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DYS Client Manager Supervisor
DYS Resource Restrict/Unrestrict
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Process

TheseJob Aidablesdescribe theactionsneededto view,add, edit, and deletea DYS Contract
Programincidentfor a selectedProvideras well ahow to Restrict Unrestrict Lock, and
Unlock a DYS Contract Program Incident.

Related Job Aids:
1 TM ResourceAccess and View Provider Details
9 TM Resource: View Provider Incidents

Introduction
1 DYS Contract Program Incrdswill be included in the list of Incidents for a Provider
1 Thelncident Ownersset toDYSand does not display on the DYS Contract Program
Incident.
1 The Incident Detail record can be accessed from multiple points in Trails including the
Incident Sealt, multipleResource Queugand theProvider Detailpage. For this job
aid, the access will be shown from the specific Provider Details page.
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Experience the commitment®

1 Ifthere are DYS Contract Program Incidents created for a ProvideContyact

Program Incidentsan be added.

1 AnewDYS Contract Program Incidecan beaddedif:
o There are DYS Contract Progrémeidentson the selected Provider,
o There areactive OOHOut of Home)Services on the Providerthat are set as DYS

Contract Program Servise

Steps/Output

Screenshot

Refertothe TM Resource
Provider Detailg Accessand View
Provider Detaildob Aidor details
on locating the desireBrovider

Navigate to thdncidentssection
by clicking the links in the left
navigation panel or using the
scroll bar at the right of the page

A @ COLORADO
€0 | sorma mmnsacr

Provider Details: 1536590

Provider Summary

Resource Type"

Provider/Agency Name™

Kigatyfsvate

SN

School District

Salect School District

Comments

Phone Numbers
Phone Type

Home Phone
Number

Workspace - Home Provider 1536590

Provider ID

1536590

Governing Body Type Owner County/Agency

v Select Gaverning Body Type v DCW Placement Sarvices

FEIN Family Structure

00.1223919 Select Famiy Structure v

Payment Method" Profit Status™

-

Private for Profit v

Phone Extension StartDate  Household Member  Primar

9/9/2005 ¥

Country Name  Phone Number
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In thelncidentssection:
1.
2.

TheContract Progranncident
Detailspage displays in a new tal

ClickActionsin the Header
bannerfor Incidents
SelectAdd Contract Program
Incident

A @ (cOLORADO
= 4

epacimar o Human servces

Incidents

Incident ID

1516340

1917224

1914669

191

>
>
>
N 1916220
>
>
b3

1883978

Referral ID Y Referral Date Y FamilyName Y County Y ReferralType Y DispositionDate Y Accepted Y FAR Y Findings Y Ass

y 2343580 3/1/2018 ULELKFINKX Clear Creek  Institutional 3/1/2013 N N Coul
Abuse/Neglect
» 2660813 8/18/2016 NBELKFQWXX Clear Creek  Institutional 8/18/2016 N N Kay

Placementsto Show

Gurrent v

Begin Date ¥y EndDate Y ProviderID Y Provider Name Y ServiceType Y LOS v ChildName Y CaseID v € "~ State ID
Save

/212019 1536580 KTGATYFSVATE ResidentialChild 41 Ozjgtajlan 1837533 &l 1415366,

Workspace - Home Provider 1536530
Actionsv =
ProviderID  Provider Name  Service Category  Service Tyn_Add Incident vered
1536590 Ktgatyfsvate Out of Home Residential . 00 PM
care racin] Add Contract Program Incident
1536590 Ktgatyfsvate Qut of Home Residential PM
Care Faality
1536590 Ktgatyfsvate Out of Home 06/30/2010 4:00:00 PM  06/30/2019 6:10:00 PM

1536590 Ktgatyfsvate Out of Home: 06/07/2019 10:30:00 AM  06/15/2019 7:45:00 AM
1536590 Ktgatyfsvate Out of Home: 02/27/2015 9:00:00 PM  03/01/2019 10:00:00 PN
1536590 Ktoatyfsvate Out of Home: 02/28/2015 9:00:00 P 02/28/2019 9:01:00 PM
1536550 Ktaatyfsuate Out of Home Residential Child ~ 01/18/2019 G:45:00 PM  01/18/2019 9:43:00 PM

Abuse/Neglect

In the Contract Progranncident
Detailspage

The Provider Informationsection
displays at the top of the page.

Note:
M1 Provider Infamation at the

top of the page is populated
from the Provider Details
record and is reaghnly.
TheService Typalrop-down
menulists all Service Types
with an OOH (Ouif Home)
Service for the selected
Provider that have been set
as aDYS Contract Program
Servicd DYCNR)

4 @ (coLoRADO
oY

epariant ot uman sarvicon

Back to Workspace

Youth

Workspace - Provider Search Provider 1536500 Add Contract Program - Provider 1536580

<Back to Provider Details

Contract Program Incident Details: New Contract Program Incident

Provider Name Provider ID
Kigayfsvate 1536590
Provider Address

3228 MAINT, ldsho Springs, CO 80452

Service Type Incident Category” Incident Type"
O Category 1
Residental Chi Care Faciity Select Type v
) Category2
Date/Time

O Es al® Unknown

Explain Estimated/Unknown®

Epan
p
Date Discovered™ Time Discovered™ Status
o) e raeem ot Subrtod

Incident File Name* Save
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3. Selectthe radio button forte =i
I n Ci d e nt C ate g (0] ry Workspace - Provider Search Previder 1536590 Add Contract Pragram - Provider 1536590

<Back to Provider Details

Contract Program Incident Details: New Contract Program Incident

Provider Information -

Frovider Name Provider ID
Kigatyisvate 1536590
Provider Address

3228 MAINTJ, daho Springs. GO 80452

Service Type Incident Category” Incident Type®
Residential Chid Care Faciity (0 Category 1 Select Type M
() Category2
Date/Time Occurred 5™

O Estimated O Actual@ Unknown

Explain Estimated/Unknown™

piain
4

Date Discovered® Time Discovered* Stetus

DD B | 200em Net Submitied
Incident File Location®

Enter File Location

s

Incident File Name® save

4. Click thelncident Typesdrop- s
dOWn arroW. Workspace - Provider Search Provider 1536590 Add Contract Pregram - Provider 1536590
5. Selectthe appropriate option] | oo

Contract Program Incident Details: New Contract Program Incident

Provider Information -

Frovider Name Provider ID
Kigatyisvate 1536590
Provider Address

3229 MAINTY, Idaho Springs. GO 80452

Service Type Incident Category™ Incident Type"
Category 1

Residential Child Care Facility Select Type v
() Category2

Date/Time Occurred Is™
O Estimated O Actual@ Unknown

Explain Estimated /Unknown™

Explain

Date Discovered” Time Discovered™ Status

MDY B | 2osem ot Sbitied

Incident File Location®

Enler File Locaii

Incident File Name™ Save
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6. Complete theemaining AV e

require dfields and enter as Workssce - PoiderSerch pE— s ComacsProgram- Prvier 52659
- . . re e Provider ID
much additional information
as is available
Service Type Incident Category” Incident Type*
Category2
Date/Time Occurred |5’
Date Occurred™ Time Occurred™
Date Di: re Time Discoversd™ Status
10232019 i} 200PM Mt Submitied
Inciden Location*
Incident File Location
)
Incident File Name
Reported By™
Robin Reperier
—— e
Save

After completing the information :
inthe Provider Information
se Ctl on. Provider Information Cojildt‘;atuztd;;:gsram Incident Details: New Contract Program Incident
=
7. Navigate to theYouthsection

by clicking the links in the left

navigation panedr using the ’ ’

Incident Category™

scroll bar at the right of the
page.
Date Occurred™ Time Occurred™
1012372019 F 209 PM
Date Discovered™ Time Discovered™ Status
10232019 B 2091 Not Submitted
Incic
)
Incident File Name®
[ t File N: Save

TM Resource: Manage DYS Contract Program Incidents Job Aid Pagesof 35
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In the Youthsection:

8. Click theSearchicon
(magnifying glass) tbegin the
search for theYouth.

TheSelect Clienpop-up window
displays.

In the Select Clienpop-up
window:

9. Enter one o more Client
criteria to locate the
appropriate youth.

Household Number Social Security Number

00-000000 000-00-0000 or 0000

TM Resource: Manage DYS Contract Program Incidents Job Aid Pageb of 35
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10. ClickSearchto find the Youth
or Cancelo close without
searching.

TheSearch Resultsible displays.

In the Search Resultsble:

11. Select the appropriat¥ outh
in the SearciQueriestable.

TM Resource: Manage DYS Contract Program Incidents Job Aid Pager of 35
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12. Click theSelectbutton to add
the Youth orCancelo close
without saving.

This adds the Youth information
to the Contract Program Provider

page.

Select Client

FullName 4y CII v Client D

Adigtaxkpy 3002785

Uhdsaadehas

Female

Y Gender T DOB

T Age Y Stateld
61172015 4

0832661

Y SSN Y County Yy DYS
Denver No

After completing theProvider
Informationand Youthsections

13. Clicksave

TheSawe Successfiplop-up
window displays.

uuuuuuuuuuu

mmmmmm
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In the Succespop-up window: 4% oo

Workspace-  |ncident Summary saved successfully. ogram - Provider 1536590

14. ClickOk o In
Note: TheContract Program o

Incident Detailswill not Save until s

all required fields have been o o

entered. Missing fields will be -

outlined inred.

MName Substance Use Treatment Dateof Birth
Adigaxkpy Mistijaxpif Undsaadehqs. 12015
Age Gender Trails Id
4 Female 3002785
Save

TheContract ProgrenIncident R
Detai |S pag ed i S p I ays Wi th th e n eV\ Back to Workspace Workspace - Provider Search Provider 1536590 Contract Program 1918660

< Back to Provider Details

I n CI d e nt n u m be r - Contract Program Incident Details: 1918660 P

15. Click theBack to Provider

Kigatyfsvale 1536580

Detailslink to return to the
selected Provider

Service Type Incident Category™ Incident Type"
® Category 1

Residential Ghid Gare Facilty M Major Threat to Residents or Stafl
Category2

Date/Time Occurred Is°
Estimated ® Actual & Unknown

Date Occurred” Time Occurred®

s ] | 200w

Date Discovered™ Time Discovered™ Status
J— 5] | 200em ot Subrated

Incident File Location®

Incident File Location

TM Resource: Manage DYS Contract Program Incidents Job Aid Page of 35
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EditaDYSContract Progranincident

1 The worker will be able teditaDYS Contract Program Incident
o The worker has ®YS Critical Incidents CoordinafoYS Resource Restrict/Unrestrict
DYS Client ManagesrDYS Client Manager Supervipasfile

o The DYS Contract Program

Incidentis Unlocked
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Experience the commitment®

Steps/Output

Screenshot

Refer tothe TM ResourceAccess
andViewProvider Detaildob Aid

4 G [coLORADO
€0 | Coarensct o e

for details on locating the desireq | =
P rOVi d er Provider Details: 1536590
Navigate to theéncidentssection
by clicking the links in the left N e
navigation panel or using the
scroll bar at the right of the page
Sefect School Distict v Private for Profit v
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In thelncidentssection:

1. CickthelncidentIDlinkinthe
Incident IDcolumnto open
the Incident Details record foi
this Incident.

Thelncident Detailspage display
in a new tab.

A G [coLorapo

€COT | oepemintatstuman sarvices

Workspace - Home Provider 1536590
Incidents )
Incident ID Provider ID Provider Name Service Category Service Type Date/Time Occurred Date/Time Discovered
S 1536590 Ktgatyfsvate Out of Home Residential Child 08/07/2019 3:09:00 PM 08/07/2015 3:15:00 PM
Care Fadility
> 1536530 Kigatyfsvate Out of Home Residential Child 08/06/2015 3:34:00 PM 08/06/2015 4:34:00 PM
re Faciity
N 1536550 Ktgatyfsvate Qut of Home Residential Child  08/05/2019 3:34:00 M 08/06/2018 4:31:00 P
re Faclity
> 1536590 Ktgatyfsvate Out of Home Residential Child 08/05/2019 12:01:00 PM  08/05/2019 12:15:00 PN
Care Faciity
> 1536580 Ktgatyfsvate Qut of Home Residential Child 08/01/2019 12:36:00 PM  08/01/2019 4:36:00 PM
re Faciity
> 1536550 Ktgatyfsvate Qut of Home Residential Child 06/30/2019 4:00:00 PM 06/30/2015 6:10:00 PM
Care Faciity
N 191461 1536530 Ktgatyfsvate Out of Home Residential Child 06/07/2015 10:30:00 AM  06/15/2015 7:45:00 AM

" Refemal1D Y ReferralDate Y FomilyName T County Y ReferralType Y DispositionDate Y Accepted Y FAR Y Findings Y Ass

5 2043560 3/1/2018 ULELKFINKX Clear Creek  Institutional 3/1/2018 N N Cou
Abuse/Neglect

y 2660813 8/18/2016 NBELKFQWXX Clear Creck  Institutional 8/18/2016 N N Kay
Abuse/Heglect

Placements to Show

Current v
BeginDate *Y EndDate Y ProviderID Y ProviderName Y SenviceType Y 10S Y ChildName Y Caseld 7 € = Stateld
/212019 1536590 Kegatyfsvate Residential Child 44 Ozigtailan 1837533 e V415366

Experience the commitment®

2. Navigate to the individual
sections by clicking the linksi
the left navigation panel or
using the scroll bar at the righ
of the page

W COLORADO
BAW [ 22108 oo Welcome, (o)

Back to Workspace Workspace - Provider Search Provider 1536590 Contract Program 1918660

< Backto Provider Details

Contract Program Incident Details: 1918660 ml
Provider Name Provider ID
Kigatyfsvate 1536590

Provider Address

3223 MAINT, Idaho Springs, 80452

Service Type Incident Category” Incident Type"
® Category 1

Residential Chid Care Faciity v Major Threat lo Residents or Staff v/
Category 2

Date/Time Occurred 15"
) Estimated® Actual &) Unknown

Date Occurred” Time Occurred*
twz3a01s £ | 2000m

Date Discovered™ Time Discoversd® Status
e 5| | 2osem ot Subrmied

Incident File Location®

Incident Fie Location

Incident File Name*
Save
Incident File Name

TM Resource: Manage DYS Contract Program Incidents Job Aid
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3. Make changes as necessany
the editable field.

When all changes are completeg
save and submit the record.

4. Clicksave

TheSuccespop-up window
displays.
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