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HCS MANAGEMENT BULLETIN





H07-079– Information
December 27, 2007 
	TO: 
	Home and Community Services (HCS) Division Regional Administrators

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

	SUBJECT: 
	Adult Protective Services (APS) and Financial (FSS) Quality Assurance (QA) Practice Sites

	Purpose:
	To notify Home & Community Services of the APS and FSS QA practice SharePoint sites.

	Background:
	The APS and FSS practice SharePoint sites will familiarize staff to monitoring expectations and provide APS and FSS staff a method to perform self monitoring.

	What’s new, changed, or

Clarified

 
	· Two QA practice SharePoint sites (APS and FSS) have be created.

· The APS and FSS practice sites contain all the forms and documents available on the production sites.

· See attached instructions on how to access the sites.

	ACTION:
	Access the practice SharePoint sites by using the instructions attached below.

Note: Do not use client identifiers when self monitoring as anyone within HCS will be able to access these sites.

	Related 
REFERENCES:
	

	ATTACHMENT(S):   
	How to Access the APS and FSS Practice Monitoring Forms:

[image: image1.emf]H:\MBs\In Process\ 2007\Deb Knauf\How To Access The APS and FSS Practice Monitoring Forms.doc



	CONTACT(S):
	Debra Knauf
Quality Assurance Policy Manager

(360) 725-2393

knaufdj@dshs.wa.gov


























_1258174727.doc
How to Access the APS and FSS Practice Monitoring Forms

		1. Start at the ADSA Home Page

2. Click on “ADSA SharePoint” located in the far left column


3. When the SharePoint site opens, click on the “Home and Community Services SharePoint Home” under links on the right hand side. 


4. When this site opens, click on the “Home and Community Programs” link


5. From here, you will be able to access both the APS and FSS Practice Monitoring Sites.

6. You may want to create a shortcut on your desktop or add it to your favorites
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		7. Your quick launch bar (located on the left side of the screen) will list all the forms and shared documents link for your practice site.


8. Click on Shared Documents to find the instruction booklet on how to use the monitoring forms and SharePoint


(As you start to go through the instructions, don’t worry about the invitation section – it only applies to the production site)




		Financial Practice

		APS Practice



		9. 
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