TFACTS Storyboard * Document Storage Basics

TN

e Children’s Services

Storyboard

Document Storage Basics

This storyboard demonstrates the basics of the Document Storage
System which provides a centralized location to view and upload all

documents.
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Person Home Page
Document Name

To make finding an uploaded document easier, program representatives created a consistent
naming format that should be used for all documents uploaded to TFACTS. Recommendations
were made for both the Document Name on the computer and for the Document Name as listed in
TFACTS Document Name field. It is necessary that the document name on the computer be unique
as TFACTS will not allow a document to be added which has the same physical file name (name of
the document on the computer) as an existing file for the selected Document Type, regardless of
case or person.

File Name (name of the document on the Computer)

e This name must be unique. Once the document is uploaded in TFACTS this name does not
display, but it is how TFACTS identifies the document behind the scenes.

e TFACTS will generate an error message if attempting to upload another document with the
same file name as one used previously. The error states, “A document already exists with
this File name. Please rename and try again.”

e The approved naming convention for the File name: Child First Name_Child Last Name_Form
Name_Date

o Example: Flavia_Deluce_CFTM_Summary_07052023 or Flavia_Deluce_Drug Test
Reports_07052023

o If afile name error occurs when attempting to upload a document, change the name of
the file on your computer by adding an underscore and a number.

o Example: Flavia_Deluce_CFTM_Summary_07052023_1 or Flavia_Deluce_Drug Test
Reports_07052023_1

Document Name (name of the document in TFACTS)

e The file will be uploaded from the Persons Documents link. TFACTS knows the document
belongs to that person and to any others that the document is associated with.

e The approved naming convention for the Document Name (name in TFACTS) is simply the
Form Name_Date

o Example: Case Summary_07052023 or Life Skills Assessment_07052023 or Drug Test
Reports_07052023

Note: Think of it this way - Your computer houses the file names, TFACTS is the file drawer. You
cannot have two files with the same names in the file drawer.
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Adding a Document

New documents will be uploaded into TFACTS and associated to a person via the Person Home
Page. Access the Person Home Page via a Person Search, Workload Page> Person Icon, or clicking

on a Person Name link.

Note: Relative Caregiver and ICPC documents should be uploaded through the Relative
Caregiver Episode or ICPC Episode instead of through the Documents link on the Person Home

Page.

e Click Documents

Person Home Page

Person: Dor

DOB/Age: 05/3
Address:

Athen
Contact: (443)

Current Location: 3832

37128
(Jones
Care),
Person Links
TFACTS History Monthly Summary.
Person Association Assignment History

Documents

Packets

e Document Search Criteria screen displays

e (lick Add Document

Person Home Page

Person Header

Name: Bre

Person ID: 64!

Document Search Criteria

Document Category:

Document t Typ
Document N
Date Uploaded From:
To:

Search  Clear
Document Search Results

Document Category T Document Type

<@ 10 v items per page

Add Document | fficlose

Gender: Male

T Document Name

T upload Date

T uploaded By T

Mo items to display
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Add Document screen displays

Select the Document Category* via the dropdown

Select the Document Type* via the dropdown (list populates based on Document Category
selected)

Enter the Document Name* (use established Name convention from page 2)

Enter the Date on Document, manually or via the calendar icon (optional)

Note: Fields with a red asterisk are required fields. For additional information regarding which
Document Category specific Document Types are listed under, see the Electronic Case File
Checklist, CS-1202.

Add Document

Document Category:*

Document Type:*

Docu

Date on Documen

ment Name:*

Add Other Associated Persons - there are 3 methods
Click Add

Other Associated Persons

Person 1D T | Name T

@ No items to display

Associated Persons screen - add Associated Persons
o Click to highlight appropriate person(s) displayed - these are person(s) already
associated to the person in focus
o Click Choose

Note: Press Ctrl key to highlight multiple persons at a time.

Associated Persons

Person ID Y Full Name Y DOB T Age T Association T

68,

24

29.

21

21

23

34

360

36

L}

Ca Other Relative
Br Birth Father
Ca Stepfather
Cu Other DCS Staff
Ca Other Non-relative
Fo Family Services Worker
Le Other Mon-relative
Ccrk Mental Health Personnel
Ch Service Provider
- o 2 3 4 [* (M 10 v |items per page 1- 10 of 38 items

Person Search

Choose

Cancel
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OR

e Person Search - search and find a Person
o Click Person Search

M) - oz 3 4 (» )M 10 ~ |items per page

Person Search

Choose || Cancel

1 - 10 of 28 items

o Person Search screen displays - use any of the Person Search Criteria to perform a

person search
o Click Search to display Person Search Results

- Person Search Criteria |

Person 1D: | |
OR
ssn: | |
OR
Reference Type: | '| Reference Number: | |
OR
Last Name: | | First/Middle Name: | |

Date of Birth: I:l ] Gender: :I Race:

Advanced Search Criteria

o Toview information on a Person, click select
o Click choose to add the Person to the Associated Person List

Person Search Results
Result{s) 1 - 1 of 1

[aD]:Adopted,[D]: Duplicate, [E]:Employee, [EP]:Employee-Previcus, [HE]:Hazard-Environment, [HR]:High Risk, [HS]:Hazard-Safety, [SP]:Substantiated Perpetrator,
[TBI]:Potential TBI Sex Offender Match

[RA]:Asian, [RB]:Black/African American, [RI]:American Indian/Alaska Mative, [RH]:Native Hawaiian/Other Pacific Islander, [RM]:Multi-Racial-One Race Unknown, [RU]:Unable to
Determine, [RW]:White

Page 1 of 1

3 =
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o Locate the Person who has been added to the Associated Persons screen
o Click to highlight the person
o Click Choose

Associated Persons

Person ID Y | Full Name T DOB Y  Age Y Association T
68 Ca o Birth Mother
68. Ca Other Relative
24 Br Birth Father
29. Ca Stepfather
31 DL Other DCS Staff
21 Ca Other Mon-relative
23 Fo Family Services Worker
34 Le COther Mon-relative
36 Ch Mental Health Personnel
36i ch Service Provider
LB o 2 3 4 [ » )M 10 v |items per page 1- 10 of 38 items

Person Search

Choose | Cancel

OR

¢ From Event
o Click Event Search

Person Home Page > Documents Search

Person Header

Name: Bro Gender: Male DOB:
Persen ID: 64 S5N: Age: 18 Yrs

Select Other Persons

From Event

Event Date: Event Search

Event Status:
Event Name:
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o Perform an Event Search via any or all of the Event Search Criteria this will allow
for a search of events the person in focus is a part of
= From Date and To Date - enter the dates manually or use the calendar icon
= Event Type - click in the box to scroll and make a selection
= C(Click Search

Person Home Page > Documents Search > Add Document > Select Other Persons

Person Header

Name: Colli Gender: Female DOB:
Person ID: 683! SSN: | Age: 39 Yrs

Event Search Criteria

From Date:
To Date:
Event Type: v

Search | Clear

o Event Search Results appear
= Click to highlight the Event with the Associated Persons to display
*= Click Choose

Event Search Results

Event Date Y | Event Summary T  Status Y | End Date T

03/30/2016 Approved 03/30/2016

02/10/2015 Ir Approved 02/10/2015
¥t
D

07/15/2014 S Approved 07/15/2014
pe
Pt

05/28/2014 Ir Approved 05/28/2014
fo
Ir

03/29/1984 = Approved 03/29/1984
M.

L] o L] 10 ¥ items per page 1-5 of 5 items

Choose | Cancel
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e Associated Persons screen displays those persons associated to the event selected
o Click to highlight appropriate person(s) displayed
o Click Choose
Note: Press Ctrl key to highlight multiple persons at a time.

Associated Persons

Person ID Y | Full Name Y | DOB Y Age T  Association T

68. Ca Other Relative

24 Br Birth Father

29 Ca Stepfather

31 DL Other DCS Staff

21 Ca Other Mon-relative

23 Fo Family Services Worker

34 Le Other Non-relative

36 Ch Mental Health Personnel

36! Ch Service Provider

LI o 2 3 4 » H 10 v | items per page 1 - 10 of 38 items

Person Search

Choose J| Cancel

e File to Attach*
o Click Select File (ensure file is named using the established Name convention from

page 2)
o A Popup appears, search to locate and click on file to attach
o Click Open

Note: If the name of the file attempting to load has the same name as another file with the same
Document Category and Document Type for the same person an error message will occur. See
Document Name section (page 2).

e Comments (optional)

e Click Save

Other Associated Persons

Person ID T Name T

24, B

RN : IS 1-3of3items

Add || Remove

File to Attach:*
Select File

l comments‘l

Save ancel

Continue to next subtopic.

8 TFACTS + 07/2023



TFACTS Storyboard * Document Storage Basics

Linking to an Event

When a new document is being added it can be linked to an Event Type when the Document Type
is associated to an Event Type. Linking to an Event Type allows for better organization and
association of documents to areas of importance within TFACTS.

Linking a document to an Event Type will link the document to all participants listed in that Event.

e Select Document Category
e Select a Document Type associated with an Event Type. A popup box will display with any
available Events that can be linked to. Documents linked to an Event will also be linked to
all participants in that Event.
Note:

o The only document that will to link to a CPS Intake will be the Child Protective Services Intake
CS-0680. This document will only be given the option to link to an Intake when added through
the Investigation.

o The only document that will to link to a CPS Case will be the CPS Investigation Summary and
Classification CS-0740.

e Click on row to highlight the Event to link
o Click Select

Choose Event B
Event Date Y | Event summary Y | Status T
05/02/2018 13 - Custody PP Initial In Progress B

1] - Program Transfer -
04/06/2016 Approved

Initial Custody - Worker

03/08/2016 Approved
CPS - Transition Mon-
I
09/12/2013 ! Approved
|
-
ML o LI g ¥ | items per page 1- 4 of 4 items
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e Enter the Document Name¥* (use established Name convention from page 2)
e Enter the Date on Document, manually or via the calendar icon (optional)
e Associated Persons - displays persons associated to the event that the document will also
be linked to
¢ File to Attach*
o Click Select files....(ensure file is named using the established Name convention
from page 2)
A Popup appears, search to locate and click on file to attach
Click Open

Note: If the name of the file you are attempting to load has the same name as another file with the
same Document Category and Document Type for the same person an error message will occur.
See Document Name section (page 2).

e Comments (optional)
e Click Save if everything is correct. OR
e Ifincorrect Event was selected, click Clear to remove the linked Event

e C(licking Change Event will display the popup box again to select a different Event. The
Document Name, Date on Document and File to Attach* (ensure file is named using the
established Name convention from page 2) will need to be re-entered.

Associated Event

Event Date: 05/02/2018 Change Event | Clear

Event Status: In Progress
Event Name: 1 - Custody PP Initial

Other Associated Persons

Person ID T Name T
24¢ Bri
645 B
921 Dz

@ 1-3of 3items

File to Attachs*
Select File

Comments:

I Save Ian(e\

Continue to next sub topic
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Document Search and Results

Navigate to Person Home Page, click Documents
e Click Search to return all Documents or use the Document Search Criteria to narrow your
search.
e Document Category - use the dropdown to make a selection
e Document Type - use the dropdown to make a selection
e Document Name - (use established Name convention from page 2)
o Date Uploaded From and To - enter the dates manually or use the calendar icon
e C(lick Search

Person Home Page

Person Header

Gender: Male DOB:

Date Uploaded From:

To:

Search lear

Document Search Results

Document Category T Document Type T Document Name T upload Date T uploaded By T

<@ 10 v |items per page Mo items to display

Add Document | | Close

Document Search Results will be displayed and columns can be filtered by using the T in the
column headers.

Note: If Document Name displays **Restricted Document** the employee does not have access to
view these types of documents. (Example: SIU documents)

Document Search Results

Y Document Type Y Document Name

Continue to next sub topic
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Deleting a Document

Deleting a Document is specific to the Person in focus. To Delete a Document, navigate to the
Person Home Page, and click on Documents. Only persons with necessary user security may delete
CPSI/CPSA documents.

Event Types that will delete from multiple persons at a time are CPS Intakes, CPSA/CPSI
Investigations, and Resource Home. The same process applies, but the action must be performed
under the Event to remove the document from all members of the Event.

e Perform a Search for the Document to be deleted
e Click on the row of the item to be deleted. It will be highlighted orange.

e C(Click Delete

Document Search Criteria

Document Category: v
Document Type:
Document Name:
Date Uploaded From:
To:
Search || Clear
Document Search Results
Document Category Y Document Type Y Document Name Y  Upload Date T Uploaded By T

05/07/2018 02:34 PM

| Permanency Planning CFTM Summary Doc linking test () Hu

. o LI 10 v |items per page 1-1of1litems

Select Add Document | Close

e A popup window appears for verification the record is to be deleted
e C(lick Ok to proceed with deletion or click Cancel if Document should not be deleted

&€
team-sit.dcs.tn.gov says

Are you sure you want to delete record ?

“ Can:e‘

e Document Search Criteria screen will appear again

Verify the Document has been deleted.

Continue to next sub topic
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Viewing and Modifying Document Details

e Click the desired row to view
e C(lick Select

Person Home Page

Person Header

Name: Bro Gender: Male DOB:
Person ID: 64¢ SSN: i i e Age: _
Document Search Criteria
Document Category: v
Document Type:
Document Name:
Date Uploaded From:
To:
Search Clear
Document Search Results
Document Category T Document Type Y Document Name Y Upload Date T Uploaded By T
A - I 10 v | items per page 1-1of 1items
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The Document Detail screen displays the following:

Document Category - cannot be modified
Document Type - cannot be modified
Document Name*- This area can be modified if needed/appropriate (use established Name

convention from page 2)

e Date on Document - This area can be modified if needed/appropriate

e Comments - This area can be modified if needed/appropriate

e Uploaded By - cannot be modified
e Upload Date - cannot be modified

e Other Associated Persons - lists other persons also linked to this document. This area can

be modified if needed/appropriate.
e Click Apply or Save

Person Home Page > Documents Search

Person Header

Mame: Br Gender: Male
Person ID: 64 SSN:

Document Detail

Document Categoryl| Education
Document Typel Attendance Records

testing

) ded B
[5/03/2018 09:48 AM
Other Associated Persons

Person ID T wMName

1<6b Ll

Add

Preview

Apply Save | Cancel

Continue to next sub topic

14

DOB: 09/11/2000
Age: 18 Yrs

T

Mo items to display
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Previewing a Document

From the Document Detail screen

e C(Click Preview

Person Home Page > Documents

Person Header

Name: Brc Gender: Male DOB:
Person ID: 64! ssi: Age:

Document Detail

Document Category: Education

Document Type: Attendance Records

Document Name:* | Test Doc

Date on Document: | 05/02/2018

Comments: tegting

Uploaded By: Hul

Upload Date: 05/03/2018 09:48 AM

Preview

Apply | | save | Cancel

e A new browser tab will open previewing the document
Note: The displayed document will be watermarked for security reasons.

e C(Close tab or proceed to Printing or Downloading the Document.

@ TRACTS - Documents - O x | B Box | Simple Online Col e

O8arN1Xt4wTXnFZ3Nndilerb0tM20CT7URZj0). sy | @

C {} | @ Secure | https//tfactsdocs.app.box.com/preview/expiring_embed/gvoctFEpZdiZsgXcVNIwNnvIWLEOCBTIW-LINXNhvOTIGB 11c2JFu2Ux1 TIoCMZNxbMIsgH2mpp2ChiggohdO PxSpgV

H Apps

1 S :

TEST Doc for Document Storage

Continue to next sub topic
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Printing a Document from Preview (Watermark Prints)

When printing a document from the Preview a watermark will print on the document

From the Document Detail window
e Click Preview

new 1
Person Home Page > Documen ts

Person Header

Neme: Mouse, Mickey Genders Male

008: 01/01/2000
Person ID: 9356188

Ages 18 Vrs
Document Detail

Document Category: Health

Document Type: EPSDT Screening Report
Document Name:*  MickeyMouse_EPSDT
Date on Document: | 10/10/2018

Comments:

Uploaded By: Goff, Brenda

Upload Date: 11/06/2018 02:51 PM

Preview

Apply | | Save | | Cancel

b | pEPaTRAMNG | PRVACYaseoRTY

PRDS versin 3.003.8 (08-28-2015 08:30 AM)

e Document will display with watermark
e Click the Printicon in the upper right corner

@ TFACTS - Documents - Detail x [ Box|Simple Cnline Collaboratio. X = = - X
C (Y @ https//tactsdocs.app.box.com/; ng_embed/gvoctbFE!pzTIMPoScrqGQSyZre-11BsndmB3wrAyugmRdyl aBY87)dVh3yksW s95HMWG120DANSsGIKwnn33NFp).. @ Tt L U -
©oApps [ Steging @ Children'sServices S @) DCS @) TFACTSTAN  [3 1T Academy Imported From IE PDF to Word conver' @) Communications \p Hermann AxonJour [} ST1 @ Finance »

[r] . *

Mickey Mouse EPSDT
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e Verify the print settings
e Click Print

Note: Document will be printed with the Watermark included.

C ) | ® blobhttps://ifactsdocs.app.box.com/2cf08212-6e60-4c62-8399-ee2b74b94726 ax o

= print

I Total: 1 sheet of paper

on L) Hamblen back by Fiscal..

TEST Do for Document Storage

Print (No Watermark) / Download Document

From the Document Detail window
e Click Preview

From the Preview
e Click the Download icon
e The download will display at the bottom of the screen
e Click on the downloaded document

B 1]

TEST Doc for Document Storage

* 1EST Doc for Doc...docx A Showal | X

Note: Enable Editing may need to be clicked to enable options to work with the document
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e Save options will display
e Select where to save the document to, then click Save

Note: If downloaded document opens in a new tab, you may need to click the Download icon again
to see options to Save.

€ save As X
&« v /& » ThisPC » Documents » v U/  Search Documents P
Organize ~ New folder = - (2]
« B This PC ~ Name Date modified Type Size
m Desktop MylabberFiles 6/1/2018 2:21 PM File folder
(2 Documents Outlook Files 11/3/2017 2:43 PM  File folder
& Downloads Remote Assistance Logs 9/28/2018 7:58 AM  File folder
 Music L 5334518_180209_Kinship Exception Requ... 10/10/20183:20 ..  Adobe Acrobat D... 391 KB
. #m Desktop - Shortcut 8/15/2018 2:51 PM  Shortcut 1KB
& Pictures
B Videos
9 Windows (C:)
= E124554 (\AGO3SDCWF00511\El_Nash\Users) (F)
= Data (\WAGO3SDCWFO00511\El_Knox) (H:)
=~ DepartmentDrive_1 (\\ei01sdcwf00001.net.ads.state.th.us) (L)
= RegionalDrive_1 (\\ei01sdcwf00001.net.ads.state.tn.us) (M)
AvrbiceaPiein 4 ALAINA ~A ~a EONNANA mad m e mbmdn o 0m) IR < >
File name: | 60032925_180824_EpDental LP ~
Save as type: Adobe Acrobat Document »
A~ Hide Folders Cancel

e Open the document to view

Note: Enable Editing may need to be clicked to enable options to work with the document

e PDF version of the document will display
e Click the Print Icon

File Edit View Window Help

Home  Tools Dor: x

(}‘)BO\ 101 [ @@@ 0% - Ev? B ¢ &

e Verify the print settings
e Click Print

You have completed this storyboard.
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