In order for case assignments to be made, the private provider supervisor and resource home worker is required to have the appropriate security access.  The supervisor or designee must have the “PP Resource Home Supervisor” and the “PP Resource Home” security user group.  Each resource home worker must have the “PP Resource Home” security user group.  This will allow the worker to be assigned roles in order to add/update resource homes for their agency.  
Note:  Confidential information has been redacted from each screen.

Create an assignment for a resource home that has no previous assignment.
The supervisor will search for a resource home in the Directory from the Resource Search page.  Select a resource home and navigate to the Resource Overview page.
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To assign an existing resource home that has no previous assignment (no one listed under Assignment Information) to one of your resource workers, first search for the Resource Home under the Resource Search page or from your workload list located under the Workload tab.  Select the home.  Once on the Resource Overview page, click the Create Assignment button. 
See next screen shot. 
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Select the name of your organization.  Select a Supervisor from the drop down box.  Enter the begin date of the assignment.  Select Save.  

See next screen shot.
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The newly assigned supervisor appears under Assignment Information for the resource home on the Resource Overview page.

See next screen shot.
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Next, the supervisor will need to navigate to TFACTS Assignments secondary tab located under the Home Primary tab.  There it will reflect all the resource homes assigned under that supervisor. 
See next screen shot.
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Click on the box adjacent to resource home name.  A check will mark the resource home.  Next, click on Assign button at the bottom of the page assigning the resource home to a resource home assessment worker. 

See next screen shot
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When assigning to a worker, leave the Assign to Employee radio button selected (this is the default).  The Organization and Team Type fields will remain disabled by design. You can still click the Filter button to bring up the employees you supervise in your Organization to assign the resource home. 
See next screen shot.
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Once the filter search is complete, the employees in your organization that you supervise will be listed.  Click the Select hyperlink for the employee in which you want to assign to the resource home.   
See next screen shot.  
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Always select both of these roles: “Primary Case Worker” and “Resource Home Assessment Worker”.  Click the Save button at the bottom of the screen.
See next screen shot.
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The system will present this confirmation message screen.  The supervisor will need to select No if they want to remain assigned as the Supervisor to the resource home.
See next screen shot. 
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The resource home is now assigned to the case worker having both the “Primary Case Worker” and “Resource Home Assessment Worker” assignment roles.  The supervisor remains the same.  

See next screen shot. 
[image: image11.png]TFACTS - Provider

Workload - Microsoft Internet Explorer, provided by Dept of Children’s Services

hitp:jei01 1900615031 :8080]scwisftarget.doTarget

Live search [o]]

Vew Favories Tooks Help

TRACTS - Provider - Workioad

Fage 3 Tols -

Home case

home

| search | helpmtraming | logoff

Logged In: Andrea,Fuller [ Youth Villages, nc. ]

Workload m _tauin L pveusts

Resource Home Workload

Fiter:  [Youth Villages, Inc. ¥ Sort 8y:

Resource Name

& Fuller, Andrea L. (1)

select Austin, Annette

Active

Regular

c/on/s status s

Approved

| HElP&TRAINING |

PRIVACY & SECURTTY |

ST version_1.77.0

T

ol et [ oo -





The resource home now appears under the case worker when she logs on to TFACTS and navigates to her Workload page.   
See next screen shot.
Assigning additional roles to a worker that is already assigned to a resource home. 
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For any resource worker that links a resource inquiry record to the Resource Directory, the system will auto assign the “Inquiry Decision Maker” role to that worker.  The resource home will automatically appear under their Workload. 
See next screen 
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The supervisor is still required to assign this worker (or other workers) the “Primary Case Worker” and “Resource Home Assessment Worker” roles in order for alerts and notifications regarding the resource home to be sent to the correct worker assessing/managing the resource home.  
See next screen shot. 
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Under the Assignments page, the supervisor will check the box next to the resource home and then click on the Select hyperlink in order to assign the two additional assignment roles to the worker who created/reactivated the resource home.  
See next screen. 
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Supervisor will select the box for both the “Primary Case Worker” and “Resource Home Assessment Worker” roles.  Click the Save button.  NOTE: The “Inquiry Decision Role” was automatically assigned to this worker because they added this new resource home record by linking the inquiry record to the Resource Directory. 
Also, there is an existing enhancement request for the system to automatically assign the   “Primary Case Worker” and “Resource Home Assessment Worker” roles to the worker linking the inquiry record to the Resource Directory.  This will eliminate the supervisor taking these additional steps unless the supervisor needs to assign the resource home to another worker who did not link the inquiry record to the Resource Directory. 
