
 
Resource ς Manage DYS Contract 

Program Incidents Job Aid 
 

TM Resource: Manage DYS Contract Program Incidents Job Aid Page 1 of 35 
© 2019 Proprietary and Confidential 

   

 
User  

¶ DYS Critical Incidents Coordinator 

¶ DYS Client Manager 

¶ DYS Client Manager Supervisor 

¶ DYS Resource Restrict/Unrestrict  
 
Process   

These Job Aid tables describe the actions needed to view, add, edit, and delete a DYS Contract 
Program Incident for a selected Provider; as well as how to Restrict, Unrestrict, Lock, and 
Unlock a DYS Contract Program Incident.  

 
Related Job Aids:   

¶ TM Resource: Access and View Provider Details  

¶ TM Resource: View Provider Incidents 
 

Introduction   

¶ DYS Contract Program Incidents will be included in the list of Incidents for a Provider. 

¶ The Incident Owner is set to DYS and does not display on the DYS Contract Program 
Incident. 

¶ The Incident Detail record can be accessed from multiple points in Trails including the 
Incident Search, multiple Resource Queues, and the Provider Details page. For this job 
aid, the access will be shown from the specific Provider Details page. 
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Add a DYS Contract Program Incident 

¶ If there are DYS Contract Program Incidents created for a Provider, only Contract 

Program Incidents can be added.  

¶ A new DYS Contract Program Incident can be added if: 

o There are DYS Contract Program Incidents on the selected Provider, 

o There are active OOH (Out of Home) Services on the Provider that are set as DYS 

Contract Program Services.  

 
  

Steps/Output Screenshot 

Refer to the TM Resource: 
Provider Details ς Access and View 

Provider Details Job Aid for details 
on locating the desired Provider.  
 

Navigate to the Incidents section 
by clicking the links in the left 
navigation panel or using the 
scroll bar at the right of the page. 
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In the Incidents section:  
 
1. Click Actions in the Header 

banner for Incidents.  

2. Select Add Contract Program 
Incident. 

 

The Contract Program Incident 
Details page displays in a new tab. 
 

 

 
 

In the Contract Program Incident 
Details page:  

 
The Provider Information section 
displays at the top of the page.   

 
Note:   

¶ Provider Information at the 
top of the page is populated 

from the Provider Details 
record and is read-only. 

¶ The Service Type drop-down 
menu lists all Service Types 

with an OOH (Out of Home) 
Service for the selected 
Provider that have been set 

as a DYS Contract Program 
Service (DYCNR). 

 

 
 



 
Resource ς Manage DYS Contract 

Program Incidents Job Aid 
 

TM Resource: Manage DYS Contract Program Incidents Job Aid Page 4 of 35 
© 2019 Proprietary and Confidential 

   

3. Select the radio button for the 

Incident Category  
 
 

 
 

4. Click the Incident Types drop-
down arrow.   

5. Select the appropriate option.  
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6. Complete the remaining 

required fields and enter as 
much additional information 
as is available. 

 
 

 
 

After completing the information 
in the Provider Information 

section: 
 
7. Navigate to the Youth section 

by clicking the links in the left 
navigation panel or using the 
scroll bar at the right of the 
page. 
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In the Youth section: 

 
8. Click the Search icon 

(magnifying glass) to begin the 

search for the Youth. 
 
The Select Client pop-up window 

displays. 
 

 
 

In the Select Client pop-up 
window:   

 
9. Enter one or more Client 

criteria to locate the 

appropriate youth. 
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10. Click Search to find the Youth 

or Cancel to close without 
searching. 

 

The Search Results table displays. 
 
 

 
 

In the Search Results table:   
 

11. Select the appropriate Youth 
in the Search Queries table.  
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12. Click the Select button to add 

the Youth or Cancel to close 
without saving. 

 

This adds the Youth information 
to the Contract Program Provider 
page.   

 
 

After completing the Provider 

Information and Youth sections: 
 
13. Click Save. 

 
The Save Successful pop-up 
window displays. 
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In the Success pop-up window:   

 
14. Click Ok. 
 

Note: The Contract Program 
Incident Details will not Save until 
all required fields have been 

entered. Missing fields will be 
outlined in red. 

 
 

The Contract Program Incident 
Details page displays with the new 
Incident number.  

 
15. Click the Back to Provider 

Details link to return to the 

selected Provider. 
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Edit a DYS Contract Program Incident 

¶ The worker will be able to edit a DYS Contract Program Incident if: 

o The worker has a DYS Critical Incidents Coordinator, DYS Resource Restrict/Unrestrict, 

DYS Client Manager, or DYS Client Manager Supervisor profile 

o The DYS Contract Program Incident is Unlocked. 

 
  

Steps/Output Screenshot 

Refer to the TM Resource: Access 
and View Provider Details Job Aid 

for details on locating the desired 
Provider.  
 

Navigate to the Incidents section 
by clicking the links in the left 
navigation panel or using the 
scroll bar at the right of the page. 
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In the Incidents section:  
 
1. Click the Incident ID link in the 

Incident ID column to open 

the Incident Details record for 
this Incident.  

 

The Incident Details page displays 
in a new tab. 
 

 
 

2. Navigate to the individual 

sections by clicking the links in 
the left navigation panel or 
using the scroll bar at the right 

of the page. 
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3. Make changes as necessary in 

the editable field. 
 

 
 

When all changes are completed, 

save and submit the record.   
 
4. Click Save. 

 
The Success pop-up window 
displays. 
 

 
 










































