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H07-078– Procedure
December 27, 2007
	TO: 
	Home and Community Services (HCS) Division Regional Administrators

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

	SUBJECT: 
	Home & Community Services (HCS) Financial Quality Assurance Monitoring

	Purpose:
	To implement consistent statewide quality assurance monitoring for HCS financial services.  Monitoring includes all activities related to determining financial eligibility for HCS recipients.

	Background:
	· Financial supervisors/managers are required to perform quality assurance monitoring. 
· Each region has a different process for monitoring

	What’s new, changed, or

Clarified

 
	· A financial monitoring form, FSS Monitoring 2007-2008, has been developed for statewide use.   This form will be used to evaluate progression of skill learning, accuracy, policy compliance, and supervisory application of policy.
· Financial program managers, financial supervisors, and HQ financial reviewers are required to use the new monitoring form for general eligibility.  Audit 99 will continue to be used to audit food stamps only.
· Supervisors have the discretion to monitor more cases based on the worker’s performance.
Minimum Monitoring Standard:

	
	New Staff
	Established Staff

	
	· 100% until the new worker demonstrates the ability to accurately determine financial eligibility
	· Three cases per worker per quarter
· Random Selection

	
	Headquarters Monitoring:
· Random selections
· Targeted reviews as necessary

	ACTION:
	Effective 1/2/08, financial supervisors/managers must implement this policy and begin using the FSS Monitoring 2007-2008  monitoring form located on SharePoint at: 

http://dshswboly2012c/HCS/HCP/financeqa/default.aspx
Note: Only pre-authorized, registered users will be able to successfully use the link (above) to access the information.  FSS supervisors and managers can contact Debra Knauf for registration.
The SharePoint document attached below can assist you in using SharePoint.

	Related 
REFERENCES:
	

	ATTACHMENT(S):   
	Using SharePoint for Financial QA Document:

[image: image1.emf]H:\MBs\In Process\ 2007\Deb Knauf\USING SHAREPOINT FOR FINANCIAL QA ACTIVITIES - V4.doc



	CONTACT(S):
	Debra Knauf

QA Policy Program Manager

(360) 725-2393

knaufdj@dshs.wa.gov

	Peggy Rezac
Financial Program Manager

(360) 725-2582

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

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


· Survey – Ability to do financial related surveys


· Links – Quick access to inter/intranet sites


· Contacts – Email or phone HQ FSS 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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[image: image48.wmf]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 Financial QA 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 Financial 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: image49.png]swholy2012c/HCSHCP/APSQ =lalx]|
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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.





Hum… so what is all of this and what does it have to do with me?


First of all, you will have Contributor rights.  This will allow you to create quality assurance reviews.  We’ll go into what this means later. For now, I would like to give you an introduction to SharePoint (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 Financial QA Home screen above.  

· The “Up to Home and Community Programs” works like a tree structure.  Financial 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.

· [image: image53.wmf]


 TC "Quick Launch Bar" \f C \l "3" The Quick Launch Bar – is just what is implies.  To quickly access the Financial QA Monitoring Form, Contacts, and tasks just click on the link.  It doesn’t show everything that is available; only what we need to start with… the options will change based on which screen you are using.


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

 TC "Modify Shared Page - Don't Do It!!!" \f C \l "3" [image: image55.png]Microsoft Office InfoPath
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The Search Bar will allow you to search for words that are found in documents or lists on your site. 


[image: image57.png]=181 ]|

Bl Edt Vew

Favorites _ Tools tiep

| &

O -0 [ B O] Pomew v @5 5~ )

‘Address [{@) http:Jdshsboly 20 12c/HCS HCP/APSQAdefauit.aspx

APS QA Test
Home

ECENEE

Modify Shared Page v

Documents.
Shared Documents
APS Monitoring
Help

Pictures

Lists
Contacts
Tasks

Discussions
General Discussion
APS Discussions

Surveys,

APS 2006 Survey

Announcements.

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 I can update the
data tables!

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

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

@ Add new announcement

8/15/2006 12:19 PM

8/15/2006 12:10 PM

Events v

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 callin

8/29/2006 1:00 PM APS SharePoint 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

a Add new event

A

Windows
SharePoint Services

Links v

= LTC Manual - Chapter §

7438 RCW - Abuse of Vulnerable
Adults

@ Add new link.

[0 [T & Loca ntanet




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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), 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: image8.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.


3. Click on [image: image10.png]=181}
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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 Financial SharePoint site have several options, such as viewing documents, 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 Financial QA at the top will take you to the FSS 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 FSS Home site.  


· Clicking on the down arrow of a task will show you to edit, delete, or set an alert.  This menu will be different depending on which task pane you are looking at. 


· Clicking on the task itself will show you the description. 


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


(See next page for example)








		TASKS
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		·  TC "Documents" \f C \l "4" Shows other documents or folders available in this library and allows other documents or folders to be added or accessed.  To access the file, just click on it with your mouse.


· 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.




		·  TC "Links" \f C \l "4" Shows you the links on the FSS QA home site. 


· You can access the link by clicking on it.  To return to your original document, just hit the back button (it will however, take you to the top of the document, not to your original location within the document).


· 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.


· Clicking on the name itself, will open you an email message ready to send.


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


· 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.
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 TC "Financial Monitoring" \f C \l "1" Financial Monitoring


To access the Financial QA Monitoring form:


1.  TC "Accessing the Financial Monitoring Form" \f C \l "2" Open the Financial 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/financeqa/default.aspx 

2. Click on “FSS Monitoring 2007-2008” located on the Quick Launch panel.


3.  TC "Breaking down the individual sections of the Financial Monitoring Screen" \f C \l "2" This opens the “FSS Monitoring 2007-2008” screen.  Since this is the 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 – The quick launch bar will change depending on the screen you are on.  Let’s take a look at it from the FSS Monitoring form library.


Select a View – “All Forms” is the default view. Generally, you will want to leave the View as “All Forms”.  Changing the view will change the appearance of the screen you are looking at.  For example, if we select:


· “Explorer View”, we can look at our forms and files like we would in Explorer.  We would also have access to explorer areas such as” My Documents” and “My Computer”. 
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· “Merge Forms” - Will allow you to merge forms.  Do not use this option at this time.  More work needs to be done to ensure you don’t lose data.  


· “My Forms” - Will show you the lists of forms you created. 

· “… Report View” – Will only show the data for that section of the monitoring form.  It is displayed in datasheet format and is easily exported to MSExcel.

 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 screen. Be careful when you are choosing “Alert Frequency”.  Selecting “Send e-mail immediately” can fill your inbox quickly and become quite annoying. 
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·  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
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A form library can only contain one form. 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 is where the data from the forms are stored.  A folder for each region has been created.
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1.  TC "Opening the Financial Monitoring Form" \f C \l "2" To open a new Financial Monitoring Form, click on “FSS Monitoring 2007-2008” from the Financial QA Home page, then Fill Out This Form on the form’s navigation bar.
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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 (Form 1), 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” – An error message will appear letting you know that you have not completed all the mandatory fields – Do you still want to save it?  Click Yes
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4. Double click on your Region’s Folder

5. Then replace Form 1 in the File Name: box with your file name.  


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


Let’s Take a Look at the Structure of Your Form


 WORKER INFORAMTION


· Region/Supervisor/Financial Worker drop down boxes – When you select your Region, the supervisor and Financial Worker boxes become enabled.  The supervisor list is populated with the supervisors from that Region, and when the Supervisor is selected, the Financial Worker box is populated with their staff. 


· Worker ID drop down box – Select the Worker ID from the drop down list.



CLIENT INFORMATION


· Client Name – Enter Last Name, First Name.  


· ACES ID – This field must contain all numbers and cannot exceed nine digits. 


· Auditor – Lists the auditors statewide

· Date – The date will auto-populate with the date you create the file.  You can however, change this date if needed, or use the calendar icon to choose a date.


TYPE OF AUDIT

This category is divided into two sections. First you select the type of audit and then if needed, the sections you will need.


1. Type of audit


a. Application – Approval: Selecting this option will automatically select all audit sections for you.  You will always complete all audit section for this review type.


b. Application – Denial: Same as approval


c. Eligibility Review: Same as approval


d. Include Regional Audit: Checking this box will include monitoring questions unique for each region.  Questions displayed are based on the region selected in the Region dropdown box.


2. The rest of the audit types will require you to select the audit sections that apply.  Checking Select all will display all audit sections. 


a. If Special Audit or Add a Program is selected, add the description in the text box.  

3. You add or remove sections by checking and unchecking the boxes.


Select Program(s) to Audit


Check the appropriate box for the program(s) you will be auditing and then indicate if there is a spouse and/or dependent.  Some questions will only be available if one of these boxes is checked.

Additional Resources


These links will take you to an external web site.


AUDIT OUTCOME


· Audit Results – Select the outcome from the dropdown menu.

· Date Corrections Due – Enter date or select from the Calendar option.

· Corrected Copy – This allows the Reviewer to indicate if corrections have been made to the original review. Checking the box, will auto-populate the date of the correction.  Once the date is in the box, it can be edited if needed. 

· Audit Completed – You have the option of Yes or No.  

· Yes – If Yes is selected, the current date is auto-populated in a text box and the No check box becomes disabled. 

· No – If No is selected, a narrative box is enabled for documentation.

PROGRAMS AUDITED


· Select Program to Audit – Check the boxes for all LTC programs that apply to the review.


· Community Spouse and Dependent - When the Community Spouse and/or a dependent No box is checked, all questions within the form related to the CS and/or dependent is disabled. 


OVERALL COMMENTS


This text box is used to give your overall impression of the case; to validate where an individual has done well, or suggestions for general areas of improvement.


Quality Assurance Questions

1. Open the section that you want to review – General Eligibility, Income/Allocations, Results, Narrative, Documents, or Resources by clicking on the Optional Sections tool bar or selecting the Optional Section at under the Overall Comments box.
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2. A response box is provided for each question. The response box give you an option of Yes, No, or NA. 


3. Under each question are Help screen(s), a place to identify worker strengths, and to document areas of improvement or concern.  To access these optional sections, click on the sentence.

Each Help screen has the link to the original source if further clarification is needed.  This help screen can then be left open for the worker to access or closed if not needed.
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7.  TC "Adding Comments" \f C \l "2" To add comments about work well done or areas of improvement/concern, click on “Click here to add comments for improvement/of concern or identify Worker strengths.” Located under the help links.


8. Use the scroll bar to move through the form until all questions have been answered. 


NOTE:   TC "How do I get rid of a shaded section?" \f C \l "3" If your form is shaded when you open it, or becomes shaded as you work with it, click in the white space to the right to take it out of design mode.


 TC "Two Ways to Share Monitoring Results through Email" \f C \l "3" Two Ways to Share Monitoring Results through Email




1. Click the “Send Email to FSS” button to send the form as an attachment


· Pros – It’s one click and you’re done


· Cons – The form is not secure.  Some may have trouble opening the form


A message will appear to let you know that the attachment has been created and clicking “Send” at the bottom will finish the process.  You should get a message to let you know you were successful.
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2.  Send form to mail recipient – for this option, click on “File” from the menu bar and select “Send to Mail Recipient”


· Pros –Allows you to add a personal introduction, and as the form is sent as you see it, staff do not need to worry about having to open the document.  


· Cons – It takes more steps (the form is not auto filled).  The email will also include the form as an attachment.  If you do not want to send the attachment to staff, you will have to send the email to yourself first, and then delete the attachment when you forward the document to your staff.
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To open a new form, click on the Open Form button. You original form will remain open.  You will need to save and close this form separately.


Clicking on the Close Form button will close the form, and ask if you want to save the changes. This message will not appear if no changes have been made to the form. 


PRINT VIEW


To print the completed review, click on your printer icon or select File, Print.
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 TC "Accessing the saved form" \f C \l "2" ACCESSING THE SAVED FORM


1. Open the Financial QA SharePoint site


2. Click on FSS Monitoring – V3 in the Quick Launch bar


3. Locate and click on your file. 


4. Select “Open”


 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 (APS Sample).  
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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 "Surveys" \f C \l "1" Surveys – A sample survey is located on your Quick Launch Bar.  Click on the link to bring up your survey.


[image: image39.png]Create Site Settings Help

Financial QA

Financial FSS Monitoring Survey

Up to Home and Community Programs

Graphical
Summary

All Responses

Actions.
a Alert me

8 Modify survey.
and questions

“JRespond to this Survey | EHExport Results to a spreadsheet

Survey Name: Financial FSS Monitoring Survey.

Survey Description:  To survey how the FSS monitroing tool is working
Time Crested: 4/11/2007 3:26 PM

Number of Responses: 0

8 Show  graphical summary of responses

@ Show all responses







Click on “Respond to the Survey” on the navigation bar to access the survey.  You can answer this 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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The Nitty, Gritty Details… 







How to open, complete, and save, 



A Financial Monitoring Form…







To locate your form from a long list, use the sort feature.  







Click on “Edit in Datasheet” �







Click on the Down arrow for the column you want to sort and select the item to sort by.
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