
TFACTS Storyboard • Adding, Reassigning, or Ending FSS/FCIP Episodes 

 

1                                                                                                                                               TFACTS -   08/2023 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      This storyboard provides instruction for adding,  

      reassigning, or ending an FSS or FCIP Episode  
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Perform a Person Search to determine whether the youth in focus has previously had involvement with DCS.  

Depending on whether the youth has previous involvement will determine how a worker is advised to enter an 

episode. 

  

If the youth does NOT exist in TFACTS, the FSS/FCIP Episode may be added via the Initial Action. 

 

If the youth exists in TFACTS, the FSS/FCIP Episode may be added via Quick Action. 

 

 

 
 

Use the Initial Action option when the youth has no previous involvement with DCS.  (The correct youth is not 

returned in a Person Search.) 

 

From Workload screen, click Initial Action dropdown; select one of the following: 

• Add FCIP Episode    

• Add FSS Episode 
 

 

 

 
 

If search results do not return the correct youth’s name, click Add Person. 
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On the Basic tab, complete Person Information and click Save.  The Add FCIP Episode screen displays. 
 

 

   

 
 

• Enter Begin Date* - Use the calendar function or enter the date FCIP assignment/episode begins  

• Assign To* - Type the Last Name of the Employee and choose the employee  

• Click Save if correct. Click Cancel to leave this screen/discontinue entry of this FCIP episode 
 

 
 

 

• Begin Date – Use the calendar function or enter the date FSS assignment / episode begins  

• Origination – Select one:  Court, CPS, Resource Linkage, SS/JJ or Walk-in from the dropdown list.  

• Intensity Level – select one -options based on selection for Origination 

• Referral Received Date – Use the calendar function nor enter the date referral received 

• Assign To* - Type the Last Name of the Employee and choose correct employee from list  

• Assignment Role* - Select On-Going Non-Custodial Worker  

Note: DCS workers should not choose Non-custodial Provider Worker.  

• Click Save or Cancel to discontinue entry of episode  
 



TFACTS Storyboard • Adding, Reassigning, or Ending FSS/FCIP Episodes 

 

4                                                                                                                                               TFACTS -   08/2023 

 

 
 

 
 

If the youth is returned in a Person Search, go to youth’s Person Home Page and click the Quick Actions 

dropdown. Choose Add FSS Episode or Add FCIP Episode. 

 

 

 

• Begin Date* - Use the calendar function or type FSS assignment/episode Begin Date 

• Origination - Select one:  Court, CPS, Resource Linkage, SS/JJ or Walk-in from the dropdown list 

• Intensity Level-– select one -options based on selection for Origination 

• Referral Received Date-Date referral received. 

• Assign To* - Type the Last Name of the employee and choose the employee.  

• Assignment Role – Select On-going Non-Custodial Worker  

o Note: DCS workers should not choose Non-custodial Provider Worker.  

• Save if correct. Cancel to leave this screen/discontinue entry of this FSS episode.  

 



TFACTS Storyboard • Adding, Reassigning, or Ending FSS/FCIP Episodes 

 

5                                                                                                                                               TFACTS -   08/2023 

 

 

 

Electronic Case File now displays FSS Episode starting on 08/17/2023. 

 

 

 

 

• Begin Date* - Use the calendar function or type the assignment/episode Begin Date  

• Assign To* - Type the Last Name of the employee and choose the employee 

• Save if correct. Cancel to leave this screen/discontinue entry of this FCIP episode 
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Electronic Case File now displays FCIP episode starting on 08/17/2023 
 

 
 

 

From the worker’s Workload, click to highlight the row for the youth to be reassigned.   

 

Note:  Multiple episodes may be reassigned at the same time to the new Worker, if applicable; the re-   assignment 

date must be after the date of assignment to current worker.   

- To select multiple episodes that are not listed sequentially, hold CTRL key and click each row to select 

- To select multiple episodes that are listed sequentially, hold Shift and click first and last row in the sequence 

to select all rows between 
 

• Click the Reassign button 

 

 

 

• Enter Assignment Begin Date 

• Enter Reassign To 

• Click Save 
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From the Workload screen, click the arrow to select the youth whose FSS or FCIP episode is to be ended 

 

• Click the Person Overview icon 
 

 

 

• Click Quick Actions drop-down and select End FSS Episode or End FCIP Episode 
 

 

 

 The End Episode screen displays 

  

• Enter, or select from date picker, the episode End Date 

• Click Save 
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• Go to Assignment History to confirm worker assignment ended. 

 

 
 

• Assignment History page shows the assignment has an End date. 

 

 
 

•  If no other services are being provided to any Members of the Ongoing/Family Case, proceed to the Case 

Overview screen and add Case Closure. 
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You have completed this storyboard. 


