 
income this month? 
(Optional) 

Enter the total gross income for this month. 

What is the total value 
of your [household’s] 
money and 
investments? 
(Optional) 

Enter the total value of money and investments. 

How much will your Enter the amount paid for housing this month. 



[household] pay for 
housing this month? 
(Optional) 

Does your household 
pay for any utilities 
that are used to heat 
your home? (Optional) 

Select   
Yes  

or  
No.  

. 

Has your household 
received help from the 
Wisconsin Home 
Energy Assistance 
Program (WHEAP) in 
the past 12 months? 
(Optional) 

Select   
Yes  

or  
No.  

. 

Does your household 
pay for any utilities 
that are not used to 
heat your home? 
(Optional) 

Select   
Yes  

or  
No.  

. 

What utility bills does 
your household pay? 
Choose all that apply. 
(Optional) 

Select the utility bill or bills paid. 
 
 If the applicant selects fuel oil or kerosene, the next 
question displays. 

Your standard 
utility credit 
amount 

Enter the standard utility credit amount. 

The next page the applicant sees depends on the programs they are applying for. 

If the application includes... Continue to... 

Health care or Family Planning 
Only Services 

STEP 3: HELP PAYING MEDICAL EXPENSES 

W-2 or JAL but not health care STEP 4: APPLICATION INTERVIEWS 

Emergency Assistance Only STEP 5: ACKNOWLEDGE PROGRAM RIGHTS AND 



RESPONSIBILITIES 

Step 3: Help paying medical expenses 
The “Help paying medical expenses” page displays for users who are applying for 
health care or Family Planning Only Services and have requested backdated coverage. 
Show/Hide an example of the page 

 



 

Questions How to answer 

Has your household 
had any changes 
since the beginning of 
[month]? 

Select   
Yes  

 or   



No 

. 
The next page the applicant sees depends on the programs they are applying for. 

If the application 
includes... 

Continue to... 

W-2 or JAL only STEP 4: APPLICATION INTERVIEWS 

Any other programs STEP 5: ACKNOWLEDGE PROGRAM RIGHTS AND 
RESPONSIBILITIES 

Step 4: Application interviews 
This page allows the applicant to schedule their interview now or over the phone later if 
applying for W-2 or JAL. The applicant should be encouraged to set up an appointment 
time in ACCESS. 
 Show/Hide an example of the page 



 



 

Questions How to answer 



Do you want to 
schedule your W-2 
interview appointment 
now? 

Select   
Yes  

 or   
No 

. 
The “Schedule your [W-2] [or] [Job Access Loans] interview appointment” page shows a 
table of available appointment times for workers at their local W-2 agency over the next 
five business days.  

If the applicant decides not to schedule their interview or none of the times work, they 
are responsible for calling their agency to set up the appointment time. 

Step 5: Acknowledge program rights and 
responsibilities 
A rights and responsibilities page displays for each program on the application. Each 
page prompts the user to review and acknowledge the rights, responsibilities, and 
additional rules. The applicant must acknowledge each program page in order to submit 
their application. 
Show/Hide an example of the page 



 



 



 



If there is (or may be) a child in the household with an absent parent, 
the Good Cause notice will display (Click to show) 
The “Good Cause notice” page asks the applicant if they have good cause to not work 
with the Child Support Agency to locate the absent parent. The applicant should claim 
good cause if cooperating with the Child Support Agency creates safety concerns for 
the applicant or their child. 
Show/Hide an example of the page 



 



 



 



 

Step 6: Sign and submit the application 
The final page asks the user to provide an electronic signature to submit their 
application. If the application includes a request for health care and a household 
member is potentially eligible for a long-term care program, this page will include a 
signature section for the applicant’s spouse if they are married. They must read the 
electronic signature acknowledgement and enter their name in the available field. 
Show/Hide an example of the page 



 



 



Some applicants may be able to confirm their ID and get real-time eligibility (RTE) 
results for some programs. If they are eligible, the applicant can choose to answer 
questions to confirm their ID on the real-time eligibility page. 

The questions to confirm their ID are through an outside service. The questions will 
change each time. The applicant has two tries to confirm their identity in this way. The 
application is still submitted even if they choose not to confirm their ID or are unable to 
confirm their ID in ACCESS. 

Step 7: Finished! 
The application is complete! The applicant will see the Apply for Benefits Account Home 
Page with the status of their applications and any next steps they need to 
complete. See .See Section 3.12 Apply for Benefits Account Home Page. 

 

  



4.2 My Benefits/Check My Benefits 
 

4.2.1 My Benefits Introduction 
To learn more about a program, select the magnifying glass next to each program. 

 



 

"Check My Benefits" can give information about: 

• FoodShare, which is Wisconsin's version of the federal Supplemental Nutrition 
Assistance Program (SNAP). FoodShare used to be known as Food Stamps. 

• Health care programs, which include BadgerCare Plus, Medicaid, Medicaid 
Purchase Plan (MAPP), Medicare Savings Programs, Institutional Medicaid, 
Community Waivers, Family Care, and Family Planning Only Services. MAPP 
members and BadgerCare Plus members can pay their premiums online through 
ACCESS from the Premium information link (see ). Chapter 10 Premiums). 

• SeniorCare, which is Wisconsin's prescription drug assistance program for 
people who are 65 years old and older. 

• Caretaker Supplement, which is a cash benefit for parents and other caretakers 
who are getting  SSI. 

• Wisconsin Shares Child Care Program 
• W-2, which is a work program that provides temporary cash assistance and case 

management services to low-income parents and pregnant women. 



• Summer P-EBT, which is a program that provides temporary food benefits during 
the summer months to households with students who were enrolled to receive 
free or reduced price meals at eligible schools during the school year. 

The information in "Check My Benefits" is updated every night. If a change was made to 
a case during the day, it will not appear in ACCESS until the next business day. In some 
cases, ACCESS might indicate that applicants need to do something they have already 
done. This is due to the time it takes to receive and process the provided information. 

If ACCESS indicates something different than information in a letter from the agency 
where an applicant applied for benefits, check the date of the letter. In most cases, 
ACCESS will have more current information than the letter that was mailed to the 
applicant. 

16.1 Summer P-EBT Program 
Summer P-EBT is a program that provides a one-time benefit issued during the summer 
of 2023 to families of students who were enrolled as of June 3, 2023 to receive free or 
reduced price meals at eligible schools during the 2022-2023 school year. 

 

  



16.2 Summer P-EBT: Update Contact 
Information 
Updated contact information can be provided by a parent, guardian, or a student who is 
legally responsible to make their own decisions. 

This updated contact information may be used to issue Summer P-EBT to eligible 
students. 

Here are the steps to enter updated contact information: 

1.     Open the ACCESS home page and click the “Update Contact Information for 
Summer P-EBT Benefits” link. 

 



2. On the “About” page, complete the reCAPTCHA, then click Next. 

 
3. On the “Getting Started” page, enter the required information in the “Parent or 

Guardian Information” and “Mailing Address” sections. 



 
 Select the option for the relationship to the student: 

 



1. I am the legal parent or guardian of the student(s) and can make decisions 
regarding their Summer P-EBT benefits 

1. I am the student and have the legal right to make decisions regarding my 
Summer P-EBT benefits. 

Enter information in the fields (required fields are marked with red asterisks), then 
click Next. 

4. On the “Student Information” page, enter the information for the student or 
students. 

 
 Click “Add Another Student” to enter information about another student in the 
household. 
 
 Enter information in the fields (required fields are marked with red asterisks), 
then click Next. 

5. On the “Certify and Submit” page, read through the electronic signature 
certification. Then click I Certify¸ then click Submit. 
 



 If anything needs to be changed, click “Previous." 

 
6. On the “Summary” page, there are helpful resources. 

 

To save or print the summary of updated contact information, click the “summary of the 
information” link. 

Call 833-431-2224 or email PEBTsupport@wisconsin.gov for any questions. 

Click Exit. 
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