c TM DYS ADM - Manage Supervisor
S
g Approval

User
e DYS Admission Supervisor
e DYS Director/Assistant Director

Process
This Job Aid table describes the actions needed to manage the Supervisor Approval section
from the Admissions page.

Refer to the TM DYS Adm — Manage Admissions Job Aid for details on locating the desired
Admissions Page.

Introduction
e The DYS Admission Supervisor can add and edit a Supervisor Approval if:
o
o The underlying DYS case is open.
o The worker is affiliated with the facility selected in the admissions.
o |Ifthereis a pending approval request.
o The admission is not released.
® Once the admission is approved, Trails will send an email to the SB94 Supervisor after 7
days, if a CJRA prescreen has not been associated.
® Once the Admission is approved, the system will automatically end-date any other open
placements associated to the underlying DYS case.
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View and Add a Supervisor Approval

e The worker must indicate that they reviewed each item before they can select

Disposition.
e If the Disposition is set to ‘Denied’ the Approval Request panel will be cleared and
editable.
Steps/Output Screenshot
Refer to the TM DYS Admissions: S
Manage DYS Admissions Job Aid R
for details on locating the desired e I -
Adml SSI ons. 2202020 s | 245PM ADAMS YGUTH SERVICES GENTER v/
“ Mo Setection v [
NaVIgate tO the Supervisor Wheniv&iﬁed Date = When Notified Time. Property Receipt Number
Approval section by clicking the —
links in the left navigation panel R :
or using the scroll bar at the right J
of the page. e =
[ o]
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In the Supervisor Approval
section:

1.

Click the check box(es) for the
desired Approval Checklist*.

Note:

Approval checklist requires
review of both /nitial
Roommate Status and Fusion
Intake.

Click the View link to the

Workspace

Admission 752162, 3243434 Admission T52192, 3566685 Room Assignment - 1984015

Supervisor Approval (Admission)

Approval Checkist*

Disposition Comments

Dispositioned By Date Dispositioned

Actionsy  —

Temporary Release )

Dateout Ty DateIn ¥ Review Purpose Y

No information available

right of the checklist to view :‘::fm::?:;: Relcase Reason 7 Reloase Authorization Y Release Authorized By v Reloase Placement Y ReleasedTa Y.
checklist in a new window.
2. Use the radio button under
Disposition* to select - P P — e
‘Approved’ or ‘Denied’. senia sgpro (dnision)
Note: :
e [f Disposition* is set to
‘Denied’ the Disposition 4
Comments field is required.
e Analertis sent to the worker
who requested the approval, p—— S

if the Disposition is set to
‘Denied’.

No information available

Actionsy =

Release @)

Rele

||
A
8
8

ReleascReason T Release Authorization Y Release Authorized By Y  Release Placement t Y ReleasedTo Y

Save
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3. Once all the required fields & [coonuo
have been answered, select o o PEET—— ) o
Submit Approval. PRS—— »

Approval Checkist® Disposition”
Initial Roommate  View @ Approved
s Denied

Note:
® Once the approval has been
submitted, the Supervisor J

Approval section cannot be
edited. ==

* Dispositioned By and Date

Date Out Ty DateIn Yy Review Purpose Y

Dispositioned are
auto-populated by Tails S— e

When the Section iS Saved. Release Date/Time YT ReleaseReason Y Release Authorization Y Release Authorized By Y Release Placement it Y ReleasedTo Y

No information available

Save

The page will automatically AW [soomee
refresh and return to the T G |PEEEE— T

Admissions page.

Approval Checkiist®

Dispositioned By Date Dispositioned

CgiQaTests 382020

Temporary Release @) Actionsy  —

Dateln ¥ Review Purpose Y
ilzble
Release @) Actionsy  —
Release Date/Time 7Y ReleaseReason Y Release Authorization Y Release Authorized By Y ReleasePlacement Y ReleasedTo Y

No information available
Save
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