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Placement History – ITM Job Aid  
 

The Placement History screen allows the user to view or add to the Client’s placement history.  
 

 

 

 

 

 

 

1. From the : Locate the desired Referral and click on the Referral ID to bring the 

Referral into focus.   

a. Click on the  tile. 

Placement History screen 

Navigation 

 

Dashboard 

Placement History 
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1.  pane: This grid contains a list of all the placements the documented for 

the client in the KIDS system as well as any placement information added by ITM users.   
 

 
 

a. The Placement History grid contains the following information: the Type of placement, Date 

Entered, Date Exited, Facility, Agency, Source System, Address Type, and Address 

Summary. 

 

b. To view or edit a particular placement click on that placement’s line in the Placement History 

grid.   

 

c. To delete a Placement Entry, click on the delete icon [  ] to the right of the Placement 

Entry in the Placement History grid. A Confirm Delete pop-up will appear:  
 

 
 

i. Clicking  will delete the Placement Entry.   

ii. Clicking  will cancel the action and the Placement Entry will not be deleted. 

 

 

 

  

 

 

 

 

 

 

 

 

 

Placement History 

   Placement History 

Yes 

No 

Note:  Any placement with a Source System 
of KIDS can only be viewed; it cannot be 
edited or deleted.  If the client’s address is 

being withheld for safety reasons the address 
will appear as **confidential** in the grid. 
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2. Documenting a Placement: 
 

 
 

a. Type: Select the Type of placement from the drop-down. 

b. Date Entered: If known, enter the Date that the client entered this placement. 

c. Date Exited: If applicable, enter the date that the client exited this placement. 

d. Facility: Enter the name of the Facility or Foster Parent. 

e. Agency: Enter the name of the Placement Agency. 

f. Address Type: Select the type of address being documented from the drop-down. 

g. Address 1 and Address 2: Enter the Address line 1 and Address Line 2 (if applicable). 

h. Primary Address: Indicate whether or not this address is the client’s Primary Address by 

selecting “Yes” or “No” from the drop-down.   

i. County: Select the County from the drop-down.   

j. City: Enter the City 

k. Neighborhood/Municipality: If known, select the Neighborhood/Municipality from the drop-

down.   

l. State: Select the State from the drop-down.   

m. Zip Code and Extension: Enter the Zip Code and Extension (if known).  

n. Click  to save the Placement History information that was entered or 

edited.  
 

 

 

 

 

 

 

 

 

 

For assistance, please contact the Allegheny County Service Desk at ServiceDesk@AlleghenyCounty.US or call 

412‐350-HELP (4357).  Select Option 2 for the DHS Service Desk. 

 

To access the Self Service Tool go to http://servicedesk.alleghenycounty.us 

Save Placement History 

For more information… 

mailto:ServiceDesk@AlleghenyCounty.US
http://servicedesk.alleghenycounty.us/

