m DEPARTMENT OF
HUMAN SERVICES
Instructions for Submitting an

ARMHS Application in Agile Apps

1. After clicking the link you were emailed you will see the following screen. Click on the 3 bars
on the left as shown, then click ARMHS Applications as shown in the 2" image:
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2. The application you will be submitting will show. Click on the application number as shown

below:
U Agile Apps - startme % [ ARMHS Applications - ARMHS X~ +
& C  § devIBagileapps-testdhs.state.mn.us/agileapps/records/list/8bdc4tfalcbed 704985 16f35b5bfb3cf

@ riC Training @ Support for Govern.. @) AIS_Alfabet Concor.. @) AgileApps Develop... @ BeReady MN/Be.. @ Instructor-led traini.. @8 Microsoft Teams @) Office 365 Training... [&] Virgin Pulse - Home @ Introductionto Dat.. @ Be:

TENANT 18-DEV +Create

A Overview ARMHS Applications

BE  Dashboard 8
- Allu
= ARMHS
| [0 Requester ARMHS Application Subject Owner Last Activity 4 Modified By Date Modified Action
ARMHS Applications
O e 000086 Qpen Qwnership 07/26/2023 01:32 PM 07/26/202301:32 PM s

:: Reports



3. Complete ALL information in the first tab, named, ARMHS Request.
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4. Next, click the LOCATIONS tab to get to the following screen, and enter all information.
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5. Next, click the Associated Staff tab.
a. Click Add new Record
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b. Choose which staff you are entering information for, ex. Treatment Supervisor, Owner

or Board Chair, etc.
c. Repeat for each Individual Staff
Only the primary Treatment Supervisor and Owner(s) are Required, but you may add

more staff.
Be sure to choose ONE designated contact. This will be the only agency contact for the

purposes of using AGILE Apps.
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6. Click Application Documentation Tab
a. Click Add New Record

1 Agie Apps -startme X (0] ARMIS Applications - ARMFS X
ossnst s aww O

€>c @

@ vign s -bome @ I

Taining @ Supportfor Govern.

@

TENANT 18- DEV

0 G 000086 8 0
I

it Apphcatin Documentation Submissi \

+Add newrecord

Page[ 1 |of1 ems per page 20

Application Documentation




b. Perthe instructions, you can attach your application requirements as ONE file, OR,
attach it as individual Sections A, B, C, D.
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7. Click the Submission Tab
a. Click the ‘Signature Attest’ box FIRST.
b. Then, click the ‘Submit to DHS’ box.
c. Click the BLUE SAVE button in the upper right corner
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After your Application is Saved the DHS ARMHS Team will be notified of the submission.

The DHS ARMHS team will review your application and you will receive an email once review is
complete.

Please expect reviews to take approximately 90 days. Do not send emails inquiring about the
status UNLESS the 90 day timeline has been exceeded.





