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Logging into the Portal

e The Driving the Dream CaseWorthy Portal can be accessed at

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

N

ﬁ Sign In

UPDATE REFERRAL

e Inthe 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

Registered Sign In

Username

Password

Forgot Password ? Need Help ? m

e Atthe 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.

MDD CLIENT FIND CLIENT REFERRAL DASHEOARD AGENCY PROFILE AGENCY CAPACITY AND ELIGIBILITY

Walcome, Dema User | LogOut My Agency: UWMS Demo Provider

Referrals Accepted Pending Outcome

Client Name Referral Date Referral Statue Status Date Service Requested
CLIENT, TEST 04/30/2020 Completed/Enrclied in Program DS/04/2020 B:58 AM Childcare Referral
Menu Upcoming Events
Event Date Type
® @

O4/23/2020 UWMS Work Everits

e 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

e Throughout the CaseWorthy platform, there are several visual cues built in
to assist navigation.

e Thelight bulb proceeds text describing the purpose of the form currently in
view.

ﬁ i Last Mame
Enter the client’'s last name.

e When you hover your cursor over the question mark symbol, a text pop-up
appears with more information about that field.

Enter the client’'s last name.

e The star denotes arequired field when completing a form.

_



ADDCLIEL.. _— __ REFERRAL DASHBOARD AGENCY PROFILE AGENCY CAPACITY AND ELIGIBILITY

Welcome, Demo User | LogOut My Agency: UWMS Demo Provider

e To add view the Referral Dashboard, click the ‘Referral Dashboard’ button
located on the top navigational bar.

©Open Referrals Received

Client Name: Referral Date Referral Status. Last Update ‘Sarvice Requested Received From

CLIENT, TEST 05072020 4,08 PM Sent 05/07/2020 3,08 PM Childcare Referral Catholic Charities Care Coordination

CLIENT, TEST O5/07/2020 4:43 PM Sent O5/07/2020 3:44 PM Childcare Referral Neighborhood Christian Centers Care Cocrdination
CLIENT, TEST 05/08/2020 &:05 PM Sent 05/08/2020 5:06 PM Childcare Referral Out of Network

Test. Candace 05/12/2020 F:44 PM Sent 05/12/2020 B:45 PM Childcare Referral UWMS Demo Provider

Open Referrals Sent

Client Name Referral Date Referral Status Last Update Sarvice Requested Referred To

Test, Candace 05/12/2020 9:44 PM Sent 05/12/2020 B:45 PM Childcare Referral UWMSE Demo Provider

Referrats Accepted Pending Outcome

Client Name Referraf Date Referral Status Status Date
CLIENT, TEST 04/20/2020 Completed/Enrodled in Program D5/04,/2020 B:58 AM
Menu Upcoming Events
Event Date Type
@ @
Training Day 0472372020 UWMS Wark Events

All Referrals Received All Referrals Sant

e 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 Received
Client Name Referral Date Referral Status Last Update Service Requested Received From

CLIENT, TEST 05/07/2020 4:08 PM Sent 05/07/2020 3:08 PM Childcare Referral Catholic Charities Care Coordination

CLIENT, TEST 05/07/2020 4:43 PM Sent 05/07/2020 3:44 PM Childcare Referral Neighborhood Christian Centers Care Coordination
CLIENT, TEST 05/08/2020 6:05 PM Sent 05/08/2020 5:06 PM Childcare Referral Out of Network

Test, Candace 05/12/2020 9:44 PM Sent 05/12/20208:46 PM Childcare Referral UWMS Demo Provider

Open Referrals Sent

Client Name Referral Date Referral Status Last Update Service Requested Referred To

Test, Candace 05/12/2020 9:44 PM Sent 05/12/20208:46 PM Childcare Referral UWMS Demo Provider

e 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’.

Open Referrals Received
Client Name Referral Date Referral Status Last Update Service Requested Received From
CLIENT, TEST 05/07/2020 4:08 PM Sent 05/07/2020 3:08 PM Childcare Referral Catholic Charities Care Coordination

e Referrals Received are referrals that have been sent to your agency from
another agency.



ﬁ CLIENT, TEST 05/07/2020 4:08 PM Sent 05/07/2020 3:08 PM Childcare Referral Catholic Charities Care Coordination

Open Referrals Sent

Client Name Referral Date Referral Status Last Update Service Requested Referred To

Test, Candace 05/12/2020 9:44 PM Sent 05/12/2020 8:46 PM Childcare Referral UWMS Demo Provider

o Referrals Sent are referrals that your agency has sent out to other
agencies.

Open Referrals Received

Client Name Referral Date Referral Status Last Update Service Requested Received From

e To update the status of an open referral received or an open referral sent,
click on the row containing the referral.

Service Care Coordination Referral Referred Fram United Way of the Mid-South

ﬁ Referral Status Sent - Referral Date 05/11/2020

Refer Ta UseriD Q Referral ID 11044

e 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.



Childcare Referral

--MNothing--

Sent
Warm Hand-Ofi
' Received
At Capacity
Pending - In Contact

Pending - Screening for
Fnraliment

901-433-4863

e 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.

e After selecting a new referral status, click ‘Save’ in the lower left hand
corner of the form.

Care Coordination Referral Refarred From United Way of the Mid-South

- eferral Dat 05/11/2020

Q Referra 11044

o 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.



Care Coordination Referral Referred From United Way of the Mid-South
- 05/11/2020

Refer To UserlD Q Referral ID 11048

e The referral form contains a record of the ‘Referral ID’ as display only.

Referrals Accepted Pending Outcome

Referrals Accepted Pending Outcome

Client Name Referral Date Referral Status Status Date Service Requested

CLIENT, TEST 04/30/2020 Completed/Enrolled in Prograr 05/04/2020 8:58 AM

e If areferral 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.

Referrals Accepted Pending Outcome

Client Name Referral Date Referral Status Status Date Service Requested

ﬁ CLIENT, TEST 04/30/2020 Completed/Enrolled in Program 05/C

e To update areferral accepted pending outcome, click on the row
containing the referral.

10



Click Update Score to update the service areascore

| Update Scare Service Area Childeare
Referral Score Last Score {all 0
sources)
Score Description | [N
Scare Date 05/07/202C | 09:45p Scored By Sanders, Candace

e The client referral form will appear. On the bottom third of the form, an
‘Update Score’ button will appear next to the service area.

Click Update Score to update the service area score

ﬁ | UpdateScore | sarvice Area childeare

Referral Score Last Score {all a
sources)

e To update the score of the referral, click the ‘Update Score’ button.

Area 7 07. Childcare

Question

Are there any children in the household who are 14 years old or younger? w
Does the client have access to some form of childcare?

Does the client have access to reliable and affordable childcare? @
Can the client accass high guality childcara?

Can client select any type of childcare without a subsidy?

Score Values:
Total Sum: 0.00

11



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.

12



All Referrals Sent and Received

Menu

e 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.

Menu

e 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’.

13



Referrals : To '"UWMS Demo Provider'

Salect Chent Q Service Area -
Referral Date g | through [ )
Referral Status - Finafized -
Total Rows: 6 @ Search
| REFERRAL . SERVICE | REFERRAL | (SCORE | v | BEERRED | RERERRER: o o
5/12/2020 UWMS
Test, UWMS Demao Contacted But
o 12:00:00 Childcare 0 o 5/13/2020 Dema
AM Candace Provider Priiar Declined Services
5F1242020 UWMS .
% Test, . UWMS Demo Completed/Enrolled
o ﬁr.lwm Cassandra Childcare ;2 4 AILZ{Z020 Provider E:nn\:?ﬂe ’ in Program

e A table will appear that lists all referrals in order of most recent referral
date.

Referrals ; To 'UMWMS Demo Provider'

Salect Client Q Service Area -
Refarral Dats i) thraugh [

Rederral Status - Finalized -

e 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.

14



otk S Q Search

ﬁn]

LAST ;
Rnifrim CLIENT iﬂg‘c’: :ggm sﬁ“ SCORE  FROM T0 REFERRALSTATUS  F
I Q View History UwmMms
Childcare O 0 5/13/2020  GWMSDemo pepg Ehnaxiec ROk Y
rovider g Declined Services
[ Edit Provider

e To edit areferral, 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.

e To view the history of a referral, click the gear in the left column of the table
and select ‘View History’.

Client Test, Candace Referral Date | 05/12/2020
To Provider UWMS Demo Provider ProviderReferrallD 11057
Pragram Demo - Childeare

Total Rows: 7

. SERVICE SCORE REFERTO
BY USER FOR IDER TUS RE:| e 53
5/12/2020 10:06 User, UWMS Demo Contacted But Declined -
PM Demo Provider Services Chilcare £ B(1220:0
5/12/2020 10:06 User, UWMS Demao Contacted But Declined 5
PM Demo Provider Services Childcare 0 5/12/2020

A table containing the history of the referral will appear. This history
includes all status updates and any changes made to the referral.

15



Upcoming Events

Upcoming Events

Event Date Type

e 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.

16



ADDCLIENT FIND CLIENT REFERRAL DASHBOARD AGENCY PROFILE AGENCY CAPACITY AND ELIGIBILITY

Welcome, Demo User | LogOut My Agency: UWMS Demo Provider

e To add a new client, click the ‘Add Client’ button located on the top
navigational bar.

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

Client Demographics

¥ Identifying Information Information about the identity of the client 7]
© LastName * First Name

DOB | Age

Gender & - Primary Language * English -

Q, Check For Duplicates

Race * Choose Options... - Ethnicity * -

e Therequired client demographics include first and last name, date of birth,
gender identification, primary language, race identification, and ethnicity.

17



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.

18



dentifying Information Information about the identity of the client

9 LastMName

--Maothing-- m
Male

Race Female

Trans Female (MTF or Male to
Fermale)
Trans Male (FTM or Female to Male)

Gender Non-Conforming (i.e. not
exclusively male or femaie)

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’.

Age

ﬁ Primary Language English .

--MNaothing--

Chinese

Spanish

Ethnicity

English
Bilingusl - English/Spanish
Russian

Arabic

-

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’.

19



ﬁ Race Choose Options... -

American Ingian or Alaska Native

Asian

Black or African American

Native Hawaiian or Other Pacific

Islander

White

~

e
N Lance

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’.

--Mothing--
MNon-Hispanic or Latino
Hispanic or Lating
Client Doesn't Know
Client Refused

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’.

20



Check for Duplicates

Choose Options... b

e Inthe 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.

e 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.

21



Duplicate Check Results

Name SSN Birth Date Alias PreName FamilyName FamilylD ClientiD
Test, Candace 000-00-0000 04/05/1932 Test,Candace-4/5/1932 14647 25220
Test, Candace 08/19/1991 Test,Candace-1991-08-19 14279 24844
Test, Cecelia 000-00-0000 04/01/1990 Test,Cecelia-4/1/1990 14708 25281
Test, Jane 000-00-0000 01/01/2000 Test,Jane-1/1/2000 14742 25315
Test, Test 000-00-0000 04/17/2020 Test,Test-4/17/2020 14707 25280
Tester, Kelly 000-00-0000 07/28/1987 Tester,Kelly-7/28/1987 17037 27610

e 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.

Duplicate Check Results

Name SSN Birth Date Alias PreName FamilyName FamilylD ClientlD

ﬁ Test, Candace 000-D0-0000 04/05/1932 Test,Candace-4/5/1932 14547 25220

e |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.

22



Tester, Kelly 000-00-0000 07/28/1987 Tester,Kelly-7/28/1987 17037 27610

ﬁ Cancel

e 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

¢ Address Information

GCoogle Address Enter a location Update All Family
Lookup Members
Address Apartment Number
Zip Code County
City State
Latitude Longitude
Country United States of America Map It | 9 Mapit

e 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.

23



¥ Address Information

ﬁ

Googla Address 1005 Till Update All Family
Lookup Members

¥ 1005 Tillman Straet Memphie, TH, USA

Qe ¥ 1005 Tillikam Count South Saem, OF, USA Ajartoant Nt

) ¥ 1005 Tillman Avenue Southeast Salem OR,
Zip Code % County

" 1005 Northeast Tillameok Street Focland,

City ¢ 1005 Tilley Road Southwest Tumwater, WA, . State
powered by Google
Latitude Lengitude
Country United States of America Map It ¥ Maplt

e 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.

$ Address Information

Google Address 1005 Tillman Street, Memphis, TN, USA Update All Family (]
Lookup Members
Address * 1005 Tillman Street Apartment Number
Zip Code * 38112 County Shelby County
City Memphis State TN
Latitude 35.1596500 Longitude -89.9,598,770

Country * United States of America Map it m

e After selecting the correct address, all other address fields will be auto
populated in the address information section.

24



§ Address Information

Google Address 1005 Tillman Street, Memphis, TN, USA Update All Family (]
Lookup Members
Address * 1005 Tillman Street Apartment Number
Zip Code * 38112 County Shelby County
City Memphis State TN
Latitude 35.1596500 Longitude -89.9,598,770

Country * United States of America Mapit ——

o If you click the ‘Map It’ button, a Bing map window will appear with a map
of the address selected.

Contact Information

¢ Contact Information

Ok to contactby * - Ok to contactby * -
phone email
Ok to contact by text * - Email Address

Confirm Email

Address
Cell Phane  Primary 7]
Home Phone ( Secondary 3|
Work Phone | Tertiary +]

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.

25



% Contact information

ﬁ Ok to contact by 1 -

phone
--Mothing--
Ok to contact by text Vs -
Mo

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.

@ Contact Information

ﬁ Ok to contact by * Yes - Ok to contact by * No
phone email

Ok to contact by text * Yes - Email Address

Confirm Email
Address

ﬁ Cell Phone (cPemary,

HomePhone | || 2=E00EATY

| Tertiary 35|

Work Phone

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.

26



¥ Contact Information

Ok to contactby * Yes - Ok to contact by * No -
phone email
Ok to contact by text * Yes - Email Address
Confirm Email
Address
Cell Phane [ Primary &

Home Phone | Secondary §

Work Phone | Tertiary %

o Ifyou 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.

Cell Phone | Primary %]

Home Phone | Secondary +

Work Phone | Tertiary &

e If multiple contact phone numbers are provided for a client, they can be
ranked in preference from ‘Primary’ (first), ‘Secondary’ (second), to
‘Tertiary’ (third).

27



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

+ Add Family Member

Last Name * First Name * ©@Check for Duplicates* Birth Date * Gender* Age

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.

28



+ Add Family Member

Last Name ™ First Name * ©@Check for Duplicates * Birth Date * Gender” Age

Test2 Candace 8/19/1991 Female 28

e 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.

Last Name * First Name * @Check for Duplicates * Birth Date * Gender* Age
Specify Redationship - Flrst Language English ¥
Ethnicity # - Race # Chaose Options.. -

& Family Status & - Is Dependent

Heme Phone Celi Phene

‘Work Phone Emall
Confirm Emall

e A new row will appear in the table as well as blank fields to be completed
for the new family member.

29



Last Name * First Mame * @Check for Duplicates * Birth Date* Gender* Age

e Inthe table row, you must complete the Last Name, First Name, Birth Date,
and Gender for the new family member.

Last Mame* First Name * @Check for Duplicates* Birth Date " Gender* Age

e

e 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.

30



--Nothing--

Self

Aunt

Boyfriend [current or ex)
Brother (biclogical sibling)

Brother (step/foster/adopted
sibling)

Brother-in-law

‘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.

31



Hom Phone Call Phone

‘Work Phaone Email

Confirm Email

e The contact information fields allow you the option of indicating contact
information specific to the family member.

Test Benjamin B/31/1990 Male 29

e Once all the family members have been created, click save in the lower
right hand corner of the screen.

Client Web Portal

To enable this client to access the Client Web Portal, please enter an email address below. Email address cannot be already in use. An email will
be sent to the client with instructions on how to register. If you do not wish to set up access for this client, simply click ‘Cancel’ below.

Client Email Address *

e 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.

32



e 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.

e 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.

33



Finding Existing Clients

FIND CLIENT REFERRAL DASHBOARD AGENCY PROFILE AGENCY CAPACITY AND ELIGIBILITY

Welcome, Demao User | LogOut My Agency: UWMS Demo Provider

e To find an existing client, click the ‘Find Client’ button located on the top
navigational bar.

¥ Bychecking the box below, | certify that the client has consented to have their record searched, identified, and accessed. | understand that my
access patterns are recorded.

Client Has Given * 7]

Consent

e 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.

¥ Please search using the terms below. You must enter at least the first letter of the client's first and last names.

Last Name * First Name/Alias *

Date of Birth e ] Client ID

ﬁ

e 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.

34



ozt “ Q, Search

LASTNAME  FIRST NAME/ALIAS FAMILY NAME FAMILYID  DATE OF BIRTH SELECT CLIENT CLIENTID
Test Candace Test,Candace-4/5/1932 14547“ 25220
Test Candace Test,Candace-1991-08-19 14279 8/19/1991 24844
Test Cecelia Test,Cecelia-4/1/19%0 14708  4/1/1990 25281
Test2 Candace Test2,Candace-1991-08-19 17202  8/19/1991 27775

Results Per Page:| 50 4|

o 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

e 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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Client

FirstName Lastiame BirthDate CellPhone HomePhone WaorkPhone

o 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).

Menu

Client Referrals

e 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.

Assess Client View Assessments

e Atthe 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

Menu

Client Referrals

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.

Menu

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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Menu

F P aﬁ B

Chent Demographics Family Members Client Referrals Chient Decuments

o To view and/or add documents to a Client’s profile, select the ‘Client
Documents’ button in the menu section of the Client Dashboard.

Total Rows: 1 .
Q Search

CREATED  DOCUMENT i ; CAsE |

‘DATE TYPE : RN LR NOTE |

& sS/A1z0z0 Completed e t % ViewFile ¢
Forms PlE LoCumen ) iew

- Results Per Page:( 50 =

e Atable will appear that lists any documents that have been uploaded to a
Client’s profile.

G| . QL Search

DESCRIPTION VIEW FILE NOTE |

# Edit
f

-8
ﬁ il Delete
Results Per Page:| 50 + |

Example Document

ﬁ

e 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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Total Rows: 1 .
Q Search

CREATED  DOCUMENT . CASE |
DESCRIPTION ILE

DATE TYRE VIEWE NOTE |

&  5/11/2020 Eg;nﬂileted Example Document ﬁ [

- Results Per Page:( 50 %]

e 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.

— X

Total Rows: 1 e
Q, Search

CREATED DOCUMENT CASE |
; - DESCRIPTION VIEW FILE B
DATE TYPE NOTE |
£ - 2 5/11/2020 E.Erl;nn;;teted Example Docurpent ¢
n Results Per Page:( 50 ¢ )

e 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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Document Type * Upioad File * Created Date Expiration Date

Eligisility Informatian

Peregna: Documenis

Char Consant

e 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.

Document Type Upload Fise ™ Created Date Explration Date

B sgnmy inematoen 0ST0R020 a

e 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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Document Type * Uplosd Fiée " Created Date Expiration Date

B eqouy nomaton ﬁ m osnozmo -

e 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

Menu

|

.
= B

Clierit Demographics Family Members Client Referrals

e 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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e

~» Filters
Referrals For Client 'DressforSuccessM, TESTDEMO'

Click on the Referral Date to edit the referral.
Click the Service Area Scores button to update the client’s service area scores.

Service Area -

Referral Date & through -

Referral Status - Finalized *

On the Client Referrals page, you can search for past client referrals, view
past service area scores, or add a new referral.

Click an the Referral Date to edit the referral.
Click the Service Area Scores button to update the client’s service area scores.

Service Area -

Referral Date through -

Referral Status - Finalized -

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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Q Search

LAST REFER FERR
REFERRAL SERVICE REFERRAL  SCORE LSk SR 5 =R REFERRAL
DATE CLIENT ARE ~ORE (ALL SCORE FROM TQ STATUS FIN
SOURCES) DATE AGENCY AGENCY
TALZ018 . Dress for Dress for
ﬁ & 120000 ?E;:%%ﬁgmm Eavr:IT:mn:rr[ Success Sucoess Ineligible Yes

AM

Memphis Memphis

e 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.

Select Client
Service Care Coordination Referral Referred From United Way of the Mid-South
ﬁ Referral Status Sent - Referral Date 05/11/2020
Refer To UserlD JEshotig Referral ID 11044
| Bent
- y 4y Warm Hand-Cff
¥ Provider Information .
Received
At Capacity
Provider ) Coor Address 785 Jackson Avenue
| Pending - In Contact
e Pending - Screening for .
ity Fnrollment e ™
Phaone 901-881-6031 Email akosua@ncclife.org

e 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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Total Rows: 1

Q1 View History

& Edit

e To view the history of areferral, click the gear on the left hand side of the
table. Select ‘View History’.

Client DresstorSuccessM, TESTDEMO | Referral Date 07/11/201%9
To Provider Dress for Success Memphis | ProviderRefarrallD 8389 |
Program

Total Rows: 1

2 i 3 “E i
5/11/2020 10:37 Sanders, United Way of the Mid- Ineligible Community
Al Candace South & Invalvement

Results Per Page:| 50 =

o Thereferral 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

— e

~« Filters

Referrals For Client 'DressforSuccessM, TESTDEMO'

Click on the Referral Date to edit the referral.
Click the Service Area Scores button to update the client’s service area scores.

Service Area -
Referral Date gy | through
Referral Status - Finalized >

o To view past service area scores for a Client, select the ‘View Service Area
Scores’ in the upper right hand corner of the screen.

View Service Area Scores

~ Filters

The client's latest score for each Service Area is listed below. To add a new score, click on the Service Area name and answer the questions on the linked form.

Total Rows: 20 Q Search

SERVICE AREA SCORE DESCRIPTION DATE ENTERED

01. Income
02. Employment
03. Financial Management (Credit)

04. Financial Management (Debt)

¢ 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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Total Rows: 20 Q Search

SERVICE AREA SCORE DESCRIPTION DATE ENTERED

ﬁ 01. Income

02. Employment
03. Financial Management (Credit)

04. Financial Management (Debt)

e 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

o

~» Filters

Referrals For Client 'DressforSuccessM, TESTDEMO'

Click on the Referral Date to edit the referral.
Click the Service Area Scores button to update the client’s service area scores.

Service Area -

Referral Date e through

Referral Status Finalized

e 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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ﬁ # Mext 9 Cancel

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.

Choose Options... -

White

Enter a location Jpdate All Fam O

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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A | amconsenting to allow agencies that are part of the DTD Networlk to share select pieces of information about me in order to pravide high
quality timely services. This information includes: 1) My contact information, 2) Information | provided on the Driving The Dream referral form
and/or intake form, 3) Assessments that would be helpful to other service providers so that | do not need to share the same information again, 4)
DTD-related consent forms, 5) Resuits of referrals to service providers or meetings with my Care Coordinator.

Client Consent * (] Client Name DressforSuccessM, TESTDEMO
Click on the lookup to select the referral agency, program, and service. Then select the user being referred to, if applicable.

Referral Date * 05/11/202C | & 12:21PM (o]

Refer To W Q

¥ Case Note and Restriction Information

Case Note (2] Caze Note

e 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.

A | amconsenting to allow agencies that are part of the DTD Network to share select pieces of information about me inorder to provide high
quality timely services. This information includes: 1) My contact information, 2) Information | provided on the Driving The Dream referral form
and/or intake form, 3) Assessments that would be helpful to other service providers so that | do not need to share the same information again, 4)
DTD-related consent forms, 5) Resuits of referrals to service providers or meetings with my Care Coordinator.

ﬁ Client Consent * @ Client Name DressforSuccessM, TESTDEMO

e 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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Click on the lookup to select the referral agency, program, and service. Then select the user being referred to, if applicable.

Referral Date * 05/11/202C | @ 12:21PM (o}

ﬁ ReferTo * la

¥ Case Mote and Restriction Information

Case Note [#] Case Note

e To identify a provider to refer a client to, select the ‘Refer To’ search
lookup.

v Filtars
Sandca Arsa -
Provider Nama © Distance in Miles
Total Rows: 208 @ Search
USAGE
THIS
SERVICE AREA PROVIDER PROGRAM SERVICE ELIGIBILITY CAPACITY  EMAIL DISTANCE MONTH PHONE ENTITYID
Employment City of Memphis COM - Workforce | Empioyment Aefarral 9900 [ 24702
Workforce Development
Devalopment. 125
Morth Main Strest,
Memphis
Chidrens Egucation | Mew Ballet New Ballet-New | Chigren's Education | Ages 318, 9900 o 901 24458
Ensembis, 2157 Ballet Ensembla Referral 728-
Vork Avenus, 9285
Memphis
Empioyment Ecanomic Econoric Employment Referral  Ae-aniry workforoe development service. Drug screening required. 990 4 501- 24878
Opportunities, 2163 Opoortunities 520.
Airways Boulevard, 7204
Memphis

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

49



v Filters
Service Area -

Provider Name @ Distanca In Miles

e 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.

~ Filters ‘

ﬁ Service Area -

--Mothing--

Provider Name © Distance In Miles

*Care Coordination
Adult Education
Childcare

e 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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~ Filters

Service Area -

ﬁ Provider Name @ Distanca In Miles

e To search by provider name, type the name into the ‘Provider Name’ text
box.

~ Filters

Service Area -

Provider Name ﬁ @ Distanes In Miles

o To search by distance from the Client’s address, type a number in the
‘Distance in Miles’ text box.

~ Filters

Service Area -

Provider Name @ Distanca In Miles

ﬁ

o 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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SERVICE AREA PROVIDER PROGRAM SERVICE ELIGIBILITY CAPACITY | EMAIL DISTANCE MONTH PHONE ENTITYID
Emgiayment City of Mamghis COM - Workforce | Emgioyment Refarral 9900 o 24702
Workforoe Development

Development. 125
North Main Strest,

Memphis
Chigrens Education | Mew Balle: New Ballet-New  Chigren's Emucation  Ages 318 5000 [ 901 24458
Ensemble, 2157 Ballet Ensemble | Referral 725
York Avenus, 8225
Memphis
Employment Economic Economic Empioyment Referral | Re-eniry worktarce development service. Drug screening required 9000 o 201- 24878

e 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.

Referral Date * 05/11/2020 | 8 12:21PM (0]
ReferTo * Catholic Charities of West TN Q Refer to Person Q
Specific Referral -
Reason
Program CCWTN - Immigration Serv. - Naturalization Email
Service Adult Education Referral Phone Number

Provider Address 1325 Jefferson Avenue, Memphis, TN 3810 B View/Upload Documents

@ Case Note and Restriction Information

Case Note [} Case Note

e 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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Referral Date * 05/11/2020 | @ 12:21PM @

ReferTo #* Catholic Charities ofM Refer to Person Q

Specific Referral -
Reason
Program CCWTN - Immigration Serv. - Naturalizatior Email
Service Adult Education Referral Phone Number

Provider Address 1325 Jefferson Avenue, Memphis, TN 3810

@ Case Note and Restriction Information

Case Note [ Case Note

e 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.

Provider User Lookup Lookup ]

NAME USERNAME EMAIL ENTITYID
Benalayat, Zacharia zbenalayat zbenalayat@caseworthy.com 24490
Brooks, Dana dana.brooks@ace.cdom.org dana.brooks@ace.cdom.org 24543
Burden, Eric eric.burden@uwmidsouth.org eric.burden@uwmidsouth.org 24397
Butson, Chris chris.butson@acc.cdom.org chris.butson@acc.cdom.org 24557
Daddabbo, Rachel rachel.daddabbo@acc.cdom.org rachel.daddabbo®@acc.cdom.org 24842

e 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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Referral Date * 05/11/2020 | 68 | 1:44PM o

ReferTo * Catholic Charities of West TN Q
Specific Referral -
ﬁ Reason
--MNothing--
Program Problems related to education atiol

and literacy, unspecified

Service Other problems related to
education and literacy

Provider Address Educational maladjustment and 1810
discord with teachers and

classmates
¥ CaseNote and Restric_. .

e 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.
Referral Date * 05/11/2020 | 8 12:21PM [0]
ReferTo * Catholic Charities of West TN Q Refer to Persan Q
Specific Referral -
Reason
Program CCWTN - Immigration Serv. - Naturalizatior Email
Service Adult Education Referral Phone Number

Provider Address 1325 Jefferson Avenue, Memphis, TN 3810 Bi View/Upload Documents

§ Case Note and Restriction Information

ﬁ Case Note [E] CaseNote

e 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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Aeference Dats % | 05/11/2020 2]

Summary % | Refarral

MNote Description Paragraph ~ Paragraph ~  System Font ~ 12pt - € B I ! ‘5’

& Voice To Tex

e A new window will appear. The reference date will default to today’s date
the summary will be pre-populated with ‘Referral’.

Aeference Dats ® | 05/11/2020 )

Summary % | Refarral

ﬁ & Voice To Text

Natla Description Paragraph » Paragraph v SystemFont ~ 12pt v BI YUS

e 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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CaseWorthy Voice To Text

ﬁ Start recording

Wl A=l =fl e [ >y, .|l [+]kia
QOutput

®

i
Cancel Daone

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.

*
=
o
ra
=]
(3% ]
8
i

Paragraph « Paragraph v System Font  ~  12pt - v ¢ | B I

e
th
]
n
1]
1]

To type your case note, use the ‘Note Description’ text box to write the
case note. This text box is arich 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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rd
(@]
=

E: There are 2 or more prior referrals for thiscl

Refer this cli a
Care Coordinator?

ent. Select 'Yes' below to send an email to a Care Coordinator on this client's behalf,

Mo -

--Nothing--
Yes

No

e If aclient 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.

v Case Mote and Restriction Information

Case Note [ Case Note

ﬁ m O Cancel

e 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
guestions 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

Filtars.
© Distance in Milea
Total Rows: 208 Q Ssarch
USAGE
THIS
SERVICE AREA PROVIDER PROGRAM SERVICE ELIGIBILITY CAPACITY  EMAIL DISTANCE MONTH PHONE ENTITYID
Empioyment City of Memphis COM - Workforce | Empioyment Aefarral 9500 [ 24702
Workforce Development
Development, 125
Morth Main Street,
Memphis
Childrens Egucstion | Mew Ballet New Ballet-New | Chidren's Education | Ages 318, 9999 [ %01- 24458
Ensembis, 2157 Ballet Ensembla Refarral 728-
Vork Avenus, 9225
Memphis
Empioyment Econamic Econamic Empioyment Asferral | Ae-eniry workforce developmeant senvice. Drug scraening requirad 8520 [ 501- 24878
Cpportunities, 2163 Opportunities 526,
Airways Boulevard, 7204
Memphis

e To create areferral 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.

v Filters

Sarvice Area a*

ﬁ Provider Name Out of Netwm}d © Diztance In Miles

e Type ‘Out of Network’ in the ‘Provider Name’ text box above the table of
referral agencies. Select ‘Search’.
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SERVICE AREA

Adult Education

Childcare

Childrens

PROVIDER

Out of Network,
1005 Tillman
Street,
MEMPHIS

Out of Network,
1005 Tillman
Street,
MEMPHIS

Out of Network,
1005 Tiliman
Street,
MEMPHIS

Education

PROGRAM

Out of
Network
Referral

Qut of
Network
Referral

Out of
Network
Referral

SERVICE

Adult Education
Referral

Childcare Referral

Children's Education
Referral

ELIGIBILITY CAPACITY

EMAIL

eric.burden@uwmidsouth.org

eric.burden@uwmidsouth.org

eric.burden@uwmidsouth.org

USAGE
THIS
DISTANCE MONTH

¢]

PHONE ENTITYID

901- 27777
433-
4351

901- 27777
433-
4351

801- 27777

The provider table will filter to only ‘Out of Network’ providers. There is one
out-of-network provider for each service area.

[ ]
SERVICE AREA PROVIDER
Adult Education Out of Network,
1005 Tillman
Street,
MEMPHIS

ﬁ Childcare

Childrens

Out of Network,
1005 Tillman
Street,
MEMPHIS

Out of Network,
1005 Tiliman
Strest,
MEMPHIS

Education

PROGRAM

Out of
Network
Referral

Qut of
Network
Referral

Out of
Network
Referral

SERVICE

Adult Education
Referral

Childcare Referral

Children's Education
Referral

ELIGIBILITY CAPACITY

EMAIL

eric.burden@uwmidsouth.org

eric.burden@uwmidsouth.org

eric.burden@uwmidsouth.org

USAGE
THIS
DISTANCE MONTH

¢]

PHONE ENTITYID

901- 27777
433-
4351

901- 27777
433-
4351

801- 27777

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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Program Out of Network Referral Email eric.burden@uwmidsouth.org
Service Childcare Referral Phaong Number 901-433-4351

Provider Address 1005 Tillman Street, MEMPHIS, TH 38112 B View/Upload Documents

© Tosend areferral outside the DTD netwark, you MUST enter a valid e-mail address and indicate the name of the service provider, By default,
the referral email will be sent to your email address. Ifvou do not forward this emall or enter the provider's email address, the out-of-network
provider will not receive any notification of this referral.

Out-of-Netwaork Out-of-Network #
Provider Mame Provider Email

candace sanders@uwmidsouth.org

e 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.

© Tosend a referral outside the DTD network, you MUST enter a valid e-mail address and indicate the name of the service provider. By default,
the referral email will be sent to your email address. If vou do not forward this email or enter the provider's email address, the out-of-netwaork
provider will not receive any notification of this referral,

ﬁ Dut-ol-Netivore QubakNatwe ik X candace.sanders@uwmidsouth.org
Provider Name

Provider Email

e 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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e 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.

e 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

low the age of consent. Please indicate which household adult is providing consent on this client's behalf

Glignt Nam Test, Candace 14

e To create areferral 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.

ﬁ Consanting Adult * .

--Nothing--
Test, Cameron

Test, Darla
2ing referred to, if ap

PP hrcanrvess
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e Toindicate 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.

e Complete the rest of the referral for a minor in the same manner as an in-
network referral.

Assess a Client

Assess Client View Assessments

ﬁ & @ B Q

Assess ASSM Resilience Assessment View Service Area Scores

Mote, client must be referred ot least once prior to completing assessments,

e 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.

v~ Filters

Select an assessment, then click Search to see the list of Service Areas.
Click on the Service Area name to add/edit the answers and score for that area,
Or, click All Questions to answer the questions for all areas at once.

Sttt I 5/11/2020 - Referrals - During :
Total Rows: 20 _
Q Seanch

SERVICE AREA SCORE DESCRIPTION DATE ENTERED
01. Income
02. Employment

03, Financial Management (Credit)
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e 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.

Total Rows: 20 Q Search

SERVICE AREA SCORE DESCRIPTION DATE ENTERED

ﬁ 01, income

02. Employment

03. Financial Management (Credit)

e To complete only a specific section of the ASSM, click the service area
name on the right column of the table.

Arda 1 01. Income

Question Yes Mo

Does the household have any income (including public assistance)?

Score Values:
Total Surm: 0.00

e A new window will appear with ASSM questions for that particular service
area. Depending on how a Client answers, more questions may appeatr.
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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+ AliQuestions

v Filters

Select an assessment, then click Search to see the list of Service Areas.
Click on the Service Area name to add/edit the answers and score for that area,
Or, dick All Questions to answer the questions for all areas at once.

frmnentin® 5/11/2020 - Referrals - During: -:

e To complete the full ASSM assessment, select the ‘All Questions’ button in
the upper right hand corner of the form.

Area 1 01, Income:

Question Yes No

Does the household have any incoma (including public assistance)?
Is the income adeguate for meeting basic expenses {housing, childcare, fransportation, food, etc.)?
Does income provide for savings or non-essential purchases?

Is income adequate and stable?

Score Values:
Total Sum: 0.00

Aea2 02 Employment

Question Yes No

Does the client have a job?
Is the job full-time?
Does the full-time job pay adequately and provide benefits?

Is the full-time job permanent?

Score Values:
Total Sum: 0.00

e 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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1B, Legal

1%. Parenting Skills

20, Life Skills

e Once finished with the ASSM, click ‘Done’ in the lower right hand corner of
the form.

Aszessment ¥ 5/11/2020- Referrals - During .

Resilierce Assessments (Adverse Childhood Experiences, Herth Hope Index, Child/ou Resilience, Adult Resilience)
Select 'No' on the Opt-Out drop-down for each assessment to be completed, then fill in the date and answer the questions,

Client Opted Out of -
ACE Assessment

Opted Gut of Herth -
Hope Index

Dpted Qut of -
Child/Youth
Resilienca

Opted Out of Adult -
Resillence

e 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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Client Opted Out of -
ACE Assessmant
--MNothing--
Opted Outof Herth [ |
Yes i
Hope Index
Mo

Opted Out of -
Child/Youth
Resilience

Oipted Out of Adult -
Resilience

e 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.

Client Opted Out of Mo - Date Completed ACE # 05/1 12020 -
ACE Assessment - HAssassment !
ACE Adverse Childhood Experiences
Question Yeshao

Did A Parent Or Other Adult In The Household Often: Swear At You, Insult You, Put You Dewn, Or Humiliate You?Or © ©
Act In A Way That Made You Afraid That You Might Be Physically Hurt?

Did A Parent Or Other Adult In The Household Often: Push, Grab, Slap, Or Throw Something At You? Or Ever HitYou @ ©
50 Hard That You Had Marks Or Were Injured?

Did AnAdult Or Person At Least 5 Years Older Than You Ever: Touch Or Fondle You Or Have You Tauch Their Body In& © O
Sexual Way? Or Try To Or Actually Have Oral, Anal, Or Vaglnal Sex With You?

Did You Often Feel That: No One In Your Family Loved You Or Thought You Were Important Or Special? Or Your e e
Family Didn't Look Out For Each Other, Feel Close To Each Other, Or Support Each Other? o

Did You Often Feel That ... You Didn't Have Enough To Eat, Had ToWear Dirty Clothes, And Had No One To Protect (o0 =
You? Or Your Parents Were Too Drunk Or High To Take Care Of You Or Take You To The Doctor If You Meeded 117 &

Were Your Parents Ever Separated Or Divorced? & g e

W Your Mother Or Stepmother: Often Pushed, Grabbed, Slapped, Or Had Something Thrown At Her? Or Sometimes O O
Or Often Kicked, Bitten, Hit With A Fist, Or Hit With Something Hard? Or Ever Repeatedly Hit Over At Least A Few
Minutes Or Threatened With A Gun Or Knife? &

Did You Live With Anyone Who Was A Problem Drinker Or Alcoholic Or Who Used Street Drugs? & e e
Was A Household Member Depressed Or Mentally Hl Or Did A Household Member Attempt Sulcide? & Qe
Did a househald member go to prison? e e

Score Values:
Total Sum: 0.00
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e 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.

e After completing the desired optional assessments, click ‘Save’ in the
lower right hand corner of the form.

g

e The assessment workflow is now complete.

View Client Assessments

Assess Client View Assessments

e 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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Assess Client View Assessments

& ﬁ @ B Q

Assess ASSM Resilience Assessment View Service Area Scares

Mote, client must be referred at least once prior to completing assessments,

e To view past ASSM or Resilience assessments, select the corresponding
button from the Client Dashboard.

ASSESSMENT DATE PROGRAM

|
ﬁ G¢ [ Edi Referrals
|

& 5112020 Referrals

& 5112020 Referrals
o 5/11/2020 Referrals

e A table of previous assessments will appear. To view the assessment,
select the gear in the left column and select ‘Edit’.

Assess Client View Assessments
> -
& @ B Q
Assess ASSM Resilience Assessment View Service Area Scores

Mote, client must be referred ot least once prior to completing assessments,

e 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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ADD CLIENT FIND CLIENT REFERRAL DASHBOARD AGENCY PROFILE SR — [ E LR

Welcome, Demo User | Log Qut My Agency: UWMS Demo Provider

e To add view your agency’s profile, click the ‘Agency Profile’ button located
on the top navigational bar.

7 Agency Mama and Cabepory

Agency Named WS Demo Provider

¢ Provider Location

Address 1005 Tilman Strest Address 2 2
Tip Code Jgii2 | o
Clty MEMPHIS State TH

CountyMeighborhoBHELBEY £/

Longitude HFEINTEE Latitude 351005941
Geo Coda i Verify Address Uise Physical .
Address as
kailing
Address

¥ Pleaseenfer additional agency contact information befm,

Phona B01-433-4843 Fa
Email ericburden@uwwmidsouth.org Website URL
Confurm Email eric.burdenEurwmidsoutiuorg

Toll Free

Mumber

e The agency profile form contains the name, address, and contact
information for your agency.

70



¥ Provider Location

Address 1005 Tillman Street Address 2 2

Zip Code 38112 Q

City MEMPHIS State ™
County/Neighborhood SHELBY ////

Longitude -89.8397847 Latitude 35.1005961

ﬁ Geo Code 2 Verify Address Use Physical Address ¥
as Malling Address

e 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.

¥ Please enter additional agency contact information below.

Phone 201-433-4863 Fax
Email eric.burden@uwmidsouth.org Website URL
Confirm Email eric.burden@uwmidsouth.org

Toll Free Number

e 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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ADD CLIENT FIND CLIENT REFERRAL DASHBOARD AGENCY PROFILE AGENCY CAPACITY AND ELIGIBILITY

Welcome, Demo User | LogOut My Agency: UWMS Demo Provider

e To add view your agency’s capacity and eligibility information, click the
‘Agency Capacity and Eligibility’ button located on the top navigational bar.

Program Capacity Eligibility
a Demo - Childcare 15 Must think the agency leadership is both witty and charming,
u Demo - Childcare 15 Must think the agency leadership is both witty and charming

e A table will appear that will contain a row for each program your agency
provides. This table will also contain capacity and eligibility information.

Program Capacity Eligibility

ﬁ B Demeo - Childcare 15 Must think the agency leadership is both witty and charming. x

e 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.

e 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.

Update a Referral

2 1]

Client Request from Driving The Dream Inbox x

di sanders @ id h.org <did-network @uwmidscuth.org> 235PM (1 hourego) Yy &

tome «

Referred From:
Candace Sanders United Way of the Mid-South
candace.sanders@uwmidsouth.org 1005 Tillman Street

Greetings! You are receiving this email because Candace Sanders at United Way of the
Mid-South has requested assistance with a Spirituality Referral for

You can contact at

« Cell:
« Home:
« Work:

Once you have contacted , please visit DTD online {click HERE} and let us know the
status of this request, referencing referral ID: 11058. To update, click the "Update
Referral' link in the navigation menu. Thanks!

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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Referred From:
Candace Sanders United Way of the Mid-South
candace.sanders@uwmidsouth.org 1005 Tillman Street

Greatings! You are receiving this email because Candace Sanders at Linited Way of the
Mig-South has requested assistance with a Spirituality Referral for -

You can contact at:

« Cell:
« Home:
« Work:

Once you have contacted |, please visit DTD online (click HERE) and let us know the
status of this request, referencing referral ID: 11058, To update, click the ‘Update
Referral’ link in the navigation menu. Thanks!

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.

UPDATE REFERRAL

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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Enter the referral ID {from your email) into the box below, then click the 'Find Referral’ button. f your referral 1D is found, click the checkbox
next to the referral information displayed, update the status, then click "Update Referral’

ﬁ Enter Referral 1D #

Q Find Referral

e 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.

Q. Find Refarral

Referral ID Referral Date Current Status Referred From Referred To

ﬁ ] 11058 5/13/2020 %:35 PM Received United Way of the Mid-South Test

e 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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Q1 Find Referral l

Referral ID Referral Date Current Status Referred From Referred To
v | 11058 ﬂSf‘iw Received - United Way of the Mid-£ Test
--Nothing-—-

Sent

Warm Hand-Off
Received

At Capacity

Pending - in Contact

Pending - Screening for
Frmllment

e 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.

app.caseworthy.com says

Referral Successfully Updated

e A new browser window will appear confirming the referral was updated
successfully. Click ‘OK’. You will be redirected to the CaseWorthy Portal
homepage.
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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.
	 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.



