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Basecamp: Onboarding and Resources

What and Why?

The CYSHCN program is hosting a virtual communication and resource sharing space called
Basecamp. The intention of this tool is to provide a space for CSYHCN coordinators to connect and
collaborate with each other as well as access CSYHCN specific resources and guidance all in one
place. Coordinators will be able to:

e Receive and post messages to each other and from the DOH CYSHCN program
Access CYSHCN specific resources and documents

Check up coming CYSHCN calendar meetings

e Access group and individual chats with other CYSHCN coordinators

This is an optional resource for coordinators to pilot and identify usefulness. Any feedback on
improvement of the tool is welcome, and the CYSHCN program encourages coordinators to give the
tool a try.

Rules of Engagement

Because this is a shared space for over 50 CYSHCN coordinators across the state, it is important to
keep the discussions and shared messages relevant to CYSHCN specific topics. Out of respect for
everyone’s time and email inbox, please do not post any memes, inappropriate photos, or irrelevant
information to CYSHCN content. Please use respectful and inclusive language among each other,
and do not use any client personal identifying information.

WASHINGTON STATE DEPARTMENT OF HEALTH Basecamp Guidance Document
March 2025 DOH 141-194 |1



Basecamp Basic Features

CYSHCN Coordinator Collaboration and
Resource Tool

This is a space for CYSHCN Coordinators to access resources, collaboration, and support among their peers and
DOH
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Message Board To-dos Docs & Files

Welcome and Gound Setting

&1 Anncuncement — Welcome CYSHCN CYSHCN CYSHCN Care
Program Orientation Coordinatio
Materials Materials n Resources
= = - - -

Make lists of work that needs to get done,
assign items, set due dates, and discuss.

Collaboration Chat Schedule
[7] MON, DEC 12
Q CYSHCN Coardinator Call and MCO Mesting
10:00am - 12:00pm
[T FEB 13, 2023
Chat casually with the group, ask random CYSHCN Coordinatar Orientation
questions, and share stuff without 10:00am - 11:50am

ceremony.

There are several features that will be utilized in the CYSHCN Basecamp: Message Board, Docs &
Files, Collaboration Chat, Schedule, and Pings. Please see the following descriptions for each.

The message board is a space where coordinators and the CYSHCN
program can post messages and resources that all CYSHCN Basecamp users can see and reference.
The posts can include imbedded links, attached documents, and categories on what the post is
about. All CYSHCN Basecamp users are able to comment on the message board posts to ask
guestions, share resources, and offer feedback. If you post on the message board, please chose the
option to alert “No One” or select specific CYSHCN program staff to receive the alert.

Docs & Files is where the CYSHCN program will post resources and pertinent
documents. CYSHCN coordinators may also use this space to share documents with each.

Collaboration Chat is a space where coordinators can chat amongst
each other in real time for quick questions and problem solving as a group. When a user posts
something in the collaboration chat, all users will be alerted (if their notifications allow) and able to
participate in the group chat.

the Schedule tool allows users to see posted meetings and trainings that are
upcoming. All coordinators are also able to utilize the schedule calendar and add meetings and
trainings they believe are important and helpful to other coordinators.
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Pings is a tool within Basecamp that allows all users to reach out to individual users for

real-time chat messaging. Pings can be one on one or include as many people as CYSHCN
coordinators would like to invite. Pings can be accessed by clicking on the Pings icon at the top of
the Basecamp page

ﬁ Home = Lineup -.J Pings aHey! 0 Activity @ My Stuff Q) Find

CYSHCN Coordinator Collaboration and
Resource Tool

This is a space for CYSHCN Coordinators to access resources, collaboration, and support among their peers and
DOH

Managing Notification Alerts

Basecamp has many features to alert all users when something is posted or a comment is made on
a post. In order to prevent a large volume of Basecamp emails please consider the following tips:

When making a post in the Message Board section, select either specific CYSHCN program staff or
No One to be notified when you make a post.

When | post this, notify...

(_) All 8 people who can see this project

(_) Only the people | select...

o No one

Adjust your notification settings on your account to align with your personal preferences. This can be
done by clicking on your initial icon in the top right of the screen, and selecting either Change your

or Turn notifications off
R Home = Lineup WMpings [JHey! @ Activity @ Mystuff  Q Find

A Notifications are on
CYSH C N Coordinato r Co"aboration and You're set to receive email and browser
notifications for everything all the time.
Resource Tool

This is a space for CYSHCN Coordinators to access resources, collaboration, and support among their peers ar

bOH | Chenge your notiication seings |
e DOOOD@DPOO | Lmooiicronsoff |

Personal Settings

Turn on Focus Mode

Message Board To-dos Docs & Files § .
My profile (avatar, title, password, etc)

Welcome and Gound Setting

My devices (Get our free mobile apps)
&3 Announcement — Welcome CYSHCN CYSHEN CysHEN
Program Orientation Appearance
Materials Materials
||y e Out of office

Make lists of work that needs to get done, Log out
assign items, set due dates, and discuss.
Collaboration Chat Schedule
) MON, DEC 12
Q CYSHCN Coordinator Call and MCO Meeting
10:00am - 12:00pm @
WASHINGTON STATE DEPARTMENT OF HEALTH Basecamp Guidance Document

March 2025 DOH 141-194|3



If you chose to Change your notification settings, you can specify what types of activity you would like
to receive email alerts about and when you would like to receive them.

Notification settings and Work Can Wait

What?

(_:. Notify me about everything
This includes new messages and comments, to-dos assigned to you, when someene @mentions you, and Campfire chats and Pings
you're part of.

o Only notify me when someone sends me a Ping or @mentions me
Basecamp will enly send you a notification when someene sends you a Ping or @mentions you anywhere. You can always check the
Hey! and Campfire menus manually to see what else is new for you.

How?

Send me email notifications
Mote: To prevent your inbox from overflowing, Basecamp will bundle Pings together if they happen within a few minutes of each
other. You won't be emailed if you are actively

rticipating in a Ping or Campfire chat in the Basecamp app or on your computer.

Pop up notifications on my computer when Basecamp is open
A\ Pop up notifications are disabled by your browser. Change your browser settings to allow them.

Show the number of unread items

Hey! Hey! &
You'll see counts for each new Ping, Campfire, and Hey! notification when Basecamp is open in your browser, Q) Hey

You can also get notifications/alerts from Basecamp on your phone or tablet. Download our free app for iOS or Android

When?

© Always! 24/7/365 no matter what.

C) Work Can Wait! Only during my work hours...

Next Steps

All CYSHNC coordinators will receive an email invitation to join Basecamp. Upon receiving the
invitation, coordinators may set up their account and begin utilizing the tool. If you need any
additional support or have feedback to share on the tool, please reach out to Linda Ramirez with the
CYSHNC program at Linda.Ramirez@doh.wa.gov.

To request this document in another format, call 1-800-525-0127. Deaf or hard of hearing
customers, please call 711 (Washington Relay) or email doh.information@doh.wa.gov.
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