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PROTECTION AND PERMANENCY MEMORANDUM, 20-07
TO: 

Service Region Administrators



Service Region Administrator Associates



Service Region Clinical Associates



Regional Program Specialists



Family Services Office Supervisors

FROM:  
Mary Carpenter, Assistant Director



Division of Protection and Permanency

DATE:  
February 27, 2020
SUBJECT:  

Uploading documents to TWIST and working offline on tablets.
Changes have been made to SOP 30.8 Case File Format to provide staff with direction on uploading/downloading case documents and working in off-line mode using a DCBS issued tablet.  TWIST tip sheets are included for uploading/downloading case documents and electronic case document renaming related to uploaded files.  
· TWIST TIP 86.0 - Offline Download-Upload-2
· TWIST TIP 85.0 - Offline-How to Upload and Rename Documents
If you have any questions regarding this memorandum, please contact: 

Mary Carpenter, Assistant Director

Mary.Carpenter@ky.gov 

(502) 564-6852, ext. 3604
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