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Navigating the CaseWorthy Portal 
 

Logging into the Portal 

• The Driving the Dream CaseWorthy Portal can be accessed at 

https://app.caseworthy.com/UnitedWayMidSouth_prod.portalnew 

 

 

• In the upper left-hand corner of the screen, click the button labeled ‘Sign In’ 

to proceed to the sign in page. 

 

https://app.caseworthy.com/UnitedWayMidSouth_prod.portalnew
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• At the Registered Sign In screen, type in your username and password and 

click ‘Log In’. If you do not have a username, please contact a Driving the 

Dream staff member for assistance. If you have lost or forgotten your 

password, click ‘Forgot Password?’ to generate a password reset. 

 

 

• After successfully logging in, you will see a screen similar to the one 

above. The default page after logging in is the Referral Dashboard. 
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Symbols 
 

• Throughout the CaseWorthy platform, there are several visual cues built in 

to assist navigation. 

 

• The light bulb proceeds text describing the purpose of the form currently in 

view. 

 

• When you hover your cursor over the question mark symbol, a text pop-up 

appears with more information about that field. 

 

• The star denotes a required field when completing a form. 
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Referral Dashboard 
 

 

• To add view the Referral Dashboard, click the ‘Referral Dashboard’ button 

located on the top navigational bar. 

 

 

• The Referral Dashboard is snapshot of your Agency’s referrals received, 

referrals sent, and upcoming events. The referral dashboard is the landing 

page after you initially login to CaseWorthy. 
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Open Referrals 
 

 

• Open referrals are referrals that have not reached a finalized status and still 

require status updates. Open referrals will appear in the ‘Open Referrals 

Received’ and ‘Open Referrals Sent’ sections of the Referral Dashboard. 

When a referral is initially created, the ‘Referral Status’ will be set as ‘Sent’. 

 

 

• Referrals Received are referrals that have been sent to your agency from 

another agency.  
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• Referrals Sent are referrals that your agency has sent out to other 

agencies. 

 

 

• To update the status of an open referral received or an open referral sent, 

click on the row containing the referral. 

 

 

• The referral form for that referral will appear. You cannot make edits to 

most fields on the completed referral form, with the exception of ‘Referral 

Status’. See ‘Add a New Client Referral’ for more information about the 

referral form. 
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• To update the status of the referral, select the ‘Referral Status’ drop down 

list and select the appropriate referral. A referral is considered finalized 

when it reaches a status of ‘Completed/Enrolled in Program’, ‘Ineligible’, 

‘Unable to Contact’, or ‘Contacted but Declined Services’. Once a referral is 

updated to a finalized status, that referral will no longer appear in the ‘Open 

Referral’ section of the Referral Dashboard. 

• After selecting a new referral status, click ‘Save’ in the lower left hand 

corner of the form. 

 

 

• At the top of the Client referral form, there is a ‘Select Client’ button. This 

button will select this Client and take you to the Client Dashboard. See 

‘Client Dashboard’ for more information. 
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• The referral form contains a record of the ‘Referral ID’ as display only. 

 

Referrals Accepted Pending Outcome 
 

 

• If a referral received by your agency reaches a status of 

‘Completed/Enrolled in Program’, it will appear in the ‘Referral Accepted 

Pending Outcome’ section of the Referral Dashboard. Referrals in this 

section require a second service area score. See ‘Add a New Client 

Referral’ for more information about service area scores. 

 

 

• To update a referral accepted pending outcome, click on the row 

containing the referral. 
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• The client referral form will appear. On the bottom third of the form, an 

‘Update Score’ button will appear next to the service area. 

 

 

• To update the score of the referral, click the ‘Update Score’ button.  
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• A new window will appear with the relevant service area scores questions. 

See ‘Add a New Client Referral’ for more information about service area 

scores. 
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All Referrals Sent and Received 
 

 

• The ‘Menu’ section of the Referral Dashboard allows you to view the 

complete history of referrals for your agency, regardless of the status of a 

referral. That history is divided by referrals received and referrals sent. 

 

 

• To view your agency’s complete history of referrals received, click the ‘All 

Referrals Received’ button. All features of ‘All Referrals Received’ are 

available in ‘All Referrals Sent’. 
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• A table will appear that lists all referrals in order of most recent referral 

date.  

 

 

• To filter the table, use the fields available above the table. You can filter the 

table by searching for a specific client, the service area associated with the 

referral, the date of the referral, the status of the referral, and whether the 

referral has reached a finalized status. 
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• To edit a referral, click the gear in the left column of the table and select 

‘Edit’. You will then be taken to the referral form. See ‘Open Referrals’ for 

more information on updating a referral. 

 

• To view the history of a referral, click the gear in the left column of the table 

and select ‘View History’.  

 

 

• A table containing the history of the referral will appear. This history 

includes all status updates and any changes made to the referral. 
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Upcoming Events 
 

 

• The ‘Upcoming Events’ section of the Referral Dashboard contains a table 

of events created by the United Way of the Mid-South. Events may include 

meetings, trainings, and holidays. 
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Add a New Client 
 

 

• To add a new client, click the ‘Add Client’ button located on the top 

navigational bar. 

 

• You will now begin the ‘Add Client’ Workflow. 

 
 

Client Demographics 
 

 

• The required client demographics include first and last name, date of birth, 

gender identification, primary language, race identification, and ethnicity. 
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• To add the Client’s date of birth, click in the ‘DOB’ field. You can type in the 

date of birth using the mm/dd/YYYY format. You can also add the date of 

birth by clicking the calendar icon on the left side of the field. This will pop 

open a calendar where you can select a date. 

• Age is a calculated field based on date of birth. You cannot manually type 

in a Client’s age.  

 

 

 



 19 

 

• To add a Client’s gender identification, click the ‘Gender’ drop-down list. 

Select the option that best fits your client. Options include ‘Client Doesn’t 

Know’ and ‘Client Refused’. 

 

 

• To add a Client’s primary language, click the ‘Primary Language’ drop-

down list. Primary language options include ‘Other’ and ‘Unknown’. The 

primary language default is ‘English’. 
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• To identify a Client’s Race, click the ‘Chose Options’ drop-down list next to 

‘Race’. Select all applicable race identifications and click ‘Add Selected’ at 

the bottom of the menu. Race options include ‘Client Doesn’t Know’, ‘Client 

Refused’, ‘Other’, and ‘Data Not Collected’. 

 

 

• To identify a Client’s Ethnicity, select the ‘Ethnicity’ drop-down list. Select 

the option most appropriate for your client. Options include ‘Client Doesn’t 

Know’, ‘Client Refused’, and ‘Data Not Collected’. 
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Check for Duplicates 
 

 

• In the center of the Demographics section of the new client form, there is a 

button labelled ‘Check for Duplicates’. Checking for duplicates is a 

required process that helps reduce the number of duplicate client profiles 

created. 

 

• To check for duplicates, first complete the first and last name fields in the 

demographics data. You may complete other fields to further filter the 

results. Select the ‘Check for Duplicates’ button. 
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• A new screen will appear with a list of potential duplicate clients based on 

the demographic information provided. If no list appears, no previously 

created clients matched that criteria. 

 

 

• If a profile matching your client appears, select the row containing your 

client. The window will close and the client’s information will be auto 

populated into the remaining fields. The ‘Check for Duplicates’ button will 

no longer appear. 
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• If a profile matching your client does not appear, select ‘This is a new 

client’ at the bottom left-hand corner of the window. The window will close 

and you will need to complete the remaining fields on this form. The ‘Check 

for Duplicates’ button will no longer appear. 

 

Address Lookup 

 

• To complete the address information for a client, you are required to use 

the ‘Google Address Lookup’ field. This ensures that an address is real and 

eliminates data entry errors. 
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• To add a Client Address, begin typing the address in the ‘Google Address 

Lookup’ text box. As you type, potential addresses will appear as a list 

below the text box. Once the correct address appears, select that address. 

 

 

• After selecting the correct address, all other address fields will be auto 

populated in the address information section. 
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• If you click the ‘Map It’ button, a Bing map window will appear with a map 

of the address selected. 

 

Contact Information 
 

 

• The Client contact information indicates the preferred method Agencies 

will contact this Client. You must include at least one method of contact for 

a Client.  
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• To indicate whether a client has agreed to a method of contact, select the 

‘OK to contact by …’ drop-down menu. Select ‘Yes’ to indicate the contact 

method is okay or ‘No’ to indicate it is not okay. 

 

 

• If you select ‘Yes’ to any of the ‘Ok to contact by …’ questions, the text will 

appear red. The red indicates that you must provide that contact 

information for the client. 

 



 27 

 

• If you select ‘No’ to any of the ‘Ok to contact’ questions, the text will remain 

black and you will not be required to provide that contact information. 

 

 

• If multiple contact phone numbers are provided for a client, they can be 

ranked in preference from ‘Primary’ (first), ‘Secondary’ (second), to 

‘Tertiary’ (third). 
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• If a client provides an email address, that email address must be completed 

in both the email address text box and the confirm email address text box. 

 

• After completing all required information on this form, click ‘Next’ in the 

lower right hand corner of the screen. 

 

Adding Family Members 
 

 

• On the next page of the Add Client workflow, you will see a table with the 

Client you are currently creating. This Client is considered the ‘Head of 

Household’ or HOH in CaseWorthy. This form allows you to optionally add 

‘Family Members’ to a client’s profile. 
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• To add additional family members to the client’s family, click the ‘Add 

Family Member’ button in the upper left-hand corner of the screen. You can 

add several family members at once. Note that a ‘Family’ in CaseWorthy 

groups entities by specifying relationships. You may add individuals to a 

client’s family in the way that makes the most sense for the client and your 

program’s services. 

 

 

• A new row will appear in the table as well as blank fields to be completed 

for the new family member. 
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• In the table row, you must complete the Last Name, First Name, Birth Date, 

and Gender for the new family member. 

 

 

• When adding family members, you must also check for duplicates. 

Checking for duplicates for a family member is the same process as 

checking for duplicates for the original Client. Family members can be new 

clients or you can select previously created clients. After completing the 

check for duplicates process, the ‘Check For Duplicates’ button will 

disappear. 
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• ‘Specify Relationship’ is a field unique to family members. This field 

indicates how this individual is related to the HOH. To indicate the 

relationship, click the ‘Specify Relationship’ drop-down list. Select the 

option that best describes the Client and Family member’s relationship. 

Options include ‘Other’ and ‘Unknown’. 

 

 

• ‘Family Status’ indicates whether the family member should be remain or 

be removed from a previous family (if applicable). ‘Remove from previous’ 

is only an option if the family member is a duplicate client. This will remove 

the family member from the previous Family ID and add them to the current 

HoH’s Family ID. 

 

• The ‘Is Dependent’ check box indicates if this family member is a 

dependent of the HOH. 
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• The contact information fields allow you the option of indicating contact 

information specific to the family member. 

 

 

• Once all the family members have been created, click save in the lower 

right hand corner of the screen. 

 

Client Web Portal 
 

 

• The final form in the Add New Client workflow allows you to set up the 

Client’s access to the Client Web Portal. The Client Web Portal allows 

Clients to directly access their information in CaseWorthy, such as contact 

information and referrals.  
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• To set up Client access, type in the Client’s email address into the text box. 

The email address must be unique and not used for any other Client in 

CaseWorthy. Click ‘Save’ in the lower right hand corner to complete the 

workflow. If a Client opts out of accessing the portal, click the ‘Cancel’ 

button in the lower right hand corner to complete the workflow. 

 

 

• On the next screen, you will see the text ‘Workflow is now complete’. You 

have now completed the Add New Client workflow. Click ‘Done’ in the lower 

right hand corner of the screen. 
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Client Dashboard 
 

Finding Existing Clients 
 

 

• To find an existing client, click the ‘Find Client’ button located on the top 

navigational bar. 

 

• Clients must consent to have their record searched. Verbal consent can be 

indicated by clicking the checkbox ‘Client Has Given Consent’. Note that 

Driving the Dream administrators can track Client search history by users. 

 

 

• To search for a Client, you must include at least the first letter of the 

Client’s first and last name. You may also include the Client’s DOB or ID. 

After completing the required fields, click the ‘Search’ button in the lower 

right-hand corner of the screen. 
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• A table will appear with Clients that meet your search criteria. After 

identifying the correct client, click the ‘Select Client’ button. 

 

Navigating the Client Dashboard 
 

 

• The Client Dashboard allows you to interact with all demographic 

information regarding a Client as well as their referral and assessment 

history. You must navigate to the Client Dashboard to make a new referral 

for a Client. 
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• At the top of the Client Dashboard is a table containing the Client’s first 

name, last name, birth date, and phone numbers (if supplied).  

 

 

• At the center of the Client Dashboard is a menu section. The menu section 

has links to Client Demographics, Family Members, Client Referrals, and 

Client Documents. 

 

 

• At the bottom of the Client Dashboard is the assessment section. The 

assessment section has links to complete an optional assessment for a 

Client or view previously completed Client assessments. 
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Client Dashboard - Menu Selections 
 

 

• To view Client Demographics, select the ‘Client Demographics’ button in 

the menu section of the Client Dashboard. This will take you to the Client 

Demographic form (see ‘Adding a New Client’). Any updates to a Client’s 

information, such as address of contact information, can be made here. 

 

• To view and/or add additional family members, select the ‘Family Members’ 

button in the menu section of the Client Dashboard. This will take you to 

the Family Member table where you can view any existing family members. 

To add addition family members, click the ‘Add Family Member’ button in 

the upper right hand corner. See ‘Adding Family Members’ for more 

information. 
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• To view and/or add documents to a Client’s profile, select the ‘Client 

Documents’ button in the menu section of the Client Dashboard. 

 

 

•  A table will appear that lists any documents that have been uploaded to a 

Client’s profile. 

 

 

• To edit or delete an existing document, click the gear on the left-hand 

column of the table. Select the appropriate option for the document. 
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• To view the document, select the ‘View File’ button in the table. Depending 

on the type of document, either a new window will appear or the document 

will be downloaded. 

 

 

• To upload a new document to a Client’s profile, select the ‘Upload 

Document’ button the upper right hand corner of the screen. 
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• A new window will appear with a table containing several different 

document type options. Select the checkbox in the left-hand column of the 

option that most appropriately describes the document. 

 

 

• New fields will appear that will allow you to browse and upload a document 

from your computer, add a description, include a case note, and indicate an 

optional expiration date. 
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• To upload a document from your computer, select the ‘Browse’ button. A 

new computer window will appear where you can select the document. 

Once selected, the document’s name will appear to the left of the ‘Browse’ 

button. Click the ‘Save’ button in the lower left hand corner of the screen to 

save the document and close the window. 

 

Client Referrals 
 

 

• To view past referrals for the selected Client or to create a referral for a 

Client, select the ‘Client Referrals’ button. 
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• On the Client Referrals page, you can search for past client referrals, view 

past service area scores, or add a new referral. 

 

 

• To search for past Client referrals, use the filter fields located above the 

‘Search’ button. You can filter referrals by service area, a referral date 

range, referral status, and/or whether the referral is at a finalized status. 

After including as many filter parameters as desired, select ‘Search’. 
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• Any past referrals will appear in a table below the ‘Search’ button. To view 

the referral form and make any changes to the referral status, click the 

entry in the referral date column. 

 

 

• To make an status update to a referral, click the ‘Referral Status’ drop-

down list on the referral form. A list will appear containing several referral 

status options. Select the most appropriate option and click ‘Save’ at the 

bottom of the screen. For more information about the referral form, see 

‘Add a New Client Referral’.  
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• To view the history of a referral, click the gear on the left hand side of the 

table. Select ‘View History’.  

 

 

• The referral history page generates a table of all referral updates for a 

client, including the date of the update and the user who made the change. 
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View Client Service Area Scores 
 

 

• To view past service area scores for a Client, select the ‘View Service Area 

Scores’ in the upper right hand corner of the screen. 

 

 

• A new window will appear with a table containing each service area and 

any available score for that service area. Service areas correspond with the 

20 domains of the Arizona Self-Sufficiency Matrix (ASSM). 
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• To view past completed service area questions, select the appropriate 

service area. A new window will appear where you can view the questions 

and previous answers. You cannot make changes to past service area 

scores. For more information about Service Area Scores, see ‘Add a New 

Client Referral – Existing DTD Agencies’ and ‘Assess Client’. 

 

Add a New Client Referral – Existing DTD Agencies 
 

 

• To add a new Client referral to an existing DTD Agency, select the ‘New 

Referral’ button in the upper right hand corner of the screen. You will now 

begin the Add New Client Referral workflow. 
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• When you begin the Add New Client Referral workflow, you will see a 

screen similar to the one above. Select ‘Next’ to continue to the Client 

Demographic form for review. 

 

• The first step of the Add New Client Referral workflow is to review Client 

demographic information and contact information. Make any necessary 

edits and select ‘Next’ to continue to the referral form. See ‘Add Client’ for 

more information on the Client Demographic form. 
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• The referral form contains the Client consent text, the referral to selection, 

and an optional case note. Note that the Client’s name is auto populated. 

The referral date is defaulted to today’s date and time, but can be edited. 

 

 

• The Client consent text provides an explicit explanation of what a Client is 

consenting to when a referral is created. It is imperative a Client 

understands and agrees to the Client consent. To indicate consent, check 

the ‘Client Consent’ checkbox below the Client consent text. 
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• To identify a provider to refer a client to, select the ‘Refer To’ search 

lookup. 

 

 

•  A new window will appear with a table of all available referral providers. 

 



 50 

 

• The table of providers can be filtered by using the fields above the ‘Search’ 

button. The table of providers can be searched by service area, name, or 

distance from the Client’s address. 

 

 

• To search by service area, select the ‘Service Area’ drop down list. Service 

area options include the 20 domains of the Arizona Self Sufficiency Matrix 

as well as Care Coordination. 
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• To search by provider name, type the name into the ‘Provider Name’ text 

box.  

 

 

• To search by distance from the Client’s address, type a number in the 

‘Distance in Miles’ text box. 

 

 

• To view a map of all Providers, select the ‘Map’ button. A new window will 

appear with a map of all Provider locations. 
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• The Provider table contains the Provider’s service area, name, program, 

any eligibility information, capacity, distance from the Client, usage this 

month, phone number, and entity ID. To select a provider, click anywhere in 

the row that contains the provider’s information. 

 

 

• After selecting a Provider, the window will close. On the referral form, 

several populated fields will appear with information about the Provider 

and Program.  
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• Optionally, you can indicate a specific person to receive a referral. All 

users from a Provider will have access to any referrals sent to that 

Provider. By indicating a specific person, you can direct that referral to an 

individual that would best serve that particular Client. To select a specific 

person at that Provider, click the ‘Refer to Person’ lookup.  

 

• A new window will appear with a table of Users for the Provider. Select the 

appropriate User by clicking anywhere on that User’s row. The window will 

close and that User will now appear in the ‘Refer to Person’ textbox. 
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• Optionally, you may select a specific reason for the referral. To select a 

reason, click the ‘Specific Referral Reason’ drop down list. Several 

predetermined reasons will appear. Select the most appropriate reason 

from the list.  

 

 

• Optionally, you may attach a Case Note with additional details about the 

referral. To attach a Case Note, select the ‘Case Note’ button at the bottom 

of the form.   
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• A new window will appear. The reference date will default to today’s date 

the summary will be pre-populated with ‘Referral’.  

 

 

• To transcribe your note by voice to text, select the ‘Voice To Text’ button. 

Note that voice to text is only available in the Chrome web browser. 
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• A new window will appear. To begin transcription, select the ‘Start 

recording’ button and begin speaking. Your words will be transcribed and 

appear as text on the screen. Note that you must name punctuation while 

speaking for it to be transcribed. Once finished, select ‘Done’. The window 

will close and the text will now appear in the ‘Note Description’ text box. 

 

 

• To type your case note, use the ‘Note Description’ text box to write the 

case note. This text box is a rich text editor, allowing you to format the 

description similar to a word processor. 

• Once your case note is complete, click ‘Save’ in the lower right-hand 

corner. The case note window will close. 
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• If a client has been referred at least twice, you will see a note at the bottom 

of the form asking if you would like to refer the Client to care coordination. 

If you select ‘Yes’, CaseWorthy will generate an email to a Care Coordinator 

in addition to the referral email. If you select ‘No’, only the provider 

receiving the referral will receive an email. 

 

 

• Once all information has been completed in the new referral form, click 

‘Save’ in the lower right hand corner of the screen. 
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• One the second form of the Add New Client Referral workflow, there is a 

series of assessment questions related to the specific service area for 

which a client is receiving a referral. Service areas correspond to the 20 

domains of the Arizona Self Sufficiency Matrix. Service area assessment 

questions must be completed for every referral that is created. 

• Every question is a ‘Yes’ or ‘No’ question. Depending on how a Client 

answers, more questions may appear. You must complete all questions 

that appear.  

• As questions are answered, the form automatically calculates a ‘Score 

Value’. This value corresponds to the score from that section of the 

Arizona Self Sufficiency Matrix. The higher the overall score, the higher the 

Client’s self-sufficiency in that particular area. Once all questions are 

completed, click ‘Save’ in the lower right hand corner of the form. 

• If you are referring the Client to Care Coordination, you will not see any 

assessment questions. Select ‘Save’ in the lower right hand corner of the 

blank form. 

 

 

• The Add New Client Referral workflow is now complete. 
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Add a New Client Referral – Out-of-Network 
 

 

• To create a referral to an Agency outside of the DTD network, complete the 

steps for ‘Add a New Client Referral – Existing DTD Agencies’ up until the 

point of selecting a referral agency. 

 

 

• Type ‘Out of Network’ in the ‘Provider Name’ text box above the table of 

referral agencies. Select ‘Search’. 
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• The provider table will filter to only ‘Out of Network’ providers. There is one 

out-of-network provider for each service area. 

 

 

• Select the out-of-network provider with the service area most appropriate 

for the out-of-network referral. The window will close and you will be taken 

back to the referral form. 
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• The information for the out-of-network provider will be auto-populated. 

Below the provider information, the fields ‘Out-of-Network Provider Name’ 

and ‘Out-of-Network Provider Email’ will appear. 

 

 

• The ‘Out-of-Network Provider Name’ is the provider outside of the DTD 

network who will received this referral. Type the provider name into the 

‘Out-of-Network Provider Name’ text box. 
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• The ‘Out-of-Network Provider Email’ is the email of the individual outside of 

the DTD network who will received the referral information via email. This 

field defaults to your email. Type the email of the individual to receive the 

referral in the ‘Out-of-Network Provider Email’ text box. 

• Complete the rest of the out-of-network referral in the same manner as an 

in-network referral. 

 

Add a New Client Referral – Referral for a Minor 

 

• To create a referral for a Client that is a minor, complete the steps for ‘Add 

a New Client Referral – Existing DTD Agencies’ up until the point of the 

referral form. If the client is under the age of 16, referral consent must be 

completed on behalf of the client by an Adult. 
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• To indicate the family member providing consent, click the ‘Consenting 

Adult’ field. A drop-down list will appear of the Client’s family members. 

Select the adult providing consent.  

• Complete the rest of the referral for a minor in the same manner as an in-

network referral. 

 

Assess a Client 
 

 

• To add a new optional assessment, select the ‘Assess’ button under 

‘Assess Client’ on the Client Dashboard. A client must have received at 

least one referral at any status before you can complete an assessment. 

You will begin the Assessment workflow. 
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• On the first form in the assessment workflow, you can completed the full 

ASSM assessment or you can assess a client for specific service areas. 

 

 

• To complete only a specific section of the ASSM, click the service area 

name on the right column of the table.  

 

 

• A new window will appear with ASSM questions for that particular service 

area. Depending on how a Client answers, more questions may appear. 

You must complete all questions that appear. After completing all 

questions, click ‘Save’ at the bottom right hand corner of the assessment. 

The window will close and the score will now appear on the table. 
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• To complete the full ASSM assessment, select the ‘All Questions’ button in 

the upper right hand corner of the form. 

 

 

• A new window will appear with a complete Arizona Self-Sufficiency 

Assessment. After you complete the questions for each section, a ‘Score 

Value’ will generate for that section. The higher the score, the more self-

sufficient the client in that domain. After completing all questions, click 

‘Save’ at the bottom right hand corner of the assessment. 
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• Once finished with the ASSM, click ‘Done’ in the lower right hand corner of 

the form. 

 

 

 

• The second form of the assessment workflow will appear. This form 

contains the Adverse Childhood Experience (ACE) Assessment, Herth 

Hope Index, Child/Youth Resilience Assessment, and the Adult Resilience 

Assessment. 
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• To complete any of the assessments, click the drop down menu to the right 

of ‘Client Opted out of …’. Select ‘No’ from the drop down list. 
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• The assessment will appear below the drop down list. The assessment date 

completed is defaulted to today’s date, but can be edited. Complete all 

required questions for the assessment. After completing all questions, a 

‘Score Value’ will be generated below the questions.  

• After completing the desired optional assessments, click ‘Save’ in the 

lower right hand corner of the form. 

 

• The assessment workflow is now complete. 

 

View Client Assessments 
 

 

• The View Assessments section of the Client Dashboard contains links to 

past ASSM and Resilience assessments as well as service area scores.  
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• To view past ASSM or Resilience assessments, select the corresponding 

button from the Client Dashboard. 

 

• A table of previous assessments will appear. To view the assessment, 

select the gear in the left column and select ‘Edit’. 

 

 

• To view service area scores, select the ‘View Service Area Scores’ button. 

See ‘Add a New Client Referral’ for more information about service area 

scores. 
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Agency Profile 
 

 

• To add view your agency’s profile, click the ‘Agency Profile’ button located 

on the top navigational bar. 

 

 

• The agency profile form contains the name, address, and contact 

information for your agency. 
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• To make any changes to your agency’s location, use the fields in the 

‘Provide Location’ section. Verify the address by clicking the ‘Verify 

Address’ button. 

 

 

• To make any changes to your agency’s primary contact information, use 

the fields in the bottom section of the agency profile form. 
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Agency Capacity and Eligibility 
 

 

• To add view your agency’s capacity and eligibility information, click the 

‘Agency Capacity and Eligibility’ button located on the top navigational bar. 

 

 

• A table will appear that will contain a row for each program your agency 

provides. This table will also contain capacity and eligibility information. 

 

 

• To update the capacity and eligibility information for your agency, click the 

checkbox located on the left column of the table. The capacity and 

eligibility fields will turn white and become editable. 

 

• The ‘Capacity’ field puts an upper limit to the amount of referrals your 

agency can receive in a month. This limit can be updated at any time. 
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• The ‘Eligibility’ field is a text box. Your agency’s eligibility information can 

be updated at any time. 

 

Out-of-Network Agencies 
 

Update a Referral 
 

 

• When an out-of-network agency received a referral through CaseWorthy, 

the individual identified through email will receive an email notification 

similar to the one above. See ‘Add a New Referral – Out-of-Network’ for 

more information on how to make an out-of-network referral. 
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• This email contains information such as the Client’s name, contact 

information, the referral service area, and the referral ID. It also contains a 

link to the CaseWorthy Portal. 

 

 

• To update a referral, select ‘Update Referral’ in the upper left hand corner 

of the screen below the ‘Sign In’ button. 
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• A new form will appear. To search for the referral, type the referral ID 

located in the email in the ‘Enter Referral ID’ text box. Click the ‘Find 

Referral’ button. 

 

 

• A table containing the referral will now appear. To make a status update to 

the referral, click the checkbox located in the left-hand column. 
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• The ‘Current Status’ field will now appear white with a drop-down option. 

Click the drop-down and select the referral status most appropriate for this 

referral. Click the ‘Update Referral’ button in the lower left hand corner. 

 

 

• A new browser window will appear confirming the referral was updated 

successfully. Click ‘OK’. You will be redirected to the CaseWorthy Portal 

homepage. 

 


	Navigating the CaseWorthy Portal
	Logging into the Portal
	 The Driving the Dream CaseWorthy Portal can be accessed at https://app.caseworthy.com/UnitedWayMidSouth_prod.portalnew
	 In the upper left-hand corner of the screen, click the button labeled ‘Sign In’ to proceed to the sign in page.
	 At the Registered Sign In screen, type in your username and password and click ‘Log In’. If you do not have a username, please contact a Driving the Dream staff member for assistance. If you have lost or forgotten your password, click ‘Forgot Passwo...
	 After successfully logging in, you will see a screen similar to the one above. The default page after logging in is the Referral Dashboard.

	Symbols
	 Throughout the CaseWorthy platform, there are several visual cues built in to assist navigation.
	 The light bulb proceeds text describing the purpose of the form currently in view.
	 When you hover your cursor over the question mark symbol, a text pop-up appears with more information about that field.
	 The star denotes a required field when completing a form.


	Referral Dashboard
	 To add view the Referral Dashboard, click the ‘Referral Dashboard’ button located on the top navigational bar.
	 The Referral Dashboard is snapshot of your Agency’s referrals received, referrals sent, and upcoming events. The referral dashboard is the landing page after you initially login to CaseWorthy.
	Open Referrals
	 Open referrals are referrals that have not reached a finalized status and still require status updates. Open referrals will appear in the ‘Open Referrals Received’ and ‘Open Referrals Sent’ sections of the Referral Dashboard. When a referral is init...
	 Referrals Received are referrals that have been sent to your agency from another agency.
	 Referrals Sent are referrals that your agency has sent out to other agencies.
	 To update the status of an open referral received or an open referral sent, click on the row containing the referral.
	 The referral form for that referral will appear. You cannot make edits to most fields on the completed referral form, with the exception of ‘Referral Status’. See ‘Add a New Client Referral’ for more information about the referral form.
	 To update the status of the referral, select the ‘Referral Status’ drop down list and select the appropriate referral. A referral is considered finalized when it reaches a status of ‘Completed/Enrolled in Program’, ‘Ineligible’, ‘Unable to Contact’,...
	 After selecting a new referral status, click ‘Save’ in the lower left hand corner of the form.
	 At the top of the Client referral form, there is a ‘Select Client’ button. This button will select this Client and take you to the Client Dashboard. See ‘Client Dashboard’ for more information.
	 The referral form contains a record of the ‘Referral ID’ as display only.

	Referrals Accepted Pending Outcome
	 If a referral received by your agency reaches a status of ‘Completed/Enrolled in Program’, it will appear in the ‘Referral Accepted Pending Outcome’ section of the Referral Dashboard. Referrals in this section require a second service area score. Se...
	 To update a referral accepted pending outcome, click on the row containing the referral.
	 The client referral form will appear. On the bottom third of the form, an ‘Update Score’ button will appear next to the service area.
	 To update the score of the referral, click the ‘Update Score’ button.
	 A new window will appear with the relevant service area scores questions. See ‘Add a New Client Referral’ for more information about service area scores.

	All Referrals Sent and Received
	 The ‘Menu’ section of the Referral Dashboard allows you to view the complete history of referrals for your agency, regardless of the status of a referral. That history is divided by referrals received and referrals sent.
	 To view your agency’s complete history of referrals received, click the ‘All Referrals Received’ button. All features of ‘All Referrals Received’ are available in ‘All Referrals Sent’.
	 A table will appear that lists all referrals in order of most recent referral date.
	 To filter the table, use the fields available above the table. You can filter the table by searching for a specific client, the service area associated with the referral, the date of the referral, the status of the referral, and whether the referral...
	 To edit a referral, click the gear in the left column of the table and select ‘Edit’. You will then be taken to the referral form. See ‘Open Referrals’ for more information on updating a referral.
	 To view the history of a referral, click the gear in the left column of the table and select ‘View History’.
	 A table containing the history of the referral will appear. This history includes all status updates and any changes made to the referral.

	Upcoming Events
	 The ‘Upcoming Events’ section of the Referral Dashboard contains a table of events created by the United Way of the Mid-South. Events may include meetings, trainings, and holidays.


	Add a New Client
	 To add a new client, click the ‘Add Client’ button located on the top navigational bar.
	 You will now begin the ‘Add Client’ Workflow.
	Client Demographics
	 The required client demographics include first and last name, date of birth, gender identification, primary language, race identification, and ethnicity.
	 To add the Client’s date of birth, click in the ‘DOB’ field. You can type in the date of birth using the mm/dd/YYYY format. You can also add the date of birth by clicking the calendar icon on the left side of the field. This will pop open a calendar...
	 Age is a calculated field based on date of birth. You cannot manually type in a Client’s age.
	 To add a Client’s gender identification, click the ‘Gender’ drop-down list. Select the option that best fits your client. Options include ‘Client Doesn’t Know’ and ‘Client Refused’.
	 To add a Client’s primary language, click the ‘Primary Language’ drop-down list. Primary language options include ‘Other’ and ‘Unknown’. The primary language default is ‘English’.
	 To identify a Client’s Race, click the ‘Chose Options’ drop-down list next to ‘Race’. Select all applicable race identifications and click ‘Add Selected’ at the bottom of the menu. Race options include ‘Client Doesn’t Know’, ‘Client Refused’, ‘Other...
	 To identify a Client’s Ethnicity, select the ‘Ethnicity’ drop-down list. Select the option most appropriate for your client. Options include ‘Client Doesn’t Know’, ‘Client Refused’, and ‘Data Not Collected’.

	Check for Duplicates
	 In the center of the Demographics section of the new client form, there is a button labelled ‘Check for Duplicates’. Checking for duplicates is a required process that helps reduce the number of duplicate client profiles created.
	 To check for duplicates, first complete the first and last name fields in the demographics data. You may complete other fields to further filter the results. Select the ‘Check for Duplicates’ button.
	 A new screen will appear with a list of potential duplicate clients based on the demographic information provided. If no list appears, no previously created clients matched that criteria.
	 If a profile matching your client appears, select the row containing your client. The window will close and the client’s information will be auto populated into the remaining fields. The ‘Check for Duplicates’ button will no longer appear.
	 If a profile matching your client does not appear, select ‘This is a new client’ at the bottom left-hand corner of the window. The window will close and you will need to complete the remaining fields on this form. The ‘Check for Duplicates’ button w...

	Address Lookup
	 To complete the address information for a client, you are required to use the ‘Google Address Lookup’ field. This ensures that an address is real and eliminates data entry errors.
	 To add a Client Address, begin typing the address in the ‘Google Address Lookup’ text box. As you type, potential addresses will appear as a list below the text box. Once the correct address appears, select that address.
	 After selecting the correct address, all other address fields will be auto populated in the address information section.
	 If you click the ‘Map It’ button, a Bing map window will appear with a map of the address selected.

	Contact Information
	 The Client contact information indicates the preferred method Agencies will contact this Client. You must include at least one method of contact for a Client.
	 To indicate whether a client has agreed to a method of contact, select the ‘OK to contact by …’ drop-down menu. Select ‘Yes’ to indicate the contact method is okay or ‘No’ to indicate it is not okay.
	 If you select ‘Yes’ to any of the ‘Ok to contact by …’ questions, the text will appear red. The red indicates that you must provide that contact information for the client.
	 If you select ‘No’ to any of the ‘Ok to contact’ questions, the text will remain black and you will not be required to provide that contact information.
	 If multiple contact phone numbers are provided for a client, they can be ranked in preference from ‘Primary’ (first), ‘Secondary’ (second), to ‘Tertiary’ (third).
	 If a client provides an email address, that email address must be completed in both the email address text box and the confirm email address text box.
	 After completing all required information on this form, click ‘Next’ in the lower right hand corner of the screen.

	Adding Family Members
	 On the next page of the Add Client workflow, you will see a table with the Client you are currently creating. This Client is considered the ‘Head of Household’ or HOH in CaseWorthy. This form allows you to optionally add ‘Family Members’ to a client...
	 To add additional family members to the client’s family, click the ‘Add Family Member’ button in the upper left-hand corner of the screen. You can add several family members at once. Note that a ‘Family’ in CaseWorthy groups entities by specifying r...
	 A new row will appear in the table as well as blank fields to be completed for the new family member.
	 In the table row, you must complete the Last Name, First Name, Birth Date, and Gender for the new family member.
	 When adding family members, you must also check for duplicates. Checking for duplicates for a family member is the same process as checking for duplicates for the original Client. Family members can be new clients or you can select previously create...
	 ‘Specify Relationship’ is a field unique to family members. This field indicates how this individual is related to the HOH. To indicate the relationship, click the ‘Specify Relationship’ drop-down list. Select the option that best describes the Clie...
	 ‘Family Status’ indicates whether the family member should be remain or be removed from a previous family (if applicable). ‘Remove from previous’ is only an option if the family member is a duplicate client. This will remove the family member from t...
	 The ‘Is Dependent’ check box indicates if this family member is a dependent of the HOH.
	 The contact information fields allow you the option of indicating contact information specific to the family member.
	 Once all the family members have been created, click save in the lower right hand corner of the screen.

	Client Web Portal
	 The final form in the Add New Client workflow allows you to set up the Client’s access to the Client Web Portal. The Client Web Portal allows Clients to directly access their information in CaseWorthy, such as contact information and referrals.
	 To set up Client access, type in the Client’s email address into the text box. The email address must be unique and not used for any other Client in CaseWorthy. Click ‘Save’ in the lower right hand corner to complete the workflow. If a Client opts o...
	 On the next screen, you will see the text ‘Workflow is now complete’. You have now completed the Add New Client workflow. Click ‘Done’ in the lower right hand corner of the screen.


	Client Dashboard
	Finding Existing Clients
	 To find an existing client, click the ‘Find Client’ button located on the top navigational bar.
	 Clients must consent to have their record searched. Verbal consent can be indicated by clicking the checkbox ‘Client Has Given Consent’. Note that Driving the Dream administrators can track Client search history by users.
	 To search for a Client, you must include at least the first letter of the Client’s first and last name. You may also include the Client’s DOB or ID. After completing the required fields, click the ‘Search’ button in the lower right-hand corner of th...
	 A table will appear with Clients that meet your search criteria. After identifying the correct client, click the ‘Select Client’ button.

	Navigating the Client Dashboard
	 The Client Dashboard allows you to interact with all demographic information regarding a Client as well as their referral and assessment history. You must navigate to the Client Dashboard to make a new referral for a Client.
	 At the top of the Client Dashboard is a table containing the Client’s first name, last name, birth date, and phone numbers (if supplied).
	 At the center of the Client Dashboard is a menu section. The menu section has links to Client Demographics, Family Members, Client Referrals, and Client Documents.
	 At the bottom of the Client Dashboard is the assessment section. The assessment section has links to complete an optional assessment for a Client or view previously completed Client assessments.

	Client Dashboard - Menu Selections
	 To view Client Demographics, select the ‘Client Demographics’ button in the menu section of the Client Dashboard. This will take you to the Client Demographic form (see ‘Adding a New Client’). Any updates to a Client’s information, such as address o...
	 To view and/or add additional family members, select the ‘Family Members’ button in the menu section of the Client Dashboard. This will take you to the Family Member table where you can view any existing family members. To add addition family member...
	 To view and/or add documents to a Client’s profile, select the ‘Client Documents’ button in the menu section of the Client Dashboard.
	  A table will appear that lists any documents that have been uploaded to a Client’s profile.
	 To edit or delete an existing document, click the gear on the left-hand column of the table. Select the appropriate option for the document.
	 To view the document, select the ‘View File’ button in the table. Depending on the type of document, either a new window will appear or the document will be downloaded.
	 To upload a new document to a Client’s profile, select the ‘Upload Document’ button the upper right hand corner of the screen.
	 A new window will appear with a table containing several different document type options. Select the checkbox in the left-hand column of the option that most appropriately describes the document.
	 New fields will appear that will allow you to browse and upload a document from your computer, add a description, include a case note, and indicate an optional expiration date.
	 To upload a document from your computer, select the ‘Browse’ button. A new computer window will appear where you can select the document. Once selected, the document’s name will appear to the left of the ‘Browse’ button. Click the ‘Save’ button in t...

	Client Referrals
	 To view past referrals for the selected Client or to create a referral for a Client, select the ‘Client Referrals’ button.
	 On the Client Referrals page, you can search for past client referrals, view past service area scores, or add a new referral.
	 To search for past Client referrals, use the filter fields located above the ‘Search’ button. You can filter referrals by service area, a referral date range, referral status, and/or whether the referral is at a finalized status. After including as ...
	 Any past referrals will appear in a table below the ‘Search’ button. To view the referral form and make any changes to the referral status, click the entry in the referral date column.
	 To make an status update to a referral, click the ‘Referral Status’ drop-down list on the referral form. A list will appear containing several referral status options. Select the most appropriate option and click ‘Save’ at the bottom of the screen. ...
	 To view the history of a referral, click the gear on the left hand side of the table. Select ‘View History’.
	 The referral history page generates a table of all referral updates for a client, including the date of the update and the user who made the change.

	View Client Service Area Scores
	 To view past service area scores for a Client, select the ‘View Service Area Scores’ in the upper right hand corner of the screen.
	 A new window will appear with a table containing each service area and any available score for that service area. Service areas correspond with the 20 domains of the Arizona Self-Sufficiency Matrix (ASSM).
	 To view past completed service area questions, select the appropriate service area. A new window will appear where you can view the questions and previous answers. You cannot make changes to past service area scores. For more information about Servi...

	Add a New Client Referral – Existing DTD Agencies
	 To add a new Client referral to an existing DTD Agency, select the ‘New Referral’ button in the upper right hand corner of the screen. You will now begin the Add New Client Referral workflow.
	 When you begin the Add New Client Referral workflow, you will see a screen similar to the one above. Select ‘Next’ to continue to the Client Demographic form for review.
	 The first step of the Add New Client Referral workflow is to review Client demographic information and contact information. Make any necessary edits and select ‘Next’ to continue to the referral form. See ‘Add Client’ for more information on the Cli...
	 The referral form contains the Client consent text, the referral to selection, and an optional case note. Note that the Client’s name is auto populated. The referral date is defaulted to today’s date and time, but can be edited.
	 The Client consent text provides an explicit explanation of what a Client is consenting to when a referral is created. It is imperative a Client understands and agrees to the Client consent. To indicate consent, check the ‘Client Consent’ checkbox b...
	 To identify a provider to refer a client to, select the ‘Refer To’ search lookup.
	  A new window will appear with a table of all available referral providers.
	 The table of providers can be filtered by using the fields above the ‘Search’ button. The table of providers can be searched by service area, name, or distance from the Client’s address.
	 To search by service area, select the ‘Service Area’ drop down list. Service area options include the 20 domains of the Arizona Self Sufficiency Matrix as well as Care Coordination.
	 To search by provider name, type the name into the ‘Provider Name’ text box.
	 To search by distance from the Client’s address, type a number in the ‘Distance in Miles’ text box.
	 To view a map of all Providers, select the ‘Map’ button. A new window will appear with a map of all Provider locations.
	 The Provider table contains the Provider’s service area, name, program, any eligibility information, capacity, distance from the Client, usage this month, phone number, and entity ID. To select a provider, click anywhere in the row that contains the...
	 After selecting a Provider, the window will close. On the referral form, several populated fields will appear with information about the Provider and Program.
	 Optionally, you can indicate a specific person to receive a referral. All users from a Provider will have access to any referrals sent to that Provider. By indicating a specific person, you can direct that referral to an individual that would best s...
	 A new window will appear with a table of Users for the Provider. Select the appropriate User by clicking anywhere on that User’s row. The window will close and that User will now appear in the ‘Refer to Person’ textbox.
	 Optionally, you may select a specific reason for the referral. To select a reason, click the ‘Specific Referral Reason’ drop down list. Several predetermined reasons will appear. Select the most appropriate reason from the list.
	 Optionally, you may attach a Case Note with additional details about the referral. To attach a Case Note, select the ‘Case Note’ button at the bottom of the form.
	 A new window will appear. The reference date will default to today’s date the summary will be pre-populated with ‘Referral’.
	 To transcribe your note by voice to text, select the ‘Voice To Text’ button. Note that voice to text is only available in the Chrome web browser.
	 A new window will appear. To begin transcription, select the ‘Start recording’ button and begin speaking. Your words will be transcribed and appear as text on the screen. Note that you must name punctuation while speaking for it to be transcribed. O...
	 To type your case note, use the ‘Note Description’ text box to write the case note. This text box is a rich text editor, allowing you to format the description similar to a word processor.
	 Once your case note is complete, click ‘Save’ in the lower right-hand corner. The case note window will close.
	 If a client has been referred at least twice, you will see a note at the bottom of the form asking if you would like to refer the Client to care coordination. If you select ‘Yes’, CaseWorthy will generate an email to a Care Coordinator in addition t...
	 Once all information has been completed in the new referral form, click ‘Save’ in the lower right hand corner of the screen.
	 One the second form of the Add New Client Referral workflow, there is a series of assessment questions related to the specific service area for which a client is receiving a referral. Service areas correspond to the 20 domains of the Arizona Self Su...
	 Every question is a ‘Yes’ or ‘No’ question. Depending on how a Client answers, more questions may appear. You must complete all questions that appear.
	 As questions are answered, the form automatically calculates a ‘Score Value’. This value corresponds to the score from that section of the Arizona Self Sufficiency Matrix. The higher the overall score, the higher the Client’s self-sufficiency in tha...
	 If you are referring the Client to Care Coordination, you will not see any assessment questions. Select ‘Save’ in the lower right hand corner of the blank form.
	 The Add New Client Referral workflow is now complete.

	Add a New Client Referral – Out-of-Network
	 To create a referral to an Agency outside of the DTD network, complete the steps for ‘Add a New Client Referral – Existing DTD Agencies’ up until the point of selecting a referral agency.
	 Type ‘Out of Network’ in the ‘Provider Name’ text box above the table of referral agencies. Select ‘Search’.
	 The provider table will filter to only ‘Out of Network’ providers. There is one out-of-network provider for each service area.
	 Select the out-of-network provider with the service area most appropriate for the out-of-network referral. The window will close and you will be taken back to the referral form.
	 The information for the out-of-network provider will be auto-populated. Below the provider information, the fields ‘Out-of-Network Provider Name’ and ‘Out-of-Network Provider Email’ will appear.
	 The ‘Out-of-Network Provider Name’ is the provider outside of the DTD network who will received this referral. Type the provider name into the ‘Out-of-Network Provider Name’ text box.
	 The ‘Out-of-Network Provider Email’ is the email of the individual outside of the DTD network who will received the referral information via email. This field defaults to your email. Type the email of the individual to receive the referral in the ‘O...
	 Complete the rest of the out-of-network referral in the same manner as an in-network referral.

	Add a New Client Referral – Referral for a Minor
	 To create a referral for a Client that is a minor, complete the steps for ‘Add a New Client Referral – Existing DTD Agencies’ up until the point of the referral form. If the client is under the age of 16, referral consent must be completed on behalf...
	 To indicate the family member providing consent, click the ‘Consenting Adult’ field. A drop-down list will appear of the Client’s family members. Select the adult providing consent.
	 Complete the rest of the referral for a minor in the same manner as an in-network referral.

	Assess a Client
	 To add a new optional assessment, select the ‘Assess’ button under ‘Assess Client’ on the Client Dashboard. A client must have received at least one referral at any status before you can complete an assessment. You will begin the Assessment workflow.
	 On the first form in the assessment workflow, you can completed the full ASSM assessment or you can assess a client for specific service areas.
	 To complete only a specific section of the ASSM, click the service area name on the right column of the table.
	 A new window will appear with ASSM questions for that particular service area. Depending on how a Client answers, more questions may appear. You must complete all questions that appear. After completing all questions, click ‘Save’ at the bottom righ...
	 To complete the full ASSM assessment, select the ‘All Questions’ button in the upper right hand corner of the form.
	 A new window will appear with a complete Arizona Self-Sufficiency Assessment. After you complete the questions for each section, a ‘Score Value’ will generate for that section. The higher the score, the more self-sufficient the client in that domain...
	 Once finished with the ASSM, click ‘Done’ in the lower right hand corner of the form.
	 The second form of the assessment workflow will appear. This form contains the Adverse Childhood Experience (ACE) Assessment, Herth Hope Index, Child/Youth Resilience Assessment, and the Adult Resilience Assessment.
	 To complete any of the assessments, click the drop down menu to the right of ‘Client Opted out of …’. Select ‘No’ from the drop down list.
	 The assessment will appear below the drop down list. The assessment date completed is defaulted to today’s date, but can be edited. Complete all required questions for the assessment. After completing all questions, a ‘Score Value’ will be generated...
	 After completing the desired optional assessments, click ‘Save’ in the lower right hand corner of the form.
	 The assessment workflow is now complete.

	View Client Assessments
	 The View Assessments section of the Client Dashboard contains links to past ASSM and Resilience assessments as well as service area scores.
	 To view past ASSM or Resilience assessments, select the corresponding button from the Client Dashboard.
	 A table of previous assessments will appear. To view the assessment, select the gear in the left column and select ‘Edit’.
	 To view service area scores, select the ‘View Service Area Scores’ button. See ‘Add a New Client Referral’ for more information about service area scores.


	Agency Profile
	 To add view your agency’s profile, click the ‘Agency Profile’ button located on the top navigational bar.
	 The agency profile form contains the name, address, and contact information for your agency.
	 To make any changes to your agency’s location, use the fields in the ‘Provide Location’ section. Verify the address by clicking the ‘Verify Address’ button.
	 To make any changes to your agency’s primary contact information, use the fields in the bottom section of the agency profile form.

	Agency Capacity and Eligibility
	 To add view your agency’s capacity and eligibility information, click the ‘Agency Capacity and Eligibility’ button located on the top navigational bar.
	 A table will appear that will contain a row for each program your agency provides. This table will also contain capacity and eligibility information.
	 To update the capacity and eligibility information for your agency, click the checkbox located on the left column of the table. The capacity and eligibility fields will turn white and become editable.
	 The ‘Capacity’ field puts an upper limit to the amount of referrals your agency can receive in a month. This limit can be updated at any time.
	 The ‘Eligibility’ field is a text box. Your agency’s eligibility information can be updated at any time.

	Out-of-Network Agencies
	Update a Referral
	 When an out-of-network agency received a referral through CaseWorthy, the individual identified through email will receive an email notification similar to the one above. See ‘Add a New Referral – Out-of-Network’ for more information on how to make ...
	 This email contains information such as the Client’s name, contact information, the referral service area, and the referral ID. It also contains a link to the CaseWorthy Portal.
	 To update a referral, select ‘Update Referral’ in the upper left hand corner of the screen below the ‘Sign In’ button.
	 A new form will appear. To search for the referral, type the referral ID located in the email in the ‘Enter Referral ID’ text box. Click the ‘Find Referral’ button.
	 A table containing the referral will now appear. To make a status update to the referral, click the checkbox located in the left-hand column.
	 The ‘Current Status’ field will now appear white with a drop-down option. Click the drop-down and select the referral status most appropriate for this referral. Click the ‘Update Referral’ button in the lower left hand corner.
	 A new browser window will appear confirming the referral was updated successfully. Click ‘OK’. You will be redirected to the CaseWorthy Portal homepage.



