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H07-071– Procedure
October 31, 2007
	TO: 
	Home and Community Services (HCS) Division Regional Administrators

	FROM:
	Bill Moss, Director, Home and Community Services Division

	SUBJECT: 
	APS QUALITY ASSURANCE MONITORING

	Purpose:
	To implement consistent statewide Quality Assurance monitoring for Adult Protective Services (APS).  Monitoring includes all activities related to APS intake and investigations of allegations of abuse, abandonment, neglect, self-neglect, financial exploitation, and the provision of protective services.

	Background:
	· APS supervisors/managers are required to perform Quality Assurance monitoring. 
· Historically, each region has had a different process for monitoring.

	What’s new, changed, or

Clarified

 
	· Four APS monitoring forms have been developed.   These forms will be used to evaluate progression of skill learning, accuracy, policy compliance, and supervisory application of policy.
· APS Monitoring – Screen Outs 2007

· APS Monitoring – Intake 2007

· APS Monitoring – Closed, No APS 2007

· APS Monitoring – Investigations 2007
· APS program managers, APS supervisors, and HQ APS reviewers are required to use the new monitoring forms. 

· Supervisors have the discretion to monitor more cases based on the worker’s performance.
Minimum Monitoring Standard:

	
	New Staff
	Established Staff

	
	· 15 cases in the first year of hire

· 1st  ten assigned, then five others within the year

· Seven of the 15 are to be open cases, the other eight closed cases 
· Completion of observation tool on two cases.
	Annually:

· Selection of four cases per worker per year

· Random selection

· Completion of observation tool on one case.

	
	Headquarters Monitoring:
Headquarters will monitor:

· A statistically valid sample of “Screen Outs” and “Closed No APS”;
· Random selections; and 
· Other targeted reviews as necessary.

	ACTION:
	Effective November 1, 2007, APS supervisors/managers must implement this policy and begin using the appropriate APS Monitoring form located on SharePoint at: http://dshswboly2012c/HCS/HCP/apsqa/default.aspx.  

Note: Only pre-authorized, registered users will be able to successfully use the link (above) to access the information.
The SharePoint document attached below can assist you in using SharePoint.

	Related 
REFERENCES:
	

	ATTACHMENT(S):   
	Using SharePoint Activities Document:

[image: image1.emf]H:\data\MBs\MBs  2007\USING SHAREPOINT FOR APS QA ACTIVITIES1.doc



	CONTACT(S):
	Debra Knauf

QA Policy Program Manager

(360) 725-2393

knaufdj@dshs.wa.gov

	Carol Sloan

APS Program Manager

(360) 725-2345

SLOANCS@dshs.wa.gov
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 TC "SharePoint - What in the world is it?" \f C \l "1" 


[image: image47.wmf]SharePoint – What in the world is it?


SharePoint is a program that allows us to create internal web sites for team collaboration.  Each site is designed to help manage a program/project by providing essential tools, such as:


· Announcements – What’s going on?


· Events – When is it happening?


· Planning for Meetings – such as agendas, participant lists, meeting documents, etc.


· Document Sharing – Maintains revisions and changes


· Forms – APS Monitoring form with the ability to email to staff and save it in a regional file.


· APS QA Discussion Board – How did you answer question #6?


· APS QA Survey – How is the tool working?


· Links – Quick access to inter/intranet sites


· Contacts – Email or phone HQ APS staff quickly


· Alerts – When something has been done or changed


· Tasks – What do I need to do and when is it done… oh, and set an alert to remind you.


Sounds like a lot!  Stick with me, and I’ll show you how to do it.


 TC "An Invitation to Join" \f C \l "1" AN INVITATION
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From:  Sioan, Carol Sent: Tue 8/15/2006 1:47PM
To:  Knauf, Debra (DSHS/ADSA)

e

Subject:  FW: SharePoint Site: htto:/dshsibol 20126 HCS HCP/APSOA

: KnaufD@dshs.wa.gov [mailto:KnaufD)@dshs wa.gov]
hursday, August 10, 2006 2:41 PM

“To: SLOANCS@dshs.wa.gov; MELCHL@dshs.wa.gov

Subject: ShareFoint Site: http://dshsiboly2012C/HCS/HCP/APSQA

This is a test to add you to the SharePoint APS Test site

Knauf, Debra (DSHS/ADSA) (DSHS\knaufdj) has granted you access to
http:/dshswholy2012</HCS/HCP/APSQA.

Click the link to view the site

You have been granted access to the site with the following site groups: Reader, Contributor.
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To access SharePoint you must be invited by the administrator – someone like me. Your invitation will be sent by email and will look something like this


The email also indicates that you have been assigned the  TC "User Roles" \f C \l "2" Reader and Contributor roles.  These roles define what you can and cannot do. 


1. Click on the link to go to the APS SharePoint Site.  

2. Once there, save the site in your favorites or as an icon on your desktop (Right click on the icon in the intranet address and drag it to your desktop- Select, “Create Shortcut Here”.)


Here is what you’ll see when you get there. This is the APS QA home page…
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DEFINITIONS:


		Reader:  A reader can view the SharePoint site only based on the security setting.


Contributor: A contributor has reader rights as well as the ability to add, edit, and delete items. You cannot however, create items such as lists and document libraries.





 TC "Hum... So what does this have to do with me?" \f C \l "1" [image: image51.png]=181}
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Hum… so what is all of this and what does it have to do with me?


 TC "APS SharePoint Screen Introduction" \f C \l "2" 

Let me tell you a little bit about what you’re looking at (more details about each section later!).  Let’s start with the navigation bar:
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The  TC "Navigation Bar" \f C \l "3" navigation bar is used to access other pages within the site


· Home – if you get lost in your “navigation”, click Home and it will bring you back to the APS QA Home screen above.  

· The “Up to Home and Community Programs” works like a tree structure.  APS QA Test is a sub site of the Home and Community Programs site. At this time, Home is the only button we will be using.  Everything you need to access has been placed on the Quick Launch Bar.

 TC "Quick Launch Bar" \f C \l "3" The Quick Launch Bar – is just what is implies.  To quickly access the APS QA Monitoring Form, APS discussion forum, and the survey, just click on the link.  It doesn’t show everything that is available, but only what we need to start with… the options will change based on which screen you are using.
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 TC "Announcements - Introduction" \f C \l "3" Announcements are used to keep you up to date with what is going on.
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 TC "Events - Introduction" \f C \l "3" Events notify you when different events such as training are coming up.  There are a couple different ways we can looks at events – but best of all… you can set up an alert that will email you when a new event is added or changed!


 TC "Search" \f C \l "3" 

 TC "Modify Shared Page - Don't Do It!!!" \f C \l "3" [image: image56.png]=lolx|
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The Search Bar will allow you to search for words that are found in documents or lists on our site. 
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NOTE: Do not go into the “Modify Shared Page” section.  It is really easy to accidentally delete sections without meaning to!


 TC "Links" \f C \l "3" Links – Inter/Intranet links that will quickly take you to the indicated site. It is easy to add additional links as needed by clicking on the “Add new link” button.  Keep in mind, that these links will be used by everyone. 
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 TC "The Nitty Gritty Details" \f C \l "1" 

 TC "Announcements" \f C \l "2" Announcements - keeping you up to date with what is going on.
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Clicking on the title of the announcement, i.e.: [image: image3.png]=181}
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will take you to the page for that item  – it doesn’t tell you anything different then you were already seeing except you can tell when the announcement expires and will be removed from the site. (If you tried it, click on Home or your BACK button to return to the Home page).However, if you click on the Announcement heading ([image: image4.png]=181}
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 ), it will take you to a list of all the announcements. 


 TC "How to add an Announcement" \f C \l "3" You can add your own announcement from the Home Page (See view on following page):  
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 link at the bottom of the Announcements section.  


2. Enter a title for the announcement, the text in the body and an expiration date if needed.
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 and you will be returned to the home page.
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 TC "Events" \f C \l "2" Events – Stuff that’s happening… training… conferences… 
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 TC "How to add an Event" \f C \l "3" The Events section works similar to Announcements.  Clicking on the Events heading will bring up a list of events with the beginning and end dates.  Take a look at the Quick Launch Bar on the left – it offers different views, such as a calendar, and different options.
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 TC "Link to Outlook - Don't Do It!!!" \f C \l "3" NOTE: DO NOT click on the “Link to Outlook”.  It doesn’t work well and will bring your email to a screeching halt!


Clicking on the event itself will bring up additional details and also provide access to a workspace for this event if one was created.
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 TC "SharePoint Documents" \f C \l "1" SharePoint Documents


 TC "Document Libraries - Shared Documents" \f C \l "2" Document Libraries - Shared Documents


Document libraries are places to store documents (similar to folders).  In a “Shared Document” library, members of the APS QA SharePoint site have several options, such as viewing document, viewing the history of the file, checking it out to make changes, or setting an alert if the document has been changed.  


 TC "Checking out a document" \f C \l "3" NOTE: In order to edit a document, it must be checked out.  When it is checked out, even if the person doesn’t have it open, it is not available to other members of the site.
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When you open a document housed on a SharePoint site, the “Shared Workspace” task pane opens.  This pane provides an abundance of information.


 TC "Shared Workspace Task Pane" \f C \l "3" SHARED WORKSPACE – TASK PANE
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		·  TC "Status" \f C \l "4" Shows you who the document is checked out to


· Deb can check it back in and provide comments to any changes that she made


· The “Get Updates” button at the bottom will give you any updates on the document and changes to the shared workspace panel


· Options – optional settings for the SharePoint shared workspace pane


· Clicking on APS QA Test at the top will take you to the APS QA Home Page.

		·  TC "Members" \f C \l "4" This view shows you the members  of this site


· Clicking on the members name will give you additional information 


· Gives you the ability to email everyone on the list at once, set up a meeting, etc.  (example on next page in document information)


· “Not Online” does not indicate the person is not logged onto their computer.  This feature is only used for “instant messaging” which is not available at this time. 




		·  TC "Tasks" \f C \l "4" Lists all the tasks from the APS Home site.  


· Clicking on a task will show you to edit, delete, or set an alert.


· Holding your mouse over the task will give you the details.


[image: image16.png]Fle Edt View Favorites

Tools Help

[ ERORCIERAPSEaE ek Al A W] )

cdress [] o fdshsnoely 20 126 HCS HCP APSQA cefault s

APS QA Test
Home

Modify Shared Page v

Documents.
Shared Documents
APS Monitoring
Help

Pictures

Lists
Contacts
Tasks

Discussions
General Discussion
APS Discussions

surveys
APS 2006 Survey

Announcements. v

Changes to Supervisors and Staff ! new 8/15/2006 12:19 PM
by Knauf, Debra (DSHS/ADSA)

Please let me know if there have been changes in either supervisors or staff so T
can update the data tables

APS Monitoring is added to SharePoint ! new
by Knauf, Debra (DSHS/ADSA)

Hello! A new ShapePoint site has been crested for APS!_ SharePoint is 3
powerful new tool that we can use to manage various APS projects which
includes - the abiltiy to share and edit files, have QA discussions, create tasks,

8/15/2006 12:10 P

@ Add new announcement

Events.

8/18/2006 1:30 AM APS SharePoint Training Confence Call new
Training on how to access the APS SharePoint site for APS
QA Activities - Deb to add instruction on how to call in
8/29/2008 1:00 PM APS ShareFoint Training Conference Call ! new
Training on how to access the APS SharePoint site for APS
QA Activities - Deb to add instruction on how to call in

@ Add new event

A

Windows
SharePoint Services

Links

“LTC Manual - Chapter 5

7438 RCW - Abuse of
Vuinerable Adults

a Add new link.

1
ity do

k

s G053)

et | oo
ot 3420881250

otonne

Ly—
[EP———
[t | oo

D fvson s, Dol D55 A058)

PP
4 netoe st

[t | oo
oot 0881200

|

Be ft uew [uet romer Inds Tave Wedow teb Tipe s qestenforhep - x
NEERSESRIPH A BBI 9 0L oIz AT -0 ]l
o abe & e = 1=+ Q] @ O soolmark. yewroowr (2§ iZ-2k|L-=2
A4 Bulleted, Symbs + TmesNewRoman v 12 v | B £ U | E B - A !
R - - 0@ o @-EEE Ak ER e B A oE] el
(o] — e B s e S : Shared Workspace v x
[ | .
- o [ v o Aesaatest
e iy Comste mironser
: F e 5 M}
B a £ B
E3028 QsEnad
i Tosks sortby -
H 23 soanen ot Do 058 ) Corrections for Peter Pan trew

Knauf, Debra (DSHS/ADSA) _8/23/2005

0 7 Correctons requred for lon... {
Soan, Carol

‘Correctons requred for John Doe
Status: Not Started
printy: (1) Figh
ssigned to Soan, Carcl
Immediate corections are requred
Last modfied: 8/15/2006 11,47 AM
Last modified by: Knauf, Debra
©sr5/a0A)
Created: /152006 1147 Al
Created by: Knauf, Debra
Osrs/a0sA)

o  Shows you who the o Thisview showsyouthe | e Lists all the tasks from,

dormntisheckedout | | membes of i e he APS Home st 3 sk
- o + Citking nthe menbers | + Clicking ona s il -

' Deb can checkit backin. rame will give you showyouto e?lL delete, " EATReIt e sbout sl

B andprovids commensto | addnoralmformtion Ggs amalen rrrrermees I

any changes that she » Gives you the ability to e b -

made amnil avarana o tha list ¥ Lastupdated: 8/16/2006 8:41 AM
= algzwa updat /16/20¢

e ki msme N\ NOOH A BEI &-L-A-==sad

Page 9

Sec 1

9/10  At68 In6

col 8

REC TRK EXT OWR Engish(U.S X








		[image: image17.png]Type a queston o be
@9 o - @ wimeas ]
Z-oklk=D

doc

ft Word =181
Hle Edt Vew Insert Fomat Toos Table Wndow Hep Typeaqueston forhelp - X

uiﬂeﬁ\am‘?ﬂm BS9-0F- QLT REEE T - @) wex]
e A - she £ toc[= 0 sootmak... venroorer 2§ Z-okz-=2

] O Bt Vew et Fomat Toos Tale indow te

a'uiueﬁ\amvam BI9-0-14-8
e A - ahe 54 fc

B A
T 8- - A4 Nomal ~ Verdana -2 -B U 1= S A !
= 2 =
fudihi 2 il EX) I TP R T T P R Pt
RN RS RN R RN SR EERE KRN ERRE g_va,‘z‘)‘,‘s“ =
Documents
I I T S
b e - To view 3 document APS QATest
3 e EE el To adit a document
-
wn 4B S 4 o
3 AEEOEE HB<@O0Rn ER:08g
ol - 4 Doamen deded ot @ soa, Debva DEIAOSH) -
b T ||| [8
L[ ) e K onTroR e | [
g . re
ol X Deete
&) R —— -
v : August 15, 2006 A Checkstatus
o —
- = = B
T e ] : 83 Create Document Workepace
N 1) Add new document.
w Add new folder,
« b G 4 Asem- NNOOUACNAE 2-u-A | A Alertme about documents.
s LR 5
s 50 .| o| [ opiors
Shared Workspace Task Pane N N .
- L Jagesiepes- \ N OO A @A | D-Z- A zaagl =algzoi | o=t e e r0s 6:12 A
sci U1 M s i ReC K 57 OR EgeUs OF pawe [y [Asosimes- N\ NCJOH A @R S- L~ A- zaagl

Page 8  Sec 1 88 At n col REC TRK EXT OWR Engish(U.S X






		[image: image18.png]Fie Edt Vew

Favorites  Tools Help

Qs -0 - ) (2 | Jomeo Seroers @35 4~ )@

cdress [] o fdshsnoely 20 126 HCS HCP APSQA cefault s

APS QA Test
Home

Modify Shared Page v

Documents.
Shared Documents
APS Monitoring
Help

Pictures

Lists
Contacts
Tasks

Discussions
General Discussion
APS Discussions

surveys
APS 2006 Survey

Announcements. v

Changes to Supervisors and Staff ! new 8/15/2006 12:19 PM
by Knauf, Debra (DSHS/ADSA)

Please let me know if there have been changes in either supervisors or staff so T
can update the data tables

APS Monitoring is added to SharePoint ! new
by Knauf, Debra (DSHS/ADSA)

Hello! A new ShapePoint site has been crested for APS!_ SharePoint is 3
powerful new tool that we can use to manage various APS projects which
includes - the abiltiy to share and edit files, have QA discussions, create tasks,

8/15/2006 12:10 P

@ Add new announcement

Events.

8/18/2006 1:30 AM APS SharePoint Training Confence Call new
Training on how to access the APS SharePoint site for APS
QA Activities - Deb to add instruction on how to call in
8/29/2008 1:00 PM APS ShareFoint Training Conference Call ! new
Training on how to access the APS SharePoint site for APS
QA Activities - Deb to add instruction on how to call in

@ Add new event

A

Windows
SharePoint Services

Links
“LTC Manual - Chapter 5

7438 RCW - Abuse of
Vuinerable Adults

a Add new link.

eraper.

LT
vanial

2 USING SHAREPOINT FOR APS QA ACTIVITIES.doc - Microsoft Word

He Edt Vew Insert Fomat Toos Table Window Help

=181]

Typeaqueston forhelp - X

DEHRSISRIVA s BRI I-0-14-8ER

BT -@ »uBEad!

Ms A" A7 A abe g5 fec ) ) sookmark... View Footer h!
A4 Normal B I U

—
=1

- Verdana -2

Z-0k|L-=[2
E@E-7-A-B

AE —— - w2 A -0 -EES-EEAakNH sy EsdnEEeal
[ — T e s e S T - shared Workspace - x
Documents i
- To view a document APS QA Test
To edit a document Open site in browser
: ca

TP EIFTEr
R 3 ]

35 0 s

4805

ag B aira
- B  s—

USING SHAREPOINT FOR APS QA ACTIVITIES

N oes ¥

August 15, 2006

74.34RCH - Abuse of nerab..  {rew
— TC Mo Crapter § v
) etk
X pelete ik
4 Alert Me About This Link.

9, addnew ik,
5.
B MY =TT P TY T T | 3 lertme shoutlnks,
= = :
o [Getupsates | optons
N Shared Workspace Task Pane s
Lot upcated: o/36/2006 8:12 A
=algzoi y SR
o i s N NOOH A QI O - L-A-===ad]]
Page 8  Sec 1 88 At n  col REC TRK EXT OWR Engish(U.s OF






		[image: image19.png]SRS o e L NS

R PN

Fie Edt View Favories Toos Help

Q- © - [ @) G Pseer Fgreoris @21 11 - [J @

cdress [] o fdshsnoely 20 126 HCS HCP APSQA cefault s

APS QA Test
Home

Modify Shared Page v

Documents Announcements. -

Shared Documents 8/15/2006 12:19 PM

Changes to Supervisors and Staff ! new
by Knauf, Debra (DSHS/ADSA)

Please let me know if there have been changes in either supervisors or staff so T
Help can update the data tables

Pictures

APS Monitoring

APS Monitoring is added to SharePoint ! new
by Knauf, Debra (DSHS/ADSA)

Hello! A new ShapePoint site has been crested for APS!_ SharePoint is 3
powerful new tool that we can use to manage various APS projects which
includes - the abiltiy to share and edit files, have QA discussions, create tasks,
Discussions an

8/15/2006 12:10 P
Lists

Contacts
Tasks

General Discussion
@ Add new announcement
APS Discussions
surveys

APS 2006 Survey

Events.

8/18/2006 1:30 AM APS SharePoint Training Confence Call new
Training on how to access the APS SharePoint site for APS
QA Activities - Deb to add instruction on how to call in
8/29/2008 1:00 PM APS ShareFoint Training Conference Call ! new
Training on how to access the APS SharePoint site for APS
QA Activities - Deb to add instruction on how to call in

@ Add new event

A

Windows
SharePoint Services

Links

“LTC Manual - Chapter 5

7438 RCW - Abuse of
Vuinerable Adults

a Add new link.

i

vanial

2 USING SHAREPOINT FOR APS QA ACTIVITIES.doc - Microsoft Word

B Edt

Vew Insert
DEHRSISRIVA s BRI I-0-14-8ER

e A A7 abe G4 s

A4 ol + vercs + vercans

IR = L ]

Fomat Tods Table

Window  He

) @ e

vewrooter 2 [ Z-25k 2=

E@E-7-A-B

|

Typeaqueston forhelp - X

- @ »uBEad!

.53 ENAPIR T FENE I J=g=F 2al

[ — e e s e S T - shared Workspace - x
QI
APs QATest

Page 6 of 8
HCS HCP/APSQAHp USING SHAREPOINT FOR APS QA ACTIVITEE

Opensie in broser

Created By

Knauf, Debra (DSHS/ADSA)
Modified By

Knau, Debra (DSH5/ADSA) =

Knauf, Debra (DSHS/ADSA)
[ [,

cal »
Send Ml (knaufDI@dshs.wa.go)
Adeitonal Actons »

8 Add to Outook Conacts

Outook Propertis.

3 Aertme about ths document.
5 Checkin
23] Version fistory

Get Updates
Lastupdated: 8/16/2006 8: 12 AM

Optons.

Draw g |awoshepes~ \ N IO H A R | O-Z-A-
sec 1 s e [P——

=zasl
REC TRK EXT OWR Engish(U.S X

Page 6








		·  TC "Documents" \f C \l "4" Shows other documents or folders available in this library and allows other documents or folders to be added


· Hold your mouse over the document to give you the details


· Dropdown menu will give you the ability to delete, set an alert, or check the status.


· You can only delete a document if you have the rights to do so
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		·  TC "Links" \f C \l "4" Shows you the links on the APS QA home site. 


· You can edit, delete or set an alert on this link


· You can add more links


· Set a general Alert to notify if there are changes to the link section.


· As with documents, holding your mouse over the link will give you the details

		·  TC "Document Information" \f C \l "4" Provides information about the document – who created it, who modified it.  


· Clicking on the person’s dropdown will give you details about this person and the ability to phone or email directly.


· As in the document section, you can check the document in here 


· Clicking on the version history will show you all the changes and access to all the comments.


· You can set an alert to let you know when changes to this document have been made.








 TC "APS Monitoring" \f C \l "1" APS Monitoring




To access the APS QA Monitoring form:


1.  TC "Accessing the APS Monitoring Form" \f C \l "2" Open the APS QA Test SharePoint site (You may have saved the site in your favorites, as an icon on your desktop, or you can use this link: http://dshswboly2012c/HCS/HCP/APSQA/default.aspx)


2. Click on “APS Monitoring” located on the Quick Launch panel.


3.  TC "Breaking down the individual sections of the APS Monitoring Screen" \f C \l "2" This opens the “APS Monitoring” screen.  Since this is screen you will be using the most, let’s break it down and look at the pieces individually. 
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 TC "The Quick Launch Bar" \f C \l "3" 

 TC "Select a View" \f C \l "3" The Quick Launch Bar


Select a View - At this moment in time, we want to leave the View as “All Forms”.  


 TC "Actions" \f C \l "3" Actions – 


·  TC "Alert Me" \f C \l "4" Alert me – this setting allows you to set an alert that tells you when there are changes to this Library. You do not want to use this feature as it will alert you anytime anyone makes a change in this library.

·  TC "Export to Spreadsheet" \f C \l "4" Export to Spreadsheet – will take the list and export to an excel spreadsheet. 


·  TC "Modify Settings and columns" \f C \l "4" Modify Settings and Columns – only available to the Administrator


This section tells you what form it is, a short description/ directions, and a navigation bar.  At this time, the only button we are going to be using here is the Fill out This Form which we will talk about in more detail in a moment. Below the navigation bar are folders that are used to save the completed forms.  We will come back here later after we have created and  TC "Navigation Bar & Folders" \f C \l "3" saved a form.
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Creating a New APS Monitoring Form

1.  TC "Opening the APS Monitoring Form" \f C \l "2" To open a new APS Monitoring Form, click on Fill out This Form on the form’s navigation bar.


2. The form opens in a Microsoft program called InfoPath.  You will notice at the top left that that the form has not been saved, so that is the first thing we are going to do.


3.  TC "Saving your form" \f C \l "2" Click on File and then Save As

4. Double click on your Region’s Folder

5. Then insert a name for the file in the File Name: box.  For this exercise, I will open the HQ folder and save the file as: Case Manager Name – Client Name


6. Form 1 in the title bar is now replaced with the name of my file.


Using the Monitoring Form TC "Using the Monitoring Form" \f C \l "1" 

		HEADER INFORMATION TC "Header Information" \f C \l "2" 
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		Date

		The date is automatically filled in the current date – you can change this date by using the calendar button to the right of the text box



		Region, Supervisor, and APS Worker

		Select Region.  The supervisor box is designed to be populated with the Supervisors of that region and the APS Worker box; populated with the staff of the selected Supervisor.



		Case ID

		Enter Case ID



		AV Name

		Enter AV Name



		Auditor

		Select the name of the individual completing the review from the list.  The list contains all supervisors, managers, and HQ staff that may be completing reviews.



		SECTIONS REVIEWED TC "Sections Reviewed" \f C \l "2" 
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		· Check the box next to the section you want added to the review. 


· Under investigation- document the type of finding: substantiated, unsubstantiated, and inconclusive. 

· You can open and close sections(check, uncheck the box) without losing data to make moving through the document easier



		NEW STAFF MONITORING TC "New Staff Monitoring" \f C \l "2" 
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		Use this section to document new staff training. This information will not be used for any compliance/training analysis.



		ADDITIONAL REFERENCES TC "Additional References" \f C \l "2" 
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		Intranet links that will provide additional information that may be needed with reviewing a case.





		DOCUMENTING AUDIT RESULTS TC "Documenting Audit Results" \f C \l "1" 
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		Audit Complete - Yes

		Check this box when you have finished your audit and all required corrections have been verified.  Add the date in the text box that appears.



		Audit Complete – No

		Check this box if there are corrections that you will need to follow up to verify has been corrected.  A text box is available to document why the audit is not complete at this time.



		Corrected Copy

		Use this option if you made an error in the original responses and need to make a correction. The date of the correction is documented.  



		Audit Results

		Select the message you want to send to the APS worker



		Date Correction Due

		If corrections are required, indicate the date they are due.



		Overall Comments

		Text area for you to add additional comments.





		HOW MONITORING SECTIONS WORK TC "HOW MONITORING SECTIONS WORK" \F C \L "1" 
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		Questions/Response

		Each question has a drop down to document is the response is Yes, No, or NA



		Optional Help screens
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		· Help screens can be opened to review policy when responding to a question.


· If you want to close the help screen, right click on the help screen and select remove (screen name) This will not delete the help screen, just remove it from view.
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· You can leave the help screen open if you want to share this information with staff.



		Worker Strengths/Concerns

		Each question has room to document worker strengths or when work was well done, and any concerns or suggestions for improvement. 


NOTE:


You can bring into and remove any “Section” (such an the intake section) without losing any data… however

DO NOT CLOSE ANY TEXT BOXES (such as worker strengths) WITH DATA; YOUR DATA WILL BE LOST. 





		Allegations of Mistreatment in the Investigation Section TC "Allegations of Mistreatment in the Investigation Section" \f C \l "2" 
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		· Select the allegation from the drop down


· To add another allegation, click on the blue button under the purple box. 
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· You can add as many allegations as you need.





 TC "Notifying your staff when review is complete" \f C \l "3" NOTIFYING YOUR WORKER


1. When you have completed all the needed sections, save your form. 

2. Notify staff that you are done with the review.  

3. There are a few ways you can do this:


a. Email it to your staff (File, Send to mail recipient). MAKE SURE YOU HAVE ALL THE SECTIONS OPEN! IT WILL ONLY VISUALLY SEND WHAT IS ON THE SCREEN. Complete like you would any email and send.  If the auditor is not the supervisor, be sure to cc: the supervisor.  A couple different issues come up if you send the review this way.  


i. The review is located visually in the body of the email.  This version of the review cannot be changed. 


ii. In addition, the review is sent as an attachment to the email. There are some benefits to this in that your staff can open the document and save it to their “My Documents” as a record of their work.  The down side is that it can be changed.  If this document was changed, it would not affect the original stored in SharePoint.  Only Supervisors and Managers have access to SharePoint. 


iii. If you want to use this method but don’t want the review included as an attachment, use these steps:


1. Send the email to yourself


2. Delete the attachment and any extra text in the body of the email


3. Send the email to your staff.


  

b. If you use the “Email Form to APS Worker” button, You will need to click Send when the verify message box appears


c. A message will appear to let you know if the email was sent successfully and your form will close.  If you have not saved your changed, you will be prompted to do so. 

d. The form be sent as an attachment using this method.  The form is not locked; however the original is maintained in SharePoint. 




 TC "Printing the form" \f C \l "2" PRINTING THE FORM

1. Click on File, Print


2. The form will print all questions and help screens you have open

Print the form and give it to them (File, Print) – The report may be several pages long.  To determine the length, click on Print Preview.  Clicking on the blue arrow with the line next to it will take you to the last page.
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 TC "Accessing the saved form" \f C \l "2" ACCESSING THE SAVED FORM


1. Open the APS QA Test SharePoint site


2. Click on APS Monitoring in the Quick Launch bar


3. Double click on the folder it was saved to.

4. Double Click on the form 

 TC "Contacts" \f C \l "1" Contacts – Contacts are located on your Quick Launch Bar – click on “Contacts” to open the contacts screen.  Here you will find a list of useful contacts; their phone number and email address.



 TC "Tasks" \f C \l "1" Tasks – Tasks are also located on your Quick Launch Bar – click on “Tasks” to open the Tasks screen.  
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This screen gives you a quick overview of the task and timeframes.  To see the task in more detail, click on the task in the “Title” column. 
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If needed, I can set an alert to notify me if there has been a change. 


 TC "APS Discussions" \f C \l "1" APS Discussions


The APS discussion forum provides a place for you to talk with other APS Supervisors/Managers about APS QA Issues.  To access, Click “APS Discussions” on the Quick Launch Bar
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This section works like any general discussion board.  You can start a new discussion, reply to a question, just make a comment, or read what others have written.  


Different ways to view the discussions:

1. “Threaded” view – responses are under the item they refer to


2. “Flat” view – items are shown in order based on their creation date.


To expand or collapse the discussions:

1. Click on the “+” sign next to the topic
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 button on the navigation bar


Options for existing discussions:

1. Click on the message.  
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2. From here you can 


a. Post Reply,


b. Edit the message,


c. Delete the message,


d. Set an alert,


e. And return to the previous screen; the Discussion board.


To add a new discussion:


1. Click on New Discussion located on the Discussion navigation bar. 


2. Complete the form by entering a subject and content


3. Click Save and Close.


4. If you change your mind, clicking “Go Back to Discussion Board” will return you to the previous screen.
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 TC "Surveys" \f C \l "1" Surveys


Click on “APS 2006 Survey” to access the APS survey located on the Quick Launch Bar.
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Click on the “Respond to the Survey” on the navigation bar to access the survey.  You can answer a survey more than once.  When you have completed the survey, click “Save and Close”.
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Once saved, you can click on the “Graphical Summary” to see how the responses are adding up!
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The “All Responses” option will allow you to view all the responses
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And… clicking on “View Response #1) will allow you to see the response for that survey
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NOTES:





The Nitty, Gritty Details… 







How to open, complete, save, and access an APS Monitoring Form
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