
Standard Work DAAS APS Psychological Evaluation

Step 1. APS receives an allegation through a report submitted online or by phone.

Step 2. The allegation is reviewed by the Central Intake Unit.

Step 3. If the allegation meets APS qualifications, the case is sent to the respective

District/Field Office.

Step 4. APS investigates the allegation. If a Psychological Evaluation is requested,

Investigator will staff the case with APS Supervisor to determine the need.

Step 5. APS Supervisor/Manager sends an email to DAAS FBO Operations

(daasfbooperationsteam@azdes.gov) for funding approval. The subject line should read,

“Finance Approval-APS Psych Evaluation: Case #0000”. The body of the email should contain

the following information:

● APS case number

● # of hours needed for the services (usually 10 hours). The vendor will bill for

actual hours of services worked up to the approved amount. Additional approval

would be needed if the provider needs more hours.

● Brief summary of the case that necessitates the need for psych services.

Step 6. Once approved by DAAS FBO Operations, complete the MSP New Client Referral

form. Fill out the required fields (asterisk). Check the pre-identified box if a preferred

provider is selected. Otherwise, leave it blank. Click Submit once done.

● APS Supervisor and Investigator will be listed on the referral (Name, Phone

Number, Email Address)

○ Both email addresses will receive an automatic confirmation email from

Knowledge Services, confirming receipt of submission.

● APS Supervisor is required to complete all fields with a red asterisk
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● Please note: APS Supervisor is identifying for the MSP the # of approved units for

the service, in addition to the approved dates of service.

○ If Vendor exceeds the # of approved units, the additional hour(s) will not

be billable

○ If the Vendor conducts an evaluation outside of approved service dates,

the evaluation will not be billable.

https://forms.dotstaff.com/en-US/public/AZVRS/forms/6d3b028e-11c6-4ca0-a5e4-855d98bd76a5

Step 7. MSP Program Team (Guidesoft/Knowledge Services) receives a referral and creates

a posting in dotStaff™

● If Vendor is pre-identified:

1) Vendor submits their confirmation of ability to provide services within 3

business days

● If the Vendor is not pre-identified:

1) Vendor(s) submit their confirmation of ability to provide services within 3

business days

2) MSP provides a list of confirmed Vendors to the Supervisor and Investigator on

the 3rd business day

3) Supervisor and/or Investigator notify the MSP of which vendor they would like

to have conducted the evaluation

Step 8. MSP (Guidesoft/Knowledge Services) sends clearance emails to Vendor, Supervisor,

Investigator, and DAAS Receiving, and clearing Vendor to provide Psychological Services

● Once cleared through MSP, Vendor may request additional medical

documentation directly from the Investigator to assist with conducting Psych.

Eval

o Additional documentation should be sent from Investigator to the Vendor

(outside of the MSP)
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Step 9. An encrypted new client notification email is received from Guidesoft/Knowledge

Services once a vendor is selected for the service.
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Step 10. An invoice, service summary form, and APS Evaluation Report are received from

Guidesoft/Knowledge Services via an encrypted email once the service is done and

completed.

Step 11. DAAS FBO Operations Staff will process the invoice for payment and submit it to

Accounting. The DAAS FBO Operations funding pre-approval email is attached to the invoice.
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Contact Information:

Guidesoft/Knowledge Services

AZVRS@knowledgeservices.com

Samantha Villegas
Program Account Manager
SamanthaV@knowledgeservices.com
(602)698-0944

Mary Orantes Tamayo
VRS Team Lead
(602)842-4155
maryo@knowledgeservices.com

Other Questions/DAAS Internal Process Maps or Standard Work

daasfbooperations@azdes.gov
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