
 

 
 

Users 
Manage the Contacts for the Youth (Add, edit) 

● SB94 (Client) File Detail - SB94 Intake Worker or SB94 Intake Supervisor 
● DYS Client Manager Detail – DYS Client Manager or DYS Client Manager Supervisor 
● DYS Facility Operations Detail – DYS Facility Ops Worker, DYS Facility Ops Supervisor, 

DYS Admission Worker, DYS Admission Supervisor, or DYS Director/Assist Director 
 
Manage the Visits for the Youth (Add, edit) 

● DYS Facility Operations Detail – DYS Facility Ops Worker, DYS Facility Ops Supervisor, 
DYS Admission Worker, DYS Admission Supervisor, or DYS Director/Assist Director 

 
Access and View the Contacts and Visits for the Youth (Read-only) 

● SB94 (Client) File Detail - DYS Admission Worker, DYS Admission Supervisor, DYS 
Director/Assist Director, DYS Commitment Specialist, DYS Assessment Specialist, DYS 
Clinical Director, DYS Client Manager, DYS Client Manager Supervisor, DYS Facility Ops 
Worker, DYS Facility Ops Supervisor, or DYS Victim Services Supervisor 

● DYS Facility Operations Detail – DYS Client Manager, DYS Client Manager Supervisor, or 
DYS Victim Services Supervisor 

 
Process  
These Job Aid tables describe the actions needed to manage the Contacts and Visits for a Youth 
for various DYS pages.  Different Trails pages are used to demonstrate the functions referred to 
in this Job Aid, however, the actions apply to each of the related functions. 
 
Introduction 

● Contacts and Visits can be sorted or filtered, using the icons to the right of the column 
headings.  

● The Contacts and Visits list display all Contacts and Visits for a Youth Across all DYS 
cases. 

● The worker with an appropriate profile can add and edit a Contact and/or Visit if the 
underlying DYS case for that page is active. 

● For any inactive DYS cases, the Contacts and Visits screen is read only.  
● A tally (badge count) of the total number of Contacts and Visits is displayed.  
● Non-Client/Non-Collateral Participants displays only existing data from Legacy Trails. 
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Access and View Contacts and Visits Information  
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Steps/Output Screenshot 

From the left navigation panel in 
the main page:  
 
1. Click Contacts and Visits.  
 
This navigates to the Contacts and 
Visits section within the page.  
 
Note:  The Contacts and Visits 
link may be located in different 
areas of the left navigation panel, 
based on the page linked from. 
 
 

 
 
 
 
 

The Contacts/Visits table displays 
all of the Contacts and Visits for a 
youth.  
 
Note:  

● Default sort is by Date/ 
Time Occurred with 
newest at the top. 

● To assist with locating the 
desired record, the 
columns in the table can 
be sorted or filtered using 
the icons to the right of 
each column heading.  

 
 

 



 

 
 

Manage Contacts 

Add Contact 

● At least one participant must be added to save a contact. 
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Steps/Output Screenshot 

In the Contacts and Visits header:  
 
1. Click the Actions drop-down 

arrow. 
2. Select Add Contact.  
 
This opens the Add Contact page 
in a new tab. 
 

 

In the Contact Summary section:  
 
3. Complete the required fields 

and enter as much 
information as is available.  

 
Note:  

● Date Occurred and Time 
Occurred defaults to the 
current date and time and 
are editable. 

● Completed By defaults to 
the current worker and is 
editable using the 
employee search icon to 
the right of the field.  

● Greyed-out fields are not 
editable nor enterable.  
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Navigate to the Participants 
section by clicking on the links in 
the left navigation panel or using 
the scroll bar at the right of the 
page. 

 
 

In the Participants section header:  
 
4. Click the Actions drop-down 

arrow. 
5. Select Add Participant. 

 
This opens the Add Participants 
pop-up window.  
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In the Add Participants pop-up 
window: 
 
6. Click the Participant Type 

drop-down arrow.  
7. Select the appropriate 

participant type.  
 
 

 

If Client/Collateral is selected, a 
Participants Name search box 
appears. 
 
8. Use the drop down arrow or 

search tool to find desired 
Client/Collateral. 

 
Note:  Participant Name is a 
multi-select field, so more than 
one name can be selected.  To 
select all names in the list, click 
Select All.  Select All can be 
selected a second time to 
de-select all names.  
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When all names are selected:  
 
9. Click Add Selected to add the 

Participant to the list of 
Selected Participants.  

 
 
 
 

 

10. Click Save to save the 
participant or Cancel to close 
without saving.  
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If Staff is selected, the Employee 
Search section is displayed. 
 
 

 
 

11. Enter as much information as 
is available and click Search. 
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12. Click the desired Staff name 
and select Add Selected to 
add the Staff member to the 
Selected Participants list.  

 
 
 

 

Additional Participants can be 
added to the Selected Participants 
list by repeating the selection 
from Participant Type and 
Participant Name, then clicking 
Add Selected.  
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When all Participants are 
identified:  
 
13. Click Save to save the 

Participant(s) or Cancel to 
close without saving.  

 

 

This opens the Success pop-up 
window: 
 
14. Click Ok to return to the Add 

Contact page with the new 
Participant(s) Added.  
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(Optional) To remove a 
Participant: 
 
15. Click the Trash Can Icon on the 

right of the participant’s Date 
of Birth to delete the 
Participant. 

 

 
 

This opens a Confirm Delete 
pop-up window.  
 
16. Select Yes, Delete to delete 

the participant or Cancel to 
cancel the deletion.  

 
This opens a Success pop-up 
window.  
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In the Success pop-up window:  
 
17. Click Ok to return to the 

Contact Add detail screen. 
 
Note: The deleted participant no 
longer displays on the Details 
page. 
 
 
 

 
 

18. When all information is 
added, click the page Save.  
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19. Click <Back to DYS Client 
Manager to return to the DYS 
Client Manager page. 

 
Note: The page title may be 
different depending on the 
worker profile.  

 




