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    This storyboard demonstrates how to enter Probation, Diversion and Aftercare  

    Discharge JJ court orders. 
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To Discharge a youth from Probation or Diversion in TFACTS a Discharge Request should be 

entered under the Delinquency Information link, and a Discharge JJ Court Order must be entered 

under the Court link. To discharge from Aftercare, only a Discharge JJ Court Order needs to be 

entered under the Court link. 

 

Once the Discharge JJ order is linked, the JJ Probation assignment will no longer appear on the 

workload; therefore, we will first discuss what is needed on the Delinquency Information link.  

 

 From the Case Overview screen, click on the Delinquency Information link from the left 

navigation menu 

 In the Delinquency Information screen, click the Discharge link to enter the discharge 

information 

 

 
 

 Under the Discharge History section, click Add Discharge 
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 In the Discharge Details section, choose the Current Status option that best fits which 

discharge type you need.  Discharge options discussed in this storyboard are Probation, 

Diversion, and Aftercare. We will choose Probation for this demonstration.  

 
 Enter JJ Discharge CFTM Date, Recommended Discharge Date, and the Discharge 

Summary   

 Click Link CFTM to link the Discharge JJ CFTM if one has been entered.  

 Click Apply 

 Enter the Discharge Summary narrative. This narrative must be a comprehensive synopsis 

of the youth’s supervision period from the date of the Probation or Custody date to the end 

of the case.  See Policy 13.31 Discharge of Delinquent Youth from Probation/Aftercare 

for what must be addressed in the summary 

 Under the Approval Tracking section, enter the Date Submitted to Court, the Court 

Decision, and the Court Decision Date   

 Enter the date the request was submitted to Central Office under Date Submitted to 

Regional/Central Office 

 Central Office will enter the Regional/Central Office Decision and the Regional/Central 

Office Decision Date  

 Click Save 
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The discharge is now displayed in the Discharge History screen.  Once the discharge request has 

been entered under the Delinquency Information link, the Discharge JJ Court Order is entered 

under the Court link in the Case Court Actions section discussed in our next section.   

 

 Click Close 

 

 

 
 

Continue to next sub topic 
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 From the Case Overview screen, click Court  

 The Case Members Legal History screen appears;  click Case Court Actions   

 

 
 

 The Case Court Actions screen is displayed 

 Click Search to view any existing Court Actions or to add a new Court Action 

 

  
 

Continue to the next sub topic 
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 Under the Case Court Actions tab, locate the originating order under the Court 

Actions History list 

 Click the Link Court Actions link on the line of the originating Court Order 

 NOTE:  In our example we are using a Probation order (Adjudication and Disposition 

is the Court Order type). These steps are the same whether you are ending 

Probation or Diversion. 

 
 Scroll to the bottom of the Court Order Details screen 

 Click the Legal Action drop down, choose Order 

 Click Add Action 

Continue to next sub topic 
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From the Court Order Details screen, enter the Discharge Court Order information in the 

following fields:  

 

 Court Docket # - Enter docket number if appropriate (not a required field) 

 Court Order and Other Types – Select Discharge JJ 

 Case Members section will list all case members in the family case on the left. Select 

the youth’s name that the Order is concerning, click Add button. The case member 

will now appear in the Person(s) section on the right 

 Date Order Signed – Enter the date the youth discharged  

 Date Order Received by DCS – Enter the date the order was received by DCS (not a 

required field) 

 Certified Copy Received – Checkmark if appropriate 

 Special Court Instructions – Enter comments as needed (not a required field) 

 Click Apply 

 

 
 

 

 

                                                          Continue to next sub topic
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When linking Court Orders, the existing original Court Order’s Court/Attorney Info (County, 

Court, and Judge) will automatically display under the Court/Attorney Info screen. If a 

different County, Court or Judge handled the Discharge JJ order, this can be updated using 

the following steps.  

 

 Click Court / Attorney Info  

 County – Use the dropdown to select the appropriate selection 

 Out of State – Check-mark if appropriate 

 Court – Use the dropdown to select the Court 

 Court Address, City, State, and Zip auto populates based upon Court selected 

 Judge Name – Select from dropdown list (this is not a required field) 

 Attorney / Representative – This section allows you to add an Attorney or Court 

Representative if needed (this is not a required field) 

o Type – Use the dropdown to select the role of Representative 

o Name - Click Person Search and select/add the appropriate person 

o Represents – Use the dropdown to select the appropriate person 

o Click Add 

 Click Apply (Warning:  Do not click Save during the linking of an order, only Apply) 

 Click Court Order Details to complete the remainder of the court order 

 

 
 

 

Continue to next sub topic 



TFACTS Storyboard -Entering a Probation/Diversion/Aftercare Discharge  

_____________________________________________________________________________________ 

9  TFACTS • 7/2017 

 
 On the Court Order Details screen, click Add Adjudication / Finding  

 
 Person Concerning – Select the youth from the dropdown 

 Adjudication Type and Adjudication Date- not applicable when entering Release 

or Discharge Orders 

 Finding – Select Discharge JJ 

 Finding Date – This date should match the Discharge date 

 Comments – if appropriate (not a required field) 

 Click OK 

 
The Court Order Details screen displays 

 Click Save to complete the linking of the order 

 

NOTE:  You may have to refresh the Case Court Actions screen to view the Discharge JJ 

order once completed.  

Continue to next sub topic
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 If you wish to confirm that the two orders are successfully linked, click Link Court 

Action link for the Order the Discharge was linked to (in our example, we would click 

Link Court Action for the Adjudication and Disposition order). 

 
 Scroll to the bottom of the screen 

 Click View Linked Actions link 

 
 NOTE:  You can confirm the order is linked here. Notice that there is an Unlink 

option if the wrong order was linked. Do not click the Unlink option if the order is 

linked correctly 

 Click Close 

 
 Click Close again to  return to the Case Court Actions screen 

 
 NOTE:  The JJ Probation assignment should automatically end once the Discharge JJ 

order has been linked to the originating Court Order.   

Continue to the next sub-topic 
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Discharge JJ orders ending Aftercare episode are handled slightly different from other 

Discharge JJ orders (such as Probation or Diversion). 

 

When a JJ Custodial episode ends, a Release JJ order is entered and linked to the 

Originating Court Custody Order.  In the Adjudication/Finding section of that Release JJ 

order, the Finding is either Release (JJ) or Released to Aftercare (JJ).   If the youth has 

Aftercare services, once they are completed, a Discharge JJ Order is linked to the Release JJ 

order to end the Aftercare episode.  

 

IMPORTANT:  If the youth is Released from Custody and Discharged the same day, then the 

Finding would simply have been Release JJ and there is no Aftercare.   

 

 If Aftercare services were provided once those services are completed the  

Discharge JJ Order would be linked to the Release JJ Order 

 If there were no Aftercare services (the Finding would have been Release JJ) and 

both the Release JJ order and the Discharge JJ order are linked to the Originating 

Court Custody Order 

 

The directions for linking the Aftercare Discharge JJ order are basically the same as we have 

discussed earlier in this storyboard.  

  

 If the youth received Aftercare services, search for the Release JJ order under Case 

Court Actions 

 Click the Link Court Action for the Release JJ order 

 

 
 

 

 Scroll to the bottom of the screen 

 Click the Legal Action drop down, choose Order 

 Click Add Action 
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 Complete the Court Order fields as described on pages 7-9 (Adding Court Details, 

Adding Court/Attorney Info, and Adding an Adjudication/Finding sections) to 

enter the Discharge JJ Court Order. 

 Once the Aftercare Discharge JJ order is linked to the Release JJ order, you will be 

returned to the Case Court Actions screen where you can then view both orders.  

 The linking process is complete. Notice the dates for Release JJ and Discharge JJ are 

different which indicates that Aftercare services were provided.   

 
 If the youth was Released from Custody and Discharged on the same date with no 

Aftercare services provided, locate the Custody Removal originating Court Custody 

Order under Case Court Actions.  
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 Click the Link Court Action for the Custody Removal record 

 
 Scroll to the bottom of the screen 

 Click the Legal Action drop down, choose Order 

 Click Add Action 

 

 
 

 Complete the Court Order fields for adding the Release JJ Order 

 Upon completion of entry of the Release JJ Order, return to Case Court Actions and 

again locate the Custody Commitment Order.   

 Click the Link Court Action for the Custody Removal record 

 Scroll to the bottom of the screen 

 Click the Legal Action drop down, choose Order 

 Click Add Action  

 Complete the Court Order field for adding the Discharge JJ Order 

 When finished with the linking, the Case Court Actions screen should look like the 

screen below if the Release JJ and Discharge JJ occurred on the same date. 

 
 

You have completed this storyboard 


