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Multiple Persons

This storyboard will illustrate the three methods of associating a document to multiple
persons as well as how to remove a document association from one or more persons.

Table of Contents

Associating Documents to Multiple PEISONS ...........cccovviiiiiiiieiciiiiiiiiiciceeeesss e
Other Associated Persons — Document Detail Screen..............cococooivieiinnniinnncccneees
Events — Select Other PEISONS ............ccoiiiiieicee ettt
Person Search — Select Other PeISONS ...........ccccooiviriiiiinicieiieeee et

Remove a Document AsSOCIAtioN fTOM @ POISOTL.....ooviiiieeeeeee e e e e et e e e e e nesaeeeans



TFACTS Storyboard e Document Storage- Associating Documents to Multiple Persons

Associating Documents to Multiple Persons

TFACTS will allow documents to be associated to multiple persons at the time a document is initially
uploaded and even after a document has been uploaded in the past. There are three basic methods
for associating documents to multiple persons and all three methods apply at both initial upload
and previously uploaded documents.

TFACTS will also allow document associations to be removed from persons.

This storyboard will illustrate the three methods of associating multiple persons to a document as
well as how to remove association between a document and one or more persons.

Other Associated Persons — Document Detail Screen

e From the Person Home Page, click Documents.

Person Home Fage

e Once on this page, click Search without entering any criteria to bring a listing of all
documents associated with the person in focus.
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e (Click on the document you wish to associate with additional persons to highlight it and then
click Select.
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e Notice the Other Associated Persons section at the bottom of the screen, click Add.

Document Detail

Uploaded By: Baker, Laurie

Upload Date: 07/17/2018 0159 PM

Other Assaclated Persons.

Person n 1D T Name T
O] 0T Mo itams to display
Proview
Apply | [ Save | | cancal
ot | weataamng | I JBR 00,03 vt BT v, 12118 1180 4

e The Select Other Persons screen displays. All three methods for associating multiple
person are accessed from this screen.

e Alist of all persons Associated with the person in focus will display.

e Click the row(s) of the associated person(s) to which the document will be associated. Now
click Choose.

Parson Headar

amei Chanel, Fragrance Gander: Femake
101 38537084

7/12/2008

Salact Other Persons

From Event
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10/18/1983
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e The document is now associated with the selected Associated Persons.

e C(lick Save.

e To verify that the document is visible on the newly associated persons’ record, navigate to
their Person Home Page, click on Documents and then Search to display the person’s
documents.

Events — Select Other Persons

This method uses an Event to associate a document to multiple persons. Itis important to note that
the use of an Event record in this process is to identify persons who are associated to an event. The
documents will be associated to select event persons/participants. The document WILL NOT be

associated to the event itself.

e From the Select Other Persons screen, click Event Search.
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e Click Search or use the Event Search Criteria to narrow the search for events associated to
the person in focus.
e Alist of events for the person in focus will be displayed.

Person Header

me: Chanel, Fragrance Gender: Female DOB: 07/12/2008
Person 10: 58537984 ssn Ager 13 Yra

Evant Search Criterla
From Data: m To Date: m
Event Type: .

Evant Search Resul

ts

Event Date T | Event Summary Y status T EndDate T

10/22/2018 Family story -

Completad  10/22/2018
10/22/2018 Initial Custody - Scheduled for 10/22/2018 Draft

llod - Meed: Test Is there any new Information avallable on absent/uninvolved parents, grandparents, adult relatives or significant kin at this time? What

10/22/2018

Approvad 10/22/2018

10/21/2018 Initial Custody - Nead: Testing MIE CFTM Is thare any naw Information avallabla on absent/uninvolved parants, grandparants, adult relativas or significant kin at this tima? What afforts  Creatad In
h
10/21/2018 Family Stary - Testing :realeﬂ n
Created In
10/15/2018 Consultation - Narrativa: TEST2
Created In
10/15/2018 Collateral Contact - Narrative: Testing2 -
Family Story -
CEERGECRD) LauriaTestLaurleTestLaurleTestLaurleTestLaurlaTestvlaurleTastLaurleTestLaurleTestlaurieTast LaurlaTest LaurleTestLaurlaTestLaurieTestLaurleTestLaurl eTestLaurlaTestLaurlaTest LaurleTestL b G
03/14/2018 External Assessment Action Step - An EPSDT medical scraening needs to be requested for Fragrance. 1n Progress -

e To associate the document to one or more persons associated with the event, click on the
event to highlight it, and then click Choose.
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e e e ~
Event Type: .

|| | searen || clear

| Evant search Rasults
Event Date T | Event ¥ status T Endpate T
10/22/2018 Fan Completed | 10/22/2018
10/22/2018 Initial Custody - Schadulad far 10/22/2018 Draft

10/21/2018

has
10/21/2018 Family Story - Testing
10/15/2018 Consultation - Narrative: TEST2

10/15/2018 act - Marrative: Tasting2

ry -
03/21/2018 complatad  02/21/2018
it estLaurieTestaurleTestiaurieTestLaurieTestvLaurleTestLau ieTesti aurisTest Laur sTestLaurieTestLaurieTestLaurleTestLaurieTestiaurleTestLau rieTestLaurieTest LaurieTestLaurl eTestL .. i b

03/14/2018 ent Action Step - An EPSOT medical screening needs to be requested for Fragrance 1n Progress

02/28/2018 complated | 02/28/2018
< @2 (- 10 v |items per page 110 of 15 items
cancel
PTEose henrmamne | I doCUment Search.isn «06_108_evan_documants_seurch_serasn SIT3S varsion 10-15-2048 1260 M

e Alist of all persons associated with the event is displayed. Click on one or more persons to
whom the document will be associated to select them, then click Choose.

clal Callad - Naad: Test 1n

¥ | von T | Age T | Association r
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e The person(s) selected from the event are now associated to the document.
Note: Remember, the document is NOT associated with the event.

deri Fomala 081 07/12/2005

Document Detall

Person Search - Select Other Persons

This method uses Person Search to allow the association of a document to any Person in TFACTS. If
a person does not have an association with the person in focus and is not associated with an Event
with the person in focus, you can still associate a document to that person using Person Search.
When you Choose a person from Person Search results, that person will be added to the Person
Associations of the person in focus. The only downside to this method is that you can only search
for and choose one person at a time.

e From the Select Other Persons screen, click Person Search.

Person Header ~
Name: Chanel, Fragrance Gender: Female DOB: 07/12/2005
Person ID: 58537984 SSN: Age: 13 Yrs
Select Other Persons
From Event
Event Date: Event Search
Event Status:
Event Mame:
Associated Persons
Person 1D T | Full Name T DOB T Age T Association T
58540982 Musk, Jovan 07/12/2009 9 Cousin
58543109 Noir, Drakkar 11/15/1982 35 Birth Father
58543128 Spice, Old 12/07/1946 71 Grandparent
58544098 Gabanna, Dolce 10/18/1983 35 Birth Mother
- 1 10 * | items per page 1 - 4 of 4 items
Cancel
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e Identify the person from search results and click Choose for that result row.

r Person Search it
Result(s] 1 - 50 of 250 Fage 1 of5
D]: Duplicate, [£]:Employe, [£7]:Employee-Pravious, [HE]:Hazard-Es : azard- stantiated Perpetrator, [TEI]:Potential TBI Sex Offender Match
RB]: Black/Alncan Amencan, [RI):American Indian/Alaska Natwve, [RH] Pao x; g One Race Unknown, [RU]:Unal RW]: White
- 2= =
: asaues2 R, LNES, TH 37058 Famale Filerd oo oma
) En".i-sakzl. Laurie @ —
EasTaake taure O Female
:
Baler, Laurie O >
Tl e
KNOR-Bakes Laurie @ Female
(7]
e 270 e e O Femsie
sm: ;:;:; Ezqag Laune @ Female
T e — ]
e That person is now added to the Associated Persons list. Click on the Associated Person(s)
to highlight and associate with the document, click Choose.
Selact Othar Parsons
——
Assodiated Parsons
Parson 1D T Full Name T poB T Age T Aassociation T
58543128 Spice, Old 12/07/1946 7 Grandparent
<@+ % 10 v itemsperpage 1-50f 5 items
HoME | smesTRANG | pmivacy msecumiTy | i i JSR cf06_st3_secumerts_parson_mssociation SITIL version 10-26-2018 12100 P4

e The document is now associated to the person(s).

Person Header

Name: Chanel, Fragrance sender: Fomala DOB: 07/12/2008
Person 101 58537984 s Age: 13 ¥rs

Dacument Detall
Document Category: Health

Decument Type; 72 Hour Health Screening Raport

Document Namei*  Chanel Screening Report

Date an Document | 07/09/2018 m

Uploaded By: Baker, Laurie
Upload Date; 07/17/2018 01:59 PM
Other Associated Parsons

Parson 10 T Name T

58544098

Gabanna, Dolce
3184 Baker, Laurle

O - 1- 2012 toms

Preview

Apply | | Save | Cancel

MOME | AP RTBAINING | PRIVACY RmECuRITY | ladministration/document/documant detall.jsp co4_s_decumemi_deml_iown SITIL vermen 10-26-2010 12108 M
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Remove a Document Association from a Person

If a document was associated to the wrong person or otherwise needs to be removed from a
person's record, you can choose to do this from the Documents of the person from whom the
document will be removed or you can do it from the Document Detail screen where the list of all
persons associated with a document can be seen.

e From the Document Detail page for a specific document for the person in focus, the
person(s) associated to the document are listed. Click on the row of the person to be
removed to highlight it, then click Remove.

Document Detail

Document Category: Health

Document Type: 72 Hour Health Screening Report
Document Name:*  Chanel Screening Report
Date on Document: | 07/09/2018

Comments: ¢est

Uploaded By: Baker, Laurie

Upload Date: 07/17/2018 01:59 PM

Other Associated Persons

Person ID T MName T
58544098 Gabanna, Daolce
A : I 1-20f2 items

Preview

e The person is removed from the list of Associated Persons for the document.

Document Detail

Document Category: Health

Document Type: 72 Hour Health Screening Report
Document Name:* | Chanel Screening Report
Date on Document: | 07/09/2018

Comments: est

Uploaded By: Baker, Laurie

Upload Date: 07/17/2018 01:59 PM

Other Associated Persons

Person 1D Y | nName h 4
58544008 Gabanna, Dolce
<& 1-10f1items

Add

Preview

Apply | | Save | Cancel

You have completed this storyboard.
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