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D11-031 – Information
December 7, 2011
	TO:
	Regional Administrators

Field Services Administrators
Case Management Supervisors

Case Resource Managers

Social Workers

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	DOCUMENT MANAGEMENT SYSTEM - ACES LETTERS THROUGH BARCODE

	Purpose:
	To inform staff about the upcoming implementation of a new process to access ACES letters through Barcode.

	Background:
	In early 2010, in response to the DSHS Secretary’s request for cost savings ideas, several DDD Case Resource Managers (CRMs) submitted a suggestion for DDD to receive ACES letters through Barcode in lieu of hard copy notifications.  Implementation of this suggestion will reduce workload to the field and create financial savings related to printing costs and postage.  

	What’s new, changed, or Clarified
	· A pilot project will be implemented in Thurston County in January 2012.
· Full roll-out will occur in February 2012.
· Field staff will access ACES letters through Barcode.  There is a link to Barcode in CARE (tickle screen and SER screen) or on the Barcode Welcome Screen via the “To Do List” dropdown.
· Training will be provided to staff prior to implementation.

· Regional QCC, JRP and IT staff will be available to assist Field Services staff.

	ACTION:
	Information only

	Related REFERENCES:
	None

	ATTACHMENT(S):
	None

	CONTACT(S):
	Marci Arthur, Mental Health Program Manager
marci.arthur@dshs.wa.gov, 360/725-3406
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