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Recording a Resource Home in TFACTS all begins with an inquiry. Once
the inquiry is complete, it is linked to a resource home record. Resource
Homes must have a home study completed and approved in TFACTS
before a placement can be made.
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This is the screen you will see when first accessing TFACTS. Enter your
username and password to log in.

Login

Username: * ||

Password: * |
What is SACWIS?: SACWIS stands for Statewide Automated Child Welfare Information System. DCS is committed to
designing, developing and implementing a comprehensive Case Management System that will assist staff in managing
their workloads and provide accurate & current data to assist in decision-making and program modification.

[ Forgot Password? ]
- T Mission: To provide automated technology solutions to Tennessee's state child welfare agency that supports service
[ Confidentiality Statement ] delivery and practice for the safety, permanency and well-being of children and families.

Assistance
[ TFACTS Overview ]

[ TFACTS Helpdesk ]
[ Change Password ]

Contact

Tennessee Department of Children's Services
436 6th Avenue North, 7th Floor

Cordell Hull Bldg.

Nashville, TN 37243

Phone: (615) 741-9701
Fax: (615) 532-9411
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After you log in, the Switch Organization Profile screen appears, if you are
assigned to multiple organizations. If you are not, you will be taken directly to
your home screen.

On this screen you select the organization for which you want to do work.
After you select the organization and click Select, the Home Screen Desktop
tab appears.

SIT log off

Welcome

Switch Organization Profile

Select Organization

Organization: | CPS Central Intake v
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 From the Resource
. TFACTS - Resource - Inquiry - Microsoft Internet Explorer provided by Dept of Children’s Services
screen, click on the —=
. ) v L. hitp:[ei01 19006la003:8080/sacwis{searchResourcelnquiryFilter.do v 4| X Joats
Inquiry tab. IS

 Before entering an

File Edt View Favorites Tools Help

| o n . [f v i (o} 2
; . 8|~ | < TFACTS - Common Person Se... | *., TFACTS - Resource - Ing... X I % v |i;r Page v {Cf Took ~
Inquiry, user should first _
home | search | help &training | logoff

perform a filter to see if

Logged In:

the inquiry person already : Administration
has an active inquiry. Do
this by entering a Last | helo |
Name, First Name , and =~ s
then click Filter . Inquiry Search Criteria—
Organization: * v

 Chose an active inquiry
returned from the search
or if no results are found T

Name(Last,First,Middle):

CI|Ck Add Ian|ry . Inquiry Type: ¥ Inquiry Sub-Type: v
Begin Date: E End Date: 2]
Status: W Cancellation Reason: v
Sort Results By: v

Inquiry Information
|| __Inquiry Name | __Inquiry Date Inquiry Sub-Type | Status | ___Organization | |

No Results Returned.
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CNV home | search | help &training ®

Logged In:

« Atfter clicking Add

Inquiry , user is
R Home Inqui
taken to Resource

Inquiry Header

Resource > Inquiry > Resource Home Inquiry

Home IanIry .InquiryName: , Organization: Type: Sub-Type:
screen to enter —— -
Organization (o iy
Inquiry Type , ot Tye:* _§
; nquiry Date: * i Expedited
Inquiry Date , iy - o
. Status: * Pending Inquiry ¥ ICPC Expedited
Inquiry Sub-Type . - - Regulr

No Contact -
Status will default i

to and should
remain as “Pending
Inquiry.”

~Member List

| I |  Name |  Gender | DOB | Age |  Role | Prior Exp.

rSpecific Children of Interest

r

e Click Add Member | D |  Name | RelatedResourceMember | Relationship

*See Helpful Hints for a
- description of the Inquiry

types.
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After clicking Add Member ,
user is taken to the Person
Search. User must search for
the inquiry person before
adding them as a person in
TFACTS. If available,
searching by SSN is still the
main way to search for a
person. You can also search
by the last 4 digits of the SSN
as well. Enter all available
search criteria then click
Search.

If person is returned from the
search, click the box next to
the correct result, then click the
Select button.

I\
y —
0O @ B
T a 2 B
@ =

y —

Quick Person Search Criteria

—

% Match (Descending) %

Sort Results By:

Person Search Results
Result(s)1-10f 1

Female

(

Page 1of 1

F“-—m-_m-

Add Person

=

\

&J Local intranet

®100% -

* Note, if you click on the checkbox for a returned result and then click Add
Person, it will take you to the screen where you add a new person, which, if
completed, will result in a duplication of that person; so, if you click the checkbox
for a returned result, always make sure to click the Select button.

 |f no desired results are
returned, click the Add Person
button.
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« User will be taken

CNV home | search | help&training | logoff
to the Basic - [ helo |
screen to add the Basic Demographics Address Add'l Background safety Hazard
inquiry person’s e it
information. s

 Name Type, First
Name, and Last —
Name, DOB and . e

Gender are . e [ [ opie smttonn
required fields.

Gender: SSN: —
Any additional /f ,MLJ
information about / csimated [ T —
the person if e vl
available may be g s 3 Legal Aer ; us
entered also at o ‘ z

=%
o =
a
3 a
(L™

,4‘
o 5
A
T

;"-:c ed v
o Click Apply. vaidation | e [ .

*Note, if user does not click Apply after entering the Basic information for the
person, the system will not allow you to enter information on all upcoming
screens.
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e Continue with the
Inquiry by clicking
on the
Demographics
Tab.

* Enter the inquiry’s
Race and
Hispanic origin . If
user has been
provided any other
information related
to this screen, they
can enter that as
well.

o Click Apply .

P

Demographics

Person Header

Name:

[ native Hawaiian/Other Pacific Islander

Hispanic/Latino: + v

Available Ancestry:

|African American/Black A
[Arabic
|Asian Indian v

Tribal
Affiliation
1: +

Available Language:

Done

[ Interoreter Needed

Rl ;

Afrikaans
Albanian Y

Interoreter Tv

Add'l

Address

ender: 0B
SN: \ge:
[Asian [
[Junable to Determine i
lected Ar
Add >>
Tribal
v | Affiliation
24
Selected Language:
Primany

<< Remove

oe: |

& Local ntranet

®100% -+
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 Click on the
Address tab to enter
the inquiry’s address
and contact
iInformation.

e Click Add Address.

e User is taken to the
Address Search
Screen.

N : . ogged In:
— | helo |
Basic Demographics Add'l Background Safety Hazard

r~Person Header
Name: Gender: MALE DOB:

Person ID: SSN: Age:

Person Address
View Address History

| | Twee | Address [ (EffectiveDate | Primary |  Hazard | |

‘ Add Address '

r~Person Phone/Email

Ll Twe | Detail [ prmay [ |

Add Phone/Email

@m

HOME | HELP&TRAINING |  PRIVACY & SECURITY | CNV version _1.58.0.0420101130

Jsacwis/IntakePersonAddressModify.do . j Local intranet H100% -
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 Before adding an
address you must
first Search to see if
the address is
already in TFACTS.

o Street Number ,
Street Name , City,
State, and Zip Code
must be entered in
the search criteria.

e Click Search.

CNV home | search | help&training | logoff
Logged In: ¢
| help |

Profile > Address

Domestic Address Search ) Foreign Address Search

Domestic Address Search Criteria

[ Note: In order to add a new Address the following fields must be entered in the search criteria: Street Name (text field minimum), City, State and first 5 digits of the
zip code |

Street Number: Street Name: ¥ | | Street v ¥l

Unit Name: |

City: L. State:* v

Zip Code: _ = [— County: by

=3 EEE3 23

Domestic Address Search Results

Ll Address | County | Hazard % Match

Address not found in SACWIS database. Please add the address using Finalist.

T

HOME | HELP&TRAINING |  PRIVACY & SECURITY | CNV version 1.60.1.0506101700

* Note, if an address the user is searching for is already in the system but all of these specific search
criteria details haven't been used in the search, the address will not be found, nor will the system allow

user to save the address.
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CNV home | search | help&training | logoff
Logged In:
| help |

Profile » Address

Domestic Address Search | Foreign Address Search

Domestic Address Search Criteria

Y If address Search [ Note: In order to add a new Address the following fields must be entered in the search criteria: Street Name (text field minimum), City, State and first 5 digits of the
zip code ]
prOduceS no Street Number: Street Name: v Street N v
correct results, et B T
CI|Ck the Save City: State:* v

New Address Zip Code: [ = | County: v

button to record
the Inquiry’s B3 ey

address Domestic Address Search Results T
L Address L County | Hazard % Match

Address not found in SACWIS database. Please add the address using Finalist.

HOME | HELP&TRAINING |  PRIVACY & SECURITY | CNV version _1.60.1.0506101700
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Profile > Address

| help

e Address information gl
from the previous v
address search will 3 |
automatical |y =ERd et v Other District !

pOpUIate. N :::H [ Geographical Desig
aw Enforcement Jur [

 Enter any other
Information available, ‘

then click Save.
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= CNV home | search | help & trainin | logoff
@ TFACTS i Rt 1 SSSSE—G © (R

\ / Logged In:
| help |

Profile > Address

Domestic Address Search | Foreign Address Search

) If SearCh DrOd uced a .[:imm“( Address Search Criteria .

In order to add a new Address the following fields must be entered in the search criteria: Street Name (text field minimum), City, State and first 5 digits of t!

correct result, user 2 e -

Street Number: Street Name: v Street Y bt

Iy

clicks select next to i W

the address and EHE | State:* Tennessee v
clicks Save. [ .

Domestic Address Search Results

Result(s) 1- 1 of 1 Page 1 of 1

| County | Hazard | % Match

M No

ons associated

Save New Address

HOME | HELP&TRAINING |  PRIVACY & SECURITY | CNV version _1.60.1.0506101700

& Localintranet H100% ~
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» After creating a new

address or choosing tome | st | poptamn | hoat]
an existing one the — ™
next screen is the E—— '
Address Detalls MALE
screen. -
e Enter the Address
Type (always ([ raress e v
choose Residence ST - sl
for the primary
address of the
inquiry home) and [ spcheck | cer JEEN
the Effective Date ;
these two fields are |
required.
« Include any =
additional
information, then = e T

click Save.
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Click Apply button
to save address
Information.

User is returned to
the main address
screen. The
inquiry’s address
should now be in
View.

Next click the Add
Phone/Emaill
button.

User will be taken
to the Contact
Information
screen.

CNV home | search | help &training | logoff
Logged In: (
| help |
e —
Basic Demographics Address ) Add'l Background Safety Hazard
Person Header
Name: Gender: MALE DOB:
Person ID: SSN: Age:

Person Address

View Address History

[ Jype [ Address [ EffectiveDate | Primary [ Hazard [ |

select Residence @ No delete

Add Address

r—Person Phone/Email

[ I Twe |

Add Phone/Email
SN—

 rovty [ save | cancal

Detail [ primav | ]

HOME | HELP & TRAINING | PRIVACY & SECURITY | CNV version _1.60.1.0506101700

Done &J Local intranet * 100% v
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» Enter the Type from the
dropdown menu.

CNV home search | help & training | logoff
S Logged In:
« Under the Contact field, L
enter the phone number gk — =
or email address, Person ID:
depending on what
contact Type was e Eesemseny 0
selected. o
Description: Emergency
Fax
. Forwarding
* If thIS ContaCt i m m Tri;iahar:al Phone
information is being e
H No Telephone
entered for the primary Other
person in the record srmary on al
(person with role of ome | LLELP_&__TRAL'HE_?EnotdaV oncall mRITY | oWV version 1.60.1.0506101700
Resource Parent as <o
opposed to Co-Parent),
click the box marked
Primary .
» Click the Save box
&J Local intranet +100% ~

e Useris returned to the

main Resource Home * Note, the Description field is optional.
Inquiry Screen.
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« Once inquiry (S reacrs - T
person is added to
the inquiry enter Resource Home Inquiry |
their Role of G el ts. P
“Resource Parent”. — 3
= v -
« Hit Apply on this tnquiry oate: *[ [
screen to save the T P
inquiry and stay in —
the record_ -E-_ID_IEEI_%_I
« Once this is done, ol
the rest of the e :
inquiry-related tabs [ akcia |
will appear:
Address/Contact; < 5
Done &J Local intranet #100% ~

Referral Sources;
Preferences: *If user leaves a new inquiry (i.e., clicking Home or Search from the main
menu) without first clicking Apply or Save, the inquiry will not be saved and
user will have to start again.

Activity Log
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 To add a co-
parent or other
person to the
home, click on
the Add
Member button
and repeat the
steps described
earlier for adding
a person.

CNV home | search | help & training

Resource > Inquiry > Resource Home Inquiry

Resource Home Inquiry Address/Contact Referral Sources Preferences Activity Lo

Inquiry Header

Inquiry Name: Organization: Type: Sub-Type: Reg
Organization: * v
y : ! Inquiry
.Ir':;l:,r‘! v Sub- Regular v
' Type: * )

Inquiry Date: * 1!

Status: * Pending Inquiry ¥

Member List

Specific Children of Interest

[ D [  Name | Related Resource Member Relationship

< >

Done & Local intranet H100% ~

v
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* Once the co-parent
or other person has
been added, user
will select the
member’s Role from
dropdown for this
additional person.

 If the inquiry person
expresses interest in
a specific child for
whom they wish to
provide foster care
or adopt, user can
link that child to the
inquiry by clicking
the Link Child
button.

CNV home | search | help & training
Logged In:

Resource > Ilaq}nr:/ > Resource Home Illl]illlr'r\ff

Resource Home Inquiry Address/Contact Referral Sources Preferences Activity Lo

Inquiry Header
Inquiry Name: Organization: Type: Sub-Type: Re¢

Organization: * v

: Inquiry
i-':,‘:'l:rv v Sub- Regular v

) Type: *
Inquiry Date: * H
Status: * Pending Inquiry %

No Contact 1er
Date: —Bi

Member List

Add Member OtheT e l
Other Child

Rescurce Co-Parent

3 6t Lt Resource Parent
Specific Children of Interest
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or

or

e Search for child’s or
TFACTS record, click SR R —— e
the checkbox to select it |
In search results, and ay: | e | Bz, -
click the Select button. "
User will be returned to

Inquiry List screen. =1 =

% Match (Descending) |

Person Search Results
Result(s) 1 -1 of 1 Page 1 of 1

}‘.
/e e

/ HOME | HELP&TRAINING |  PRIVACY & SECURITY | CNV version 1.58.2.0424101700 ¥

[Resource home storyboard - Microsoft Word) J Local intranet H100% -
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. . CNV home | search | help & trainin | log off | ®
e This screen is -
| help |

O pti O n al for _F_h‘s_m:__r_(r‘ > _Iv_x_r]m_r_v_- :»__!_l_\‘_f_e‘,r__r:al ‘%_nu_r(:--;_
H Resource Home Inquiry Address/Contact Referral Sources Preferences Activity Log
providers. TR (e T T

Inquiry Header

Inquiry Name: Organization: Type: Sub-Type: Regular
* On the Referral iy —
Sources screen, <
user can enter s rru i 2 —
how inquiry
person heard

about becoming a || EI=m =3

Attended Recruitment Events
resource parent' [ Oroanization |  EventType [  EventName [  BeginDate |  EndDate [ |
[ unkevent |

» Select one or
more referral = k
source choices ON | wowe | weesmamme | emvicvesecommy | N
the left and ~ T T

clicking Add. * Recruitment Events can be recorded in TFACTS and linked to inquiries.
The applicable recruiting event will only be available for selection if the person
i designated to document recruitment events in TFACTS has entered it. This
* Click Apply . option is not required for providers but available if they so choose.
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On the Preferences
screen, user will enter
all preferred
Characteristics, Race
(more than one can be
selected), and
Ethnicity/Ancestry
(more than one can be
selected) of the children
they wish to provide
care for, if this
information has been
provided by the inquiry
person.

Preference information
IS not required for
linking inquiry to a
resource home. If
preferences are entered
at this time click APPLY
for entry.

CNV home | search | help&training | logoff
Logged In:
| help |
Resource > Inquiry > !'i‘l"fl'fi“f,ll\'l'\'
Resource Home Inquiry Address/Contact Referral Sources Activity Log
Inquiry Header
Inquiry Name: Organization: Type: Sub-Type: Regular
Acceptable Child Charac l(@
Minimum Age: |12 Sibling Group Yes (M Gende v
Maximum Age: Minor Mother: hr Than L Child: |Female
Male
rRace
C A a ka N ™ Asian
M B Africa [T Native Hawaiian/Other Pacifi ande
™ No Preference ™ whit
Ethnicity/Ancestry
Available Ethnicity: Selected Ethnicity:
African American/Black A
Arabic Add >
Asian Indian
Cambodian
Caucasian v

HOME | HELP & TRAINING | PRIVACY & SECURITY |

Activity Log information is
optional for providers when
linking an inquiry to a resource
home.
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e Once all information is

yurce Home Inquiry

entered, click Apply u prreee— St o sciy e
and return to the
Resource Home 3
Inquiry tab. Ty . T
Inquiry Date: * ]
« Ifinquiry is complete, cons ——
user can now put the
inquiry in “Pending | | T
Approval” status or e

simply click Save to
return to this Inquiry
later.

v

¢ 5
Done & Local intranet #100% ~

* At any time after the required information has been documented in the inquiry, the user can go
to the Resource Home Inquiry screen in the inquiry and change the Status to “Pending
Approval” in the dropdown box. After the inquiry has been updated to “Pending Approval”
status, select Save, then the inquiry can be linked to a Resource Home record.
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After saving the Inquiry
Record, user will be
returned to the Inquiry
List screen.

Now user can begin to
create a Resource Home
record for approval.

To begin, simply locate the
desired inquiry record and
click on the link hyperlink
associated with the record
(the link hyperlink is only
available once the inquiry (
record has been placed in
“Pending Approval”
status).

ly and Child Tracking System

| help |

q .
I /pe: v v
N — —
v son:
Sort Results By: v
==

Inquiry Information
Result(s) 1 - 1 of 1

|| Inquiry Name | InquiryDate [ InquiryType | Inquiry Sub-Tvpe |
lect

Regular

Status

Page 1 of 1

HELP & TRAINING | PRIVACY & SECURITY |

Dane &J Local intranet

CNV version _1.58.0.0421101130 +

H100% -~

Note: This screen could have many more inquiry records listed, depending on the amount
that the selected Organization has assigned to it; user can better define the list by
filtering on any of the options in the dropdowns or user can filter by name.
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Once user has clicked
link , user is taken to the
Potential Resource
Home Matches screen.

On this screen, TFACTS
displays any potential
matches for the inquiry
from existing resource
home records. If the
system returns a correct
match, it will be listed on
this screen and the user
will click “link” to re-open
the resource home. If no
matches are returned,
user will click Add New
Resource Home.

CNV home | search | help&training | logoff

Logged In:

| help |
Resource > Inquiry > Inquiry List > Potential Resource Home Matches

Potential Resource Home Matches

| SN | DO0B | Type | SubType | Address |  Organization |

Add New Resource Home

HOME HELP&TRAINING |  PRIVACY & SECURITY | CNV version _1.58.0.0421101130

* Note, if user tries to link an inquiry to a home that is in current
Active status, and it is definitely a correct match, the home will
have to be closed by the owning organization before an inquiry
can be linked to it. This could happen in situations where an
existing resource home is seeking to become a resource home
for another organization while still in active status in their existing
organization.
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SIT home search | help & training | customer care | log off
Logged In:
| help |

Resource > Inquiry > Inquiry List > Potential Resource Home Matches

select | ast Name, First Private Provider Resource Regular OOLTEWAH, TN Youth Villages,
link Home 37363 Inc.
select | ast Name. First Private Provider Resource Regular OOLTEWAH, TN Youth Villages,
i Home 37363 Inc.
e i e If you know the Resource Parent has a prior
history of fostering yet they are not returned
[ close | as a potential match, you should contact

your regional FCCR for assistance with
finding the resource record.”

HOME | HELP & TRAINING | PRIVACY & SECURITY | SIT version _1.180.0.0824120630
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horme ssarch belp B tramng oo off

alka
=

¥ tent o rCw ' Mt g
|y | ceMomeName | SSN | 008 | Jvee |  Sub-ivee |  Address | __ Orcanization |

Windows Internet Explorer

<> You are about to create & fow Besturce Mome using ths Resource Ingury. This will aiso change the Ratus of the
H’/ InQury to Compieted. Once thes action 5 taken, & carnot be reversed. Do you want to continue?

|

HOME | HELP B TRAINING PRIVACY & SECURITY UAT versien _1.69.0

fsacwes b A3 v orviden .30 S Local ntraret $100% -

» After selecting the Add New Resource Home button, a pop-up box will ask
user if they wish to continue. Select “OK”. User will be taken to the Resource
Summary screen for that resource home record.
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Resource > Workload > Resource summary A
Basic Address/Contact Relationships Preferences
— Resource Header
Resource Name: ID: Type: Sub-Type: Regular
Resource Name T
[ I ResourceName | Begin Date End Date [ ]
—Resource Type Information
Result(s) 1 -1 of 1 Page 1 of 1
] Resource Type Sub-Type Current Approval Status Type Begin Date Type End Date | |
Regular Pending Approval
Closed/On Hold/Suspended Information
View C/OH/SA Histo
Result(s) 1 - 1 of 1 sge Lof 1
[ | C/OH/SA |  Standing | = Reason | Begin Date
Add C/OH/SA
Resource Reference Information
[ ] Reference Type Reference Number Description |
= =3
v

Done &J Local intranet #100% ~

Here information from the inquiry has been pulled over. ( If this is a previous home
you can view the home’s past history.)
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CNV home | search | help & training | log off
Logged In:
| help |

Resource > Workload > Resource Summary

A

“ Address/Contact Members Relationships Preferences
Resource Header
Sub-Type: Regular

Resource Name: ID: Type:

Resource Address

| Jvpe | Address | BeginDate | EndDate | |

select Residence

Resource Contact

[ [  Type | Details |  Primary [ |
select Cell Yes delete

| save J§ cancel |

HOME | HELP & TRAINING | PRIVACY & SECURITY | CNV version _1.58.0.0421101130

» If user clicks on the Address/Contact screen, they can select on the address to
change the Address Type (however a resource home has to have a “Residence”

type address).
» User can select the contact to change the Contact Type and the Phone Number .

* |f a new address needs to be added for the Resource, it will need to be done
through the home study.
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Logged In:

CNV home | search | help & training | log offJ

| help |

Resource > Workload > Resource Summary

A
Basic Address/Contact < Members ) Relationships Preferences

Resource Header

Resource Name:/ 1D: Type: DCS Resource Home  Sub-Type: Regular
Current Active Members Q T
View Member Histor
=N
. Name | Gender | _DOB_ | Age | _ Role | Begin Date

training ’

Resource Co-Parent
skills

raining
S

Resource Parent

Household Marital Status

Significant Other/Spouse

* Note: Marital Status Information can be maintained through Person Profile pages of the Resource Parent

Avply Il save f§ cancel |

HOME | HELP & TRAINING | PRIVACY & SECURITY | CNV version _1.58.0.0421101130

» Click on the Members tab to view the members already listed for the
home.

* Note: New members are entered through the home study, and not from this
screen.
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CNV home | search |  help & trainin | log off
Logged In:
| help |
Resource > Workload > Resource Summary
Basic Address/Contact Members Relationships
Resource Header
Resource
ID: Type: Sub-Type: Regular

Active Members ¥

View All Relationships

HOME | HELP & TRAINING | PRIVACY & SECURITY | CNV version _1.58.0.0421101130

» Click on the Relationships tab to view and/or enter any unspecified
relationships. If any household members have unspecified relationships
they must be specified.

» Click the Select hyperlink next to the member’s name that has an
unspecified relationship for each.
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hoee search help A tramng lea eff

Kesource Name 10 Type DCS Resource Home Sub Type: Expedted

———
et Grandmaothe FS
»reat aNdson
reat Crant Cor i bt
TN s N r” SPCCAUYTE
reat eat andf atha

HELP & TRAINING Mothe e VAT versien _1.69.0

» Choose from the dropdown box the
corresponding relationship that the
person has to the individual you
selected.

* Click Save.
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Basic Address/Contact Members Relationships m
Ki
Kevourie neeE D “
10 Type DCS Resource Home  Seb-Type Expedted

Name

en Al Relabooshis
L Mame | Numberol Unspecified Relationships

LK o

‘l,”
HOME | MOLP A TRAINING PRIVACY A sacumITY | VAT versien _1.69.0

» After clicking “Save,” you are returned to the Relationship Tab area.
The unspecified relationships now reflect a zero. Select “Apply " to
save information and move to the next tab.

hare search Mtip A training g eff



TFACTS

Tennessee’'s Family and Child Tracking System

CNV home | search | help & training | log off | ™
Logged In:
| help |
Resource > Workload > Resource Summary

e —
Basic Address/Contact Members Relationships
Resource Header
Resource Name: ID: Type: Sub-Type: Regular
Demographic Preferences
Gender: * v Number of Children : willing to accept Sibling Group 2: * v
Characteristics
0 = Resource family has demonstrated an ability and willingness to parent children who experience this condition or who displayed this
behavior.

1 = Resource family have some previous experience or training AND is willing to parent children who experience this condition or who display
this behavior, but has not demonstrated an ability to do so.

2 = Resource family does not have past experience or training BUT is willing to learn how to parent children who experience this condition or
who display this behavior.

3 = Resource family is not willing to parent children who experience this condition or who display this behavior.
4 = Not selected.

 The Preferences tab contains two items of information
that must be completed at this point, if it's not already
been entered, before user can click Save and leave the
Resource Summary . The fields required under

¥ Developmentsl Wowds (Incompiete) Preferences are marked with a *red asterisk, Gender

# Family Situation (Incomplete) and Willing to Accept Sibling Group?

# Age (Incomplete)

# Behavioral and Emotional Needs (Incomplete)

Done

* Click Save, which will return the user to the Resource
Overview screen for the resource home record.
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This is the Resource Overview screen which is your main page for the Resource. Use your left hand
_navigation box to the left of this screen to navigate through different functions of this area.

home | search | help & training | customer care | log off ‘
Logged In: Lost Nome, First
Resource
Workload

| help |
Resource Overview Resource Overview
ResOUTCERETOTanG Resource Name: Last Name, First Organization: Northwest Region
Forms/Notices Type: DCS Resource Home Sub-Type: Regular

Resource ID Status: Approved
- Primary Address: Primary Contact: Cell(731)
Checklist TN 38382 Gibson Northwest
) Approval Begin Date: 08/11/2011 Approval End Date: 08/10/2013

Placements/Services Approved Capacity: 2 Gender: Both
Home Study S « The Assignment Information  area on this screen
Linked Inquiries i identifies the workers assigned to the resource and their
S | role(s). Case assignment is critical in order for the proper
Corrective Action Plans Resource Actions . . .
Current Placements/Waitlist | | | Maintain Resource Information user to enter data and receive alerts and notifications.
et . . Case assignment will also trigger alerts regarding cases
Incident Reports Assignment Information

Avl. Serv./SH Agrmts/Pmt.

awaiting approval.
————————————— . Select “Create Assignment " if you are no longer working

Last Name, Firs 09/05/2007 on this case and wish to assign it to another user.
o orzezoie e Qtherwise continue to the next screen to begin working on
your Home Study.
* An assignment can only be made to another supervisor
through this screen. To assign the resource home to an
= employee you supervise, you must do that on the
HOME | HELP & TRAINING | PRIVACY & SECURITY | “ASSignmentS” tab

Contracts

Sites
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 Gotothe B SR
“Assignments ” ‘
tab. Select the
individual to .
which the  naoni]
assignments will
be given.

HOME HELP & TRAINING PRIVALY & SECUSITY I PRD versien _1.69.0

J Trusted stes H100% -




TFACTS

Tennessee’s Family and Child Tracking System

| =y PRD home | search | help & training | logoff | &
@ TFACTS
\ Logged In:

Assignments

| help |

Work Assignments
Assignments for: Self v m

= )

O
D; e Select the Resource
O Home in which
i assignments will be given.
O
0
ﬂ rker]
O
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Assignment Roles
1 nmentRole
[ Supervisg

[[] Adoption Case Creator

[[] Adoption Worker

[:] Assessment/Investigation Supervisor ) )

[[] Assessment/Investigation Worker > The begln date WI" dEfaU": tO the

[ CIR Responder current date on the top of the

[[] Closed Adoption Reviewer screen.

] [—— « Select the “Primary Case

amily Service Worker

= pp——— Worker ” box and the “Resource

[J IL Program Reviewer Home and Assessment Worker "
Inquiry Decision Maker bOX

E’ ke Specalt « Select “Save” at the bottom of the

Placement Service Division Worker

[] Private Provider Worker screen.

[[] RA Designee

[C] Residenti

< .
Done \ J Trusted sites H100% -
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3 home | search | help &training | customercare | log off
@ TFALTS

Logged In: Last Name, First

Resource Administration

Workload
| help |
‘P Resource Overview Resource Overview

Resource Recording Resource Name: Last Name, First Organization: Northwest Region
Forms/Notices Type: DCS Resource Home Sub-Type: Regular
= s Resource ID: Status: Approved

OCumen Primary Address: Primary Contact: Cell(731)
Checklist TN 38382 Gibson Northwest

, Approval Begin Date: 08/11/2011 Approval End Date: 08/10/2013

Placements/Services Approved Capadity: 2 Gender: Both
Hore Shid Resource Alerts

! i No Ticklers Available.
Linked Inquiries
Merge History
Corrective Action Plans Resource Actions

Current Placements/Waitlist
CPS Activity
Incident Reports

Assignment History
Avl. Serv./SH Agrmts/Pmt.

Last Name, First

09/05/2007 Primary Case Worker Northwest Region

Contracts
Sites Last Name, First 09/05/2007 Resource Home & Assessment Worker Northwest Region
Last Name, First 07/26/2010 Resource Home & Assessment Worker Northwest Region
Create Assignment
HOME |  HELP & TRAINING | PRIVACY & SECURITY | UAT version 1.116.3

Roles are reflected in the Assignment Information Box. The effective date is the
date the assignments were made.
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home | search | help &training | customercare | log off

Logged In: Lost Nome, First

Directory
| help |

Resource Qverview Resource Header

Resource Recording E:i:’::'ce Last Name, First ID: Type: DCS Resource Home  Sub-Type:  Regular

;Zrc:::::mes Maintain Home Study History

et - Click on the Home Study link to your left. This will

Placements/Services ot 77 take you to the Maintain Home Study screen.  This
@ et Reassessment o200 jS Where the Resource Home Study is entered and

e o .10 DECOMES an approved resource home in TFACTS. |t

erge History report . .

Corrective Action plans =1 is also where a user will go to add home study re-

CusentPlaementaatist | pp e Y gngroyals/addendums.  Click Add Home Study

CPS Activity i )

Incident Reports e T button to continue to the Home Study Details

vl Serv./SH Agrmts/Pmt Screen.

contracs If you are trying to reactivate a resource home and

- you don’'t see a home study here, that may signal a

HOME | HELP & TRAINING | PRIVACY & SECURITY |

problem. Stop and double-check this before
proceeding.

*Note: this screen could have several home studies listed, depending on how many times
the home has went through the home study or addendum process.
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Recorded By
RELCOTUCU DY

+

Approval Types

HOM | HELP&TRAINING |  PRIVACY &SE

NV home | search | help & training \ log off
Logged In:
| help |
Resource » Workload » Home Study
Resource Header
Resource Name: ID: Type: Sub-Type: Reguiar
Home Study Details
N StUdy Type: : =
Begin Date: 9

In the Home Study Details screen, enter the appropriate
Begin Date (the date the home study process began) and
Approval Types (more than one approval type can be
selected). User can also link a specific child of interest to the

home.

Click Save

The Internet Links and Home Study Topics screen appears.
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Directory A

* Inthe Internet Links section, | belp |

use the links to perform the Resource Header

i i s i Type: sub-Type:  Regular
required internet checks for ‘
your applicants. b S
Begin Date:

* Inthe Home Study Topics Recorded By:

section, click on each link to Approval Types

access a topic and complete | =

the required information per Internet Links

home study process.

Abuse Reqistry Clearance

Methamphetamine Offender Reqistry Clearance

*Note, the Training Clearanes
Completed topic does not Stte Sexual ffnder Registry Clearace
have to be completed for the DRl
Home Study to be approved.

The RHET Checklist topic is

completed by the RHET

National Sexual Offender Reqistry

- Toic___________________| Complete
team, and dOGS nOt have tO Basic Resource Home Information (Name, Household Members, Address, Contact and Preferences)  Not Completed
be completed for the home Verficatons Not Completed
study to be approved. The el Not Completed
Child Specific topic is only L MConpited
Home Environment Not CGmD‘ETEd

required for Expedited
Homes.



TFACTS

Tennessee’'s Family and Child Tracking System

Resource Financial Administration

| help |

Resource > Workload > Resource Summary

Basic Address/Contact Members Relationships Preferences
C ) S~ NSNS

Resource Header
Resource Name: ID: Type: Sub-Type: Regular

— Current Active Members
View Member History

.|l ______Name | Gender | ____DOB | Age | ___________Role | _ BeginDate | |

select I Resource Co-Parent H ''''' n

select Resource Parent

Household Marital Status-

Significant Other/Spouse

* Note: Marital Status Information can be maintained through Person Profile pages of the Resource Parent

[ Apoty [ sove § concer |

HOME | HELP & TRAINING | PRIVACY & SECURITY | CNV version _1.59.0.0427100630

%.J Local intranet * 100% ~

e Under the Basic Resource Home Information topic, enter the Resource
Summary information that was not previously entered, such as additional
Members of the home if applicable, Relationships , and the Preferences .
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behavior.

1 = Resource family have some previous experience or tra
this behavior, but has not demonstrated an ability to do s

2 = Resource family does not have past experience or trai
who display this behavior.

3 = Resource family is not willing to parent children who e
4 = Not selected.

¥ Age (Incomplete)
+ Behavioral and Emotional Needs (Incomplete)

+ Developmental Needs (Incomplete)

¥ Familv Situation (Incomplete)
Done

amily has demonstrated an ability and willingness _to parent children who experience this condition or who displaved this

] - . .
Tennessee’s Family and Child Tracking System
7 \V‘ TFACTS ‘ CNV home |L‘ sear‘(‘h- | help & training | log off S
| help |
Res 1 d I S manr
e —
Basic Address/Contact Members Relationships < Preferences )
Reso e Header
Resourlc“e Nan:e:! I ID: Type: Sub-Type: Regular
g caphic Preferences
Gender: * ) Both v Number of Children : @19 to accept Sibling Group) YES &
€

Under this Preferences Tab , user already entered
Gender and Willing to Accept Sibling Group  at the
point the inquiry was linked to resource home record.
The Characteristics section information more than
likely has not been entered yet.

« Click on the + sign to expand each characteristic
topic and rate each associated Description 0
through 3 per the Characteristics scale provided on
the screen; the 4 rating is the default at “Not
selected,” and one of the other ratings must be
selected before it's considered completed.

*Note, this is the strengths and needs checklist typically
completed in PATH. This area will eventually tie in to a
matching function available in TFACTS that matches child
characteristics to resource preferences.
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U = RESOUICE Tamiy 1as demonsuated an aoity ang WIMMgIess to parent chnaren Wio experfence ths conartorn or Who displayea tis R
behavior.

1 = Resource family have some previous experience or training AND is willing to parent children who experience this condition or who display
this behavior, but has not demonstrated an ability to do so.

2 = Resource family does not have past experience or training BUT is willing to learn how to parent children who experience this condition or
who display this behavior.

3 = Resource family is not willing to parent children who experience this condition or who display this behavior.
4 = Not selected.

= Age (Incomplete)

Apply All : | IV

Infants (0 5 zars) ® O O O @)
Toddlers |~3= years) O ® O O C
Middle Childhood (6 - 12 years) @ O O O ®
Teenagers (13 years and older) O @) O QO ®

+ Behavioral and Emotional Needs (Incomplete)

» Mark each Description individually, or if the
same rating applies to all Descriptions under
the topic, user can choose that rating from the

S dropdown and it will apply it to all. Once all

¥ Medical Needs (Incomplete) topics have been done, user will click Save

and be returned to Home Study Topics

screen.

# Developmental Needs (Incomplete)

+/ Family Situation (Incomplete)
{ p )
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heme | search help & training leaoff | &

Resource Name: 10: Type: DCS Resource Home Sub-Type: Regular

me Study

Home Study Type: Intaal Assessor] Begin Date:

Abuse Registry

Authorization for Release of Information

S Under the Verifications link, the user is taken to
e the Verification Task List screen.
ﬁ * In the Maintain Verification Tasks  section,
| CourtChedks click Select next to the name to reach the
- Verifications Detail page.

| DCS Records Checks (CPS/SSMS Checks) ~
Done S Local ntranet +100% -~
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CNV home | sssss h | help & training [ log off
Logged I
| help |

Resource Header
Resource Name: 1D: Type: Sub-Type: Regular

Home Study

Home Study Type: Initial Assessor: Begin Date:

. —

Not Applicable
Pending Waiver
Verified

Apply ‘ Save I tancel

HOME | HELP & TRAINING | PRIVACY & SECURITY | CNV version _1.59.0.0426101130

» In the Verification Details , enter the appropriate Status and Date,
and narrative if desired.
» Click Save and to go back to the Verification Task List

Done %J Local intranet H100% -~
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I @cation Task List ) Verification Task Waiver

Resource Header
Resource Name: ID: Type: Sub-Type: Regular

Home Study
Home Study Type: Initial Assessor: Begin Date:

Maintain Verification Tasks ‘

Abuse Registry

Authorization for Release of Information

Autobiography

Birth Certificates

Court Checks

DCS Records Checks (CPS/SSMS Checks) b
Done «J Local intranet * 100% <

» On the Verification Task List , the recorded status is now displayed.

« Continue to verify each task on this list for the corresponding members of
the home.
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Intake | Resource

e Once TOpiCS have Directory
been entered, they will | oo

s | F 3 s
Resource Name: Last, First Name 1D Type: Home

automatically become s e

Organization: Omni Visions, Inc. Home Study Type: Initial
m arked a.S Begin Date: 01/23/2012 Assessor: Last, First Name
Recorded By: Last, First Name Created Date: 06/26/2012
Completed
. Foster

Internet Links

| heip |

Sub-Type: Regular

- i
Abuse Registry Clearance
® U n d e r th e Safety National Sexual Offender Reqistry Clearance E
. . State Sexual Offender Reqgistrv Clearance
Au d It I I n k e nte r TN Felony Offender Database Clearance
! Methamphetamine Offender Registry Clearance
. .
information gathered ome sy Topic
f h f _ Resource Recording
or the Home Sa ety Topic
- Basic Resource Home Information (Name, Household Members. Address, Contact and Preferences) opicre
Checklist . @ty
Safety Audit onpreted
References Completed
Home Environment Completed
H H H 1 Training Complet Not Completed
* Clicking on this link
. RHET Checklist Not Completed
will take you to the

Home Safety R
Checklist main page. = e
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| help | A
| Home Safety Checklist I
Resource Header
Resource Name: ID: Type: Sub-Type: Regular

NIH |II” Initial Assessor: Begin Date:

Home Safety Checklist
Household Requirements (Incomplete)

5
Means of Communication (Incomplete)

“Yes | No | WillComply | N/A _ [NotSelected| __ Descripon |

® O O O Telephone access available, land line not cellular.

® @) ® O List of emergency telephone numbers readily accessible.

o/

ire Safety (Incomplete)
rrangements (Incomplete) o . .
g Arangements Hneenpe) « Click the + (plus) sign in front

Weapons (Incomplete)
™

Medicines and Hazardous Substances (Incomplete) Of eaCh CheCk“St t0p|c to enter

+)

Sbecific Safety Precautions (Incomplete) .
Peta [inconplete] appropriate responses. Once

gutomobne Safety (Incomplete) done, user clicks Save to return
i D et S to Home Study Topics screen.

=3 B3 =3

HOME | HELP & TRAINING | PRIVACY & SECURITY | CNV version _1.59.0.0426101130 ,

&J Local intranet + 100% ~
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Home l Intake Case Resource Financial l Administration |
Directory
| help |

Resource Header

Resource Name: |ast, First Name 1D: Type: r'r;\r;a;e Bravider/Resoixce Sub-Type: Regular

Home Study Details

Organization: Omni Visions, Inc. Home Study Type: Initial

Begin Date: 01/23/2012 Assessor: Last, First Name

Recorded By: Last, First Name Created Date: 06/26/2012

Approval Types
Foster

Internet Links

e At the Home Study e

National Sexual Offender Registry Clearance

State Sexual Offender Reqistry Clear:

. :
Screen click R e

Methamphstamine Offender Registry Clesrance
References link Er—
.

| Resource Recording

Basic Resource Home Information (Name, Household Members, Address, Contact and Preferences) Completed
Verifications Completed
o il Completed
Completed

Iraining Completed Not Completed

Disposition Not Completed

RHET Checklist Not Completed

CNV home | search | help&training | logoff

Logged In:

% -
| helo | o
Resource Header
Resource Name: ID: Type: Sub-Type: Reqgular
Home Study
Home Study Type: Initial Assessor: Begin Date:

Maintain References

| | ReferenceName | Address |  ReferenceFor | _ ReferenceType | __ Assessment | |

* Under the References topic link, user will enter references for

e each resource parent by clicking Add Reference . User is taken
to the Reference Details Screen.
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NV home search help & traineng log off
Resource Name: 101 Type: DCS Resource Home Sub-Type: Re )
Home Study Type! Instial Assessor: ( Begin Date:
- -.l'_' r'.
Reference Name:
Person
Reference For: * Resource Parent v Reference Type: * Relatyve v
Date Received: * Assessment: * v
Positive
Negative

EErTE B3 )  Click the Link Person button to go to a

3 =5 =1 person search; if person is not found in
the system, user proceeds to Add
o 1 mnnam | sooamem Person . Once added, user will be taken

to search screen once again, searches,
and selects person from results.

» Enter the rest of the reference information
and click Save. You are returned again to
the Home Study Details Screen.
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c boma | sesrch |  beloStrgwing | MJ A
= | help |

@Info Living Conditions Outdoor / Neighborhood Transportation

ool sin s DCS ResourceHome  subType:  Regular

Home Study

Home Study Type: Initial Assessor: Begin Date:
Maintain Home Information
Description of Home is Applicable to the Following Priman res e Resource Home

Room Information

# of Bedroon [ # of Bathrooms: [ # of Be I |

Sq age of Home [ Handicap Accessible?: ]

« Once at the Home Study Detail Screen click the link
Home Environment and at this screen (shown)
continue to enter the appropriate home environment

| clear JENIE information into the following four tabs:

Local Schools « Home Info, Living Conditions,

PR S | Outdoor/Neighborhood, and Transportation

‘i 'I « Click Apply after entering information on each tab.

= * Then select Save to return to the Home Study Topics

links.
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Home Intake Resource Financial Administration
Directory
| help |
Resource Header
Private Provider Resource
Resource Name: |ast First Name 1D: Type: Hoina Sub-Type: Regular
Home Study Details
Organization: Omni Visions, Inc. Home Study Type: Initial
Begin Date: 01/23/2012 Assessor: Last, First Name
Last, First Name Created Date: 06/26/2012

Recorded By:

Approval Types
Foster

Internet Links

Abuse Reqistry Clearance

National Sexual Offender Registry Clearance
State Sexual Offender Reqistry Clearance

TN Felony Offender Database Clearance
Methamphetamine Offender Registry Clearance

m

Topic

Basic Resource Home Information (Name, Household Members, Address, Contact and Preferences) Completed
Verifications Completed
Safety Audit Completed
References Completed
Home Environment Completed

Not Completed

Click on
Disposition .

Disposition Not Completed

Not Completed
Not Completed

Specific Child

Close L

J/ Trusted sites | Protected Mode: Off @ v R15% ~
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* Under the Disposition

topic, the worker will answer (¥ i L e U et | ey
guestions in the first section. ' el |
Resource Header
. Worker Wi" Change the Resource Name: ID: Type: DCS Resource Home Sub-Type: Regular
i iti Home Stud
dISpOSItlon Status to HomeStudvT:'pe: Initial Assessor: Begin Date: |
pending approval . At that R
. . . Maintain Home Study Disposition
p0|nt, the SUprVlSOf WIII Applicants have been informed of A ce program? Yes |V
recelve an alert tO go |n and Agenc eview Program has been Explained to Applicant(s)? Yes ¥
approve the home ~Hfmeh::Ir;ard:ﬂtcj“l:capprw&d
**Dispositions can only be
approved by a supervisor . =
SPOSI0 nation
i SU perVISOI' enterS Disposition: * Pending v
appropriate disposition of Supervsary Approval Date: oot [ovt |
o I Approved Expedite: o L
home Study, Approved Verbal Approval Date: g:gf:c‘,lw bally Approved By:
CapaC|ty, and Gender Approval Begin Date: M'c val End Date:
Approved For , and clicks e Pending Denal der Approved For: v
Save.
o e ,,

b On Home StUdy TOplCS Done & Local intranet H100% -
screen, user clicks Close.
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home | search | help &training | customercare | switch organization | log off
Logged In:
Resource Financial Administration
Workload
| help |
P Resource Overview Resource Overview
Resource Recording Resource Name: Resource Name Organization: omni Visions, Inc.
Forms/Notices Type: Private Provider Resource Home Sub-Type: Regglar
3 t Resource ID: ID Number Status: Pending Approval
ocumen! ;
S Primary Address: 000 Main Steet, Clarksville Primary Contact: Home (931)000-0000
Checklist TN 37042 Montgomery Mid Cumberland
| | Approval Begin Date: Approval End Date:
Placements/Services Approved Capacity: Gender:
Resource Alerts
Home Stud A .
No Ticklers Available.
Linked Inquiries
Merge History
Corrective Action Plans — Resource Actions
Current Placements /Waitlist Maintain Resource Information
CPS Activity

Assignment Information

Incident Reports .
Incident Reports Assignment History

Avl. Serv./SH Agrmts/Pmt L____WorkerName ____| ___Effective Date |
= g = Worker Name 06/26/2012 Resource Home & Assessment Worker Omni Visions, Inc.
Contracts T R
- Worker Name 06/26/2012 Primary Case Worker Omni Visions, Inc.
Sites i o
Worker Name 06/26/2012 Inquiry Decision Maker Omni Visions, Inc.

Create Assignment

** Once a home study is approved, it is locked and can  not be edited. Any corrections
will have to be entered through a new home study re  assessment **

On the Resource Overview screen, the home is now sh  owing a Status of “Pending
Approval”.
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home | search | help & training | customer care | log off
Logged In:
Resource
Workload
| help |
b Resource Overview Resource Overview

ARt ce R Resource Name: Organization: Omni Visions, Inc.

. Type: Private Provider Resource Home Sub-Type: Regula
Forms/Notices

Resource ID: Status: Approved
Document Primary Address: Mempbhis, Primary Contact: SHLEE
Checklist TN 38109 Shelby Shelby
: Approval Begin Date:  04/21/2011 Approval End Date: 04/20/2013

Placements/Services Approved Capacity: 2 Gender: Both
Howie Shid Resource Alerts
Linked Inguiries l” [Not Mandatory] - Incident Response Alert - Incident # 07/25/2011 is submitted for your review
Merge History 07/25/2011
o etve ActioniDlans ”’ [Not Mandatory] - Resource Home is due a Reassessment by A Home Study for was

Erreat completed on 04/21/2011 04:00 PM 07/04/2012
Placements/Waitlist
SPS Activit Resource Actions

Incident Reports Maintain Resource Information

Avl. Serv./SH Assignment Information
Agrmts/Pmt. Assignment History

Contracts Effective Date |__Role | Organization |

Sites

HOME | HELP & TRAINING | PRIVACY & SECURITY | PRD version _1.115.3
When the home study disposition is ‘Approved’ the Status field located on the Resource
Overview screen ALSO displays as ‘Approved’ and the approval period information is
populated.
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home | search | help & training | customer care | log off

Resource

Directory
| help |

Resource Overview Resource Header
Resource Private Provider R

Resource Recording : 3
Name: 10 Tvps esource Home

Forms/Notices
Maintain Home Study History

Document —

Checklist [ Home Study Type | Begin Date { Disposition , Approval Date | Approval End Date | _Organization [ |

select

Sub-Type: Regular

Initial 04/20/2011\ Approved 04/21/2011 04/20/2013 Omni Visions, Inc. & ¢
ents/Services report ocumen

Plagem

Home Study
wked Ingus

Merge History

Corrective Action Plans

Current

Placements/Waitlist
CPS Activity
Incident Reports

Avl. Serv./SH
Agrmts/Pmt.

Contracts

Sites

HOME | HELP & TRAINING | PRIVACY & SECURITY | PRD version _1.115.3

The Home Study screen also shows a Disposition of Approved.
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Resource Home — Reassessment

These instructions will detail how to enter a
re-assessment on a Resource Home.
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* Providers will be
able to access their
resource homes
from the Directory or el
from their assigned ven o o ¥ s
cases. For training " ———
purposes, we will B covia e v
access the Home el *
through the e e
Directory. - —
& Advanced Seach Criteny
* First, select the bt | Gortem |
appropriate .
resource home from i) 134 e 191
your search results. s —
ey tve 005 Resowrce e tegiv

N i vt L1 ¢
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home | search | help &training | customercare | log off
Logged In: Lost Nome, First
Resource Administration
Directory
| help |

Resource Qverview Resource Header
Resource Recording ﬁ:?::'rce Last Name, First 1D: Type: DCS Resource Home  Sub-Type:  Regular
Forms/Notices
Document Maintain Home Study History
Checklist [ | Home Study Type Approval Date Approval End Date Organization [ |

seledt  poassessment 07/25/2011 Approved 08/11/2011 08/10/2013 Northwest Region S,
Placements/Services report seument

seled  poassessment 08/25/2010 Approved 08/11/2010 08/10/2011 Northwest Region 4

report document

select :
Merge Histo Reassessment 08/11/2009 Approved 08/11/2009 08/10/2009 Northwest Region document
Merge History report ——
Corrective Action Plans
Current Placements/Waitlist select Initial 08/11/2008 Approved 08/11/2008 08/10/2009 Northwest Region St

report
CPS Activi
Incident Reports ( Add Home Study | Add Addendum
| N

S  Click the Add Home Study button.

Sites

HOME | HELP & TRAINING | PRIVACY & SECURITY | UAT version 1.116.3
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R R R R R B 1

[0 |
» Select the correct Begin Date (begin date is

(oo J e )
the date the reassessment process begins).

Lt | LA TALL, PRIVACY A MOwmTY

» Under Approval Types , check the
appropriate boxes that relate to the Resource
Home.

* Click Save.
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Intake Resource
Directory
| help |
Resource Header
Resource Name: |ast First Name 1D: Type: Ex;:na;e Provider Resource Sub-Type: Regular
Home Study Details
Organization: Omni Visions, Inc. Home Study Type: Initial
Begin Date: 01/23/2012 Assessor: Last, First Name
Recorded By: Last, First Name Created Date: 06/26/2012

Approval Types
Foster

Abuse Registry Clearance

National Sexual Offender Registry Clearance
State Sexual Offender Registry Clearance

TN Felony Offender Database Clearance
Methamphetamine Offender Registry Clearance

< Home Study Topics >
| Resource Recording

‘

Basic Resource Home Information (Name, Household Members, Address, Contact and Preferences) Completed

e Continue to the Internet Links and Home
Study Topics areas.

Home Envircnment

m

Verifications

Training Completed
Disposition

s * Inthe Internet Links section, user can
use the links to perform the required
= checks.
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e In the Home
Study Topics
section, user
clicks on each
link to access a
topic and
completes the
required
information per
home study
process.

* Continue to
next screen for
more
Instructions.

Training Completed
Disposition

RHET Checklist
Specific Child

Intake Resource
Directory
| help |
Resource Header
Private Provider Resour

Resource Name: Last First Name 1D: Type: Homaee SR Sub-Type: Regular
Home Study Details
Organization: Omni Visions, Inc. Home Study Type: Initial
Begin Date: 01/23/2012 Assessor: Last, First Name
Recorded By: Last, First Name Created Date: 06/26/2012

Approval Types
Foster

Internet Links

Abuse Registry Clearance

National Sexual Offender Registry Clearance

State Sexual Offender Reqistry Clearance

TN Felony Offender Database Clearance

Methamphbetamine Offender Reqistry Clearance

m ‘ Resource Recording

Complete

Basic Resource Home Information (Name, Household Members, Address, Contact and Preferences) Completed

Verifications Completed

Safety Audit Completed

References Completed

Home Environment Completed

Not Completed
Not Completed
Not Completed
Not Completed

/ Trusted sites | Protected Mode: Off

‘h v ®I5% v

m
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* You will need to make sure the Basic Resource Home Information is
complete.

* Under the Verifications tab you only need to complete the information that is
necessary for a re-assessment as per policy 16.8 (along with any updates).
However, you will need to check N/A on the items that are not required as part
of the re-assessment process/paperwork. (ex. Application date; eco map; in-
review forms, etc. these are due at the initial approval not the re-assessment
therefore they are N/A for purposes of the re-assessment.)

« Safety Audit should be completed in accordance with the Home Safety
Checklist (CS-0676)

» Select Disposition (See next slide).
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mm. )
)

= _ E—>  wm

e weamss ® Under the Disposition Information  tab,
select Approved from the Disposition drop down menu.

 Complete Approved Capacity and Gender Approved For .
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home | search | help &training | customercare | log off

Logged In: Last Name, First

Resource Administration
Directory
| help |
Resource Overview Resource Header
- Resource ;
Resource Recording = Last Name, First 1D: Type: DCS Resource Home  Sub-Type: Regular
Forms/Notices
Document —Maintain Home Study History
Checklist | | Home Study Type Approval Date Approval End Date Organization [

select

[ Reassessment 07/25/2011 Approved 08/11/2011 08/10/2013 Northwest Region documant
Placements/Services report document

< sclect Reassessment 08/25/2010 Approved 08/11/2010 08/10/2011 Northwest Region

} Home Study report document
: . S select Reassessment 08/11/2009 Approved 08/11/2009 08/10/2009 Northwest Region
Merge History report document
Corrective Action Plans _— N .
Current Placements/Waitlist EE Initial 08/11/2008 Approved 08/11/2008 08/10/2009 Northwest Region dociment

CPS Activity

A cayrriaminae | « Back under the Home Study

o Topic History, the disposition
— will now show as Approved.

HOME | HELP & TRAINING | PRIVACY & SECURITY | ion 1.116.3
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Resourc -
Name

____| Home Studv Type | Begin Date | Disposition | Approval Date | Approval End Date | Organization |

--------

ADDrovwed

s e Through the Home Study Link , Addendums are added by
selecting the “Add Addendum” button  under the Maintain
Home Study History box. The only topics that can be used for
an addendum are: Name Change, change Approval Capacity,
Contact Change, Change Approved Gender, Inactivate
Household Member, and Marriage. A Home Study
Reassessment must be recorded to ‘Activate Household
Member(s) and Change Resource Home Address’. Complete
steps for resource home reassessment.

R = S A e T N Y
-




LD ] search l"p A tramng

Private Prownder Res .
Hewource Name 10 Type > = Sub Type: Regular
urce Home

Home Study Type: * Assessor *

Begin Date: *

Seloct All that Apply: *

» Enter information in required fields noted by red asterisks. Select all
addendum topics that apply.

« Enter any comments in the narrative box.

* Click “Save” at the bottom of your screen.

log off

-~
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Resource Home — Entering a

Closed/On-Hold/Suspended
Status
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home search | help & training | customercare | log off

Logged In: Lost Nome. First

< Resource >
Workload
- w Resource Overview
Resource Name: Last Name, First Organization: Northwest Region

| help |

ResOn orain

Fonns/Nobeas Type: DCS Resource Home Sub-Type: Regular

—D . Resource ID Status: Approved

2ocument Primary Address: Primary Contact: Cell(731)

Checklist TN 38382 Gibson Northwest

7 Approval Begin Date: 08/11/2011 Approval End Date: 08/10/2013
Placements/Services Approved Capacity: 2 Gender: Both
HomeSHid Resource Alerts
. No Ticklers Available.

Linked Inquiries

Merge History

Corrective Action Plans Resource Actions

Current Placements/Waitlist Maintain Resource Information

CPS Activi

Incident Reports Assignment Information

Assignment History

Avl. Serv./SH Agrmts/Pmt. Effective Date
Last Name, First 09/05/2007 Primary Case Worker Northwest Region

Contracts

Sites Last Name, First 09/05/2007 Resource Home & Assessment Worker Northwest Region
Last Name, First 07/26/2010 Resource Home & Assessment Worker Narthwest Reaion

» User selects Home through Resource Directory or their
Workload.
_close |
o | weameme | ema ® ONCE 0N the Resource Overview screen, click on
Maintain Resource Information  under the Resource
Actions section (middle of the screen).
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STG home | search | help&training | logoff| #
Logged In: ¢ |
| help |
Resource > Workload > Resource Summary
Basic Address/Contact Members Relationships Preferences
—Resource Header-
Resource Name: 1D: Type: Sub-Type: Regular
Resource Name
.l ResourceName | BeginDate | End Date ||
Resource Type Information
Result(s) 1 - 1 of 1 Page 1 of 1
|| ResourceType [ Sub-Type [ Organization | Current Approval Status Type BeginDate | TypeEndDate [ |
Regular Approved
Closed/On Hold/Suspended Information
View C/OH/SA History
Result(s) 1- 1 of 1 Page 1 of 1
|| C/OH/SA Standing | Reason | Begin Date
@ e Click on Add C/OH/SA
Resource Reference Information
.| ReferenceType [  ReferenceNumber |  Descripon | |
select TNKids Resource Home Active Period ID TNKIDS Converted Resource Home Activation Period 1D delete
select TNKids Resource Home ID TNKIDS Converted Resource Home ID delete
[ —
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STG home search | help & training | log off
— | help |
Resource Header
Resource Name: ID: Type: Sub-Type: Regular
Resource Status Information
SuspengegREmission Closid
On-hold
Begin Date: * ’_ZLiiitrgcdld Admissions End Date: ]
HOME | HELP & TRAINING | PRIVACY & SECURITY | STG version _1.67.0
» Complete the Resource Status, Suspended
Admissions/On hold Reason , and Begin
Date fields; a future date cannot be entered.
Here, On-Hold has been selected.

* Click OK.
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The On-hold
status is
displayed on
the
Resource
Home
Summary
screen.

Resource > Workload > Resource Summary

Basic Address/Contact Members Relationships Preferences

Resource Header
Resource Name: ' ID: Type: Sub-Type: Regular

Resource Name

L ResourceName Begin Date | EndDate | |

(

Resource Type Information

Result(s) 1-1of 1 Page 1 of 1
| | _Resource Type | Sub-Type |  Organization | Current Approval Status | Type Begin Date Type End Date | |
Regular | Approved

Closed/On Hold/Suspended Information
View C/OH/SA Histo

Result(s) 1- 1 of 1 Page 1 of L
| standing |  Reason | Begin Date
seffct On-hold At Maximum Capacity

SNS~—————

Resource Reference Information

| ReferenceType | Reference Number | Description L

select TNKids Resource Home Active Period ID TNKIDS Converted Resource Home Activation Period ID delete

select TNKids Resource Home ID TNKIDS Converted Resource Home ID delete
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home search | help & training | customercare | log off
Logged In: Lost Name, First
Resource
Workload
| help |
 Resource Overview Resource Overview
RETTore—Re=reroTg Resource Name: Last Name, First Organization: Northwest Region
Forms/Notices Type: B DCS Resource Home Sub-Type: Regular
S R::.our(% ID: Status: Approved
== Primary Address: Primary Contact: Cell(731)
Checklist TN 38382 Gibson Northwest
7 Approval Begin Date: 08/11/2011 Approval End Date: 08/10/2013
Placements/Services Approved Capacity: 2 Gender: Both
Resource Alerts
Home Study
: 52 No Ticklers Available.
Linked Inquiries
Merge History
Corrective Action Plans Res e :
Current Placements/Waitlist
CPS Activity
Incident Reports Assignment Information ° TO end an On_hOId Or Suspended
Admissions status, click on the
Avl. Serv./SH Agrmts/Pmt. . ] ! . : :
Contracts Last Name. First 001G /5002 Maintain Resource Information link in
e Last Name, First 09/05/2007 : )
= Last Name, First 07/26/2010 the Resource Overview screen in the

resource home record.
e You cannot suspend and un-suspend a
— resource home on the same day.

HOME | HELP & TRAINING | PRIVACY & SECURITY | UAT version 1.116.3
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Basic Address/Contact Members Relationships Preferences

Resource Header
Resource Name: ID: . Type: DCS Resource Home  Sub-Type: Regular

—Resource Name

| ResourceName | BeginDate | EndDate [ |

Resource Type Information

Result(s) 1-10of 1 Page 1 of 1
| | Resource Type Sub-Type | Organization | Current Approval Status Type Begin Date | Type End Date | |
Regular Approved

r—Closed/On Hold/Suspended Information
View C/OH/SA History

Result(s) 1 -1 of 1 Page 1 of 1
| Standing |  Reason | BeginDate |
< -hold At Maximum Capacity 07/07/2010
v
Add C/OH/SA » Click Select next to the current status line.
r—Resource Reference Information
[ Reference Type |_Reference Number | Description .
select TNKids Resource Home Active Period ID TNKIDS Converted Resource Home Activation Period ID delete
select TNKids Resource Home ID TNKIDS Converted Resource Home ID delete
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STG home | search | help & training | log off
Logged In:
| help |

Resource Header
Resource Name: ID: Type: Sub-Type: Regular

Resource Status Information

Resource Status: * | On-hold D

Suspended Admission/On Hold Reason: *

At Maximum Capacity v

Begin Date: * |' 2] End :zat
(ancel

HOME HELP & TRAINING PRIVACY & SECURITY | STG version _1.67.0

» Enter the end date of the status in the Begin
Date field.

* Click OK.
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Resource > Workload > Resource Summary A

Basic Address/Contact Members Relationships Preferences

—Resource Header
Resource Name ID: Type: Sub-Type: Regular

r— Resource Name

.l ResourceName | BeginDate | EndDate | |

Resource Type Information
Result(s) 1 - 1of 1 Page 1 of 1

| | Resource Type | Sub-Type | Organization Current Approval Status Type Begin Date Type End Date | |

Regular Approved

—Closed/On Hold/Suspended Information
iew C/OH/SA History
Result(s) 1 - 2 of 2 Page 1 of 1

. | C/OH/sA |  Standing |  Reason | ___ BeginDate |
e « The On-hold status is no longer displayed. To view the C/OH/SA
- history, click the View C/OH/SA History link.

—Resource Reference Information

.| Referencelype | ReferenceNumber | Description | |

select TNKids Resource Home Active Period ID TNKIDS Converted Resource Home Activation Period ID

select TNKids Resource Home ID TNKIDS Converted Resource Home ID
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STG home | search | help & training | log off
Logged In:
| help |

Resource > Workload > Resource Summary

—Resource Header
Resource Name: ID: Type: Sub-Type: Regular

C/OH/SA History

C/OH/SA Standing | Reason | Begin Date | _EndDate |
On-hold At Maximum Capacity
Active

& S

HOME | HELP & TRAINING | PRIVACY & SECURITY | STG version _1.67.0

» Select Close to return to the Overview Summary Page.
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STG home | search | help & training | log off
| help |
Resource Header
Resource Name: ID: Type: Sub-Type: Regular
Resource Status Information
Resource Status: * | Closed v
Closure Information
. ing: | Good (¥
Family has decided not to foster at this time. v Standing:

qﬁﬁﬂ.’. ™ End Date: =

@ * When closing a Resource Home (refer to slides 67-69 to see how to
get to this screen), user will need to select a Closure Reason .

«wo  Based on the reason selected, the Standing will auto-populate to
Good, Bad , or Not Applicable .

» User will enter a Begin Date (note, this means “begin date” of the
closed status; user will not enter an “end date,” it will be left blank).

* Click OK.
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Resource Home — Resource
Recordings

Providers are not required to complete any Resource
Recordings for Resources. However, it is an available
feature for their use.
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The Resource Home ‘Activity Log’ has being replaced
with the ‘Resource Recording” module. This module
will function much like the TFACTS Case Recordings
module...you will have the ‘Expand’ feature on the
narrative, you can add an addendum to a recording
that is in ‘Completed’ status, and you can mark a
completed recording ‘In Error’.

Best of all, you will be able to generate and print a
summary report of the resource recordings.
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home | search | help & training | customercare | switch organization
Logged In:
Resource Financial Administration
Workload
P Resource Overview Resource Overview
ﬁw Resource Name: Home, Resource Organization: Davidson Region

E . Type: DCS Resource Home Sub-Type: Regular
orms/Notices N .

Resource ID: Status: Approval Past Due
Document ™ Ao, B — (O
S Primary Address: HERMITAGE, Primary Contact: Cell(615)
Checklist TN 37076 Davidson Davidson

D 03/30/2011 Approval End Date: 03/29/2012

Once you have a resource
home record in focus, click e

on the RESOURCE

RECORDING link in the fofommeton

brmation

left side (blue) navigaton e
-Name | EffectiveDate [ ____________________Role | Organization |

l I Ienu . 08/18/2010 Primary Case Worker Davidson Region

I 08/18/2010 Resource Home & Assessment Worker Davidson Region

Create Assignment

Sites

HOME | HELP & TRAINING | PRIVACY & SECURITY | UAT versit
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Resource Recording list page
BN VR . oirectory One difference between this page and the
N regular case recording list page is that you
} Resource Recording Resource Name: Home, Resource don’t have to enter any search criteria or click
P e the search button to have recordings display
— upon first entering the module. Resource

ey 1t it . RECOMINGS has default search/sort criteria of
ks it g ‘Draft, Completed, & System Completed’ so that

Linked Inguiries

Merge History v when you enter this module, TFACTS will

Corrective Action Plans

Current Placements/Waitlist Clear Form aUtOI | Ia.tlca.” dlS Ia a“ reCOlen S fOl' the
m _
resource that have one of those statuses.

Avl. Serv./SH Agrmts/Pmt.

Contracts

. You can always change the criteria, or clear it
T out altogether and click search to modify the

Sites

Let’s address the ‘Add Notice that you have an ‘Add Recording’ button
Recording’ button first. <= and a ‘Print’ button on the list page. These

To add a Resource -nome conce PUttONS @ppear both at the top and the bottom
Recording, click the ‘Add of the listing of recordings.

Recording’ button. =
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This is the Resource Recording detail
page.

Name: Home, Resource

Activity Date is a REQUIRED field. This
date represents the data that the activity

Activity Date: ++ [ 3 you are documenting actually occurred.

[S—TT T Activity Type is also a REQUIRED field.

e rr—— Only one activity type can be selected for

each resource recording. Values are:

“* 7o add participants to """ Annqunced Visit, CAP Review, F)CS Of_flce,
your Resource EmaH/Text/Correspondence_, Exit Interview,
Recording, click the Other Contact, PAR/Licensing, Pho_ne,
‘Add Participant’ Resource Home Concerns, S_uperwsory
button. Conference, Unannounced Visit.

| Expand | | clear JEFEEEN
Status: * | praft v

HOME | HELP & TRAINING | PRIVACY & SECURITY | UAT version _1.114.4
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UAT home | searc
s ling Re i I
Re
source Name: Home, Resource

Select Person
=l Child Present (3)
| Name | oos ] e

O Child Present 4

| 12/28/2010 Child Present

O 05/19/2009 Child Present
= Resource Member (1)
|| Name | DOB |

[ Home, Resource 05/20/1949 Resource Parent

# Assigned Worker (1)
# Person (0)

x Other Worker (0)

HOME | HELP & TRAINING | PRIVACY & SECURITY |

This is the ‘Add Participants’
window. It looks and functions
basically the same as the
participants’ window in case
recordings.

Child Present participant
category is populated with the
names of any children/youth who
were placed with the Resource
on the Activity Date.  This
means that if the child has
already been removed from the
resource by the time you create
your recording, as long as you
enter an activity date that falls
within the timeframe that the
child was placed with this
resource, the child’s name will
be available here for selection.

=]
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source Name: Home, Resource

SO Resource Member will list the names of the
S Chid Present (3) members of the Resource home. Assigned

Eu - L= worker will populate with the name(s) of
O e ceree | WOPKEFR @assigned to the Resource home.
o snezees st _LP@rson and Other Worker will allow you to

= Resource Member (1) /
m | Name

[ Home, Resource

: search the TFACTS database for other

<o PEISONS OF employees who may have
participated in the activity in some way but
do not have an active assignment or other
affiliation with the Resource Home.

® Other Worker (0)

| save [} cancel |
ﬁ' | HELPaTRANNG |  PRVACYSSECURTY | You always have the ability to ‘delete’ a
Choose your participants participant or add additional participants as

and click ‘Save'. long as the recording is in ‘Draft’ status.
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UAl home [ search | help & training [ customer care T switch organization I Tog off
Logged In
| help |
Resource > Resource Recording > Recording List
Resource Header
Name: Home, Resource ID: Type: DCS Resource Home
Recording Detail
Recording ID: Recorded By: Recorded Date: 05/02/2012
Activity Date: + * |05/02/2012 [5]
Activity Type: * | Announced Visit v
Participant
Result(s) 1 to 2 of 2 Page 1 of 1
Participant Name | pateofBicth [ Rle [ ]
Home, Resource 05/20/194¢% Resource Parent delete
12/28/2010 Child Present delete

Add Participant

Narrative Details

f purpose, interactions

Narrative:

1. Applicants who wish to become a DCS resource parent must meet the following criteria:

a) Twenty-one (21) years of age, unless he or she is applying te be a resource parent for a sibling or other blo
b) A legal resident of Tennessee for at least six (6)months;

c) A United States citizen or have been approved by the United States Citizen and Immigration Service as a Le
d) May be married or single; and/or

e) Applicants will be approved regardless of gender, race, color, or naturalorigin;

2. Approval is @ mutual selection process and will be based on the applicant’s ability to meet specific approval 1
3. DCS or a Private Provider will accept a referral/request on an identified Tennessee resident who desires to b
gauest or application will be submitted in compliance with the Interstate Compact on the Placement of|

e mribmida af Tanaamana

e e B

Status: *

Draft v

[ Avply [ save [ cancel |

HOME | HELP & TRAINING | PRIVACY & SECURITY |

r further instructions on

The Resource Recording
narrative will accommodate
32,000 characters. If you want to
view the entire narrative, even
while you are recording it, click
the ‘Expand’ button.

UAT version _1.114.4




UAT home search | help & training | customer care | switch organization I log off
Logged In:
| help |
_R(‘.s(mr(n > Resource Rccordm(_) > Rec nrdm_g List > Rcrnr(hn_g_ [)ch_u!
Resource Header
Resource Name: Home, Resource 1D: Type: DCS Resource Home Sub-Type: Regular

Expand Narrative

Recording Narrative

1. Applicants who wish to become a DCS resource parent must meet the following criteria:
a) Twenty-one (21) years of age, unless he or she is applying to be a resource parent for a sibling or other blood relative. In this case, the relative applicant must be at least eighteen (18) years old;

b) A legal resident of Tennessee for at least six (6)months;

c) A United States citizen or have been approved by the United States Citizen and Immigration Service as a Legal Permanent Resident;

d) May be married or single; and/or

e) Applicants will be approved regardless of gender, race, color, or naturalorigin;

2. Approval is a mutual selection process and will be based on the applicant’s ability tc meet specific approval requirements and to promote DCS Standards of Professional Practice.

3. DCS or a Private Provider will accept a referral/request on an identified Tennessee resident who desires to become a resource parent for a child in the custody of another state. The referral/request or
application will be submitted in compliance with the Interstate Compact on the Placement of Children (ICPC) and this policy for a specific child/youth who is in the custody/quardianship/jurisdiction of
ancther state, or who may live outside of Tennessee.

Note: All adult household members or significant others (Paramours, fiancés, or partners) that have regular day-to-day access to the children placed in the home or provide a parental role (child care,
transportation, discipline, or other support to children) will need to enroll and complete PATH training at initial approval or moving into the home.

. Applicants who wish to become a DCS resource parent must meet the following criteria:

a) Twenty-one (21) years of age, unless he or she is applying to be a resource parent for a sibling or other blood relative. In this case, the relative applicant must be at least eighteen (18) years old;

b) A legal resident of Tennessee for at least six (6)months;

c) A United States citizen or have been approved by the United States Citizen and Immigration Service as a Legal Permanent Resident;

d) May be married or single; and/or

e) Applicants will be approved regardless of gender, race, color, or naturalorigin;

2. Approval is a mutual selection process and will be based on the applicant’s ability to meet specific approval requirements and to promote DCS Standards of Professional Practice.

3. DCS or a Private Provider will accept a referral/request on an identified Tennessee resident who desires to become a resource parent for a child in the custody of another state. The referral/request or
application will be submitted in compliance with the Interstate Compact on the Placement of Children (ICPC) and this policy for a specific child/youth who is in the custody/guardianship/jurisdiction of
another state, or who may live outside of Tennessee.

Note: All adult household members or significant others (Pa

wanspertation discnine, or ether suppert o cniaren) il - TS IS the Expand window in ‘edit’
mode...in other words, the recording is still
in ‘Draft’ status. Once the recording is
completed, the ‘Save’ and ‘Cancel’ button
will be replaced with a ‘Close’ button.

ride a parental role (child care,

|  PRIVACY & SECURMY | UAT version _1.114.4
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UAI home | search 1 help & training I customer care 1 switch organization | log ott
m Logged In:
| help |
Resource > Resource Recording > Recording List
Resource Header
e: Home, Resource ID: Type: DCS Resource Home Sub-Type: Regular

Recorded Date: 05/02/2012

Activity Date: + * |05/02/2012 2]

Activity Type: * | Announced Visit v

Participant
Result(s) 1 to 2 of 2 Page 1 of 1
____________ParticipantName [ DateofBith | _Roe [ |

Home, Resource 05/20/1949 Resource Parent delete
12/28/2010 Child Present

Add Participant

Narrative Details

Narrative:

1. Applicants who wish to become a DCS resource parent must meet the following criteria:
a) Twenty-one (21) years of age, unless he or she is applying to be a resource parent for a sibling or other blood relative. In this case, the relative applicant must be at least eighteen (18) years old;

b) A legal resident of Tennessee for at least six (6)months;

c) A United States citizen or have been approved by the United States Citizen and Immigration Service as a Legal Permanent Resident;

d) May be married or single; and/or

e) Applicants will be approved regardless of gender, race, color, or naturalorigin;

2. Approval is @ mutual selection process and will be based on the applicant’s ability to meet specific approval requirements and to promote DCS Standards of Professional Practice.

3. DCS or a Private Provider will accept a referral/request on an identified Tennessee resident who desires to become a resource parent for a child in the custody of ancther state. The
referral/request or application will be submitted in compliance with th ) .

e ) Once you are finished with the recording,
o T - f—ake sure to change the Status to

== ‘Completed’. Once a resource recording

v | meamane | mwensann | re@ches this status, it Is locked down from

further edit.

.114.4
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UAT home search | help & training | customer care | switch organization | log off
Logged In:
| help |
Resource > Resource Recording > Recording List
Resource Header
Resource Name: Home, Resource ID: Type: DCS Resource Home Sub-Type: Regular
Recording Detail
Recording 1D: Recorded By: Recorded Date: 05/02/2012
Activity Date: + * |05/02/2012
Activity Type: * Announced Visit
Participant
Page 1 of 1

Result(s) 1to 2 of 2

_ bateofBith | _Roe [

05/20/1949

Home, Resource

Resource Parent

12/28/2010

Child Present

Narrative Details

Provide a detailed summary of purpose, interactions, discussions, observa)

entation.)

Narrative:

Narrative Type: Original Entry Date/Time: 05/02/2012 12:24:
1. Applicants who wish to become a DCS resource parent must meet the followir
a) Twenty-one (21) years of age, unless he or she is applying toc be a resource
b) A legal resident of Tennessee for at least six (6)months;

c) A United States citizen or have been approved by the United States Citizen an
d) May be married or single; and/or

e) Applicants will be approved regardless of gender, race, color, or naturalorigin
2. Approval is a mutual selection process gnd will be based on the applicant’s ab

Cocpers | s nssendom

Status: * Comg

HELP & TRAINING |

HOME | PRIVACY & SECURITY |

If you need to add additional information to
the Resource Recording once it has

reached a status of ‘Completed’, you must =
‘Add an Addendum’.
Once the recording is in ‘Completed’

status, the ‘Add Addendum’ button is
enabled.

UAT version _1.114.4
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Tennessee’'s Family and Child Tracking System

UAT home

search | help & training | customer care | switch orqanization |

Logged In:

The ‘Add Addendum’ window in Resource
e teader Recordings looks and acts exactly the
D same as the one in Case Recordings.

Existing Narrative:

Narrative Type: Original Entry Date/Time: 05/02/2012 12:24:51 You Can add mUItiple addendums to eaCh
1. Applicants who wish to become a DCS resource parent must meet the following criteria: ) reco rd i ng .

a) Twenty-one (21) years of age, unless he or she is applying to be a resource parent for a
b) A legal resident of Tennessee for at least six (6)months;

c) A United States citizen or have been approved by the United States Citizen and Immigratil
d) May be married or single; and/or

e) Applicants will be approved regardless of gender, race, color, or naturalorigin;

2. A.r val is a njutgal SE!ECTICII"I! prcce.ss am? ‘.wllit-:& base.d on thelap;.zil_lcalnt_'s ability to me:eft EaCh addend u m hOId u p to 10 y OOO
characters.

Resource > Resource Recording > Recording List > Recording Detail

Addendum Narrative: *

Add your additional information here!Add your additional information here!Add your addition, Addend ums aISO have the ‘Expand’
feature.

T T 2
[oove B conce

HOME |  HELP & TRAINING | PRIVACY & SECURITY | UAT version _1.114.4
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Tennessee’s Family and Child Tracking System

UAT home | search | help & training | customer care | switch organization | log off
Logged In:
| help |
Resource > Resource Recording > Recording List > Recording Detail
Resource Header
Resource Name: Home, Resource ID: Type: DCS Resource Home Sub-Type: Regular

Expand Narrative

Recording Narrative

d)] TWETILY=UlE (Z1) YEaIS Ul ayt, UTNESS TIE UT STTE 1S dPPTYINY U UE 4 TESUUTLE Darerit TUT d STOINNY O UUNET DIoUU TEIGUVE. 11T UTS TISE, e TEIGUVE dPPITCarit TIUSL DT dl TE4SL EIYIIEET (1O ) YEJrS UlU;
b) A legal resident of Tennessee for at least six (6)months;

c) A United States citizen or have been approved by the United States Citizen and Immigration Service as a Legal Permanent Resident;

d) May be married or single; and/or

e) Applicants will be approved regardless of gender, race, color, or naturalorigin;

2. Approval is a mutual selection process and will be based on the applicant’s ability to meet specific approval requirements and to promote DCS Standards of Professional Practice.

3. DCS or a Private Provider will accept a referral/request on an identified Tennessee resident who desires to become a resource parent for a child in the custody of another state. The referral/request or
application will be submitted in compliance with the Interstate Compact on the Placement of Children (ICPC) and this policy for a specific child/youth who is in the custody/guardianship/jurisdiction of
another state, or who may live outside of Tennessee.

Note: All adult household members or significant others (Paramours, fiancés, or partners) that have regular day-to-day access to the children placed in the home or provide a parental role (child care,
transportation, discipline, or other support to children) will need to enroll and complete PATH training at initial approval or moving into the home.

. Applicants who wish to become a DCS resource parent must meet the following criteria:

a) Twenty-one (21) years of age, unless he or she is applying to be a resource parent for a sibling or other blood relative. In this case, the relative applicant must be at least eighteen (18) years old;
b) A legal resident of Tennessee for at least six (6)months;

c) A United States citizen or have been approved by the United States Citizen and Immigration Service as a Legal Permanent Resident;

d) May be married or single; and/or

e) Applicants will be approved regardless of gender, race, coli

2. Approval is a mutual selectxcngprccess anc?wnll be based or Once yOU have added an addendum and Practice.

3. DCS or a Private Provider will accept a referral/request on . . er state. The referral,-’requefst or
application will be submitted in compliance with the Interstate uardianship/jurisdiction o
aggther state, or who may live outs?de of Tennessee. Saved It, you Can expand your narratlve On E o

Note: All adult household members or significant others (Para e a parental role (child care,

transportation, discipline, or other support to children) will ne¢ the detail page to VieW it:

Narrative Type: Addendum 1 h Date/Time: 05/02/2012 12:34:04 Entered By:

Add your additional information here!Add your additional information here!Add your additional information here!Add your additional information here!Add your additional information here! v

HOME | HELP & TRAINING | PRIVACY & SECURITY | UAT version _1.114.4
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Tennessee’'s Family and Child Tracking System

UAT home | search | help & training | customer care | switch organization | log off
Logged In:
| help |
Resource > Resource Recording > Recording List
Resource Header
Resource Name: Home, Resource 1D: Type: DCS Resource Home Sub-Type: Regular
Recording Detail
Recording ID: Recorded By: Recorded Date: 05/02/2012
Activity Date: + * |05/02/2012
Activity Type: * Announced Visit
Participant
Result(s) 1 to 2 of 2 Page 1 of 1

______________ Par __pateofBith [ _Rle |
Home, Resource 05/20/1949 Resource Parent

12/28/2010 Child Present

Narrative Details

e a detailed summary of purpose, interactions, discussions, cbservations, assessment of progress, agreements
documentation.)

Narrative:

- == Ifyou need to mark a ‘Completed’ resource 5
S s ey, recording fIn Error, then just click the

b) A legal resident of Tennessee for at least six (6)months;

o) 5 uned stes cvzen o e peen sereved by e ket SN|@IKC [N EFFOFT button. Marking a recording
2 Abproval s 8 mutaal seecuen srocee and i ve e on i @rror Will NOT delete it or remove it from g
— the record. Instead, it gives it an ‘In error’

status so that the system knows to exclude

= E=5 _ it from reporting.

HOME | HELP & TRAINING PRIVACY & SECURITY

en (18) years old;

UATversion_1.114.4
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Tennessee’'s Family and Child Tracking System

UAT home | search | help & training | customer care | switch organization | log off

Logged In:

| help |
Hesource = fesource Recording = Recorqmo Lt = et SRS S the ‘Mark In Error’ window. |t looks and functions
e e, Recouree the same as Case Recordings. When marking a
R resource recording ‘in error’, you are required to enter a
SR 4/ __justification narrative to describe why this recording is
(s veconilg i vty cssuce cecoril Wrtedh (Oooodt
Once you have entered your justification narrative, click
=3 = = : 4 el
l Save’.
HOME | HELP & TRAINING | PRIVACY & SECURITY | UAT version _1.114.4
W}ﬁduws Internet Explorer

\__? / Are you sure you want ko mark this recording Mark-In-Error?

Lok || cancel |

If you are sure....then click ‘OK’,
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Tennessee’'s Family and Child Tracking System

customer care | switch organization | log off

home search | help & training |

UAT
Logged In:
| help |
Resource > Resource Recording > Recording List
Resource Header
Resource Name: Home, Resource ID: Type: DCS Resource Home Sub-Type: Regular
Recording Detail
Recording 1D: Recorded By: Recorded Date: 05/02/2012
Activity Date: + * |05/02/2012
Activity Type: * Announced Visit
Participant
Result(s) 1 to 2 of 2 Page 1 of 1
_______________ParticipantName | DateofBith | ___________________________________ _Rle [ ]
Home, Resource 05/20/1949 Resource Parent
12/28/2010 Child Present

Narrative Details
vide a detailed summary of purpose, interactions, discussions, o tions, assessment of progress, agreements, decisions and next steps. Refer to

bservations,

docur

- Now the recording is in ‘Created in Error’

Narrative Type: Original

) ey one (251 vears o s0eniees e | StatUS @and 1S locked from further edit. You s« e cioneen o) ears o

a) Twenty-one (21) years of age, unless he
b) A legal resident of Tennessee for at least

D ey e a0 srae e L cannot add an addendum to a ‘Created in

d) May be married or single; and/or
e) Applicants will be approved regardless of

3‘ 'fapﬂrova\ s a njuh_lal se.\ectlc!? process an Error) record i ng :

Status: * ' Error Date: 05/02/2012 Marked By:

HOME | HELP & TRAINING | PRIVACY & SECURITY |

‘essional Practice. 5

UAT version _1.114.4
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Tennessee's Family and Child Tracking System

Resource Overview

) Resource Recording
Forms/Notices

Document

Checklist

Placements/Services

Home Study

Linked Inquiries

Merge History
Corrective Action Plans

Current Placements/Waitlist

CPS Activity
Incident Reports

Avl. Serv./SH Agrmts/Pmt.

Contracts

Sites

HELP & TRAINING

| log off

home | search | help & training | customer care |

Resource

Directory
| helo |

Resource Header

ce Name: Home, Resource Type: DCS Resource Home Sub-Type: Regular

Ot prom o | ——— 3 So back to the list page...to view the
recording you just marked in error, change
Stots: [Crested n > your search criteria to ‘Created In Error’

status:

v

Recording List

[ nsarecoramg | prine

You can still view the recording...click the ‘select’ link.

5 Notice the red [A] ....this is a visual indicator to you on
the list page that a recording has an addendum
attached to it. (works for all recordings with
addendums, not just ones you marked in error.)

| PRIVACY & SECURITY |

Now for the moment you've all been waiting for...let’s try out the new ‘Print’ button!
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Tennessee’s Family and Child Tracking System

home | search | help & training | customer care | switch ization | log off | *

Resource
Directory
| help |
Resource Overview Resource Header
b Resource Recording Resource Name: Home, Resource 1D: Type: DCS Resource Home Sub-Type: Regular
Forms/Notices .
T Recording Search Criteria _ _
Checklist Activity F Date _r] Activity To Da I = _!
Placements/Services o b
tus: | Draft, Completed & System Completed W
Home Study Activity Type b
Linked Inguiries
Merge History Sort Results By: b
Corrective Action Plans F' t d t f. d th
Current Placements/Waitlist Clear Form IrS 1 you nee 0 In e
CPS Activity d 1 h t 1 t
S Erep i recordings you wisn to print.
T Enter the search criteria that will
Contracts Result(s) 1 to 45 of 45 A
Sites e e e DFING Dack the results you want
select 10/14/2011 Completed -
sisc 10/082011  Completed  phone and click the search button.
select 10/05/2011 Completed Announced Visit
select 09/20/2011 Completed
select 09/20/2011 Completed Announced Visit . .
ssles 05242011 Complted For purposes of this exercise, all
select 08/19/2011 Completed . .
select 08/18/2011 Completed Announced Visit reco rd I ngS I n D raft CO m pleted
select 08/17/2011 Completed Resource Home Concerns b b
select 08/16/2011 Completed Resource Home Concerns & Sy t C pI t d t t
select 08/14/2011 Completed Phone S em Om e e S a us
select 08/09/2011 Completed Phone d 1 g h
select 08/07/2011 Completed Phone recor In S WaS C Osen -
selet 08/05/2011 Completed Phone
select 08/05/2011 Completed Resource Home Concerns
select 08/05/2011 Completed Email/Text/Correspondence Then CIiCk the ‘Pri nt’ button 3



TFACTS

Tennessee’'s Fa

mily and Child Tracking System

ome \ sssss h \ help & training | customer care | swi

zation | log off |

ce Name: Home, Resource

Clic

k to print all.

Chatie
L

| help |
Type: DCS Resource Home Sub-Type: Regular
Page 1 of
Il Recorded By I ]

10/14/2011

a
O
a
O
O
O
a
O
d
O
a
O
a
O
a
O
a
O
a
O
a
O
[ O

10/06/2011
10/05/2011
059/20/2011
09/20/2011
08/24/2011
08/15/2011
08/18/2011
08/17/2011
08/16/2011
08/14/2011
08/09/2011
08/07/2011
08/05/2011
08/05/2011
08/05/2011
07/27/2011
07/20/2011
07/19/2011
07/08/2011
06/24/2011
06/23/2011

06/23/2011

Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed

Completed

Phone

Announced Visit

Anncunced Visit

Resource Heme Concerns

Resource Home Concerns

Phone

Phone

Phone

Phone

Resource Home Concerns

Email/Text/Correspondence

Announced Visit

Resource Home Concerns

Phone

Email/Text/Correspondence

The ‘Print Recordings’ window will display
a list of the recordings you just brought
back in your search.

You can choose to print all of the
recordings from the search results by
clicking the check box in the upper left
column of the grid.

OR

You can select specific recordings to print
by clicking the check box next to each
recording you wish to print in your
summary report.
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E] 02/11/2011 Completed )

O o02/07/2011 Completed Announced Visit A feW recordlngs

[] o01/19/2011 Completed Rescurce Home Concerns toward the bottom Of

o m— the list are selected for
12/09/2010 Completed Announced Visit prlntlng. YOU Can aISO
11/10/2010 Completed Announced Visit see the ‘generate’
10/20/2010 Completed Announced Visit

[] 09/23/2010 Completed bUtton here at the
09/21/2010 Completed Announced Visit bottom Of the IISt.

wove | olemgens 1 OQnce you have selected the recordings
you wish to print, click the ‘Generate’
button.

UAT version

1.114.4

v
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This is the standard ‘Generate Report’ window

X UAT home | searc h | help & training | customer care | swi rgani ion | log off
@ TFALTS
S Logged In:

| helo |
Report
Document Category: RESOURCE Document Title: Resource Recording Summary - #NA
Work-Item ID: Work-Item Reference: Home, Resource
Task ID: 7T Task Reference:
Document History
Document ID | Date | Document Name | |

Generate Report m

Click ‘Generate Report’.

HOME | HELP & TRAINING | PRIVACY & SECURITY | UAT version _1.114.4
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Tennessee’'s Family and Child Tracking System

Reports
|

help |
HSaveaCopy — ;': (a ﬁSearch .I:' Ib Select i @\v : 4 ® [11s% |+ @ [ D3 AR - ‘!Signv i
vV >
E’ Tennessee Department of Children's Services -
=1 Resource Recording Summary
Resource ID: Resource Name: Home, Resource
Resource Recording Details
Activity Date: 12/09/2010 Recorded By:
Activity Type: Announced Visit Recorded Date: 04/24/2012
Status: Completed Completed Date:  04/24/2012
: Resource Type: DCS Resource Home Completed By:

E Resource SubType: Regular Resource Name:

% Oraganization: Davidson Region

f‘i Participant(s):

7; No Participants Identified With This Activity

£

8 Narrative Details:

=1l Narrative Type: ORI .

L anseninns . YOU CAN preview the generated report. You can ls

= also print it and/or save it (Save Form). By using
- ‘Save Form’, you can come back at a later time and

sfET mesmanme |2 print the same summary without having to create a it

report or selecting the recordings again.



