
Out-of-State Residential Mental Health Facilities Application 

Step-by-Step Guide to ePlan Submission 

 

Step 1: 

Log onto ePlan using the link below.  

https://eplan.tn.gov/ 

 

 

Use the credentials given by the ePlan platform to Sign-In to your secure account. 

 

 

 

 

 

 

https://eplan.tn.gov/


Step 2:  

Find “Data and Information” and click once. 

 

 

Step 3: 

The Data and Information page will appear. Make sure the Fiscal Year is “2026” and click the Residential Mental Health 

Facilities link:  

 

Step 4: 

Once your  facility page has loaded, click “Draft Started”. 

  

 

You will be asked to “confirm” the change once the page reloads.  



 

 

 

Then, the system will return the user to the “Sections” page to begin. 

 

Step 5: 

From the sections page, click “Purpose and Definitions.” 

 

Read this entire page. *No action is needed on this page 

 

Once the user has read this entire page, hover the curser over the “Go To” button and a menu will pop-up. Navigate 

down until “Sections” is highlighted in dark blue and then click to return to the Sections page to proceed. 

 

 



Step 6: 

Click “Approval of Out-of-State Facilities”. 

  

Read the guidelines for approval for Out-of-State Facilities, then check that the facility agrees.  

 

Also, read the question at the bottom of the page that pertains to TN testing requirements for graduation. Select 

“Agree” or “Disagree” from the drop-down menu. 

Hover the curser over the “Go To” button and a menu will pop-up. Navigate down until "Sections” is highlighted in dark 

blue and then click to return to the Sections page to proceed. 

 



 

Step 7: 

Click “Student Admission”. 

 

For this page, each individual student will be identified by their student ID. Enter the admission date. Enter the discharge 

date, if applicable. The user will also have to check that they have collected and uploaded the following documents into 

“related documents section” in ePlan.  

• Admission Evidence 

• Student Enrollment 

 

The facility will also have to choose to agree/disagree for the last two questions in this section for each student. 

*Click “Add Row” to add an additional row for each student. 

 



 

Hover the curser over the “Go To” button and a menu will pop-up. Navigate down until "Sections” is highlighted in dark 

blue and then click to return to the Sections page to proceed. 

 

 

Step 8: 

Click “Facility Approval Related Documents (Updated Nov. 2024).” 

 

On this page, the user will upload all relevant documentation pertaining to the facility.  

 

 

 

 

 



For each item, click “Upload New” on the appropriate line. Please name the files according to the area referenced. 

 

*For example, a file for “Fire Safety Inspection Report” could be named “Fire Marshal Report”. 

 

 

Once a document is uploaded, the name will appear to the right, as well as the options to “Update” or “Delete” the 

existing file.  

Also, there will be an option to upload more documents without overwriting the existing document by clicking “Upload 

New” again. 

*ALL documents are required. If an upload is left blank, the application will have errors and cannot be submitted for 

approval. 

Once all uploads are complete, hover the curser over the “Go To” button and a menu will pop-up. Navigate down until 

"Sections” is highlighted in dark blue and then click to return to the Sections page to proceed. 

 

 



Step 9: 

Click “Student Admission Related Documents.” 

 

On this page, the user will upload all relevant documentation pertaining to students.  

For each item, click “Upload New” on the appropriate line. Please name the files according to the student ID and the 

area they address. 

*For example, a file for “Qualified Physician Written Order” could be named “ID ############ Physician Order”. 

 

Once a document is uploaded, the name will appear to the right, as well as the options to “Update” or “Delete” the 

existing file. 

 

Also, there will be an option to upload more documents without overwriting the existing document by clicking “Upload 

New” again. 

*ALL documents are required. If an upload is left blank, the application will have errors and will not be able to be 

submitted for approval. 

NOTE: Please ensure the student IDs are accurate and match the students entered on the “Student Admission” page. 

If there are discrepancies, the application will be returned for revisions. 



Once all uploads are complete, hover the curser over the “Go To” button and a menu will pop-up. Navigate down until 

“Sections” is highlighted in dark blue and then click to return to the Sections page to proceed. 

 

 

Step 10: 

Once all information has been entered and all uploads are complete, the “LEA Residential Mental Health Facilities 

Director” will need to click “LEA Residential Mental Health Facilities Director Draft Completed” to send the application 

up for approval. 

 

If all items are complete, the LEA Residential Mental Health Facilities Director will be asked to acknowledge and confirm 

the status change. Check the box and click “Confirm”.  If this screen does not appear, skip to Step 11. 

 

Once these steps are complete, the application will go to TDOE for review. The user does NOT need to complete Step 11. 

The TDOE Residential Mental Health Facilities Consultant will review and return the application if there are corrections 

needed. If no corrections are needed, the application will be approved. 

 

*NOTE: The ePlan system will NOT identify errors with file names, incorrect file uploads, incorrect student IDs, or 

missing information for individual students. Please ensure that the information entered is complete as these errors 

will cause a delay in approval and/or funding as the application will have to be returned, corrected, and resubmitted. 

 

 

 

 

 



Step 11: 

If there are missing components, the user will receive the following message.  

 

Click to view the errors.  

 

Click “Review” to be taken to the specific page to correct the error or click “Return To Sections Page” to review the 

pages from the main Sections page. 

 

Once all errors have been cleared, return to the beginning of Step 10 to submit. 

 

 

 

 

 

 

 

 

 

 



Once the application has been submitted, the user will be notified once the department has reviewed the application. 

Comments from the department can be seen on Residential Mental Health Facilities Checklist page: 

 

When selected, the checklist will provide comprehensive feedback to the user. 

 

 

Revisions and updates 

Revisions and updates will follow the same steps as the original application for corrections and/or adding new 

students. Please refer to the relevant section to review the steps for entering information. The revisions and updates 

will also be submitted as detailed in Step 10 and/or 11 of this guide.  

 


