


Navigating to the Incident Screen 

Navigate to the Incident Reporting screen by clicking on the incident reporting 
link at the top of any TFACTS screen. 



Logging on to the Incident Screen 

The new Incident 
Reporting screen will 
require the user to log in 
using their en number 
and password.   

 

 

 

EN22236 

************ 



TFACTS Logo will take you back to Production 
TFACTS 

Home – Incident Reporting Home Screen (your 
pending incidents) 



Note: Incidents that 
have been initiated by 
the logged in 
employee,  but have 
not been submitted, 
will appear under the 
Pending Incidents 
grid. 

There are no pending 
incidents in this 
example. 

Note: Utilize the 
Search tab to locate 
Incidents already in 
the system.  This will 
help to prevent 
duplicate entries. 

Jones, John [Organization Name] 



Click the Search Tab 

Enter all applicable 
information 

Note:  There needs to 
be at least one search 
criteria entered to 
conduct a search 

Note:  The 
Facility/Resource is not 
automatically 
generated, but only 
your particular 
organization will show 
in your search results 

Click “Search” button 

Jones, John [Organization Name] 



 

A search for your 
incident will 
display incident 
details along with 
its current status. 

 

Note: If searching 
using the Incident 
#, the user no 
longer needs to 
include a “S” or 
“C” at the 
beginning. 

 

 

Jones, John [Organization Name] 

12345 



Search results 
will show at 
the bottom in 
the Search 
Results grid. 

Barber, 
Winnie 

Grafton, 
Wanda 12345 

12345 



If no response 
regarding the 
incident is needed or 
a responder has 
completed their 
review, the status will 
be marked as Closed. 

When incidents 
require a review by 
an incident responder 
the status will be 
marked as 
Submitted. 

A status of Pending 
means that the 
incident has yet to be 
submitted. 

 

                 
Barber, 
Winnie 

Ted 
 Ted 

A+ Tip – The search result columns are sortable! 

      
                        

      
                        

12345 



Adding an Incident 

Jones, John [Organization Name] 

 

From the Incident 
Reporting screen click 
“Add Incident” tab. 

 

Your items displayed can 
be in groups of 5, 10, or 
20. 



On the Incident 
Information  tab enter 
all information through 
the CPS Referral grid. 

 

Click Apply button.  

 

Note:  “Apply” must be 
clicked before a 
resource can be added. 

 

Note: The Apply, Save, 
and Cancel buttons will 
function in the same 
manner as currently in 
TFACTS. 

Free form fill box that will expand with incident description. 

Jones, John [Organization Name] 



If CPS Referral Made = 
No, scroll to the bottom 
and click Apply button. 

 

This will save your work 
in progress. 

Jones, John [Organization Name] 



If CPS Referral Made = 
Yes 

 

Enter the CPS Referral 
# and verify (see 
following two screens) 

 

Click Apply button 

 

This will save work in 
progress. 

Jones, John [Organization Name] 

987654 



If the CPS referral number 
is valid, a pop up message 
box will appear requesting 
the user confirm the 
intake is correct. 

“OK” will allow the intake 
to be confirmed. 

“Cancel” will allow the 
user to enter another 
number. 



If an invalid CPS 
referral number is 
entered the following 
alert message box will 
pop up. 

User will need to 
verify by clicking the 
“OK” button to return 
to the previous 
screen. 



The user now has an 
Incident #, Link 
Resource button, and a 
Submit  button. 

 

Click the Link Resource  

        button to begin a    

        Resource Search. 

12345 12345 



The Resource Search screen 
appears. 

 

Note that  your agency 
organization is automatically 
populated. 

 

Enter the appropriate 
criteria for the resource and 
then click the Search 
button. 

Youth Facility, Inc. 



Search results will appear at the bottom of the screen. 

 

Click the Select link to choose the resource. 

Youth Facility Inc. 

Youth Facility Inc. 

Work/2342334 

Oscar View Inc. 

Salinas/53697 

Jasmine Carruthers/698563 

123 Work Rd. Memphis, TN 
38125  

456 Youth Avenue  Mount 
Juliet, TN 37122 

789 Oscar Rd. Camden, TN 38230 

1023 Salinas ST. Elizabethtown, 
TN 37643 

2134 Jasmine AVE. Lebanon, 
TN 37090 



The Resource now appears 

        back on the Incident 

        Information screen. 

 

Complete the location 

        drop downs as applicable 

 

Note:  You would utilize 
“Offsite Incident” for 
incidents that occur away 
from the placement.  For 
example, potential “Offsite 
Locations” could be 
Respite, School, 
Community Site, etc.  

 

Click the Apply button 
 

Youth Facility Inc. 

12345 



Click the Child/Youth 
Involved tab and then 
the Add Child/Youth 
button to begin 
entering the 
child(ren)/youth 
involved in the 
incident. 

The system displays an 
Available Child/Youth 
box with those 
child(ren)/youth 
placed at the resource 
on the day of the 
incident. 

Jones, John [Organization Name] 

Barber, Winnie 
Grafton, Jake 
Grafton, Wanda 
Limon, Bradley 
Torrey, Juarez 
 
 

Special Note:  If the child/youth is not listed in the “Available Child/Youth” box, it may be because the 
placement has not been entered into TFACTS.  Please fill out the CS-0496 (Incident Report Form), and 
email it to DCS.QualityControl@tn.gov.  You may also contact your FCCR (Field Customer Care 
Representative for additional support. 

mailto:DCS.QualityControl@tn.gov


Check the box (s) next 
to the child(ren)/youth 
involved in the Incident. 

 

 Click the Add 
Child/Youth button. 

 

Barber, Winnie 
Grafton, Jake 
Grafton, Wanda 
Limon, Bradley 
Torrey, Juarez 



The child/youth that 
have been added 
now appear on the 
Child/Youth 
Involved tab. 

 

Click the details link 
for the particular 
youth in focus. 

 

Grafton, Wanda 

Jones, John [Organization Name] 

Barber, Winnie 



From the Child/Youth 
Details tab, enter the 
Incident Type along with 
any applicable Sub-Types.   

Note: The Sub-Types 
available will depend on 
the Incident Type that is 
chosen. 

Click the Add New Incident 
Type button after each 
type/sub-type entered to 
add it to the Incident Type 
list. 

As you can see in this 
example, multiple incident 
types can be entered per 
youth in an incident report. 

 



Enter information in 
the Optional Narrative 
field to provide more 
youth specific 
information. 

 

Complete all applicable 
data in remaining fields 
and drop downs 
concerning Cell 
Confinement, 
Seclusion, and Family 
Notification. 

 

If yes, enter date and 
time information. 



If applicable, click 
the 
Runaway/Escape 
Information tab. 

 

Complete all 
fields and data.  

 

Click the Save 
button.   

 

The system will 
return you to the 
Child/Youth 
Involved screen 
appears. 

 

 

 

Barber, Winnie 

Jones, John [Organization Name] 



If applicable, click the 
Resource Member/Staff 
Involved tab. 

 

Click the Add Resource 
Member/Staff button. 

 

Check the box(es) of the 
Resource Members/Staff 
involved. Utilize the 
dropdown to indicate if 
they were injured. 

 

Click the Add Resource 
Member/Staff button. 

 

 

Foster, Jane 
Foster, Sally 
Foster, Dan 
Foster, Sara 
Foster, John 

Jones, John [Organization Name] 



The Resource Member 
now appears on the 
Resource 
Member/Staff Involved 
screen. 

  

Note: The details link is 
there for conversion 
purposes and will be 
going away in a later 
enhancement. Users 
will not need to utilize 
the link. 

 

 

 

 

Foster, Jane 



Click the Incident 
Factors tab to review 
a snapshot of the 
incident entered in 
previous tabs.  (Read 
only screen) 

 

This example shows 
child/youth restrained 
and injured 

 

Click the Save button 
and you will return to 
the Home Screen. 

 

Jones, John [Organization Name] 

Barber, Winnie 
 
Grafton, Wanda 
 

Barber, Winnie 



If you clicked “save” at 
any point in entering 
your IR, your incident is 
now in a “pending” 
status and located on 
your “IR Home” screen. 

 

To reopen and submit 
the incident click the 
select link. 

 

Incidents are not 
considered completed 
until they have been 
submitted. 

Barber, Winnie 

Grafton, Wanda 

Jones, John [Organization Name] 



To submit the 
incident click the 
Submit button 
while on the 
Incident 
Information tab. 

 

Note: DCS FSW’s 
and DCS TL’s will 
receive an e-mail 
for IR’s entered 
on their 
children/youth.  

12345 

Youth Facility, Inc. 



If data is not entered for 
any required field, an 
alert message will 
generate. 

 

This message will 
specifically address all 
issues that must be 
resolved prior to the 
Submit button being 
successful. 

Jones, John [Organization Name] 

12345 

Barber, Winnie 
Grafton, Wanda 



Once submitted, the 
incident will no longer 
be visible in the pending 
incidents grid. 

Jones, John [Organization Name] 



If an addendum 
needs to be added 
to an incident you 
can add it in one 
of two ways. 

 

Click the 
Addendum link 
next to the 
incident on the 
Search Results 
screen.   

 

 
 

 
Barber, 
Winnie 

 
 

Youth Facility, Inc. 
12345 



You can also click 
the select link to 
open the incident 
and click the 
Addendum button. 

Barber, 
Winnie 

Youth Facility, Inc. 

Youth Facility, Inc. 

12345 

12345 



Click the Add 
Addendum button. 

 

Add additional 
narrative in the 
Addendum Details 
text box (character 
limit is 1,000). 

 

Click Save. 
 

 

Grafton, 
Jake 

Foster, 
Jane 

Foster, Jane 

Grafton, 
Jake 

Foster, Jane Foster, 
Jane 

12345 



The Addendum link 
next to the incident 
reflects the number 
of addendums that 
have been added to 
the incident. 

 

Barber, 
Winnie 
 

Ted 
 

Ted 
12345 



Grand Region TFACTS Trainers 
West Grand:  Deborah.Elijah@tn.gov 
Middle Grand:  Rolanda.D.Perkins@tn.gov 
East Grand:  Benjamin.Harper@tn.gov 

 

Regional FCCR’s 
EI_DCS_FCC_(name of region)@tn.gov 

 
DCS.QualityControl@tn.gov 

 
Customer Care Service Desk 

Toll Free: 888-853-4636  
 

mailto:Deborah.Elijah@tn.gov
mailto:Rolanda.Perkins@tn.gov
mailto:Benjamin.Harper@tn.gov
mailto:DCS.QualityControl@tn.gov


To access additional copies visit the 
Customer Care website 



In TFACTS, click on 
the Customer Care 
link to access the 
Customer Care 
website. 



The Customer 
Care site has 
several tabs that 
users can access 
(Home, Customer 
Care, and Field 
Customer Care). 

 



Scroll down the 
Customer Care 
Home screen to 
locate and click 
on the TFACTS 
Knowledge Base 
link. 

 

 



Users can access 
various 
documents such 
as Release 
Notes and Case 
Management 
storyboards. 


