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Overview of Referral Section

There are several different ways to set up and use the Referral pages; the more comprehensive you make the
setup, the easier the process is for the end user. An Organization that wants to track numbers of referrals without
any other information could simply create one or more Activities and be able to count numbers of Clients and
numbers of Referral Activities, and not use the Referral pages at all.

The simplest setup scenario involves creating one or a limited number of categories with one or a minimum
number of generic STD names (sub categories) for each one. Internal Programs would then be linked to the
appropriate one, and external Programs can be created and linked to them as well. The end User in this case needs
to know the referral sources well to know which one to use for a specific Client.

A more complex set of categories and STD names can be created, which can make it easier for the end User to find
the appropriate Referral Source. The Programs, internal and external, would be linked to those categories.

In both cases, when the end User makes a referral, they can select the appropriate category and STD name and
with the click of a button see all the potential Program locations available. These can be mapped with Microsoft
Map Point or MapQuest to find the most convenient location.

The most extensive set up includes setting up a condition parameter for each STD name. An initial assessment set
of questions can be created, many of them directly relating to the conditions used in the set up. After a Client
completes Central Intake and answers the assessment questions, the end user can click a button on the Central
Intake referral page to see a list of the potential STD names the Client is eligible to be referred to, and the location
popup would display all locations for each STD name/condition.

Referrals can be made for Clients in Encounter, Central Intake or Program modules.

The Basic Process of setting up Referral system
1 Set up Categories, STD Names (and optionally Conditions) on STD setup page
o These will be Category and subcategory choices on Referral page
Link Category/STD Name combinations to internal Programs on Details popup on Program Setup page
Link Location/Contact combinations to internal Programs on Details popup on Program Setup page
Create Referral Activities on Program Setup page for Internal Referrals
Create External Organizations, Locations, Contacts and Programs
a Link Location/Contact combination to external Programs
b Link Category/STD Name combinations to external Programs
Create Central Intake Program only if using Central Intake referrals
7 Create Assessment Questions for initial assessment/profile (if using)

u b wnN
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Set up Section:
Create Category, STD Name, Conditions

Create Categories and STD Names within those categories on this page. When the User is making a Referral, the
Categories will appear as choices on the Referral page; once a Category is selected, the STD Names of that
Category will be displayed. Categories and STD Names will be available for all Organizations, system-wide.

Conditions can be set up for each STD Name allowing automatic referrals to be created for a Client on the Referral
page.

: File VWiew Report Options Help
o W0 e E I EeS S 4 P B addres |@aes:a’a’sy5tema’stdsetup v|ﬁ Go
i SystemLA v i STDName
| e L I T
E-System CategoryKey 7 Category ¥ Sys ¥ Comment
—i-lr::'t Setup Category | Basic Negfis | INE Education W |Thisisasa
s 1000021 f Family Services [Z | AS1Agencyl
—Change Consent Organization | V“ Append ] 1000022 / Employment [# | DebTest
—Dropdowns 1000023 Emergency Servi W | AS1Agency
— Edit Script Address Comments Training Adency /
e — 10000 _Referral F
—Edit Snaps 5
— Export To Excel Basic Needs
— Investor Goals
—Manage Address
—Mark for Deletion Setas SYS category J< 3
—Messenger Setup — =

:Ezfgmxlmmure ’ = ] ’ — ] ’ — ] Standard Name {10of 2}

— Report Section DNameKey <7 CategoryKey ¥ STDName <7
—Start Page STDName | Housing | » |/1000011 1000026 Housing
~ Start Page Setup 1000012 Food
STDMName
—STDStatus Organization | w | Append
—View Data Structure
— Export Schedule Comments Training Agency
-~ Data Merge

Condition Setas SYS STD J< | >

Navigating the STD Name Rag

e Available Categorjgs are displayed in|the CATEGORY GRID

e Create new Catggories in the left topl secfion

e Subcategoriey(STDNames) of the selected Category are displayed in the STANDARD NAME GRID

e Create new/STDNames in the left middle section

e Conditions for the Standard Name are displayed in the window at the bottom of the page; they are created in
the popup Query Window that appears when the GENERATE button is used

v

)
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Create a new Category

1
2

Click the NEW button at the top of the page

Enter Category name

a All Organization will have access to this Category

If the Category should not be changed, i.e. it is used for
reporting, click SET AS SYS CATEGORY button

Click SAVE button when finished with Category

Repeat for additional Categories

Create new STD Name

1
2

Click the NEW button in middle section

Enter STD Name

a All Organization will have access to this STD Name

If the STD Name should not be changed, i.e. it is used for
reporting, click SET AS SYS STD NAME button

Click SAVE button when finished with Category

Repeat for additional STD Names within the Category

Set Conditions for Referral
Conditions need to be created only if using the Assessment in
Central Intake to create automatic eligibility listings for Referrals.

1
2

3

Select STD Name in Standard name grid

Select View to link with in dropdown beneath GENERATE button

a The View determines which items will appear as choices in
the Query window

Click GENERATE button

In popup Query window:

> Categories are the broadest
grouping for Referrals

> These items will appear as choices
in the Category dropdown in the top
section of the Referral page

> Each Category can be subdivided
into one or more STD names

> Each combination of Category
and STD Name will appear in the
grid in the third section of the
Details popup window on the
Program Setup page

> These items will be displayed in
the top grid on the Referral page
once the Category is selected in the
dropdown

> The STD Name will not appear
unless a Program has been linked to
it on the Program Setup page
Details popup or on the Programs
page in the External Org section

4 Select item to Query in the Column dropdown
a Choices are determined from View chosen in dropdown
5 Select Operator
a = > < Etc CommonQuery5String
6 Enter Value to match
7 If adding a secondary criteria, select Save and Close | Cancel |
AND or OR in Logical column
dropdown: R ﬂ
a Use AND if both criteria must
match
b Use ORif one or the other criteria
must match
8 Click ADD button above grid Add Clear
a Todelete a condition after
adding, click CLEAR button in top : : —
. LeftBr | Column Operator | Value Right | Logical
section u a-_____ ]
Condition String will appear in New Frogen g
String box. ProgramDate
9 Click SAVE AND CLOSE button when ProgamSiatue
finished ApplcationlD A
Entire Condition String will appear in 4 A

Condition box.

10 Repeat step for each Standard Name to be used

Referral Set up Guide Page 3
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Create Internal Program Links

Each Program that will be used for Referrals needs to be linked to one or more Category/STD Name combinations.
Create the links on the Details popup window on the Program Setup page.

Complete Program Link

1 Select Program in the PROGRAM —
e e e |

GRID in the top section on the
Program Setup page ‘?w;vnde HMIS +| AutoCreateMode Household =
. . Individual ~| Program Start (MM/DD) -01;01 Program End (MM/DD) -12,31
2 CI|ck_DETAILS icon button to open et | R = Duraion
Details popup Poverty Level Type  [HIMIS |
|n the third SeCtlont P Description Homeless management system

The left side lists all Category /STD

A homeless person is someone who is living on the street or in an emergency shelter, or who would be living on = |#

H H the street or in an emergency shelter without the SHP assistance. A person is considersd homeless only when o
Name combination ihe et gerecy sheterwifiot e DHP gsstance. fpersan s, considgrer] omeless | E
3 Select the ones that should be e i rodrarn R the Profioqs operinyenr it Date Closeout Mode
. . . 02272 Ex ~
linked with this Program ozt | [es =
a Theitems listed in this Grid are SIDNome it — Sz
Category 7 STDName v Cenditon W o STDName W  Conditon W7 STI
set up on the STD Names page b | SampieCategoryi | Age > 30 Select* From [Cu | » | Age>20 | Select * From [Cu | 100
. SampleC 1| Start date>01/01/ | Select* F y L 50 Select* Fi Cu | 101
4 Click RIGHT ARROW button n ;mpe ategory 2;2“ ate> Selz'F:::mZ BB [Select From 6w |
a STD Name will appear in ." | i R It | s
PROGRAM STD SERVICES GRID on Agency Contact Listing Referral Consent Program Contacts
r|ght Slde Of thlrd SeCtlon Ltﬁ)catiﬁnnName i Conta::tT\,'pe W Firsthame Yf - Lt:cati:)nName ¥ ContactType f
» | AS1Agencylocatl | Case Worker |szbel E | AS1AgencylLocati | Staff | J
i i AS1Agencylocati rrrrer AS1Agencylocati | Staff i
O remove a rererral link, Clic E
Location 1
the LEFT ARROW button PE s Y - o
. - | L 2 L b
In the fourth section: =

5 AGENCY CONTACT LISTING GRID shows
all the Contacts that were created for the Agency on the Location page
6 Select the appropriate Contact(s) for this Program
a These are the Contact(s) who will show up on the Referral Page as the person(s) to refer Clients to
7 Select the appropriate level of consent for this Contact
a This will determine who can refer Clients to this Contact and who will see this Referral Source in the
Services Location popup window
i) System means all Organizations in the Collaborative will see this Referral Source
ii) Region means all Agencies in your Region
iii) Organization means all Users in your Agency
8 Click the RIGHT ARROW button
a The Contact will appear in the PROGRAM CONTACTS GRID on the right side
b Use the LEFT ARROW button to remove a Contact
9 Click SAVE button at top of popup window
10 Click PREV or NEXT button to bring up a different Program, if needed, and repeat steps for that Program
11 Click CLOSE button at top of popup window when finished

Referral Set up Guide Page 4
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Create Referral Activities

Referral Activities are required for Internal Programs; multiple Activities can be created and they will all be
displayed in the Activity dropdown on the Services Location popup window when the program is selected.

#¥; Organization-[AS1UserGroup]

Filer WView~ Reportr Options+ Help~
<:| [> ® 0 ?3 @ ﬁ_ E:] & @ &0 (ﬁ K 4 [ B Address@aes:ﬂorgfagencyprogram V|ﬁ Go

OrganizationL& b Program Setup

Organization Name ¥ Agency Type Frivate-Type

=-0Organization

Program {1 of 22}
Program “  Description W7 :II
b | ASTHMIS Homeless manag | —
7 AS1Central Intak | gfgrf

Program | ASTHMIS

Question Code  |HMISErtry
Standard Name  |HMIS

|
=]
=
AS15RH e
[omee @ [ ) e PR o 4 s o8
Prog Component Qu.mliunCude | ﬁ, Prog Component {3 of 16}

v T Servicefirea W Description TII

I Greater Self Dete | Greater Self Dete
Standard Name INone - I

[ AutoCreste |V Active New

Program Setup

i | 1] ] l.

Activity {1 of 6}
Activity < Description 7
» | Misc Basket
Resume Werksho
Meal

Clggping Donation
& Manageme
Frcoumer

J(_, | | >

Life Skills ’7 Misc Basket ’7

Navigating thie Pfogram Sétup Page

e Select the Prggram’and Program/Component to see existing Activifies

e Activities g¥ailable for Referral will be listed in the ACTIVITIES GRID

e Use the Referral button to make a Referral Activity from an existing Activity

Referral Set up Guide Page 5
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Add Activity as Referral Activity

Make sure the correct Program and Program Component are > Referral Activities can be created

selected first. from any existing Activity

1 Select the Activity that should appear as Referral Activity in > All Activities set up as Referrals
ACTIVITY GRID here will appear in the Activity

2 Click REFERRAL icon button in lower left corner dropdown on the Referral page

3 In popup, click NEW button Services Location popup window

when the Category /STD Name

Activity, Activity Type and Standard Name will populate themselves
linked to this Proaram is selected

from AcTIVITY GRID; the Activity type will be Referral.

4 Enter Description T7; Organization-[AS1UserGroup] |'7HE|[‘57(\
5 Select Funding Code ey
6 Click SAVE button I
7 Click CLOSE button dctiity |BedNight  [ASMDTVRS  Refersl | Standard Name
8 Repeat for additional Referral Description  [Shettsr B=d Night

Activities

Funding Code  [funding codel -

=3 E
[ [T
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Create External Organizations

The External Organization pages are used to create external Referral Sources. The Organization can contain one or
more Programs. Organizations and Programs created here will appear as choices on the Services Locations popup
of the Referral page. External Organizations and Program need to be created only if Referrals will be made to
external sources.

i@ Organization-[TRAAgencyAdmin]

! File View Report Options Help

D W Rt G EEe A K 4 B B addes |@aes:ﬂorga’externalagenw V|ﬁ Go
OrganizationLA - External Locations

X ocyone |

Organization

= External Org

] Cew | see | ternal Agency
| Consent Crganization - Save
CI_PFDS?;?M - ORGName w External W Typ
3
i R:::m up ORG Name | ABC Food Bank / | ‘Salvatmn Army v
Service Radius | / | Type IFamihr Services v | P ABC Food Bank 4 Family St
e | abc‘foodbank/.y(g | 3] >

Location
New || Save || Delele
ticnh Type “ Descripion * [
Consent Organizato + >|ABCFmd |Pr|mary Facility 24E

Location Name | ABC Food Bank |

N |

Address 24 E. Third |
City/State/ZIf’ |Long Beac v [[CA ~||o0sms__ J< i

[ New ][ save [ etec]

| irsthlame Lasthame 7 Title A
" j » | |chard4 | Fodgers Mr
Richard
Fodgers
(555)-555-4444 (ext)___| Fax [(__)__-___
Cell Phone  |{__ - -

| rrodgers @food.org

Food Bank referral r .

/ / / | AB(iFmdBa'k | ABC Food Bank

Navigating the External Org - Location's Pgge
e Search for Organization in blue search section
e All available external Organizations appear in the EXTERN AGENCY RID

e All Locations of selected Organization appear in the LOCA ION GRID
e All Contacts of selected Location appear in CONTACT GRID

Referral Set up Guide Page 7
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View existing Organizations

1 Enter Agency Name and/or select Type at top of page > Locations and Contacts entered
a Leave blank to search for all Agencies here will be linked to Programs on

2 Click SEARCH the next page; these combinations

3 All matching organizations will appear in the EXTERNAL AGENCIES will then be available as choices on

the Referral pages and will appear
on Referral reports given to Clients

GRID

Create new Organizations

1 Click NEW button at top of page

2 Select Consent

a This determines who will have access to this Organization on the External Locations page
Enter ORG Name

Enter Service Radius

Select Type of organization

Enter Web Site

Click SAVE

N O b w

Create Organization Location

Click NEW button in middle section of page > At least one Location and Contact
Select Consent must be created in order for the
Program to appear as a choice on
the Locations popup screen on the
Referral page

Enter Location Name

Select Type of Location

Enter Address, City, State, Zip

Click SAVE

a Use DELETE to remove unwanted Location
7 Repeat for additional Locations

ook WwWwN PR

Create Location Contacts

Enter First and Last Name
Enter phone and email information
a Email address is necessary only if using automatic notification
7 Click SAVE button
a Use DELETE to remove unwanted Contact
8 Repeat for additional Contacts at this Location
a Each Contact that should be available as a Referral Contact should be created here

1 Make sure correct Location is selected in LOCATION Grid
2 Click NEW button in bottom section of page

3 Enter Contact type

4 Select Title

5

6

Referral Set up Guide Page 8
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Create External Programs & Links

The External Programs pages are used to create external Programs to use as Referral Sources. An Organization
must have at least one Program and may contain more than one Program. The last Organization selected on the

Locations page will be active when opening this page.

& Organization-[TRAAgencyAdmin]

: File VWiew Report Options Help
<:' E> X ﬂ- ?3 @ @- (ﬁ Q & @ & Eﬁ M <| |> |}|] Address |@aes:a’a’orga’externalprogram v|ﬁ Go
i OrganizationLA i Programs
i — ) [ New || Save | Delete | Program
Organization Program ¥ Description 7 Active 7 Code
= Exteé:IOrlgL ) ¥ Active » | Food Bank referra 4 v
— External Locations
XYZ Food Bank v
Program Name Food Bank referral ! T [
+-Class Setup
+-Feports Category IFamih.'Based vl
St e
Program Start 0101
Program End 1231
Description | < | >
STDMName List Program STDServices
Coicgory || STDName | Conrliion 25, STDNa ¥ Condiion ¥ STDServiceKe
» | Education Age =30 Select” From }» | _Referra 1000043
Education Start date=01/01/ | Select” From Food / 1000056
Emergency Servi | Food *
o S I P Y rEey
< I \ > IE3 | >
Contact Listing Program_Contact
F.lrstName ¥ Lasthame W7 RGMName ﬁ Ls onflame W [ontactType W .FlrstName
b | Richard | Rojjgers | A, Food Bank b | ABL Food Bank | Richard
| < > J >
JBC Food Bank| Farily Services Richard Rodgers .t

/

e Active Organization will appear in Status Bar

e All available Programs of the active Organization appear in thé PROGRAM GRID

e All STD Names/Conditions set up for the Agency appear in the STD NAME LIST GRID
e STD Names/Conditions linked to this Program appear in Program STD SERVICES GRID
e All Locations for the active Organization appear in the '\CONTACT LISTING GRID
e Locations & Contacts linked to this Program appear in PROGRAM CONTACT GRI
e Change to a different Organization by using the arrows in the toolbar at the top of the page

Referral Set up Guide Page 9
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View existing Programs

1 Make sure correct Organization is selected S Fresrinaraaiam i

a Use blue toolbar arrows to scroll through available available as choices on the Referral
Organizations pages Service Locations popup
b Organization name will be shown in Status Bar at bottom window and will appear on Referral
2 All available Programs will appear in the PROGRAM GRID reports given to Clients

> Referral Activities in the Activity

dropdown on the Referral page will
Create new Program automatically be named the same
1 Click NEW button at top of page as the Referral Program

2 Enter Program Name
a This name will appear in the Activity dropdown when a User
creates a Referral for a Client
3 Select Category
a Thisis not required, but is a way to classify the Referrals

4 Select Standard Name
a Thisis not required, but is the Program Standard Name
5 Enter Program Start and End Dates
6 Enter Description
7 Click to create checkmark in Active checkbox
8 Click SAVE

Setup Program Referral Links
In the second section, the STD NAMES LIST GRID shows items that were set up on the STD Name page, each
combination of Category and STD Name will be displayed in the STD NAMES LIST GRID on the left side.
1 Select all conditions that apply to this Program in the STD NAMES LisT GRID on the left side
2 Click the right arrow button to apply the condition to this Program
a STD Name will appear in PROGRAM STD SERVICES GRID on right side of third section L
b Toremove a referral link, click the LEFT ARROW button

Link Location and Contact to the Program
In the third section, the CONTACT LISTING GRID shows all the Contacts

that were created for this Agency on the Locations page. > The Consent Level determines who
1 Select the appropriate Contact(s) for this Program will see this Program/ Location/
a These are the Contact(s) who will show up on the Referral Contact as a choice for Referrals:

- System = entire Collaborative

Page as the person(s) to refer Clients to
-Region = only Organizations in your

2 Select the appropriate level of consent for this Contact

a This will determine who will have this Referral Source appear Reglon. . .
. . . . -Organization = only Users in your
in the Services Location popup window P

3 Click the RIGHT ARROW button
a The Contact will appear in the PROGRAM CONTACTS GRID on the
right side
b Use the LEFT ARROW button to remove a Contact

Referral Set up Guide Page 10
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Create Central Intake Program

A Central Intake program needs to be created if you will be making Referrals in Central Intake; the Program will not
appear in Program dropdowns on the Entry pages or Search pages. The assessment record needs to be created for
a Client in order to use the Central Intake Referral page.

Security-[sysAgencyAdmin]

: File View Report Options Help
oD ¥ Aty e A 3K 4 B M oaddes |@aes:b’securitymanagerfprograrns v|ﬁ Go
Security ManagerLA v Programs

|iEviESErRNPE] 0rganization: Training Agency
=-Security Manager

Organizations Program Status: | j Filter

=+ Group Setup
Program Area (Tag) Frograms {1 of 2}
Program ¥  Description W ResourceGrouplD 7 Program Area(Tag) 7 ApplicationType 7 Status ¥ 0
User Groups W TRACentral Intak  Central Intake for 100863 TRAPrograms

Permission
=+ User Setup
User
User Permission
Online Users
[=+Tab Group Setup
Tab Group
= Report Permission
Report Permission
Adhoc Report View List
[=-Report Subscription
Subscribe Report

TRATransitional | Transitional Housi | 100261 TRAPrograms

IS ’
New ” Save ]
Program: TRA | Central Intake |
Description: | Central Intake for profile |
Program Area(Tag): |[TRAPrograms -
ApplicationType:  [csBG | ¥ Adive

| Organization: Training Agency OrglD: 100120 OrgCode:TRA r-:i
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Create Central Intake Programs
1 Click NEW button at bottom of page
2 Enter name for Program (3-digit Org Code appears automatically)
a Name must be Central Intake
3 Enter Description
4  Select Program Area (Tag)
a Any existing Program Area is usable
5 Select Application Type
a Use an Application currently used by your Organization
6 Click to create checkmark in Active box
7 Click SAVE button
a Program will appear in PROGRAM GRID

Create Assessment for Program

Use the Organization Library, Agency Program page to create the > Questions do not have to be asked

Question Code for the Assessment. or answered to use the Referral Page

1 Find the Central Intake program in the PROGRAMS GRID on the in Central Intake, but a record needs
right side of the page to be created on the Profile page

2 Enter the new Code in Question Code field
a This determines the Questions that will appear on the
Eligibility or Profile page in Central Intake
To create Questions for the Assessment, see the Question Template page in the Organization User Guide.
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User Section
Create Encounter Referral for Client

Use the Encounter module to record Referrals for people who you are not collecting Central Intake information.

The Referral page is for referring Clients to other Programs or Activities, both internal and external. After the Client
has completed the initial Assessment, potential Referral Sources can be set up automatically on this page.
Activities appearing in the dropdown have been designated on the Program Setup page or are the name of the
external Program.

: File View Report Options Help
Qﬂ Eb b4 1) ?3 @ z. (ﬁ o & @ & @ P 4 B [ ¢ address @aes:ﬂencounter}external referral v|ﬁ Go
i | EncounterCM - i Referral
fievisser— (93[Prosram Cateomy
=-Encounter Program CategorgStandard Name {1 of 2}
—Entry Log Category PROGRAMCATEGORY v DNAME 7 STDNAMEKEY W
" Enc Docs [Basic Needs | ESeareh.] | » | Basic Needs ousing 1000011
Basic Needs ood 1000012
—Log Listing
—Apt Sign-In
Service Location View Response
Save Delete Referral Activities {1 of 3}
ORGName w Program ¥ LocatiohMame T Activity i
Food Bank referal - » | ABC Food Bank Food Bank referra | ABC F Eank Food Bank referra
— .‘.Sal\.'atinnfurmyr Employment preg | Main Oﬂioe Employment prog
LR ] [V aini ncy | TR4 _Emergency | Main O TR4_Emergency
- /[T ] =
/ First Name: John Last Mame: Epstein Type: e: 212672010 1200-:00 AM .

Nawgatmg the Referral Pag
All available Categories will be listed in the Cafegory dropdown in the top section

e All available selections for the selecjed Program Category will be displayed in the PROGRAM' CATEGORY/STANDARD
NAME GRID

o Referrals Will be created in the S¢rvice Location popup window accessible with the Service Location button

o Referralg will be displayed in REFERRALS GRID the after being created

e Details‘about the selected Referral will appear in the lower left section
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Create Referral
1 Make sure correct Client is selected
a Use Log Listing page to find Client if needed
1 Inthe top section, select Category
2 Click SEARCH button
a Alist of Standard names matching the category will appear in the PROGRAMS CATEGORY/STANDARD NAME GRID
Select the item to use in the PROGRAMS CATEGORY/STANDARD NAME GRID
Click SERVICE LOCATION button[ Service Location ]
5 Inthe popup window:
a All available Locations for this & Encounter-[TRAAgencyAdmin] |:H:|[z|
Referral are displayed in the
SERVICE LOCATIONS GRID
6 Filter the list by selecting any of the
parameters in the top blue section,

w

D

then click SEARCH Senvice Locations {1 of 9}

- ORGMName il Program T L ionh ¥ Firsth ¥ Lasth

a Use CLEAR to Clear a” SearCh fleIdS ABC Food Bank Food Bank referra | ABC Food Bank Richard Rodgers
and begin a new search 2BC Food Bank | XYZ Food Bank | ABC Food Bank | Richard Rodgers

. H Families Forward | Homeless Preven | Families Forward | Contactl Contact1
7 Map any Iocatlon_or route USIng X Salvation Army Employment preg | Main Office John Johanson
Mlcrosoft MapPOInt or MapQUeSt In Training Agency | TRA_Emergency | Main Office Resemary Johnson
|nternet browser. Training Agency | TRA_Energy Jefferson School | Jennifer Anderson

’ . Training Agency | TRA_Family Senvi [ Main Office Rosemary Johnson

a SeleCt the Locatlon(s) to map Training Agency | TRAHead Start Jeferson School | Jennifer Anderson

b ClICk LOCATE ON MAP or Training Agency | TRAHead Start Tyler Schoal Dorothy Mills
MAPQUEST button to Map
¢ Click MAP ROUTE or MAPQUEST
ROUTE button to create route
8 Click NEW button
9 Select Activity
10 Enter Description
11 Select Date Sent
12 Enter Comment
13 Click SAVE button
14 ClICk CLOSE bUttOn When ﬁnished First Name: Fred Last Name: Johnsonn Type:Walk In Date: 3/23/2010 12-:00:00 AM .
Referral information will automatically
populate onto Referral page.

[ Locate on Map H Map Route ][ MapQuest Point ” MapQuest Route
T T
Activity  |Food Bark refemal (Program) | Deseription | needs food

Geesen sy = | canmen |

Close

View Referral Response
If a Response has been created, a Date Confirm will be displayed.
Make sure correct Referralis  [EResIel i T nop s A=
selected in the REFERRALS GRID.
[Raser |
1 Click VIEW RESPONSE (et ]
button
a The response cannot
be changed or edited,
only viewed
2 Click CLOSE button when
finished

Edit or Delete Referral Record

1 Select Referral in REFERRALS GRID

2 Make necessary changes

3 Click SAVE button

4 To delete record, click DELETE button
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Create Central Intake Referral
Create Profile record for Client

The Eligibility page is used to do an initial assessment of the Client. The Client does not have to be enrolled into a
Program to do the assessment.

% CSBG-[TRAAgencyAdmin] (=3

! File View Report Options Help

o R At e E S AE K B addes @aes:ﬂcentralintakeiproﬂle v|ﬁ Go

i CSBGLA =i profile| HOHName: | Fred Flintstone| Client Name: | Fred Flintstone_1024971

Navigator %] Customer J LI E E
Vi

=-Central Intake
—HOH Intake Central Intake Applications
—Client Demographics - Assessments {1of 1}
BEoiic e

d

Date T Program W Active W  Resource W
—Referral 10
—Employment-Education
—Documents
—Client Listing
— Referral & Response
#-CSBG
[#-Communication
[+ Billing

| TRACentral Intsk | W | TRAdverls

Assessment Questions {1 of 5}
Quedtion i Answer i Comment 7 Reguired 7

Date of jitial contact by Client ¢f initial cont
was Flient referre

If sc’which Progr
[

Wa#CIient referre
If 5. which extfrn

=== ==

ferla Date Mod: 4/1922010

User Mod: TRAdverla

Navigating the Eligibility Pdge

e HOH and active Client are listed at top of page

e Select Client in customer dropdown

e Create and Save a new ‘Assessment in this section

o All existing Assessments will appear in the ASSESSMENTS GRID
e Questions for selections Assessment section will appear in the ASSESSMENT QUESTIONS GRID
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Create a new Profile/Assessment record

A profile record needs to be created in order to use the Referral page, although the profile does not need to
contain any actual profile questions. If your Agency is using an entire assessment, go to Create a Profile below.
1 Make sure correct Client is selected

a Use Listing page to find Client

b Use dropdown at top of page to select Customer

¢ Head of Household and current Client are listed in blue Status Bar at top of page

Click NEW button

Assessment Date and Staff will automatically fill in, but may be changed if needed

Click SAVE button

Go to Referral page

u b wN

Create a Profile
If your Agency is using an entire assessment (rather than just creating the record in order to create referrals):
1 Make sure correct Client is selected
a Use Listing page to find Client
b Use dropdown at top of page to select Customer
¢ Head of Household and current Client are listed in blue Status Bar at top of page
2 Click NEW button
Assessment Date and Staff will automatically fill in, but may be changed if needed
4 Click SCRIPT button
a The Assessment will appear in a new window; answer to each question will cause the next appropriate
question to appear
5 Click SUBMIT in assessment window when finished
6 Click SAVE on Profile page
a Profile record will appear in the ASSESSMENTS GRID and questions and answers will appear in ASSESSMENT
QUESTIONS GRID
7 Go to Referral page

w
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Create Central Intake Referral for Client

The Referral page is for referring Clients to other Programs or Activities, both internal and external. After the Client
has completed the initial Assessment, potential Referral Sources can be set up automatically on this page.
Activities appearing in the dropdown have been designated on the Program Setup page or are the name of the
external Program.

! File View Report Options Help

Qﬂ Eb b4 1) ?3 @ z. (ﬁ o & @ & @ K 4 [ B address @aes:Hcentralintakeﬂntakereferral v|ﬁ Go

i CSBGLA v i Referral| HOH Name: | FredFlintstone| Client Jame:| Fred Flintstone_1024971

[evigator @ Customer |
=+Central Intake

—HOH Intzke rogram Category/Standard Name {1 of 1}

— Client Ded hi
—Pr:ile resrEEe PROGRAMCATEGORY v STDNAME

_Refemal - Seal
— Employment-Education
— Documents
—Client Listing
— Referral & Response
#-CSBG
[#-Communication 2| . | &
- Billing Eligibility
Eligibili ting {1of 1
[ New | [ Save | [ Deles | Aurto Biaifdlty B
ProgramCategory [V  STDName W

Consent Il}gmzdmn vl » | _Referral |_Referra| |1

£ ] >
Service Location View Response
....................... Referfals {2 of 2}
. 28YE Delce ORGNa Program 7 Locat]
TRAHead Start ) - ABC Food Bank | | Food Bank referra | ABC F

04/26/2010 =T Training ncy | | TRAHead Start Jeffers

client has onefchild under age of 5

e Add: Feb 10 12-:00AM 'ser Add: AS1dverla Date Mod: 4/1952010 User Mod: TRAdverla ;

Navigating the¢ Referral Page
lient are listed at top of pag
e Select differeny Client in customer dropdown
e All available ategories will be listed in the Category dropdown in the top sectign

e All available gelections for the selected Progrash Category will be displayed in tHe PROGRAM CATEGORY/STANDARD
NAME GRID
All Combinfations the Client is eligible to bé referred to will be displayed in the ELIGIBLE LISTING GRID

ill be created in the Service Jocation popup window accessible with the Service Location button
Referrals will be displayed in REFERRALS GRID the after being created

Details‘about the selected Referral will appear in the lower left section
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If the Client has completed an entire Assessment on the Profile page, go to Automatically generate all possible
Referral sources section below.

If the Client has a profile record on the profile page, but no questions were answered, go to Manually select
possible Referral sources section below.

Automatically generate all possible Referral sources
Automatic Referrals can be set up only if an Assessment has been completed on the Client.
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer
b Head of Household is listed in Status Bar
2 Inthe middle section, select Consent Level
3 Click the AUTO ELIGIBILITY button
All Category/STD Name combination this Client is eligible to be referred to, based on the answers given in the
Assessment, will appear in the ELIGIBILITY LISTING GRID. Those conditions have been set up in advance with the
Assessment and the Program Setup page Details section.
4 Select the item to use in the ELIGIBILITY LISTING GRID
5 Go to Create Referral section below

Manually select possible Referral sources
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer
b Head of Household is listed in Status Bar
2 Inthe top section, select Category
3 Click SEARCH button
a Alist of Standard names matching the category will appear in the PROGRAMS CATEGORY/STANDARD NAME GRID
4 Select the item to use in the PROGRAMS CATEGORY/STANDARD NAME GRID
In the middle section:
5 Click NEW button
6 select Consent Level
7 Click the SAVE button
All Category/STD Names this Client is eligible to be referred to will appear in the ELIGIBILITY LISTING GRID. Those
combinations have been set up in advance.
8 Select the item to use in the ELIGIBILITY LISTING GRID
9 Go to Create Referral section below
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Create Referral
1 Make sure correct Client is selected
Make sure correct Category/STDName is selected in Eligibility section

2
3 Click SERVICE LOCATION button| Service Location
4

In the popup window: — -
. X X @ CSBG-[TRAAgencyAdmin]
a Allavailable L9cat|ons for this —
Referral are displayed in the
SERVICE LOCATIONS GRID
5 Filter the list by selecting any of the

parameters in the top blue section, s TaT
then click SEARCH ORGMName Program Locati E = e
- » | ABC Food Bank Food Bank referra | ABC Food Bank Richard Rodgers
a Use CLEAR to dear a” searCh fle'ds ABC Food Bank X7 Food Bank ABC Food Bank Richard Rodgers
and beg|n a new sea rCh Families Forward | Homeless Preven | Families Forward | Contactl Contactl
6 I\/Iap any |0cati0n or route using Szlvation Army Employment prog | Main Office John Johanson
. . . Training Agency | TRAHead Start Jefferson School | Jennifer Anderson
MlcrOSOft MapPO|nt or MapQUESt n Training Agency | TRA_Energy Jefferson School | Jennifer Anderson
|nternet browser: Training Agency | TRA_Emergency | Main Office Rosemary Johnson
. Training Agency | TRA_Family Servi| Main Office Rosemary Johnson
a SE|eCt the Locat|0n(s) to map Training Agency | TRAHead Start Tyler School Dorathy Mills
b Click LOCATE ON MAP or
MAPQUEST button to Map
¢ Click MAP ROUTE or MAPQUEST
ROUTE button to create route I |
. 4 3
7 Click NEW button [ Locate on Map ][ Map Route ][ MapQuest Point ][ MapQuest Route
8 Select Activit
. b
9 Enter DESCFIptIOH Activity  [Food Bank referal (Program) || Description ‘ |
10 Select Date Sent Date Sent Comment ‘
11 Enter Comment
12 Click SAVE button

13 If making additional Referral, select
Standard Name in dropdown at top
and repeat steps

14 Click CLOSE button when finished

Referral information will automatically populate onto Referral page.

View Referral Response
If a Response has been created, a Date Confirm will be displayed.
Make sure correct Referralis  [EResIca i Y nor s (A=1L3
selected in the REFERRALS GRID.
. [Raecr | [oa0s2008 < ]
1 Click VIEW RESPONSE (et
button
a The response cannot
be changed or edited,
only viewed
2 Click CLOSE button when
finished

Edit or Delete Referral Record

1 Select Referral in REFERRALS GRID

2 Make necessary changes

3 Click SAVE button

4 To delete record, click DELETE button
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Create Program Referral for Client

The Referral page is for referring Clients to other Programs or Activities, both internal and external. After the Client
has completed the initial Assessment, potential Referral Sources can be set up automatically on this page.
Activities appearing in the dropdown have been designated on the Program Setup page or are the name of the
external Program.

& HMIS-[TRAAgencyAdmin] (=13
: File VWiew Report Options Help
oD R 0 ECeSSFHAEINK d B B Addes @aes:.Hservices.fprogramreferral v | & Go
HMISLA - Program Referral Program: TRA_Emergency Segvices | Client Name: | Fred Flintstone 1024971
m First Name Last Name Identifier Customer —
~Homs El o " s a0 3 0 8
#-Central Intake ———————
—Referal & Response . / Program Category/Standard Name {1 of 4}
E_J_HM:;S : ProgramCategory ¥ STDName TI
—Program Entry L
—Case Plan » _Re.ferral y _Referral = |
—Trans POS Basic Neads |
—Service Provider Basic Needs
—HPRP Lite [ —C—
—HPRP < 1}
—Client Profile I - -
—Case Notes Eligibility Ysting {1 of 3}
—Client Savings ProgramCategos W STDName
Program Referral _Referral _Referral
— Program Exit -
- ClientListing Basic Negds | Food
_Vendors Basic N$ds , Housing
#-HMIS Group Services
[+-Billing Ji‘ i

- . )
Service Location View Response Referlals {1 of 3}
Delete 7 ActiviyType ¥
[Emergency Servoes | v| Recavedfossance | | » [Akimfomn bt

Food

Hank refgrra | PLReferral

FirstName: Fyed LastNanfe: Flinistone DOB: 2/211971 12:00:.p0 PM Consent: Organization  ;

o Referrals will be displayed in REFERRALS GRID the after being created
e Details'about the selected Referral will appear in the lower left section
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Create Referral
1 Make sure correct Client is selected
a Use dropdown at top of page to select Customer
b Head of Household is listed in Status Bar
2 Inthe top section, select Category
3 Click SEARCH button
a Alist of Standard names matching the category will appear in the PROGRAMS CATEGORY/STANDARD NAME GRID
4 Select the item to use in the PROGRAMS CATEGORY/STANDARD NAME GRID
In the middle section:
5 Click NEW button
6 Select Consent Level
7 Click the SAVE button
In the bottom section:
8  Click SERVICE LOCATION button [~ Service Locaion |
9 Inthe popup window:

a All available Locations for this & HMIS-[TRAAgencyAdmin] BEE
Referral aredisplayed i the [ﬁw

SERVICE LOCATIONS GRID Organization Location Name

10 Filter the list by selecting any of the _ —
parameters in the top blue section, _ _

then click SEARCH Service Locations {1 of 8}

a Use CLEAR to clear all search fields CECH I B oo B Covoton o I s o B
. ABC Food Bank | Food Bank referra | ABC Food Bank Richard Rodgers
and begin a new search LEC Food Bank | XYZ Food Bank | ABC Food Bank | Richard Rodgers
11 Map any |ocation or route using Families Forward | Homeless Preven | Families Forward | Contactl Contact1
. . . Salvation Army Employment prog | Main Office John Johanzon
MICFOSOft MapPOInt or MapQuest n Training Agency | TRAHead Start Jeferson School | Jennifer Anderson
Internet browser: Training Agency | TRA_Energy Jefferson School | Jennifer Anderson
a Se|eCt the Location(s) to map Training Agency | TRA_Emergency | Main Office Rosemary Johnson
Training Agency | TRA_Family Servi| Main Office Rosemary Johnson

b CI|Ck LOCATE ON MAP or Training Agency | TRAHead Start Tyler School Dorothy Mills

MAPQUEST button to Map
¢ Click MAP ROUTE or MAPQUEST

ROUTE button to create route [ Localc On Ma ] [ ManRouts | [ MapQuestPoint | [ MapQuest Reue |
12 Click NEW button Referal Actvity
13 Select Program Component Prog Comp |Emergency Sevices || Milestone  |[Recsived Assistance
14 Select Milestone Ref Activity [TRAHead Star (Frogram) | Description |

15 Select Activity e Comment. |

16 Enter Description

17 Select Date Sent

18 Enter Comment

19 Click SAVE button

20 If creating Referrals in additional Categories:

21 Click PREV or NEXT button at top of window to select other Category
a Repeat above steps for new Category

22 Click CLOSE button when finished

Referral information will automatically populate onto Referral page.

FirstName: Fred LastName: Flinisione DOB: 2/2/1972 12:00:00 PM Consent: Organization .
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View Referral Response
If a Response has been created, a Date Confirm will be displayed.
Make sure correct Referral is e IRy I antarta
selected in the REFERRALS GRID. [(Ravset |
1 Click VIEW RESPONSE
button
a The response cannot
be changed or edited,
only viewed
2 Click CLOSE button when
finished

Edit or Delete Referral Record

1 Select Referral in REFERRALS GRID

2 Make necessary changes

3 Click SAVE button

4 To delete record, click DELETE button
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Referral & Response Page

The Referral & Response page allows Users to look up a Referral, both external and internal, made on a Client and
respond to it by making an appointment and/or comments. The View Response button on the Referral page is a
popup that allows the User to see the response made to the Referral.

& CSBG-[TRAAgencyAdmin]
! File View Report Options Help

Qﬂ E> b4 1) ?3 @ z. @ A @ & @ (ﬁ K 4 [ B address @aes:Hcentralintake}referralZ v|ﬁ Go

CSBGCM - Referral Response
O R EEEEEEE R s
Cx : Referrals Received {3 of 4}

= Cef;-:;:'lmﬂ:e i ¥ Last ¥ Referralictivity 7 ApplicationlD 7
— ntake . .
_Client Demographics Flintstone Primary Energy So | 2000073
—Prefile Flintstone Referral for Food S | 2000072
—Referral ] 1 Flintstone Referral to Family 2000073
—Employment-Education - ] - n
— Documents Flintstone Rental Assistance | 2000073
—Client Listing

Referral & Response
CSBG

[ Save J [ | Saveresporse toseleced referais | |
I T T ey

client ig now enroled in GED ofasssg| _

- Training Agenc Prpgram: TRAFamily Self Sufiiciency First Name: Fred LastName: Flinistone  _:

Navigating the Referral & Response Page

e Search for Referrals in the upper Qluelsection

e All matching Referrals will be displpyed in the REFERRALS RECEIVED GRID
e Create appointments in the middle section \

e View or create a response to a Referral in the bottom\section
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Find Referral
There are several ways to search for referrals, select the search criteria, and then click SEARCH:
1 To find all Referrals for a particular Client:
a Enter Client First and/or Last Name
i) The entire name does not need to be entered
2 Tofind all Referrals for one Agency or Program:
a Select Agency and/or Program
3 Tofind all Referrals during a range for Dates:
a Enter Start and End Dates of time period
4 To find all Referrals made to external sources or to internal Programs:
a Select External in Type dropdown for external sources
b Select Internal in Type dropdown for internal Programs
5 To find all Referrals to which Responses have been made:
a Select Yes or No
6 To find all Referrals made by a Staff Member
a Select User Name in Staff dropdown
7 Tofind all Referrals with a particular Status
a Select Status in dropdown
Referrals matching criteria will appear in REFERRALS RECEIVED GRID

Create a Client Appointment

After the Referral is received, an appointment can be made.

1 Make sure correct Referral is selected in REFERRALS RECEIVED GRID

2 Inthe middle container, enter the requested data for the future appointment

3 Description and comments appear automatically from the Referral page information
4 Click SAVE

Enter Appointment detail information
Make sure correct Client and appointment are
selected. F¥; HMIS-[AS1UserGroup]
1 Click SHOW APPOINTMENT DETAIL button
2 In popup, start date and time will appear
automatically if entered on main page [~ Appointment Checkln [ Appointment Kept I~ Appointment Ended
3 Click to create checkmark in Appointment Check in, T S i T R
Kept and/or Ended checkboxes
4 Enter dates and times in check in, kept and/or
ended fields
5 Enter Drive Time in minutes
Click SAVE button I
7 Click CLOSE button when finished

Start DateTime  08/11/2008 10:00 AM || 30_ Minutes

)]

Respond to initial Referral

Make sure correct Referral(s) is selected in REFERRALS RECEIVED GRID

1 Select Staff

2 Select Date of response

3 Select Status of response

4 Enter Response information

5 Click SAVE to save to one Referral or SAVE RESPONSE TO SELECTED REFERRALS to save to multiple Referrals
This response will be available via the VIEW RESPONSE button on the Referral page.

Referral Set up Guide Page 24
AdSystech, Inc. 2010 v446.06022010



Referral Page

Cotomer | =]

Program Category/Standard Name {1 of 1}
PROGRAMCATEGORY <7  STDMWAME
_Referral _Referral

=L Eligibility Listing {1 of 1}
[ New ] [ Save ] [ Delete | [ Auto Hiaibiity_| e
ProgramCategory ame
Consent  |Organization - p|_HeferraI |_Heferra| |1{>
3 4
B

Referrals {2 of 2}
ORGMame il Program < Locat

| ABC Food Bank | Food Bank referra | LBCF

p | Training Agency | TRAHead Start Jeffer:

client has one child under age of 5

Category dropdown:

All categories created on STD Name page

Grid:

All STD Names of the selected Category after SEARCH clicked

o All Category/STD Name combinations that are linked to a program, internal or external

o If a combination is not linked to any programs it will not be displayed in the Grid (see next entry)

e |[f a different Organization has linked a combination to a Program and used System for the consent for the
Contact, it will be displayed here

Consent Level in Eligibility container:

This consent determines who will have access to any Referrals linked to this Category

Eligibility Listing (Central Intake and Program module only):

Categories displayed on the right side of this container will remain in this Grid and will be available to create
new Client referrals using the Service Location popup window

Bottom container

Referral appears here after creation and save in Service Location popup window

o Items can be changed here after creation in popup window

e Program module page also includes Program Component and Milestone

e Contact name comes from selection in popup window

e Date Confirm comes from response created on Referral and Response page

e N o

e M~ o W

e U
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Service Location popup

" HMIS-[AS1AgencyAdmin]

Standard N ame: Age
O =

Type

Internal -

Service Locations 19 of 21}

ORGHame Frogram T Locationtame T FirstName 7 LastName 7 ContactType 7'
ABCAgency TestProgram ! A Test Test Type
AS1Agency ASTHMIS 1 Agencylocati | AS14gencylocati | Contact] Super Admin
AS1Agency AS10utreach Agencylocati | AS1Agencylocati | Contact1l Super Admin
AS1Agency ASTCSEG ASlhgencylocati | AS1Agencylocati | Contact1l Super Admin
AS14gency A51AduDayCar | ASTAgencylocati | AS1Agencylocati | Contact] Super Admin
AS1Agency AS1FasterGrandp | AS1Agencylacati | AS1Agencylocati | Contact!l Super ddmin
AS1Agency AS15eniorCenter | AS1Agencylaocati | AS1Agencylocati | Contactll Super Admin
AS1Agency AS515enioHome | A514gencylocati | A514gencylocati | Contact11 Super Admin

1} 1Food i i chll Su i
AS1Agency ASTHeadStart AS1hgencylocati | AS1Agencylocati | Contact]l Super Admin
AS1Agency AS1EarkHeadSt | AS1Agencylocati | AS1Agencylocati | Contactll Super Admin

4 |

_analeIJnMan ][ Map Route ][ Mapluyl _] Map{uest Route
Referral Actiity 2

Prog Comp ‘Increased Skils and Incarme | Milestane |EnrDII in Program

Ref Activity |A51Food 3 :I Desciiption |AAAFDodF‘antry

Date Sent | 03/03/2003 B & Comment |

FirstN ame: Fred LastMame: Flintstone DOB: 2/2/1972 1200:00 P Conszent: Organization

1 Grid
e All Internal and External Programs linked to selected Category combination appear

o List can be filtered, for example to show only Internal or External, or Programs in one Organization
e Consent on Location/Contact combo determines who will see these items

o If set to Organization, the Program will appear only for that Organization

o If set to Region, the Program will appear for all Organizations in that Region

e |f two Contacts are linked to a Program, two items will appear in the Grid

2 Program Component and Milestone

e Appear only on Program module Referral, not in Central Intake or Encounter

3 Ref Activity dropdown items include:

e External Programs — this is Program Name

e Internal Program — this will display Activities that have been setup with the Referral button in the Activities

section on the Program Setup page
4 Top Line Standard Name listing
e Current selected STD Name shows in top gray section
e Select other STD Names by navigating with PREV or NEXT buttons or with dropdown
e Central Intake Referral page has a dropdown instead of PREV or NEXT buttons
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Referral & Response information

SBG-[TRAAgencyAdmin]

: File VWiew Report Options Help

QEI Eb x (1] ?3 @ g. 69 a @ & @ K4 F K i Address @aes:Hcentralintake}referralZ v|ﬁ Go

i CSBGLA ~|i Referral Response

FiL Name Referrals Received {2 of 6}

=-Central Intake

Firsthl F LastN “F ReferralActivity =7 licationlD
—HOH Intake e y 1 fo
—Client Demographics Program
— Profile e Flintstone Intake
—Referral Range Case Management
—Employment-Education Type 3
_ Documents Edgar Foe Case Management | 2000255
—Client Listing Staff Fred Client Medical Informatio | 2000334
Referral & Response - -
= CSBG Status Lucille Eall Case Management | 2000305
[#-Communication Search Sets
[+ Billing R +ved Referral
Staff [TRA_Bob =
Start Date | 03/30/2010 % (v 1
S Tine
Ousicn
Description | |
Comments  [appt set for 3/30

have second appointment set with client

Ref To Org: Training Agency Program: TRA_Family Services First Name: Fred Last Name: Flintstone

1 Middle (appt) section appears on Services page as Response item and will show staff member, date,
description, comments
o This section is not required
2 Response at bottom causes Date Confirm on Referral page to appear
o The Staff, Date, Status and Response will all appear on the VIEW RESPONSE popup window when the
button is clicked

Referrals will be displayed here whether they were created in Encounter, Central Intake or Program modules.

Referral Set up Guide Page 27
AdSystech, Inc. 2010 v446.06022010



Services Page

HMIS-[TRAAgencyAdmin]
: File VWiew Report Options Help

QEI Eb x (1] ?3 @ g(ﬁ (<] S@ &@ K4 F K Address@aes:ﬂservices!services

i HMISCase Manager - l|i

m First Name Last Name |dentifier Customer
#-Central Intake
—Referral & Response
E-HMIS

—Program Entry

—Case Plan

—Trans POS Emergency Services

Service Provider  Program:  TRA_Emergency Services | Client Mame: | Fred Flintstone 1024971

Service Provider|

—Client Profile fidvata

—Case Notes

—Client Savings

—Program Referral

—Program Exit Milestones {1 of 1}
i ist -

Breianan ' - MiesoreTde ¥ Stus ¥ Projecied ¥ Perom ¥

. Status Date Al - -

#-HMIS Group Services b | Received Assists | | |

Activities {1 of 6}

2 Activity ¥ ActivityType 7 Descripti ¥/  StartDate
p | Intzke ReferralRespons 32010
Legal Services Service X210
Intake Service 21172010

Food Bank referra | PLReferral
Food Bank referra | ReferralRespons
1 | [int=ke PLReferral

1 [

appt set for 3/30

FirstName: Fred LastName: Flintstone DOB: 2/211972 12:00:00 PM Consent: Organization

1 Program Level Referral Activity appears in Activity section on Services page
o Activity information is grayed out because it was created on other page
o Staff, Date, Description, Comments all come from Referral page
o Activity Type = PLReferral (Program Level Referral)
2 Response Activity is created when Referral Activity is created
o Activity information is grayed out because it was created on other page
Information will appear when middle section is created on Referral & Response page
Staff, Date, Description, Comments all come from Referral & Response page
Creating Response in bottom section on R&R page will not cause information to appear here
Activity Type = ReferralResponse

O O O O

Only Program Level Referrals will be displayed here. Central Intake and Encounter Referrals will not be displayed
here.

The Referral appears in the Program, Program Component and Milestone FROM which the Referral was made, not
in the Program the Referral was made TO.
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