City of Spokane

HMIS

Sending
Referrals in
HMIS for
Coordinated
Entry
Assessors

e Referrals are to be
completed when a
client completes an
SHCA intake in order to
place them on the
eligibility list for housing

e Referrals are to be
completed by
authorized coordinated
entry assessors.

e Only assessors with
specific housing
placement duties
should fil in the ‘Refer
to Provider’ section.

e Use the comment
section to put any
important information
that may be useful for
placement
determination or
relevant to other
providers.

e Clients with an RRH
referral will be
contacted directly when
an opening occurs, you
will be contacted for all
other referral types to
collect documentation
and/or complete a
SPDAT.
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Step 1: While in the
Clients tab, locate the

Referral section in the
navigation pane.

o Singles Coord, Assessment
-, Add New Client
4 Find Client

Step 2: Add New Referral
by clicking on Add New in

the referral section. Case Management

@h Add New pZ-QuickReferrals o Referakin ﬁ Client Dashboard
» 7 Client Information
» E’ Accescments

b Enroliments

Step 3: Complete the referral

form. Leave Refer to Provider
blank.

¥ E‘ Senvices

=
4 ) Referrals

Referral Date:* |(WllVRIP0NES | =]

Referral Service:* |RRH Referral v

Step 3a: Click Next

ent as the Refer to Provider.

5 the Refer from Provider. advance tO the neXt
Refer from Provider:* |CC - House of Charity 4' section in the

Refer from User: |James Ochiltre % referral. The button
Email: |assessor@hoc.org | . .
Location: |RRH Center v| IS |Ocat9d N the

bottom right corner
of the screen.

Status: * | Referral Made s

Client is a registered sex offender.

Comments:

Step 4:

The second page of the referral form is simply an Email
Authorization EmeitAuthorized— [ request, do not click. Click
Next |##i=ito advance.

Step 5: Finish Referral

The last page in the referral is left completely blank. DO NOT
ENTER any information if you are the one sending this
referral. Click Finish to complete the referral. The
referral will now be viewable on the client’s Dashboard and
in the Referral section.
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flilfayl;’“p"ka“e Step 1: While in the A Clent Deshoor
Clients tab, locate the » T Client Information
Reporting Referral section in the ’ i :“E:S"'E':s
Referral navigation pane. P
Outcomes in & Batch Services
Step 2: Select the Referral [y

HMIS for
SHCA

you would like to update the Wi Wait List
outcome. Click on the blue

Assessors ) 1 record found. _
action button. @ In the Date From Provider

« Complete the referral drop down menu select C e City of Spokane

outcome immediately Ref | Out 'ﬁ’ Edit Referral

after you receive it to ererra utcome. 4= Referral Outcome

ensure accuracy of the : )

coordinated entry ) ) i Services

system’s referral Step 4: Complete each field in O‘ Get Directions

process. the form including date, result, Referral Voucher
« Only assessors with and any comments. Click Send

specific housing Email to send a

placement duties

<hould fil in the ‘Refer message to notify the assessor
to Provider’ section. of the referral outcome.
B E-mail
. = To: daniel.ramos@email.org
e Use the comment Date Acknowledged:  [08/03/2015 1 [ce || |
. i : 08/04/2015 ubjec eferral Outcome
section to put Appointment Date: | [E" Am |'rne LLEJMELEI.MJZ;» |<3 | : |
information that may Result Date: D_Ef04f2p15 _ PR 90 00 ABB EE
be useful in the future Result: -:?:' S-?jnflce Provided _ B U EESE rontreme  -size-|A- F-
or for- other prOVIderS ) Client Refused Services I:S\ilimail is to inform you that the referral for client 10760 has been marked with the following

O Information Only
() Unable to Contact

e If you have any issues (O Client Not Eligible (At This Time)

. . ) Already Receiving Service
with creating a referral - oready ¢
() Rejected

please contact: O No Show

Daniel Ramos Send Email?

dramos@spokanecity.org

Comments: |Client was on-time and brought all the | a
necessary documentation to prove
eligibility, and was a joy to work with. ¥

Restriction:* () Restrict to Organization (7]
® Restrict to MOU/Info Release
SPOKANE o
TaN ‘ Step 5: Finish Referral Outcome
' Click Finish f&iillto complete the referral outcome. The

Y

referral will now be viewable on the client’s Dashboard and
in the Referral section with an updated result.
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