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Clarity User Home Screen

Logging In

To perform tasks in Clarity, you need to log into the system. Every user at your
organization will have a unique login and password.

9 Your user ID:
Your password:

Enter your User ID.

—_

Press TAB.

Enter your Password.

Ll

Click Sign in or click the Enter button

S

Password

Forgot Password?

e First time log in instructions

PASSWORD CHANGE REQUIRED

The password for your account has expired. Please change your password.
Your password should be 6 characters or longer, and be a combination of all four of the following

Email @hsd.cccounty_us B3

Password

Your password should be 6 characters or longer,and be a combination of ali four of the following
* English uppercase characters (A through Z)
* English lowercase characters (a through z)
e

* Numerals (0 through 9)

—
* Non-alphabetic characters (such as 1%, #,%)

——

Password can't contain username, can't be a take on the word “clarity”, can't be the same one as before.

Confirm Password

Save Changes

Y —



1. Enter New Password

2. Confirm Password: Enter Same Password again

3. Click Save Changes

Navigating

SEARCH FOR A CLIENT

ith Clarity Human Services

Understanding the Icons

System

Latashia Randle, Fy
-—
~

R

Launcher Messages

Contra Costa Homeless Program

Overview Services Funding EEOULEIIEM Employers

PROGRAMS

Selecting the
trashcan icon will
delete the
associated data
field.

/Prug ram Name

™ Edit BH El Portal Discovery House Integration Project

After logging in, you will come to your home page.

Latashia Randle,
System

Search Caseload Referrals

2+ Your recent client searches accessed:

Jon Snow

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Sites

Add new Program

n 2| | == | 1-20 of 30 results found

Template Services

Contra Costa Standard Screens 0
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Convenient Right Sidebar - The right sidebar provides quick access to things that are
relevant to the screen you are in. For example, in the Client Profile screen, the right sidebar
will have information about Household Members, as well as listing the most recent Active
Services, Active Programs, and Recent Services. To the right of each entry are “View/Edit’

links which will take you directly to the appropriate section of the client record.

Client Reports Icon - On the right side of the screen where end-users can print the
following information: Client History, Photo ID Card, Profile Screen, Case Notes, Client

Appointments, and Client Summary & Client Service Notes.
Household Members [2rm

Johnny Test Son

Minnia Mouse Maother

- 1 ©

Logging Out

How do Isign out of the system?
1. Click on your Photo or Circle in the upper right hand corner

2. Select the Sign Out button.

Latashia Randle,
System

Latashia Randle
System

View profile

__.

SEARCH FOR A CLIENT & Your rec

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Jon Snow

I -




New Client

Client Search

This section discusses how to search for clients in your client database.

Upon initial login to Clarity Human Services, you are placed directly into the Search
tab. This is the central hub of the system, and provides access to your clients.

Latashia Randle, &
System =
&

Lol Caseload  Referrals

SEARCH FOR A CLIENT 33 Your recent client searches accessed:

‘

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Jon Snow

1. Enter Client Name in SEARCH FOR A CLIENT
2. Press ENTER

3. Click EDIT

NOTE: Before creating a new client, you must search to ensure that the client does not
already exist in the database.

Clarity provides an auto-suggest mechanism, so it is an excellent idea to enter only partial
tirst and last names when searching for a client. As you begin typing your search criteria,
the system will automatically search the database and display potential clients that match
your progressive criteria. This tool makes it much easier to find clients with a name that is
difficult to spell.

For example: If you are searching for Betty Robinson, entering a “Bett” in the search field makes it much

easier to find the correct client.



Betty Boss 01/01/1960 3574

Betty Butterworth 01/01/1960 0827
Betty Falk 09/09/1990 Qo000
Betty Harnage 02/10/1977 0000
Betty Ramirez 08/11/1968 5555
Betty Robinson 07/20/1955 3234
Mana Aecover your deleted data
Betty Springer 04/16/1964 2321
Betty White 10/30/1950 5626

Search by Name

First Name, Last Name, or partial sections of the client’s name can be entered to help locate
the client record.

Aliases, Maiden Names, and Nicknames

Many clients have aliases, or past names. (i.e., maiden names, nicknames, etc.), which can
complicate client search. The search feature allows you to enter a list of names a client goes
by when searching for that client.

: T Landen Scott,
Bitfocus System CHE [

ELLI )l Caseload Referrals

SEARCH FOR A CLIENT b & Your recent client searches accessed:
Jane Doe
et
Kevin Doe
Jane Doe (jan, dear) 02/02/1977 5432
Bill Gates

Antonio Gates

Frodo Baggins

Managed with Clarity Human Services it Recover your deleted data

I




This feature is available from:

e Main search screen

e Household Members Manage screen

Search by Social Security Number

A full social security number can be entered, or portions of each section can be entered. For
example: the last four digits of a client’s SSN can be entered.

SEARCH FOR A CLIENT +

/17

Clarice Clarity 5432

Jamie Johnson 5432

Jane Doe (jan, dear) 5432

Susie Wilson 5432

ged with Clarity Human Services 3 Recover your dedeted data

Search by Date of Birth

A full date of birth can be used, with the following formats: 05/15/1995, 5/15/95, or 1995-05-
15.

Search by Unique Identifier

Every client created in Clarity is issued a Unique Identifier, which are 9 characters in
length. Searching based on the Unique Identifier will take you directly to the Client’s
profile screen, bypassing the need to search through the auto-suggest list.



First Name

Quality of Name

Date of Birth

Quality of DOB \

Uniqu

e Identifier

Middle Name

Gender

Jane

Full name reported

020211977

Adult. Age: 38

Full DOB Reported

89220D55B

Select

Refining Your Search

As the client database grows, you may find that the results listed can be large for a

common name (e.g John).

SEARCH FOR A CLIENT +

John

Al
A
A
B
C
cl
Mana

Ci

D

Ny

Ifred Johnson
lice Johnson
my Johnson
aby Johnson
arla Johnson
hild Johnson
indy Johnson
arla Jochnson
arryl Johnson

on Johnson

10 more. Please keep typing to narrow your search

None

Update photo

Recent Services

Substance Abuse Treatment:Treatment

Mental Health Service:Mental Health

Baltimore Emergency Shelter:[ES]...

Emergency Shelter:Individual Beds

06/15/1980
02/09/2010
07/07/1966
11/11/2012
08/02/1974
05/01/2008
01/11/2009
06/11/1985
09/13/1970

02/21/1965

0231

4233

5989

4141

2233

8974

[s]s]ele)

7525

F7e4q

4987

Rec

over your deleted data

When a large result set is listed, you can further refine your search by combining your

search terms until the result is shorter, or you find your given client. For example, a search
term of “John W 7403” will search for a combination of a partial First Name, Last Name,
and the last four digits of the Social Security Number.

ioh d 8089

Jochn Doe

Managed

ith Clarfty Human Services

09/29/1989

2089

I —



Creating a New Client Profile

After a thorough search, you have determined that your client does not exist in the system.
Click “Create a New Client” in the upper right corner of the Search screen.

Latashia Randle,
System

Search JRe=ELE GGl

SEARCH FOR A CLIENT k Your recent client searches accessed:

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Jon Snow

Date of Birth Last Four SSN Last Updated

Minnie Mouse 01/01/01 1111 05/02/117

You will be taken to the Client Profile creation page. This page will present the questions
necessary to create a basic client account. Complete all necessary fields to create your

client.

1. Click on The New Client Icon
2. Complete CREATE A NEW CLIENT Form

3. Click ADD RECORD

Core Data Fields

The first fields of the Client Profile creation page are termed ‘core data fields’.

CLIENT PROFILE Contra Costa Profile Screen -~ -

Social Security Number HKXMH - XX - 1111 Z
Quality of SsN Approximate or parial SsSN repone| ~ |
Last Name nMouse
First Mame rainnie
Quality of Name Full name reported [~
Date of Birth ©01/01/2001 child. Age: 16 Update photo
unique Identifier FEBFBaBa1
Middle NMame rNone [~

_ Alias
Maiden Name

Gender Female ~
Race VWhite -
Evthnicity MNon-Hispanic/MNon-Lating [~

[ 10 L



Be sure to complete all core fields. In the example below, the core field ‘First Name’ was left
blank illustrating that this data element is required in order to save the client record. See

‘Required vs. Soft Required vs. Not Required Fields” below for details.

Minnie Mouse # W s 8

AGIiICM Location  Programs — Services Notes Assessments Files History Referrals Search  Caseload

‘ Changes have not been saved. Please correct your entry and try again.

CLIENT PROFILE Contra Costa Profile Screen Household Members s

— Jon Snow Son
Social Security Number KXX - XX - 1111 W
Quality of SSN Approximate or partial SSN reporte| | Johnny Test Son
Last Name Mouse
First Name ‘ — O
Quality of Name Full name reported B
Quality of DOB Full DOB Reported - Active Programs
Date of Birth 01/01/2001 Child. Age: 16 Update photo
. L test
Unique Identifier FEBFasB41

Required vs. Soft Required vs. Not Required Fields

The dynamic intake forms powered by Clarity provide many flexible features. Individual
data elements can be Required, Soft Required or Not Required.

Required Fields

The data element must be completed: you cannot save the page unless a value is set. A
Red banner is set across the top of the page, and the data element is outlined in Red.

In the example below, ‘Parental Status’ is a required field. When the user did not complete
the field...

Alias Recent Services

Parental Status Salact |

Children in Household 2 Housing:

...ared warning bar displayed at the top of the screen when the screen is saved....

11



. [0l History Services Programs Assessments Notes Files Location Referrals Search  Caseload

| Changes have not been saved. Please correct your entry and try again. ‘

Household Members

Soft Required Fields

The data element is optional, but highly recommended. The data will save and allow you
to continue, but a Yellow banner will appear, as well as the field in question will be
outlined in Yellow.

In the example below, the “Children in Household’ field is a ‘Soft Required’ field. When it
was left blank, the field category turned yellow.

Unique Identifier DF0496175
Alias ‘ |
Parental Status ‘ Select v |
Children in Household l:l

And this warning appeared at the top of the page...

‘ Changes have been saved. Please review flagged fields for accuracy.

Not Required Fields

The data element is requested as part of the form, but is completely optional for data
entry. No notice is provided.

Dynamic Elements
As you complete data intake, you may be presented with dynamic data elements. For

example, clicking “Yes” to Veteran Status may automatically expand the form to display
additional Veteran questions, or setting your client to Female may automatically display an

12



additional Pregnancy question. These types of example questions are completely custom
to each implementation, but standard data entry rules as stated above will apply.

After completing all necessary fields, and click “Add Record” at the bottom of the page to
create.

Adding Household Members

By default, a newly created client will not be a member of a Family or Household. While
on any tab within a Client profile, the “Family/Household Members” section will be listed
at the top of the right sidebar. This section will list any active Family/Household members
for this client. In order to manage the Family/Household members, simply click the orange
“Manage” button beside the section title.

CLIENT PROFILE

[2014] General Intake IHOUS@hOld Members m I

N N No active members \
Social Security Number XXX - XX - 5432 @
v

Quality of SSN Full SSN Reported
= [F O

Recent Services

Last Name Doe

First Name Jane

Quality of Name Full name reported

1. Click MANAGE Household Members

The Family/Household management section allows two very convenient ways to add new
members to your Family/Household, as well as manage program participation and service
placement for the entire group. Both methods provide a convenient method of linking
clients to programs and services.

These methods are:

1. Quick Add/Join Functionality from the Side Bar
2. Client Search

Quick Add/Join Functionality from the Side Bar
1. Select the “Manage” icon/link at the top of the right sidebar.

This will take you to the Family/Household Management search screen.

13



T Landen Scott,
Jane Doe e . Bitfocus System

Profle History Services Programs Assessments Notes Files Location Referrals Search Caseload

HOUSEHOLD MANAGEMENT Household Members

No active members

Search for a Household Member

) ) ) o Your recent client searches accessed:
Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

John Doe 6789
Previous Household History for
Antonio Gates 1111
Head of Household Members Start End
Jane Doe 0 0620112 12101715 Kevin Doe 0000
Bill Gates 1222
Back
Frodo Baggins 6789

Within the right sidebar, your 10 most recently accessed clients will appear under the
section titled “Your recent client searches accessed”. Generally, family/household
members are added to the system sequentially, therefore they will likely be conveniently
listed here.

No active members
Search for a Household Member

Search
) o Your recent client searches accessed:
Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination. /
John Doe 6789
Previous Household History for
Antenio Gates 1111
Head of Household Members Start End
Jane Doe [ 06/20/12 12/01/15 Kevin Doe 0000
Bill Gates 1222
Back
Frodo Baggins 6789
2ged with Clarity Human Services
Landen Scott 2222
Joe Miles 2221

Clients that currently are not members of any Family/Household will be listed with the
“Add” option when you hover over their name.

VI B



Household Members

No active members
Search for a Household Member

Your recent client searches accessed:

I John Doe 6789

Antonio Gates 1111

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Previous Household History for
Head of Household Members Start End

Jane Doe 0 06/20/12 1210115 Kevin Doe 0000

Bill Gates 1222

This is the most common scenario when adding members to a Family/Household.

1. Selecting “Add” will display a window
2. Enter Member Type

3. Enter Start Date.

4. Click Save

JOIN
HOUSEHOLD

Member Son
Type

12/09/2015
Start Date

Save

This client will be successfully added to the family/household.
Join

When the client you are working with is not a member of another client’s household, “Join”
will be displayed next to the other client’s name. In the example below, Kevin Doe is not
yet added to the “Doe” family/household. However, the option to join both Jane Doe or
John Doe’s family/household (which happens to be the same in this example) is available
by selecting the “Join” link to the right of their names.

[ 15 L




No active members
Search for a Household Member

fevin dee

. . . - Your recent client searches accessed:
Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Date of Birth Last Four SSN Last Updated I Jane Doe 5432 Join

Kevin Doe (Alias: Na) 01/01/91 0000 12/09/1% i B FiEE

Back Antenic Gates 1111

Manzged with Clarity Human Services Bill Gates 1222

The Join option allows for two unique functions based on the Family/Household status of
the current client:

Scenario 1. Current client has no active Family/Household members: This option allows

the current client to join an existing Family/Household.

JOIN
HOUSEHOLD

Member Son
Type

12/09/2015
Start Date

Save

Scenario 2. Current client is already a member of a Family/Household: In this unique

circumstance, Clarity allows you to make a decision.

o a.) Would you like to have your current client leave their existing Family/Household to join
another Client’s Family/Household? If so, select ‘Join’.

16 L




Antonio Gates Son
Search for a Household Member

Bill Gates Father %
kevin dog Search

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Your recent client searches accessed:
Date of Birth Last Four S5N Last Updated

Kevin Doe (Alias: Na) 01/01/91 0000 12/09/15

Kevin Doe

Existing Group. Head of Household: Jane Doe. Members: 3
Jane Doe 5432

Household History John Doe 6789

When you select ‘Join” you will see the following popup box:

JOIN HOUSEHOLD

Active client is already in a Household. This action will end
involvement in the current group and add as a member of the

selected group.

) Leave existing Household to join Kevin Doe's Household
'® Transfer Kevin Doe from their existing Household to this Household

Existing Household

Existing End Date  12/10/2015

New Household

Start Date 12/10/2016

b.) Would you like to transfer another client from their current Family/Household into your active
client’s Family/Household? If so, select ‘Add’.

T2




Search for a Household Member

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Household History

Bill Gates

Previous Household History for
Head of Household

Bill Gates

Jane Doe

i
&
=

2. Client Search

Member Type

Father

Members

Member Start

12/08/15

Start
12/08/15

12/09/15

Antonio Gates Son

Bill Gates Father

Norman Gates Sen

Your recent client searches accessed:
Member End

12/09/15

Kevin Doe 0000
Jane Doe 5432
End John Doe 6789
12/09/15 .
Antonio Gates 1111
12/09/15
Frodo Baggins 6789
I Landen Scott 2222 Add
Joe Miles 2221

Using the same Add and Join functionality stated above, the Client Search function allows
you to search the entire client database for a matching family member to join to your
client’s Family/Household group. A couple additional items are displayed in the Search
results if the target client is found. These items include the existing group’s Head of
Household, and the number of members in that Family/Household.

Search for a Household Member

norman gates

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

-' e o

Household History

Data of Birth

01/02/93

Member Type

Last Four SSN

2142

Member Start

Antonio Gates Son

Bill Gates Father

Last Updatad

Your recent client searches accessed:

12/09/15
Norman Gates 2142
Kevin Doe 0000
Member End Jane Doe 5432

Ending a Client’s Family/Household Membership

Circumstances may arise when a Family/Household member needs to be removed from the

group. To accomplish this task,

1. Simply click the “Edit” link beside any group member the “Family/Household

Members” section.

18



2. Check the Exited Household box
3. Exited Household field, enter the date you wish to stop the client’s participation in
the group.

After the date has passed, the client will automatically be removed from the group and
listed in the Family/Household History section.

————————
I Antonio Gates son
Search for a Household Member

Bill Gates Father #
norman gates Search

Norman Gates Son

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Date of Birth Last Four SSN Last Updated

EDIT

Member Type Son

Head of Bill Gates
Household

Joined Household 12082015 [

Exited Household @ 12162015 ()

Save

Release of Information

This feature ensures that a signed Release of Information (ROI) is always on file and up-to-
date in each client record. It makes the ROI forms easy for the end user to access and store,
and it also tracks expiration dates to ensure that the ROI form in each client record is
current.

[ 19 L




Managing ROI forms within Existing Client Profiles

A compliance warning ribbon will appear across the screen of any client profile that has an
expired ROI form, or an ROI form that is about to expire.

1. Select the ‘Click Here’ link to update the ROI.

Betty Robinson

Profle  Manowy  Services  Nograms  Adsessments  Notes  fles Locston Reflealy

The Release of Information Screen will appear.

2. Complete the following data fields:

3. Enter Permission

e Yes = Client provided consent
» No =Client did not provide consent

4. Enter Start Date

 This is the date that the client signed the ROI The ‘Start Date” defaults to today’s date,
but it must be configured to reflect the actual date the ROI was signed by the client, if it

was not signed on the current day.

5. Enter End Date

o This is the date that the ROI will expire. It will default to the expiration date configured
by the HMIS System Administrator.

6. Enter Documentation

[ 20 L



Enter the way in which the ROI was stored. There are several options listed:

e Electronic Signature: If Electronic Signature is selected, a black button stating ‘e-Sign Document” will
be present. Click on it to “complete the electronic signature form”. The client can sign the form with
their finger/stylus.

e Attached PDF — This will prompt the end user to upload the PDF, which must have the client
signature.

e Signed Paper Consent or Outside Agency Verified — Enter your location in the ‘Location” text box
that appears.

e Verbal Consent — Select if consent was verbally given by the client.

e Household or Group Member — Select if the client is a minor and an adult household/group member
signed the ROL

e None — Select if no ROI was obtained.

7. Select “Add Record’ once all data fields are complete.
Verify the form uploaded correctly: click on the “Shield” icon, next to the client
calendar and print icons. This will open the Release of Information screen and you
can review the form on this screen.

*Note: Only one ROI per agency per active start/end date range is permitted. The system will not
allow you to upload a second ROI within the same date range.

Betty Robinson

Mofle  Matiry  Servicer  Programa Asselaments  Notes  Files  Location Referrads

Household Members )

At Amder Mother

Luxy Bergman Crandpare~t
Privany Vamagemant s s (oed % (he Ageacy (hal Lreated the Clamt

Ageacy Name Permission  Type Start Date  Und Oate

Dot Syaee Yes Becvone Sgreture  0O2020'S 0002014 &2 R 304t program

Momelens 90 Mome TH Mogram

Once the completed ROI has been uploaded, the Warning Ribbon on the client’s profile will be
removed, and will only prompt when the ROI expires.

[ L




Managing ROI forms when creatfing a new Client Profile

1. Select the CREATE NEW CLIENT icon on the upper right corner of the

Search Screen.

2. Create a New Client Screen opens, the Release of Information box will be

located at the top right of the screen.

Enter the ROI information in the Release of Information box using the instructions listed in

the Managing ROI forms within Existing Client Profiles section above.

Bitfocus System B O e, AB

il Sagurity Nember Parmitvaon You
Cmality of 455 Lres 0 Seark Dl SRINTINS :
Land Mams L Dt ST =
i e o e il e pEs

raadity of Wame Fre

Cune of Bisth

Note: The Client Profile screen will not save until the Release of Information box is completed.

Client Location Addresses

To manage client address information,

1. Select the Location tab in the Client Record.

Bill Gates

Profile  History Services Programs Assessments Notes Files EXSTTNN Referrals

Crrl Lan, cott,
HH em
E h  Caseload

CLIENT LOCATION Add Addrass Household Members =y

Antonio Gates Son

Norman Gates

-
Active Services

Housing:

Active Programs

From here you can add a new address by two methods.

[ L




Method 1:
If your current location is the address you wish to enter.

1. Select the LOCATING ARROW at the top right corner of the screen. This feature
will then use Google Maps to determine your location.

. nnn Landen Scott,
Bill Gates HH . Bitfocus System

Profile  History Services Programs Assessments Notes Files WEIIIM Referrals Search  Caseload

CLIENT LOCATION Add Address Household Members ===
Antonio Gates Son
Norman Gates Son

o=
Active Services

Housing:

Active Programs

After selecting the locating arrow,

2. Auto-fill the address information by selecting the ‘Field Interactions” link.

There are no results to display
FIELD INTERACTIONS Hide
Addre== Stafr Date
R 2301 South Valley View Boulevard. Las Vegas. NV 89102 Landen Scott 12/11/2015

[ L




This feature is particularly helpful when you are in the field and need to enter your current
location.

Method 2:

1. Click the “Add Address’ link in the top right corner of the Location tab.

CLIENT LOCATION Add Address

§ Satellite

2. This will open the Client Location screen.
3. You can enter the Address information.

Profile History Services Programs Assessments Notes Files Location Referrals

CLIENT LOCATION

Address Type Home -
Name

Address (line 1)

Address (line 2)

City

State NV - Nevada v

Zip Code

Email

Phone (#1)

Phone (#2)

Status

4

Private

0

[ L




e Status —- When checked, it is considered an Active address, otherwise it is Inactive
o Private —- When checked, the record becomes Private and only your agency will have the
ability to view the record. When unchecked, regular Sharing rules for your agency

apply.

CLIENT LOCATION

Address Type Home hd
Name

Address (line 1)

Address (line 2)

City

State NV - Nevada v

Zip Code

Email

Phone (#1)

Phone (#2)

Status

Private e

LN

d———

]

Add record or Cancel

anaged with Clarity Human Services

Once an address is uploaded with a valid zip code, the Location tab will show all active
addresses plotted on the Map. The blue pin indicates the address of your Agency in
relation to the plotted addresses.

CLIENT LOCATION Add Address

Address Date

, Other 4505 S Maryland Pkwy, . Las Vegas, NV 89154 1271172015

[ s L




The view of the map can also be changed from “Satellite” to “Map” if you prefer one over
the other.

CLIENT LOCATION i

Map

@ Satellite

V/ Labels

Address Date

' Other: 4505 S Maryland Pkwy, , Las Vegas, NV 89154 121172015

You can view the existing and previous addresses, or edit an address by clicking on
Edit/View to the left of the existing address.

New Enrollment

How to enroll a client into a Program

To begin the program enrollment process, click on the Programs tab in the top menu of the
client record. This area contains two sections:

Click on Programs Tab

Select Programs Available

Select the down arrow next to the applicable program

After selecting the down arrow, the section will drop down, providing
additional information and options.

L
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Program History

This section provides a listing of programs your client is either currently enrolled in, or has
been enrolled in in the past. In the example below, Bill Gates is currently enrolled in two
programs: Baltimore Emergency Shelter program and the Sample Program. He is active in
both programs, as indicated by the word “Active” in green font.

Landen Scott,

Bl" Gates Bitfocus System

Profle  Mistory Senices WIUTICTILN Assessments Notes Files Location  Referrals Search  Caseload

PROGRAM HISTORY Household Members [

Start Date End Date Type Norman Gates Son

Baltimore Emergency Shelter 12089013 Act

Sample Program 4012013 H

Active Programs

Programs: Available

Below the Program History section is the Programs Available section. This section lists
current programs provided by your agency that are available for client enrollment. Bill
Gates has numerous programs that are available to him. A client may not have multiple
open enrollments into the same program.

Bill Gates

Profile  History

2 Program ents  Notes Files Location Re
PROGRAM HISTORY Household Members [mmm

Start Date End Date Tvpe Norman Gates Son

- [ ©

Active Programs

1 etive Grou
PROGRAMS: AVAILABLE
Baltimore Emergency Shelter

Baltimore Emergency Shelter

sample Program
Baltimore Housing Assistance -
Recent Services
Homeless to Home TH Program -
Housing:
Housing Status Testing Services, only
~ Hot Maal:Hot Maal Dinnar
Jenn TH test
~ Assigned Staff g
Natalie: test hh program E3 -
~
Permanent Supportive Housing Program

T NI BTy BTy IS a(IaT

[y L




How to enroll a client/household into a program

1. Select the down arrow next to the applicable program title under “Programs:
Available”.

Start Date End Date Type
Baltimore Emergency Shefter . )

120082015 Act G
Bitfocus System e roue
Sample Program 10/01/2015 Active Group

Bitfocus System

P GRAMS: AVAILABLE

Baltimore Housing Assistance -
Homeless to Home TH Program -
Housing Status Testing -
Jenn TH test .
Natalie: test hh program Other -
Permanent Supportive Housing Program PH - Permanent Supportive Housing (disability required) -

Sanctuary Emergency Shelter

PROGRAM DESCRIPTION

g Heiping clients to transition from Homeless 1o ha

Active Clients

cupancy (Today)

Service Categories

ﬁ-’ Funding Source
Ea A <
HOUSING AVAILABILITY
» H2H Transitional Housing: Individual

Beds

» H2H Transitional Housing: Family Beds inS Units

Shelter

Beds

MNorman Gi

Active P

Baltimore |

ple Prc

Recent !

Housing:

Hot Meal:+

Assigne

[ L




Program Description = The program description provides a brief overview of the program,
typically including the target population(s) and general service(s).

Program Type = This indicates the program type (e.g. Transitional Housing, Emergency
Shelter, etc.).

Service Categories = This section indicates the categories of the different services this
provides (e.g. [APR] Transportation, [QPR] Rental Assistance).

Housing Availability = This section indicates the type and amount of housing available,
should housing be applicable to the program. If you select the arrow, a graph will drop down,
indicating how many beds and units are currently available.

N/A

s

HOUSING AVAIL .
» H2H Tr; nal Housing: Individual 0 Beds

BH Transitional Housing: Family Beds in® Units

» Sanctuary Emergency Shelter: individual Bed Beds

» Sanctuary Emergency Shelter: Family Beds Bedsin 10 Units

For programs with family housing options available, there will be two columns: Beds and
Units (see below). Beds correspond to the number of individual persons in beds. Units
correspond to the number of units available. This is particularly useful when enrolling
households with children.

[ 9 L




HOUSING AVAILABILITY:

¥ H2H Transitienal Housing: Individual Beds

w H2H Transitional Housing: Family

Beds in5 Units
30 @ B
W Beds
25 W units
20 O O O
1.9
10
05
00 - -
Dec 16 Mon 17 Tue 18 Wed 19 Thu 20 Fri24 Sat22
¥ Sanctuary Emergency Shelter: individual Bed Beds
» Sanctuary Emergency Shelter. Family Beds Bedsin

a. Household Enrollment Option

If your client is part of a household/family, you will be automatically prompted to select
family/household members to include in the program. It is important to note that
tamily/household members should be previously grouped with your client.

e Check the box(es) next to the family member(s) who should be enrolled in the
program.

. -
Bill Gates i o S

Bitfocus System

Profile  History Services [IEIESTETREN Assessments  Notes  Flles  Location  Referrals search  Caseload

HOUSING AVAILABILITY.

» H2H Transitional HoUsIng: Individual

Bed:
» H2H Transitional Housing: Family Bed

. Bea:
+ Sanctuary Emergency Shelter: Farmily Beds Beds in 10 Units

I ThenIde Group members I

Print Directions Doc Requirements

30



b. Referral Checkbox

If the program enrollment is conducted as a result of a referral, a checkbox will appear:

HOUSING AVAILABILITY:

» [CMHA Training] Attendance Service: Training

Program Placement a result of
Referral provided by Bitfocus
System

Beds in15 Units

1 pending referral(s). Oidest 0 days.

Include group members:

Norman Gates Son

Print Directions Doc Requiremenis Enroll

Selecting the checkbox will make the system automatically include the referral in the
client’s Program History. This allows users to easily identify whether a program placement

is due to a referral.

Bill Gates

Landen Scott,
[ANNA] Report Testing Agency

Profie  Mistory Services BLIIETIEN Assessments Notes Files Location  Referrals Search  Caseload

Release Of Information Is Missing. Please add one to ensure compliance (Cick hare)

PROGRAM TRANSITIONAL HOUSING itz

Enrolment istory Provide Services Assessments

Program Service History

\S:m:e Name
teterral

c. Print Directions

Program Type Group (2

Files Forms End P =
Program Start Date 1272212015
P4 nssigned staff Landen Scott

T4 tead of Household: Bil Gates

Link frem Histery

Start Date End Date
Program Group Members

122212015 122272015

Norman Gates 12/22/15 Active

e Select the “Print Directions” icon will allow you to print directions to the program
site from your current location or an alternate location. These directions can be
programmed to be by car, foot, bicycle, or bus

Y —




d. Print Checklist

e Select the “Print Checklist” icon will allow you to print a checklist of all required
documents that the client needs to enter the program.

Enroll

After clicking Enroll, you will be taken to the Program Enrollment page for your
original client. This page will present program specific data elements necessary to

complete program enrollment.

** NOTE: If you are enrolling other household/family members, there will be a “Save and Next”
button. Selecting this will enroll the current member, and automatically take you to the correct

program enrollment screen for the next member.

Bill Gates

Profile  History Services SEIEUSTIEE Assessments Notes Fles  Location  Referrals

Enroll Program for client Bill Gates

Program Entry Date =
Head of Household

Test Label
Program Group Members

Pregnancy Due Date

No active members

0

Date of Lease

Prior State

Enrolled group members will be listed in the right side bar under “Program Group

Members”.

Group Enrollment & Summary of Actions
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When enrolling members of a household, a Summary of Actions popup will appear (after
the last household member is enrolled) this scrollable page lists each program member
(from the household) along with a list of all actions that were conducted automatically
upon enrollment.

Existing Enrollment

Program Based Services

This section discusses how to link a Program Services to a client’s record, including how to edit
and/or view Program Services and apply the program services to household members.

In order to provide a Program Based Service Transaction:
1. Click on the “PROGRAMS” tab from the top menu list.
2. Access the program you wish to add services to by clicking “Edit”.

Bill Gates

= Land
Bitfo atem
profile  History  Services R ] Assessments Notes Files Location  Referrals Search
PROGRAM HISTG<Y Household Members przrm
Norman Gates o
Bait a
Son

Start Date £nd Date Tvpe

Antonio Gates
- i ©

Actlve Services

1. Select the ‘PROVIDE SERVICES” tab place a program service for your client.

2. Select the DOWN ARROW (square below) to provide the program service.

On the Provide Services tab you will find a complete list of services your agency or
organization is setup to provide within the selected Program. The example service list
below is strictly for demonstration purposes. Your service list will be completely

customized to your agency’s requirements.
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. Landen Scott,
Bill Gates B e

profile  History Services QOJWIETIM Assessments Notes Files Location Referrals Search  Caseload
—
PROGRAM: TRANSITIONAL HOUSING By S —
Program Type: Group (2)
Enroliment History Provide Services ‘Assessments Goals Notes Files Forms End Program Start Date: 12/22/2014
Assigned Staff: Landen Scott
Services Head of Household: Bill Gates
Helping Hands - Sack Lunch Food v ngram Grcup Members @
Housin Housing
9 - v Norman Gates 12/22/15 Active

3. After selecting the down arrow, a dropdown screen will appear, providing
information about the program service

Helping Hands - Sack Lunch Food

Sack Lunch

Date: | 12/29/2015 ™ - 12/29/2015 ™

i 5.00

ate: [12/20/2015 ™
2 HUD Funding Source v

man Gates

Add Note

Submit

You can alter the Start Date and End Date by clicking the calendar and modifying the
dates.

It is also possible to enter a service note by selecting the “Add Note” button. Enter the note
into the text box that appears. Notice that you can format the note using the formatting
buttons at the top of the text box.

Once the correct dates are applied, and a service note is entered (if necessary) select
‘Submit’.

[ s L



Helping Hands - Sack Lunch
Sack Lunch
12/20/2015 - 12/20/2015 -
5.00 12/20/2015 ™

HUD Funding Source A

Add Note

Submit

Service Transaction with Family/Household Members

A service can be configured to allow other members of the client’s Family/Household to

also receive the program service transaction.

If the program service is equipped with this feature, a section will appear asking “Include
group members:” followed by a list of active members in your client’s Family/Household
group. Check the additional members you would also like to receive this program service,
and they will automatically be placed with the service transaction as well.

Helping Hands - Sack Lunch

Sack Lunch
12/29/2015 | 12/29/2015 3|
5.00 12/29/2015 S|

HUD Funding Source A

L v |

t Add Note

Submit

The Service will then be documented in the History tab of every Family/Household member who
received it.

(OV)
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Service Transaction with Expense

Some services will be accompanied with an expense amount. In this scenario, you are requested to
provide an Expense Amount, Expense Date, and Funding Source.

« Expense Amount: Depending on the setup of the service, this may be either an adjustable, or a
pre-determined amount that cannot be modified.

o Expense Date: The date the expense was issued.

« Funding Source: Depending on the setup of the service, this may be adjustable, or automatically
set to a pre-determined funding source.

Hot Meal Breakfast

01/04/2016 | 01/04/2016

() ()

5.00 01/04/2018

No Funding S‘

Submit

A group placement option may be configured to either provide all checked
Family/Household members with an identical expense amount, or to only apply the
expense placement to the primary client.

Service Transaction — Time Based and Time Tracking

Service Transactions with the potential for access more than once a day can be Time
based. These types of services will ask for a Start Date, and then by clicking on the Clock
icon, open a Time dialogue requesting the Hour and Minute of the service.



outreach ~

Phone Use
Phone

122012015 (5] 00:00 [15]
Time
- ubmit
Hour A
Minute A
ssvf service Done ~

Some services can also be time tracked. Most often used with “Case Management” services,
this function allows you to keep track of how much time has been spent performing that
specific service. Simply select the amount of time that you would like to track.

Then click “Submit”.

Case Management

Case Management
042016 i) 4/2016 =

1 hour ¥ 15 min v

Add Note

Submit

No matter the type of service, clicking “Submit” will automatically provide the intended
clients with the Service Transaction without reloading the page. You are then free to
provide the next service, all from the single interface.

How to link a service to a program

If a program-based service accidently is created in a general service tab, this section discusses how
to link that service to a program.

To link a program-based service to its associated program,



1. Go to the Programs tab and select the “Edit” link next to the Program.

2. Next, go to the History subtab and select the “Link from History” link.

Bill Gates
Profile  Mistory Services BEITVETITE Assessments Notes Files  Location  Referrals Search  Caseload
o o n rQIC ~ DAYS
PROGRAM: BALTIMORE HOUSING ASSISTANCE ACTIVE PROGRAN
Program Type Individual
Enolment  History | ProwdeServices  Assessments  Goals  Nows  Files | Chat | Forms End Progrem ST ONE: 1273072015
A sssigned stat: Landen Scott
Progmm Service History Head of Household: B Gates

ik from Hatory

S Start Dat End Dat
S0 e - Program Group Members @

[BALT] Utiity Assistance Electrical 123012016

Btfocus System

011282016

No active members
Hot Meal Hot Meal Dinner 127302015 01082016

Bttocus Spstem

Status Assessments @

3. Select the checkbox next to the service.

Note: that there may be more than one service. There may also be reservations listed
here as well. This functionality also applies to reservations made outside of the
Programs tab.

4. Select “Link & Close” to link the service to the program.

LINK FROM HISTORY

l Service Name End Date

Sample Service:Sample Housing 01/09/2016

l

Link & Close

The service is now successfully linked to the program.
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Non Program Based Services

Non program-based services are those that can be provided outside a program enrollment (which
include services for a client enrolled.)

Profile  Location Programs [ELLUGTER Notes Assessments  Files  History  Referrals

Click on the service to expand options
Complete the Fields: Start Date, End Date etc..
Add Note

Click Submit

History

The History tab displays a list of all program activities including assesments, enrollement,
services and referrals. You can edit and /or view active enrollment as well as closed
enrollement.

Understanding History Tab Color Coding

Programs, services, assessments and referrals are color-coded to make them easy to
distinguish from one another.

e Programs: Tan
e Services: White
e Assessments: Gray
e Referrals: Blue

[ 30 L




HOW DO | CREATE CASE NOTES FOR MY CLIENTS<¢

This section discusses how to manage case notes in a client record, including how to create and edit
case notes.

Creating Client Case Note (Program based)

1. Select Programs Tab

2. Select Edit next to the program name

3. Select Notes Tab

4. Click on Add Notes on right side of screen

Enrolimet History Assessments Maotes Files Chart

Program Service History

5. Enter Note

CLIENT NOTES

Title

Agency System
Date osrezoT [T Time Tracking : Select Select

Nate B Sold || I hebc| IS Mumbers | IT Bullets

6. Click on Add record to save note

Creating Client Notes (Non- Program based)

This is for general notes that can be shared across agencies.

Select Notes tab of client profile

Add Note by clicking ADD NOTE in the top right corner
Create a Title for your note

The click ADD record at the bottom of page.

Hwnhpe
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Amanda Elel, Clarity Test Agency [Swizch]

r & B Calendar | Infa | L
Melinda Greensmith S —

Profile  History Services  Programs  Assessments WULTEW Files  Location Amendance Search

Household Members [
Client Notes Add Kaote
Michael Greensmith Son Edi
Alex Greensmith Husband Edig
Tithe Staff Date
Amanda Greensmith Daughter iy
No records to display...
Bobby Greensmith Uncle Edit

John Smith, Clarity Test Agency [Switch]

Reports | My info | Logout
Carl Bentfender

Profile  History Services Programs Attendance  Search

Client Notes Family / Household Members [I577
No active members

Title Initial Interview with Carl

Agency Clarity Test Agency Active Services

Dats 04/22/2012 ™= No active services
Note Bold Ttalic 1= Numbers I= Bullets
Carl was assessed for eligability for the Help Them Home program. it was determined the following Active Programs

documentation is required to determine his eligability. No active programs
1. Employment Verification letter
2. Copy of his rental lease
3. Last year's tax return

Carl will be returning in two days after he has had an opportunity to collect the required documentation Recent Services

Click the ‘PRIVATE’ checkbox located at the bottom left of the note will allow only users with
qualified access roles to view the contents of the note.

Add recond | o Cancel

Viewing/Modifying Client Notes

Depending on your access role, you may have the ability to either view and/or edit client
notes created by other users.
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To view and/or edit a client note.

1. Click on Notes tab, mouseover the note title,
2. Select the “Edit’ link that appears to the left.
3. Edit Note

4. Click Save changes

Amanda Biel, Clarity Test Agency [Swicch]
Bepons | Calendar | Info | Logous

Betty Robinson

Profile  History Services Programs  Assessments BTSN Files  Location Arendance  Search

Household Members [75°7)
Client Notes g Nats

No active members

Title Staff / Date /
Client had medical incident 2013-09-17 Active Services

Angela Brown
Clarity Test Agency v Na SCtive Lerviged

You can also view the staff member who created the note and the date upon which it was
created/last modified.

How do I create a public alert?

This section discusses how to create Public Alerts. For situations when it is necessary to notify your
agency or other agencies, a Public Alert can be created to appear on the client profile page.

Amanda Biel, Clarity Test Agency (Swhch
Beooaty | Caleodar |tk | Logout

Jody Frier

[EU Mistory  Services Programs  Assessments  Notes  Files  Location  Referrals Attendance  Search

Household Members [207)
Client Profile Devver Chasies Protie Scroen |

Jen Frier Noece. 7
Public Alert: This client has been (ssued system-wide alert. Please review notes for full details, = Joha Friee Beother [ 23

Social Security Number MW -2 -8 \ Cindy Fries Sister 7
Quality of SSN F1l SSN Regoried | el i -
Last Name Free im! lll
First Name Jody = i)
Date of Birth OM201968  AdUlL Age 45 Active Services
Quality of D08 F1 DOB Reporied - No‘acuive secvices
Unique Identitier (S

Active Programs

To create a Public Alert, go to the Notes tab in the client profile and select ‘Add Alert.’
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Amanda Bel, Clariny Test Agency [ainh]

- Raoorts | Calooddar | 1ol | Logead
Alex Greensmith
Profle Misiory Sendces Frogams  Assessmests JUETPM Files  location  Referal Atiendance  Search
Househald Members [0
Client Notes Al Bose

Michuel Greenamahy Soa o=
Amureds Crognimith Daisgher (451

Title Staff e
By Groenimith ] Lda

Client had medical ingident » %

Curky Tk gy Angeia Brows oBfa7ra003 Meodi Creenimith Wil 1
Bl Dusn Cranchild (+-2]
Bl Berde Signifeant Othar L2

Public Aleris

Wiice Dian ] i

Title Stalf Expires
-

Ma redordd 1o display

Agtive Services
Case Masagement: Case Minaptment L]

Enter the Public Alert name, expiration date, followed by a note explaining the nature of the alert.
(The Agency field will be automatically entered)

Amareda Bel, Clarity Test Agency [fsmch]

. Becorts | Cabeadar | bl | Laind
Alex Greensmith
Frofie  Missory  Sendices  Frograms  Assessments IUGSTHN Files  Location  Referal Amendance  Search
N Household Members [T
Client Notes b 5a
Michae! Creendmh Son Las
AmEncs CreERImits Daighter Las
Tithe Staff Date
By Crewnimih Lincle Lds
Client had medical incid i3
NE27)
Clavsry Tt Agoacy Anpeia Brown WAL Mebnd Creensmiah wie [71]
Bl Dunn Crangchils fas
Bl Bendel SigAIRCEAT CHRG s
Public Aleris
Mice Dean Lnsle Lda
Tithe Staff Expires
-
Na records 1o display '
Active Services
Case Mamagement: Case Management [£1]

Selecting the ‘Private’ checkbox will make the Public Alert visible to only staff members in your
agency. Not selecting it will make the Public Alert visible to all agencies.
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Alex Greensmith

Profle  Histery Services Programs  Assessments JUSTDE Fi

— Bl GEARILY

Cient has cilnbens s s e Ll brauin Janvan o 8 gl B
Cast W0 radol SSASANOR ¥ YO COTE By Of P 1080w

D, raped brasthing
* Flaibes faoh

* Frofy breath odor
® N OF VOmEnG bl 1 ke B Sy ds

After selecting ‘Add Record’, you can verify that the Public Alert is visible on the client’s Profile page.

Amanda Biel, Clarity Test Agency (Swich]
Besons | Calendar | lofo | Logows

Alex Greensmith

[EEUN Wistory  Seevices  Programs  Assessments  Notes  Mles  Locatioa  Referrals

Client Profile Derver Chartes Profie Screen =]
hael Green 00
de Nert. Phease review notesforfulidetalls. > =0 0 Z0o0909020000 1]  amundaCreessmn Davphi
Social Security Number “a - 48 29 \ 2obby Creensmith ncie
Quality of Ful SSN Regones | Nnda Creeatm
A Groeram \ " Grand:
vvvvvv e = il Bencer Othe:
Date of ReneTT | Ad > Oean <
Qu. nos 3 000 Reponed - \ — A
nnnnnnnnnnnnn 71F0L81 idueatot js32 )
Servic

HOW DO | ADD A STATUS UPDATE OR CONDUCT
AN ASSESSMENT

Adding a program-based status update (ex: Annual reviews &
General updates)

A client’s disability, income or benefits may change while enrolled in your program. These changes
should be recorded in HMIS in order to accurately track a client’s ability to be more self-sufficient.
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To add a status assessment

Click the Programs tab in the client profile

Mouseover the program name

Select the “Edit” link that appears to the left.

Select Assessments tab under program name

On the right side of the screen, click on the ADD + link next to the Status
Assessments.

6. Select the clients and family members you want to conduct the status assessment.

Gl L=

This will allow you to conduct the status assessment for all selected group members in
sequence, without having to go into each client record separately.

X

‘ ADD PROGRAM ASSESSMENT

¢ Bill Gates

1. Click “ADD STATUS ASSESSMENT or ADD ANNUAL ASSESMENT” to access
the assessment.

2. Click “Save & Close” (or “Save & Next”, if you are also doing the assessment for
other family members) after you have completed the assessment.

Note: Some of the fields in the assessment may already be completed. Data carries over from either
the enrollment screen or the most recent assessment.

How do | conduct a Non-Program based-assessment (VISPDAT

1. Click on Assessment tab of client profile
2. Find the assessment Ex: VISPDAT
3. Click on Start button to the right

[ L




4. Complete the Intake Information
5. Click SAVE

Latashia Randle, 4

Jon Snow sysem o

Profile Location Programs  Services Notes ESSEUNIEN Fles History Referrals Search  Caseload

ASSESSMENTS Household Members [

CCC VISPDAT ﬁ Start Johany Test Son

PROGRAM EXITS

Exit a client from a program.

This section discusses how to exit a client and household members from a program.

1. Go to the Programs tab from the client’s record.

2. Mouseover the program name

3. Select the “Edit” link that appears to the left.

Auto Exit Feature: Optional this feature is only enabled for certain programs.

NOTE: If a client has no program activity for a prescribed period of time (e.g. no service
transactions, assessments, etc.), this client will be automatically disenrolled from the program.

Landen Scott,

B||| Gates Bitfocus System

Profile  History Services WHOUIGTIEM Assessments Notes Files Location Referrals Search Caseload
PROGRAMHISTC .Y Household Members =3
StartDate  EndDate  Type Norman Gates Son

Transitional Housing a
02/06/2016 02/06/2016 Grou i
[ANNA] Report Testing Agency o Antenio Gates Son

" f—

Kt Testing Move Program 01252016 Active intvidal

Bitfocus System
= 0

Baltimore Emergency Shelter

4. Select the “End” tab:
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Bill Gates

Landen Scott,
Bitfocus System

Profile  History Services WGNIGTICH Assessments Notes Files Location Referrals

PROGRAM: TESTING MOVE PROGRAM e

Program Type:

Enroliment History Provide Services Assessments Goals Forms End

Program Start Date:
Assigned Staff:

Program Service History Head of Household:

Service Name Start Date End Date

Mental Health Services:Mental Health Counseling
Bitfocus Sysiem

011252016 01/252016

Mo active members

Search  Caseload

Individual
01/25/2016
Landen Scott

Bill Gates

Program Group Members ()

If the client is scheduled for services that will occur after the program exit date, then these

services will appear where you can conveniently close them.

Note: that this functionality is only available if the System Administrator has enabled the feature.

Please confirm with your supervisor.

Bill Gates

Profile  History

+ 30 Day=]

Excelont

sehoaling camplosd -

(Mo

ctuary Emergency Shelterindividual Bed  o1/04/2016 I — FEvERyS— -

7. Complete the program exit screen and, if appropriate.
8. Close any open services.
9. Select “Save and Close”.
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Exiting a Household

When exiting a household, the option to exit several household members will appear.
1. Simply check the box next to the member(s) you wish to exit.
2. Exit screens will appear in sequential order for each household member.

SELECT CLIENTS TO EXIT
FROM PROGRAM

Bill Gates Father

Norman Gates son

=2
@
v

®

Antonio Gates son

End Program

Note: Exit family members you have to go into each individual person to answer the exit questions.
End the main member, fill out their exit screen, and then click on the family members name on the
right side of the screen.

[ L




CLARITY GLOSSARY

This table provides definitions for the system functionality.

/A comprehensive list of all program and service transactions, including, but not limited to:

History details of expense transactions, assessments, referrals, programs (active and inactive), and
services.

Services /A comprehensive list of services and service/expense transactions with options to delete or
modify services, and conduct, modify, or delete service/expense transactions.

Programs Comprehensive list of Programs (active and inactive) with the options to enroll/end programs,

as well as modify or delete any programs or program details.

Public Alerts &

Includes all notes and public alerts with options to view, create, modify, and delete notes and

Client Notes public alerts.

Files Includes all files in client record with the option to view forms, add forms, edit and delete
forms.

Attendance .Capa.bility to ma.nage all aspects of Attendance, including the ability to upload scanned unique
identifier CSV files.
Capability to manage all aspects of the system at the agency-level, including the ability to

Manage Agency [save changes to all tabs in the Manage section: Agency Overview tab, Services tab, Funding

tab, Programs tab, Employers tab, Assessment tab, Site tab.

Report Library

Capability to run and schedule all reports in the Report Library.

Household .
Capability to carry out all aspects of household management.
Management
. Capability to view, add, edit, or delete location information, including current and past
Location
addresses.
Analysis Capability to carry out all aspects of report analysis in the Analysis tab of the Report Library.
Capability to view assessments (including ineligible assessments), conduct assessments,
/Assessments . S .
edit/delete assessments, as well as print directions and checklists.
Referrals Capability to search for and view past and pending referrals, as well as conduct referrals.

/Agency-Sensitive
Data

/Access to Agency-sensitive data.

Client Reports

IAccess to client reports.

Caseload /Ability to manage all caseload tasks from the Caseload tab.
Standalone . . . . .

This access only allows the user to view/edit the attendance tool. Users with this access cannot
Attendance . . L .
Module access the search screen for client files or reports. It is primarily designed for volunteers.
Referral

Matchmaker

Ability to refer clients to agencies other than their own.
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