
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Users will 
receive an 
invitation 
email that 
includes a 
link to the 
school portal, 
their 
username, 
and a 
temporary 
password 

 

2. Log in at tchattschools.trayt.health. New users 
will be prompted to update their password upon 
first login. 

 

3. After logging 
in, users will 
land on the 
referral 
dashboard, with 
the ability to 
navigate 
between 
dashboards at 
the top of the 
page. 

 



 
 
 
 
 

Submitting a Referral 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. On the referral dashboard, select “+ New Referral”. You will first be prompted with a 
pop-up box asking for confirmation that you have permission from the family to share 
information with the TCHATT team 

 

 

 

2. After 
confirming, 
begin 
documenting 
the student 
referral. 
Required fields 
are indicated 
with an * 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Once you have completed the 
form, press “submit” on the 
bottom right of the page. You will 
see a message that confirms 
referral completion and includes 
the contact information for the 
TCHATT team, should there be 
any questions. You can then add 
another referral, return to the 
dashboard, or log out. 

 

4. Returning to the Referrals dashboard, you will see the newly submitted 
referral, along with all referrals submitted within your assigned school(s)  

 



 
 
 
 

 

User Management – Adding and Editing Users 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 

In the School Portal, users will be able to 1) add new users, and 2) edit other users’ 
profiles (including deleting or deactivating), based on their own permissions. For more 
information about role definitions and permissions, please refer to the “School Portal 
User Roles” document 

 

 

1. To add a new 
school user, click 
“Add School Staff” 
(shown above), and 
then begin entering 
the user’s 
information. You 
will assign a 
permission level 
from the drop-down 
menu, and the role 
definitions will be 
displayed. The 
district name will be 
auto-populated. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. To edit an 
existing user, 
select “edit” in the 
“actions” column 
(shown above). 
You can then edit 
the user’s name, 
phone number, 
permission level, 
or school selection. 
The email address 
cannot be 
changed. 

Note: when adding or editing 
a user’s school access, an 
individual can only grant 
access to schools that they 
themselves have access to. If 
additional access is needed, 
please contact your district 
lead. 

 



 
 

Document Transfer 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

In the School Portal, users will be able to 1) upload documents to include in a referral; 
and 2) access documents shared by the HRI 

1. When submitting 
a referral, at the 
bottom of the form 
you will see the 
option to upload 
documents to be 
submitted to the HRI 
along with the 
referral. You can 
drag or select the 
file(s), and then you 
will see the attached 
files before 
submitting the 
referral form. 

 

 

On the referral 
dashboard, the 
paperclip icon indicates 
which referrals were 
submitted with 
attachments. 
 
Documents can also be 
added to existing 
referrals by clicking on 
the ellipses in the 
Actions column. 

 



 
 

2. On the documents dashboard, users will be able to view and download 
documents that were shared by the HRI.  

 

Note: once a document is uploaded by a school user, it cannot be deleted 
by a school user – documents can only be deleted by a Hub Staff user on 
the TCHATT portal 


