ClientTrack Coordinated Entry
Provider Procedures - Fulton County

Sign in and Select the Correct Provider

From the ClientTrack Sign In page

)1( Track

Workgroup
| Fulton - CE Provider v ‘

_ 1. Sign in using settings...
[Faoncamycss s s a. Workgroup = Fulton CE Provider
e b. Organization = Your Organization
e c. Location = South or North Assessment Center

North Assessment Center

South Assessment Center

PROVIDERS

2. Verify or select the desired Provider
a. Switch to the Providers workspace

b. On the Provider's Dashboard
. I. Verify the Provider is correct, OR

ii. Use the Find Provider menu to
search and select the correct provider




Create a New Vacancy

In the Provider Workspace

Providers
[DJ Provider Dashboard

Q Find Provider
1. Select the Vacancies menu
2. Select the +»anew putton,

3 Add New Provider
Provider

Vacancies

3 Provider Information
# Edit Provider

) Referrals

Contacts

3 services

=+ Vacancy

Enter the data below

* |~ SELECT- v

3. Fillin the Vacancy Assessment form

J
B oo |




In the Home Workspace

Home
2 user Dashboard

'3 Housing Queue
GA CoC Admin Menu 1. Select the Hous!ng (lqem,e menEJ
2. Select the desired client’s Actions [ © | menu

My ClientTrack

9 Recent
¥= Tasks
& My User Configuration

Training Documentation

3. Select Initiate Client Intake (Accept/Reject) in the menu
and continue to enroll them in the project

h.Select o vesspover
a. On the final workflow step (Placement) you MUST change the Referral Status field to Placed

b. Make sure the Referral Date and the Assessment Date are correct
¢. You MUST complete the workflow correctly (see above) in one pass

Initiate Intake

jon: * [~ SELECT - |

=7 Initiate Intake [#' ATL CE-Housing Referral




9. Retun to the client’s dashboard and verify that the enrollments are correct and
offer has been accepted.
6. Return to the Vacancies page and verify that the client has been checked in.

< Y¥ Q Provider Housing Queue

Facility Name:

M Contact Case Manager

RB Case Notes

) Manage Case Assignment 2 results found.

@ Referral History (Read Only) Days
Coordinated si s Chroni

13 Initiate Client Intake (Accept/Reject) Age Project e 5 GilEE

Birthdate Entry Date Last Homeless
@ Exit v Service

‘E Select
SRLFAY

v

Latest

01/01/1955 66 01/28/2021 134

0 94601 103399 408263 Henry Ford 01/01/1946 75 07/24/2020 322

{ [ ATL CE-Housing Referral i BB |

When a client to provider match is identified a referral is made. Add New Referral form will provide this functionality.
The user can reserve the vacancy and the Referral Status is updated. The Referral Status field will appear in the
Housing Queue to assist CE Managers in managing the waitlist to avoid making duplicate referrals. When a referral is
made, a notification via email will be sent to the referring Case Manager.

Referral Date and Time: 02/26/2021 1017 am (i)
Expiration Date: 3/1/202110:17 AM @

Referral Service :

Referral Status:  * | Offer Accepted V‘
Result Date: SELEC

Current Reserved By: Offer Accepted

ATL Accepted Date: Offer Rejected

Referral Result:
Resulting Enroliment:
Provider Agency: Fulton County CoC- HMIS Compliance Only

ToProvider.EntitylD: 411057

Need Help? Visit: help.pathwaysmisi.org Pathways
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