
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This storyboard demonstrates how to enter a Monthly Summary and 

document ICD-10 codes.  Monthly Summaries show up in Case Recordings 

only when marked ‘Completed.’ 
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There are multiple ways to access the Monthly Summary for a child / youth.  You 

can access it by  

 

 Your Workload page, or 

 By bringing another worker’s Workload page into focus 

 

 

 

 From the Workload page, expand the Ongoing Case for child / youth whose Monthly 

Summary you want to access 

 

 

 
 

 

 There are icons available to select within the expanded Ongoing Case information.  If you 

hover over the icon highlighted below, a “Provider Monthly Summary” pop up label is visible.  

If previous Summaries have been entered, you can access and read them via this icon.  

 

 

 
 

 

 

  

Provider Monthly Summary 
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 If you hover over the icon with a +, the “Add Provider Monthly Summary” pop up label is 

visible.   Click on the icon. 

 

 
 

 You are automatically directed to the Add Monthly Summary page. 

 

 
 

 Service Period Month* - this is a required field.  Choose the month from the dropdown 

 Service Period Year* - this is a required field.  Choose the Year from dropdown   

 To select an ICD 10 code, click the Search button.   

o Searching for an ICD-10 code can be accomplished by typing as little as “F” or “B”  

o You can do a keyword search in the ‘description’ field as well 

 Identify the code you want to select  

 Click on the line.  It will be highlighted in Orange 

 Click Choose to select the code 

   

 

 

 

Add Provider Monthly Summary 
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The screen below displays a ‘Completed’ Monthly Summary entry.  

Note:  *The Status cannot be ‘Completed’ unless the Narrative field is populated.  

 

 
 

 Status:  Chose ‘Completed’ if the Monthly Summary entry is completed. 

 Click Apply to remain on the Add Monthly Summary page to review your entry,  OR 

 Click Save, which will navigate you back to your Workload page. 

 

 

There are 4 statuses for a Monthly Summary. 

 Draft 

 Completed 

 Created in Error 

 Narrative Needed  
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The screen shot below displays a Monthly Summary entry that is in ‘Draft Status’.   

The fields listed below are required fields and must be entered to save a Monthly Summary. 

 

 Service Period Month*  

 Service Period Year*  

 ICD 10 Code:*  

 

 

                                                                 

 
 

Note: When a Monthly Summary is in a ‘Draft’ status, you can click Apply or Save and can return to 

the entry to add to it.  

 

 
 

 

How to Retrieve a Monthly Summary via the Workload Page 
 

 
 

 Utilize the icon as shown above to access a previously existing Monthly Summary. 
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 You can also access an *existing* monthly summary by conducting a Person Search and 

navigating to the Person Overview page.   By selecting the ‘Monthly Summary’ link you will 

be navigated to the “Monthly Summary List” page. 

  Note:  You cannot create a new Monthly Summary from this link, but you can edit Monthly 

Summaries that are not in a Completed status.    

 

 

 

 A history of Monthly Summaries is displayed on the Monthly Summary List page. 

 Monthly Summary records will only be saved as a Case Recording when they’ve been 

marked as ‘Completed’ 

 

 The screen shot below displays a Monthly Summary record in “Draft” status.   

 

 

 
 

 

 

 On the Monthly Summary List page, click on the Monthly Summary you wish to review or 

update, it will be highlighted orange 

 Click Select  
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Note:   The screen shot below displays the updated Monthly Summary record again saved in ‘Draft’ 

status. 

 

 
 

 
 

 You can “Add” an additional Monthly Summary from this point even if you are not finished 

with the previous one.   Note: Monthly Summary’s will only be saved as a Case Recording 

when they’ve been marked as ‘Completed’. 

 Hover over the ‘Add’ button and the ‘Add Monthly Summary’ pop up label displays. 

 

 
 

 

 Below is a screen shot of a Monthly Summary record that is in a ‘Completed’ status.  
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 Note that it is no longer editable. 

 Note:  The will now display in Case Recordings because it is marked “Completed.’ 

 

 
 

 

 

 If a Monthly Summary needs to be “Marked in Error”, click the “Mark in Error” button. 

 Only Monthly Summaries in a ‘Completed’ status can set to a ‘Created in Error’ status.   

 The error message displayed below is an indication to look at the Status column.  Note 

that there are no Monthly Summary records that can be marked in error in this instance. 

 

 
 

 

Note:  Below there are now 3 Monthly Summary records in a ‘Completed’ status 

 

 Always click on the row containing the Monthly Summary you want to “Mark in Error” 

 If there are multiple Monthly Summary records that are in a ‘Completed’ status, the same 

pop up message as before will display. (You have not selected a row to edit.) 
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 When marking a Monthly Summary record in error, TFACTS will display a warning message 

stating, ‘Are you sure you want to Mark this Monthly Summary in Error?’   

 Click OK if you are sure you want to mark the Monthly Summary record in error.  If not, click 

Cancel. 

 

 
 

 Immediately upon clicking OK, TFACTS changes the status of the Monthly Summary record 

to ‘Created in Error’ 
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 Navigate to the Person Search page and enter search parameters 

o Enter the Person ID  

Or 

o Enter the Last Name and First/Middle Name 

 From the search results, click the select link to bring the child’s / youth’s Person 

Overview page into focus 

 

 
 

 Click the Monthly Summary Link 

 

 
 

 Select the Monthly Summary you want to edit or view 

 Click Select to bring your selection into focus 
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 Enter the Narrative 

 Change the Status to Completed 

 Click Save 

 

 
 

The status of the Monthly Summary now displays as ‘Completed’. 

 

 
 

 

 

 

 

 

 

 

 

You have completed this storyboard.  


