
Directions for Responding to a Referral Sent from WE-TRAC to PPS 
to the Birth to 3 Program 

8/31/09 
 

• Regularly check your county generic email address to review email alerts  
about incoming referrals. 

 
Process of a Referral being made to Birth to 3 through PPS: 
 What the audiologist using WE-TRAC does: 
 

In the WE-TRAC data system, an audiologist will complete a child’s chart with basic 
information such as child’s name, gender, date of birth, parent contact information, race, 
ethnicity, and diagnosis of hearing loss. (screenshot sample below) 
 

 
 
 
 
 
 
 



Once a permanent hearing loss has been diagnosed, the audiologist will go into WE-
TRAC and choose to Refer to Early Intervention, indicating the county the family lives in 
and click a button to process the B-3 referral. (two screenshots below) 
 

 
 
 
 
 
 
and then… 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



What the WE-TRAC and PPS systems do with the referral information: 
 

Once a day the referrals are sent from the WE-TRAC database to the PPS database and 
are processed. 

 
For each referral received from WE-TRAC, PPS will generate, based upon the generic 
email address associated with that particular county, an email alert and will send the 
email alert to the appropriate generic email. One email alert per child referred.  So, one 
county may receive more than one email alert per day.  
 

SAMPLE Email Alert 
 
To:  <agency primary email address> 
From:  DHSDLTCBto3group@wisconsin.gov 
 
**This e-mail is automatically generated. Please do not reply to this e-mail.** 
 
This email is to notify you that a child from the Wisconsin Sound Beginnings program 
has been referred to your Birth to 3 program for potential services. 
 
Please access the child’s referral information in the Program Participation System 
(PPS) by clicking on the link below (you will be required to log-in to PPS to view 
information). 
 
https://pps.wisconsin.gov/pps/PPSSearchDisplay?REPORT=REF_IBX
 
The referring organization and provider is below: 
 
Clinic Name:    Berlin Memorial – Audiology Clinic 
Provider Name:   Sarah Kreckman 
Provider Contact Number:  6081231234 
 
If you have technical difficulties with this link, please contact 
DHSSOSHELP@wisconsin.gov. 
 
If this is your first referral, please refer to the training materials on the B-3 TA website at: 
http://dhs.wisconsin.gov/bdds/birthto3/ta/index.htm  
 

 
Please note:  If the generic email address is designed to receive email alerts for multiple 
counties (e.g. Forest/Oneida/Vilas), the email alerts you receive will NOT indicate which 
of the counties the referral is for.  Thus, the person processing the referrals through PPS 
will need to check the Referral Inbox (per directions below) for each county. 
 
A county Birth to 3 program’s generic email address may receive zero to several email 
alerts a day, dependent solely on the audiologist completing the WE-TRAC information 
and processing a B-3 referral. 

https://pps.wisconsin.gov/pps/PPSSearchDisplay?REPORT=REF_IBX
http://dhs.wisconsin.gov/bdds/birthto3/ta/index.htm


 
Two sets of directions follow:  1. Child not currently in PPS and 2. Child already in your  
B-3 program 
 
 
1. Child not currently in PPS--What Birth to 3 Programs do to process a NEW referral from 
WE-TRAC: 

 
Birth to 3 Program staff check the generic email address for email alerts on a daily 
basis, as receipt of an email alert begins the 45 day timeline for an initial IFSP to be 
in place. 

** The following process can occur whether or not an email alert 
is received from the WE-TRAC system into the generic email box. ** 

 
Step One: Access PPS 

Birth to 3 Program staff access PPS Production (using WAMS ID and password). 
 
Step Two:  Find Referrals from WE-TRAC  

On the Navigation Menu on the left side, click on ‘Referral Inbox’ 
(highlighted in blue in screenshot below) 

A screen titled, ‘Referral Inbox’ will appear: Referral Search Criteria (top 
half of screenshot below) 

 

 
 

B-3 enters the criteria of the search including agency (‘county name’ 
Birthto3 OR for Dane/Milwaukee counties: “agency name” Birthto3), 
program (Birth to 3) and status (Not processed) 
* Please do not complete the “Referral Received From Date/To Date” 
fields to process a new referral from WE-TRAC.  (See FAQ for more 
information on the use of these fields.) 
Click GO button 



 
A list of referrals from WE-TRAC will appear in the ‘Referral Search Results’ section 
(bottom half of the screenshot below)  
 
 

 
  

Step Three: Process Referrals from WE-TRAC  
*  You can only process one child at a time. 

 *  If more than one referral is listed, after you complete the processing of the first  
referral, click RETURN button.  Click the ‘Referral Inbox’ on Navigation Menu 
on the left and repeat Step Two above and choose the next child to process, 
continue the steps for this child. (The first child you already processed should no 
longer be listed here.) 
*   If a child’s name is in red, the referral has been in the ‘Referral Inbox’ for over  
14 days past the initial contact date.  This will obviously affect a program’s ability 
to complete the IFSP process in 45 days from the initial contact date.  (screenshot 
below) 

Since a child with a permanent diagnosed hearing loss is eligible for the 
Birth to 3 program under “diagnosed condition,” a referral from WE-
TRAC is considered a referral for an evaluation and begins the 
timeline to complete the initial IFSP within 45 days.  The 45 day 
timeline starts from the date the email alert is sent/received (same day). 

 



 
 
 
 

To process a child’s referral, click on the radio button in the ‘Process’ column and  
click NEXT button 
PPS will then compare the referral information on the child against other 
information in MCI and PPS—primarily searching for matches by full name (not 
initials) 

The following screen will appear: ‘Child and Referral to Birth to 3 Information’ 
(screenshot below) 

--means the child information from WE-TRAC was compared to 
information already in PPS and no matches were found 

* You have created a file for this child 
 



 
 
 
 
 
 



Information transferred into PPS from WE-TRAC 
Please see FAQ about the exact information pre-filled from the WE-TRAC referral 
information if child is not in PPS; if child is already in B-3, etc. 
 
--Here is a list of the types of information transferred from the WE-TRAC referral into 
PPS on the ‘Child and Referral to Birth to 3 Information’ page: 
 

* parent contact information (relationship, name, address, phone number) 
* child’s race and ethnicity 
* referral source type 
* referral source organization and/or person (name of agency and person who  

made the referral, same as in email alert) 
* referral source contact number (same as in email alert) 
* county of responsibility 
 
(see previous screenshot) 

 
--Here is what type of information is transferred from the WE-TRAC referral into PPS on 
the ‘Screening/Evaluation’ page: 
Please see FAQ about when the client characteristic of Deaf/Hard of Hearing is pre-filled 
from the WE-TRAC referral information. 

• Client characteristics -- Deaf/hard of hearing is added (screenshot below) 
 

 
 



If necessary, the Birth to 3 Program can change any of the information pre-filled into the 
fields. 

   
 

Since a child with a permanent diagnosed hearing loss is eligible for the Birth to 3 program 
under “diagnosed condition,” a referral from WE-TRAC is considered a referral for an 
evaluation and begins the timeline to complete the initial IFSP within 45 days.  The 45 day 
timeline starts from the date the email alert is sent/received (same day). 
 
Currently, Wisconsin Sound Beginnings sends the B-3 program a fax letting them know about 
the referral and the B-3 program is to complete the initial IFSP date and return the fax.  B-3 
Programs will still fax back the form to Sound Beginnings with the date of the initial IFSP 
completed.   
 
 
 
2.  Child already in your B-3 Program--What Birth to 3 Programs do to process a referral 
from WE-TRAC: 

 
Birth to 3 Program staff check the generic email address for email alerts on a daily 
basis, as receipt of an email alert begins the 45 day timeline for an initial IFSP to be 
in place. 

** The following process can occur whether or not an email alert 
is received from the WE-TRAC system into the generic email box. ** 

 
Step One: Access PPS 

Birth to 3 Program staff access PPS Production (using WAMS ID and password). 
 
Step Two:  Find Referrals from WE-TRAC  

On the Navigation Menu on the left side, click on ‘Referral Inbox’ 
(highlighted in blue in screenshot below) 

A screen titled, ‘Referral Inbox’ will appear: Referral Search Criteria (top 
half of screenshot below) 



 
 

B-3 enters the criteria of the search including agency (‘county name’ 
Birthto3 OR for Dane/Milwaukee counties: “agency name” Birthto3), 
program (Birth to 3) and status (Not processed).   
* Please do not complete the “Referral Received From Date/To Date” 
fields to process a new referral from WE-TRAC.  (See FAQ for more 
information on the use of these fields.) 
Click GO button 

 
A list of referrals from WE-TRAC will appear in the ‘Referral Search Results’ section  
(bottom half of the screenshot below) 
 

 
Screenshot # 2 
 

  
  



Step Three: Process Referrals from WE-TRAC  
*  You can only process one child at a time. 

 *  If more than one referral is listed, after completing the processing of the first  
referral, click RETURN button.  Click the ‘Referral Inbox’ on Navigation Menu 
on the left and repeat Step Two above and choose the next child to process, 
continue the steps for this child. (You should not have the first child you already 
processed listed here.) 
*   If a child’s name is in red, the referral has been in the ‘Referral Inbox’ for over  
14 days past the initial contact date.  This will obviously affect a program’s ability 
to complete the IFSP process in 45 days from the initial contact date.  (see 
screenshot below) 

 

 
 

To process a child’s referral, click on the radio button in the ‘Process’ column and  
click NEXT button 
PPS will then compare the referral information on the child against other 
information in MCI and PPS—primarily searching for matches by full name (not 
initials) 

The following screen will appear: 
a screen titled, ‘Individual Clearance List’ (screenshot below) 
 



 
 

a. displaying the results associated with the search criteria (i.e. full name 
in referral) 

b. B-3 chooses the match that most corresponds with the child by 
clicking the radio button on the far left of the name  

• Please compare the data from WE-TRAC on the top of 
the page with the match information  

• the higher the % of match, the more likely the file you 
want to choose; 

• if over 95% choose that file  
click NEXT button 

OR  If no matches correspond to the child, click the radio button to the  
        left of “create new individual using entered individual’s basic  
        information” and click NEXT button 

 
Once you have clicked NEXT button, you will see the ‘Child and Referral to 
Birth to 3 Information’ page of PPS. (screenshot below) 
 



 
Screenshot # 5 

 
 
 

 



Information transferred into PPS from WE-TRAC 
Please see FAQ about the exact information pre-filled from the WE-TRAC referral 
information if child is not in PPS; if child is already in B-3, etc. 
 

The Birth to 3 Program can change any of the information pre-filled into the fields. 
 
 

Since a child with a permanent diagnosed hearing loss is eligible for the Birth to 3 program 
under “diagnosed condition,” a referral from WE-TRAC is considered a referral for an 
evaluation and begins the timeline to complete the initial IFSP within 45 days.  The 45 day 
timeline starts from the date the email alert is sent/received (same day). 
 
Currently, Wisconsin Sound Beginnings sends the B-3 program a fax letting them know about 
the referral and the B-3 program is to complete the initial IFSP date and return the fax.  B-3 
Programs will still fax back the form to Sound Beginnings with the date of the initial IFSP 
completed.   
 
 
Step Four (as necessary):   
Please note:  When reviewing the referrals to be processed (Screenshot # 2 on page 11) if you 
find that you know one of the children (they are already referred and/or participating in the Birth 
to 3 Program) yet when you click the radio button in the Process column you are taken directly to 
the screen (Screenshot # 5 on page 14) —you need to do the following: 

1. click RETURN button on the bottom of the ‘Child and Referral to Birth to 3 
Information’ page 

2. Go to SEARCH in the Navigation Menu on the left side 
3. enter the child’s initials for their first and last name and their date of birth ONLY 
4. Determine if there are now two entries for this child (a duplicate) 
5. If there are two entries for this child, contact your State Lead, giving them the child’s 

name and date of birth 
 
 
 
Thank you for learning about how to process a referral received in PPS from the 
WE-TRAC system.  We hope the materials are helpful.   
 
If you experience roadblocks while processing a referral from WE-TRAC, please 
contact your State lead in the DHS Birth to 3 Program.   

Dana Romary   608-266-5442  dana.romary@wisconsin.gov
   Lori Wittemann  608-267-5150  lori.wittemann@wisconsin.gov
   Darsell Johns   608-267-7844   darsell.johns@wisconsin.gov
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