
 

 
 
User 

● DYS Commitment Specialist. 
● DYS Assessment Specialist. 
● DYS Clinical Director. 

 
Process  
This Job Aid table describes the actions needed to manage the Component Checklist 
information for the Youth on the DYS Assessment Information page.  
 
Refer to the TM DYS Assessment – Manage DYS Assessment Information job aid for instructions 
on how to navigate to the required Assessment Information page. 
 
Introduction 

● There will be a list of all Assessment/Components for the Assessment (across all DYC 
Cases). The default sort will be by Creation Date with newest first. 

● Region and Facility default to the primary affiliation of the Primary Staff Assigned and 
can be changed to any Region and Facility affiliations of the Primary Staff Assigned. 

o If the Primary Staff Assigned does not have an affiliation to any regions, the 
Region will default to null but can be changed to any region.  

o If the Primary Staff Assigned does not have any affiliations to any facilities, but 
does have affiliation to a Region, the Region dropdown will list all affiliated 
regions and facility will list all facilities of the selected region. 

● Once the Completion Date and Completion Time are set, the Component Checklist item 
is locked. 
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Add a Component Checklist 

● The worker will be able to add a new Component Checklist for the Assessment if there is 
an open New Commitment. 
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Steps/Output Screenshot 

Refer to the TM DYS Assessment: 
Manage Assessment Information 
Job Aid for details on locating the 
desired Assessment.  
 
Navigate to the Component 
Checklist section by clicking the 
links in the left navigation panel 
or using the scroll bar at the right 
of the page. 
 
  

 

In the Component Checklist 
section:  
 
1. Click the Actions menu in the 

Component Checklist section 
banner.  

2. Select Add Component 
Checklist. 

 
This opens the Add Component 
Checklist pop-up window.  
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In the Add Component Checklist 
pop-up window:  
 
3. Complete the Creation Date, 

Creation Time, Due Date, and 
Due Time fields using the 
calendaring and time 
functions. 

 

 
 

4. Complete the Primary Staff 
Assigned and the Secondary 
Staff Assigned (if applicable) 
using the autocomplete 
function. 
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5. Complete the Region and 
Facility using the drop-down 
menus. 

 
Note:  

● Region and Facility are based 
on the Region and Facility 
affiliations of the Primary Staff 
Assigned. 

● Facility will only show options 
based on the selected Region. 

 

 

 
 

6. Complete the Category and 
Type. 

 
Note:  
● The Type is dependent on the 

Category selected. 
● The Assessment toggle is 

automatically set based on the 
Type selected and cannot be 
changed. 

 
 



 

 
 

  

TM DYS Assessment – Manage Component Checklist Job Aid Page 5 of 8 
© 2020 Proprietary and Confidential 

 DYS Assessment – Manage  
Component Checklist Job Aid 

Upon completion of the 
Component Checklist: 
 
7. Click Add to save the 

Component Checklist Item or 
Cancel to close without 
saving.  

 
 

 
 

You return to the Assessment 
Information page with the 
Component Checklist item added 
for this Youth. 
 

 
 



 

 
 

Edit a Component Checklist 

● The worker will be able to edit an existing Component Checklist for the Assessment until the 
Completion Date has been set. 

● A badge count displays the number of Components added to the DYS Assessment. 
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Steps/Output Screenshot 

Refer to the TM DYS Assessment: 
Access and View Assessment 
Information section of this Job Aid 
for details on locating the desired 
Assessment.  
 
Navigate to the Component 
Checklist section by clicking the 
links in the left navigation panel 
or using the scroll bar at the right 
of the page. 
 
 

 
 

In the Component Checklist 
section:  
 
1. Click the date link in the 

Creation Date column.  
 
Note: If the Component Checklist 
item is locked, a Lock icon displays 
to the left of the Creation Date. 
 
This opens the Edit Component 
Checklist pop-up window. 
 
 

 
 




