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WIHYV Staffing Data Entry Workflow Guide

1 Go to the DAISEY homepage at https://daisey.cete.us/

Login using your existing DAISEY username and password.

connecting the first five years to a lifetime of success

Sign In

[Password

m Forgot Password?

© 2026. University of Kansas.

2 For Staffing Data Entry, select the option with the grantee name listed TWICE before
your user role. If you see a choice corresponding to your organization in which you
enter client-level HV data, that is NOT the correct choice for staffing data entry.

This means if you see:
WIHV | Grantee Name | Grantee Name | Program Admin
WIHV | Grantee Name | Organization Name | Program Admin

Select the top option.
raining - WIHV | Madison Grantee | Madison Grantee | Program Admin

O Training - WIHV | Madison Grantee | Madison Healthy Children | Program
Admin
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3 From the homepage, click on Environment Data:

DAISEY

connecting the first five years to a lifetime of success

S Family Profiles

At Environment Data

M Data Management

ml Reports

Announcements

Welcome to the DAISEY Wisconsin Sandbox
We are excited that you are giving DAISEY a

We have created a few fake organizations and ft
DAISEY features. Visit the Help section of DAIS
materials. Keep in mind that we would produce t
video tutorials) specific to your needs. However,
assist you If you have questions about DAISEY 1

4 Click on Search Environment Data

LAIDSETY

connecting the first five years to a lifetime of success

& Family Profiles

{2t Environment Data

Search Environment
Data

M Data Management

ml Reports
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Please remember that your current access is to
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5 Always check to make sure you haven't already created a profile before adding a new
one. To add a new staff profile, click on Add Environment (upper right from the search
environment grid):

§ Organization: Madison Grantee ~ 598 @ HELP

Add Environment ([l

Search:

Program(s) Status Action

6 In the field for "Environment Name" type the full name of the staff member:
Wisconsin HV Staff Profile

Wisconsin Home Visiting Staff Profile Instructions

All staff funded (any amount) through MIECHV need to have a Staff Profile and Staff Activity form. Any
change in MIECHYV position for staff requires a new Staff Activity form. Only supervisors should complete
or edit these forms. Please do not delete forms when staff leave. Instead, update the form to add in an
end date.

For Environment Name, enter staff first and last name.

Environment
Name: *

First Las{
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7 Indicate whether this employee is a DAISEY Champion:

Environment
Name: *

Home Visitor Na

Is this employee No v
a DAISEY
Champion? *

8 Click on Save

After clicking the green Save button, a

Save

Associated Children
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9 There is no need to associate child profiles with this staff profile, so simply click "OK":

Selecting ok will continue without associati
you can choose to associate a profile.

Choose Associated

10  Now you're ready to enter the position information for this staff! Click on Environment
Activities for the next step.

Note that just like with your client-level DAISEY data, you can re-enter any staff's activ-
ities page by clicking the Name or ID of the staff profile from your Search Environment
grid.

Successfully saved environment with ID. 374-30003
Where would you like to go next?

| Environment Activities \ Search Environment
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11 On the Environment Activities page, click on Wisconsin Home Visiting Staff Activity:

Forms available for Environment Activitie

(Wisconsin Home Visiting Staff Activity)

12  Enter today's date on the Date of Activity field:

o a lifetime of success

Wisconsin HV Staff Activity

Date of Activity * || nmiddryyyy I Environment ID:
« January 2026 »
SuMo Tu We Th Fr Sa

e 28 29 30 31 1 2 3
Organization ’
Name 4 5 6 7 8 9 10

1 12 13 14 15 16 17

12 1Q 2N 21 929 22 A
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13 Select the organization this staff is affiliated with:

Date of Activity *

Organization
Name

01/14/2026

Environment ID:

Bad River H v

Wisconsin HV Staff Activity

14  Indicate the staff's start date at their current position:

Wisconsin HV Staff Activity

Position Start
Date *

Planned caseload
capacity (# of
families) *

Created with 7@&

hhm/ddlyyyy

Position End
Date

« January 2026 »
SuMo Tu We Th Fr Sa
28 29 30 31 1 2 3

4 5

6 7 8 9 10

11 12 13 14 15 16 17

1Q 40 N A4 NN N2 A
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15 Indicate all FFHV position categories for this staff:

FFHV Position
Category *

2 Selected v
() Check alll Uncheck all
Home Visitor
HV Supervisor
() Other

16  Indicate this staff's planned caseload capacity:

If you are unsure when initially entering this form, enter a placeholder value of "1"

Position Start 01/01/2026 Position End
Date * Date

Planned caseload i
capacity (# of
families) *

Additional
comments()

Created with W
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17 For each of the FFHV positions indicated for this staff, indicate how much of an FTE
they are in that position.

The total for all positions should not be greater than 1.

FFHV Home Visitor FTE

Home Visitor FTE 74
(decimal form)®

FFHV HV Supervisor FTE

18  Click on Calculate - this should match your expected value for how much of a FTE
workload this staff has:

Total FTE

FTE for all positions should not be greater than 1.0.

Total FTE st

Reason for Position Ending
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19  Once the form is complete, click "Save":

By clicking "Save" the form will be listed in the staff's environment activities page as
"In Progress", meaning you can still edit the form. This is so when this staff's position
changes and/ or they leave FFHV you can add a the date of that change and list the

reason.

HGlpuLon, Aliu LWy uic olalc 11V v,

Reason for

position ending

. =

_ A INIAR | Iniviarcihs nf WAancae

20  If this staff's position changes (they switch roles or the percentage of their time in a
particular role for FFHV), you must first indicate the end of their current position on

the form by clicking the "Edit Form" icon:

|anization

Jrganization

jison Grantee

Status
All v

In Progress

4

Action

2ubhoe
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21 Indicate the date this position ended:

Position End mmiddiyyyy FFHV Position
Date Cateaorv *
« January 2026 »

SuMo Tu We Th Fr Sa
28 29 30 31 1 2 3

5 6 7 8 9 10
11 12 13 14 15 16 17

22 Indicate the reason for this position ending:

Reason for Position Ending

Complete "reason for position ending” any time an employee's MIECHV position is updated. Please remember to notify the DAISEY
helpdesk, and copy the state Home Visiting Data Coordinator when an employee |leaves, so their account can be deactivated in DAISEY.

Reason for Accepted an v
position ending

Created with 7@&
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23 Once this form is complete, you can now click Submit:

helpdesk, and copy the state Home Visiting Data Coort

Reason for
position ending

Accepted an v

o o

W ©2026. University of Kansas.

24  If the staff changed positions, you will need to complete a new Wisconsin Home
Visiting Staff Activity form with the information on their current role/ FFHV position
at your site:

4 ———

Forms available for Environment Activitie

(Wisconsin Home Visiting Staff Activity)
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25 Remember: Each staff at your affiliated FFHV organizations should have one staff
profile, and at least one Wisconsin Home Visiting Staff Activity form completed
indicating their role.

26  Any questions? Contact BOTH the DAISEY WIHV Helpdesk at daisey.wihv@ku.edu
AND your FFHV Data Coordinator, and our teams will be happy to help!
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