EARLY CHILDHOOD

Entering a FACTS ID for a Case or Client * SERVICES CENTER

Quick Steps
e Double-click on the Child Case
e Enter the FACTS Case ID (6-Digit ID)
e Click Save
e Select the Client
e Select Client Registration Link
e Enter Facts Person ID (7-Digit D)

e Click Save

Detailed Steps:

1. After logging into the database, the Staff window appears and the system identifies your name on
the staff list.
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2. Click on the Cases link (on the side menu bar) to get to your open case list.
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3. To update the FACTS Case ID on a child case holder, Double-Click on the case from the Case List
screen.
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4. The Case Information screen appears. Enter the FACTS Case ID. Click Save.

= Case Information

Case Information

Name Aqain, Colin
Case Dates

OpenDate  10/17/2017 |v| Close Date [
Notes

Id 1160004 CFACTS Case 11465456 D

5. To update the FACTS Person ID for a client, From the Case List screen, click on the + sign to the left

of the case that you want to work on.

6. Under the case, click on the client you are entering the FACTS Person ID for.

e A 6-digit FACTS Case ID will be assigned to the case holder (child client/ infant).

e A 7-digit FACTS Person ID will be assigned to all other applicable clients.
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7. On the right hand menu bar, click on the Client Registration link.
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8. Inthe Client Information form, type in the client’s FACTS Person ID (6-digit ID for child client case
holder, 7-digit ID for any other applicable clients).

- Client Information

Id/Enroliment Information
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9. Click Save.

If you need further assistance please contact ECSC Data & Web Services:

ecscdata@unm.edu
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