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This storyboard demonstrates how to record a Resource Home Inquiry and 

Home Study Approval.  In addition it covers: Entering a Reassessment , 

Entering  a Closed/On -Hold/Suspended Status and  

Entering Resource Home Recordings.    
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Recording a Resource Hom e in TFACTS all begins with an inquiry.  Once the inquiry is complete, it is 

linked to a resource home record.  Resource Homes must have a home study completed and 

approved in TFACTS before a pl acement can be entered .  

 

The Workload  screen displays . 

¶ Click the Resource  tab.  
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¶ Click the Inquiry  tab.  

¶ Before entering an Inquiry, user  should first perform a filter to see if the inquiry person 

already has an active inquiry.  Add Last Name , First Name  and click Filter . 

¶ Click Select  if the inquiry is found from the search which implies the inquiry has already 

been entered but not linked a resource home.  

¶ Click Add Inquiry  if no active inqu iry is returned from the search as in the steps below.  For 

this storyboard adding a new inquiry is demonstrated . 

 

The Resource Home Inquiry  screen appears.   

¶ Complete any required fields with an asterisk not pre -populated .  Status will default to 

and should remain as Pending Inquiry  

¶ Click Add Member . 
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The Person Search Results screen appear s.  (You may search by Person ID, SSN or  Name.) 

¶ Click Search . 

¶ If a person for whom  the user is searching is returned , check the empty box next to the 

corr ect Person ID.  After making a selection, the Choose  button will become enabled.  If the  

person was not found,  click Add Person .  (In this demonstration we will Add Person .) 
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The Basic  tab screen appears.  

¶ Enter the Name Type, First Name, Last Name, Gender  and Date of Birth (DOB)  and any 

other relevant information.  

Note :  DOB is an AFCARS Requirement and is recommended to always enter at this time.  

¶ Click Apply . 
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¶ Click the Demographics  tab . 

¶ Enter the inquiryɅs Race and Hispanic Origin .  If any other information related to his screen 

has been provided, it should also be entered .  

Note :  Race, Hispanic Origin and Marital Status  are also AFCARS Requirements and are 

recommended to always enter at this time.   As relationships are reciprocal  in TFACTS, it is important 

to also indicate  the Spouse or Significant O ther  so the information is reflected in Person Profile  

for both person ϥDɅs. 

¶ Click Apply . 
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¶ Click the Address  tab.  

¶ Click Add Address .  

 

The Domestic Address Search  screen will appear.  

¶ Add the Street Number, Street Name, City, State  and Zip Code .   

¶ Click Search . 

¶ Domestic Address Search Results  will display any addresses matching the details entered.  

If no correct results, click Save New Address . 
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The Domestic Address Details  screen appears. (Address information from the previous address 

search will automatically populate.)  

¶ Enter any o ther i nformation  provided  by applicant as applicable.  

¶ Click Save.
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¶ The Address Details  screen appears.  

¶ Add Address Type  and Effective Date . 

Note :  Resource homes must  have a Residence  type address.  Once the home is approved, If a new 

residence address needs to be added for the Resource home, it will need to be done through the 

home study.   

¶ Click Save. 
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The Address Tab  screen appears .  (Note  the address has been entered and reflected as Primary ). 

¶ Click Add Phone/Email . 

 

The Contact Information  Screen appears.  

¶ Add the Type  of Contact from the drop down menu.  

¶ Click the box marked Primary  if  the information is being entered for the primary person in 

the r ecord (person with the role of Resource P arent  as opposed to the Co -Parent),  

¶ Add the Contact . 

¶ Click Save. 
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The Address  screen now displays the address and contact numbers . 

¶ Click Save.   

 

The Resource Home Inquiry  screen appears . 

¶ Add Role  of Resource Parent  from the drop down list.   

¶ To add Co-Parent  or other person to the home, click Add Member  and repeat the steps 

described previously.  

Note : Link Child is regarding a Specific Child. It is only required for Expedited DCS Homes, 

which is not applicable to private providers.   

¶ Click Apply .  
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The Resource Home Inquiry  Screen appears.  

¶ Click the Referral Sources  tab . 

¶ Select from the Available Referral Sources  and click Add  to move it to Selected Referral 

Sources . More than one refer ral source choices can be added.  

Note:  Recruitment Events can be recorded in TFACTS and linked to inquiries.  The applicable 

recruiting event will only be available for selection if the person designated to document 

recruitment even ts in TFACTS has entered it.  However, t his is not required for  providers but 

available if they so choose.   

¶ Click Apply . 

 

¶ Click the Preferences  Tab. 

¶ Optional  to enter:  Acceptable Child Characteristics, Race and Ethnicity/Ancestry   

¶ Click Apply.  

Note: Preference Information is not required for linking inquiry to a resource home.   
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¶ Click the  Activity Log Tab. 

Note: Activity Log required for DCS Foster Parent Support  when linking an inquiry to a resource 

home.  (Optional for Private Providers)  

¶ From Resource Home Inquiry page  

¶ Click Activity Log  

 

¶ Click Add Activity  Button  

¶ Select Activity Type  from d ropdown:  7 Day Inquiry Referral, 7 Day Regional Contact, 30 

Day Follow -up, 60 Day Follow -up, 90 Day Follow -up, Other  

¶ Add Date of Activity :  Enter Date 

¶ Comments :  Enter Comments  per Policy and Protocol.  

¶ Click Save 
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¶ Repeat this process until all Activity Logs  have been entered  

¶ Click Apply .  Note:   If the user clicks Save they will be returned to the Inquiry Search 

Criteria Tab and must filter to locate the pending inquiry . 

 

     Click the Resource Home Inquiry  Tab . 

¶ If the inquiry is complete , change the Status  to Pending Approval . 

¶ Click Save. 

Note: At any time after the required information has been documented in the inquiry, the user can 

go to the Resource Home Inquiry  screen in the inquiry and change the Status  to Pending 

Approval  .

 

Continue to the next sub topic.  
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Now that the resource home inquiry has been completed, you are returned to the Inquiry Information 

page where the new inquiry should now display. The Inquiry can now be linked to create a Resource 

Home record for approval.  

¶ Click link  (the l ink  hyperlink will only be available once the inquiry record has been placed in 

Pending Approval  Status) 

Note:  This screen could have many more inquiry records listed, depending on the amount that the 

selected Organization  has assigned to it; user can better define the list by filtering on any of the 

options in the dropdowns or filtering by name as in the example.  

 

The Potential Resource Home Matches  screen appears.  

¶ TFACTS will display any potential matches for the inqui ry from existing resource home 

records.  If the system returns a correct match, it will be listed on this screen and the user 

will click Link  to re -activate the resource home.  

WARNING:  Creating a duplicated home will result in the duplicated home being cl osed in 

error and a new inquiry created and linked to the appropriate resource home ID number.   

Note:  If attempt to link an inquiry to a home that is in current Active status, and it is definitely a 

correct match, the home will need to be closed by the owning organization  before the  inquiry 

can be linked.  This could happen in situations where an existing active resource home is seeking 

to become a resourc e home for another organization.  

Tip:   If working with a former resource parent, se arch the Directory PRIOR to creating a new 

inquiry to determine the former resource home ID number making it easier at this step to select 

the correct match.  
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¶ For new, non -reactivated resource homes click Add New Resource Home  button.  

 

¶ A popɀup box will display stating:  You are about to create a new Resource Home using the 

Resource Inquiry and will change the Status to Completed.  Once completed  it cannot be 

reversed.   

o Click OK 

 

The Resource Summary  screen appears.  
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All information entered in the inquiry should  be available for review under the Resource Summary  

and viewed by clicking on the appropriate tab.   

Note :  A new address or new household members are added through a new home study.   

¶ Click Add Contact  to add new phone numbers  if applicable . 

 

¶ Click Relationships  tab.  

¶ From the Relationship Grid click Select  next to the memberɅs name that has an unspecified 

relationship.  

 

¶ Choose from the dropdown box the corresponding relationship that the person has with the 

individual selected.   

¶ Click Save.  

¶ Repeat this process until all relationships are specified and reflect a zero next to their name.  
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