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H12-063 – Procedure
 October 8, 2012
	TO: 
	Area Agency on Aging (AAA) Directors

Home & Community Services (HCS) Division Regional Administrators

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

	SUBJECT: 
	Document Management System (DMS) Phase 2 Pilot Rollout for HCS Social Services

	Purpose:
	To inform all HCS and AAA staff that the DMS Phase 2 pilot rollout for HCS social services has begun. To provide instructions about the routing of documents and folders and use of the new postage-paid envelopes with the Hub Imaging Unit (HIU) address during the pilot. 

	Background:
	DMS Phase 1 for social services was completed in 2010 and provided automatic notification of ACES letters to HCS social service workers and AAA case managers.  DMS Phase 2 completes the process of transitioning from paper social services records to electronic case records.

	What’s new, changed, or

Clarified

 
	The DMS Social Services Phase 2 Pilot rollout began Monday, September 24, 2012 in HCS Region 3 and effects the following offices:

Tacoma HCS

Port Angeles HCS

Bremerton HCS

Port Townsend HCS

Aberdeen HCS

Shelton HCS

Centralia HCS

South Bend HCS

Kelso HCS

Tumwater HCS

Long Beach HCS

Vancouver HCS

Rollout for the HCS offices in Region 1 and 2 and the pilot for the Lewis/Mason/Thurston AAA office begins on November 26, 2012. The remaining AAA offices will roll out on January 21, 2013.

During the transition of all offices to DMS, file transfers from pilot sites to non-pilot sites will occur. Any additional documents that arrive for a case file during this time must be routed to the electronic case record.  Detailed file transfer protocols are attached to this MB.



	ACTION:
	Training is available at the ADSA Training page under the HCS/AAA Training section and is called “DMS Phase 2 Training”. There are three training modules:  “Staff”, “Supervisor”, and “Tech”. See the link to training, listed in related references, below. 

All social services staff must view the staff training prior to their site rolling out.  Social services supervisors must also view the supervisor training. Two webinars will also be scheduled on the morning of your area’s rollout. We will review the training modules and answer questions. Attending the webinars is optional but is recommended for supervisors and other staff who have additional questions. Tech training must be viewed by IT staff prior to the rollouts to ensure that any necessary Barcode site cleanup occurs.
There are separate documents for pilot and non-pilot sites.

Read the attached documents to learn:

· What to expect as rollout begins;
· How documents will be routed after an office has rolled out;
· How offices will manage the transfers of Aging files between pilot and non-pilot offices;
· When to use the postage-paid envelopes that will send mail directly to the HIU.


	Related 
REFERENCES:
	http://adsaweb.dshs.wa.gov/training/.    



	ATTACHMENT(S):   
	Instructions for Pilot Sites:

[image: image1.emf]DMS Instructions for  Pilot Sites.docx


Instructions for Non-pilot Sites:


[image: image2.emf]DMS Instructions for  Non-Pilot Sites.docx


Transfer Protocol:

[image: image3.emf]DMS File Transfer  Protocol 092012.docx



	CONTACT(S):
	Joyce Schmidt, HCS IT Liaison

(360) 725-2431

schmije@dshs.wa.gov 

David Armes, HCS Financial Lead

(360) 725-2318

ArmesDJ@dshs.wa.gov
Peggy Rezac, HCS Financial Program Manager
(360) 725-2582

Rezacpi@dshs.wa.gov 




DMS Instructions for Pilot Sites

Starting 9/24/12





For All Pilot Site Staff



Begin using the Business Reply envelopes to the HIU







Implementation Coordinator



Ensure that all staff are trained.



Gather and log issues from your sites at the following address:. (http://adsashare.dshs.wa.gov/HCS/DMS/Lists/Debrief%20Problem%20Log/AllItems.aspx



Attend the Daily Debrief calls beginning September 24th, 2012 as needed.

Link to register:   https://www2.gotomeeting.com/register/943293122





Social Workers





· In addition to the existing ACES Letters, you will begin receiving client documents on your ToDo list as “Hot Mail”.  You will need to work these documents in DMS and complete your assignments.



· You may receive items from the support staff that are considered time sensitive. Complete these documents as “File Only” by:



· Stamping completed

·  Date, initial and place in the File Only basket



· You may receive items directly from a client when you are in the client’s home.  If the item does not require you to do any other action than ensure the document is in the client file, process as “File Only” as in the bullet above



· If you receive an item from a client that requires either you or others at your site to receive an assignment, place these items in the Hot Mail basket





· For existing work at your desk:



· Complete any existing work 

· Stamp, date  and initial document

· Write client’s ACES id on the top of the document if the ACES id isn’t already on the document and route as File Only







Support Staff





· Sort and bundle new mail items, pulling out any APS or Provider File items



· Bundled over the counter documents as Hot Mail



· Bundle fax documents as Hot mail



· Follow the Transfer protocol outlined for case transfers during pilot and remaining rollout schedule.



· Do not file new documents items in the Aging file.  If the Case manager has already completed work on a document it should be stamped completed, dated and initialed and sent to the HIU as File Only.  If the case manager has not completed the work on a document, bundle as hot mail and send to the HIU.



· Do not create any new Aging files. You will still need to complete your screen-in process in Barcode so the client will have a negative ACES id.







Social Services Supervisors





· Ensure that all staff have viewed the DMS Phase 2 training



· Using the Manage Assignment screen, follow staff progress in completing assignments 



· Let the implementation coordinator know of assignments that are received incorrectly as soon as possible.








Financial Workers



Your site will begin using business reply envelopes and diverting mail directly to the HIU.  Once items are sent directly to the HIU, documents should appear on your To Do list more quickly.




[bookmark: _GoBack]DMS File Transfer Protocol



For a short period of time we will have some sites where all documents are imaged and others where they are not.  During this time files may transfer from a full DMS site to a non-full DMS site and staff will need to know how to process these cases.  Below are some of the scenarios offices may see:

For the purpose of this document all sites that have rolled out Phase 2 of DMS will be referred to as “Full DMS “ offices.  Those sites that have not yet rolled out Phase 2 of DMS will be referred to as “Non-full DMS” offices.



Transfer In (from a Full DMS Office)

#1	-   A paper file exists in the full DMS site and some items have arrived for that clients file after DMS Phase 2 go live.  Those items that have arrived at a full DMS site after DMS Phase 2 go live are sent to the HIU for imaging for the electronic file.  The client will have both a paper file and an electronic file.  The case is then transferred to a non-full DMS office.  The full DMS office will transfer both the paper record (with Attachment A (located at the end of this document) on paper file) and the electronic record using Barcode DMS.  The full DMS office will transfer the paper record (with Attachment A on paper file).  The transfer in CARE will identify the new RU to DMS, which will route any additional documents that arrive to the Non Full DMS site and worker.

Once the case has items in the electronic case file we will want to keep that case file as electronic.  Any new items received for that client’s case file will need to be worked, stamped completed then sent to the HIU as file only for imaging into the client’s ECR.  (The paper case file will be migrated at a later date into the ECR.)



#2	-  A new client is requesting services at a full DMS site after DMS Phase 2 go live.  All items received for this client’s file are imaged and put into the client’s ECR.  The case then transfers to a non-full DMS Office (with Attachment B (located at the end of this document) on a blank case file).  

Once the case is in an electronic format we will want to keep that case file as electronic.  Any new items received for that client case file will need to be worked, stamped completed then sent to the HIU as file only for imaging into the client’s ECR.





Transfer Out (to a Full DMS Office)

No change in process





The possibility exists during our rollout an item may appear on a non-full workers To-do list for a client.   Staff will need to complete these assignments or forward to the appropriate worker to complete.  





What Non-full DMS Offices will need on 9/23


Completed Stamps

File Only bins

Staff may want to review Phase 1 To-Do List training








Attachment A



A portion of this client’s Case file is maintained in DMS



Any additional documents received for this client should be worked and then forwarded to the HIU as file only– 	

MS 45826 



			4500 10 Ave SE

			PO Box 45826

			Olympia WA  98504




Attachment B

This is an Electronic Case File

See this Client’s ECR for complete case file

Any additional documents received for this client should be worked and then forwarded to the HIU as file only– 	

MS 45826

			

4500 10 Ave SE

			PO Box 45826

			Olympia WA  98504




DMS Instructions for Non-Pilot Sites

Starting 9/24/12







For All Non-pilot Site Staff



Do NOT use the Business Reply envelopes to the HIU. Use will begin when your office rolls out.





Implementation Coordinator





Gather and log issues from your sites at the following address:. (http://adsashare.dshs.wa.gov/HCS/DMS/Lists/Debrief%20Problem%20Log/AllItems.aspx)



Attend the Daily Debrief calls beginning October 1st as needed.

(Link to register:   https://www2.gotomeeting.com/register/943293122)





Social Workers



Complete all work on a new document as usual 

	

	

· If a client file is transferred from a pilot site and is either partially or entirely electronic, take these actions after completing  your work on a new document:

·  Stamp “completed” 

· Initial and write date completed

· Place in “File Only” basket to route document to HIU



· If the client file did not transfer from a pilot site, route to support staff as usual so the item can be filed in the paper file.



Support Staff



· If a client file is transferred from a pilot site and is partially electronic (both a paper file and electronic), a cover sheet will be attached to the paper file letting you know that an electronic file also exists.  You will need to process your paper file as you typically would.  Leave the coversheet on the file so anyone requesting the file will know that an electronic case record exists. 



· Newly approved clients transferring from a pilot site may be entirely electronic.  Any new documents received for this client will need to be routed to the HIU for imaging as “file only” once the Case manager has processed.



· Each day all “file only” documents will need to be gathered and sent to the HIU for imaging.  Each document should have been stamped “completed”, dated and initialed by the Case Manager.



Financial Workers



Clients or providers may obtain the address to the HIU and begin sending documents directly to the HIU.  This should not occur until your site has moved to full DMS but it could happen. Once items are sent directly to the HIU items should appear on your To Do list more quickly.







