Coordinated Entry Data Entry Quick Access Guide
Adding a Provider and Linking the Provider to a CE-Service/CE-Referral

To Add a Provider To a Referral

e To Add a Provider To Your List of Providers

Providers must be set up to attach them to referrals. Follow the steps below to add a provider to the
Provider database for use when documenting referrals.

e Click on the blue box next to the “ClientTrack” logo as outlined below to switch to the

“Providers” screen.
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Internet Explorer updates
from your administrator, Jill Robertson

Beginning Jan. 12, 2016, Microsoft s ending support for versions older than Internet Explorer (IE) 11. Microsoft will no longer provide techrical support, security patches or compatibility fixes. This action by Micrasoft leaves any machi

Click to switch the active workspace

to a wide range of exploits and malware. Please upgrade Intemet Explorer o version 11 or greater no later than January 11, 2016.

HMIS New User Trainings
from your administrator, Autumn Gale

All new and experienced users are welcome to participate in any of the New User Trainings listed below. Training is required for new HMIS users, as well as users who need to participate in an Upgrade Session to review changes to

e Select the “Providers” box to the far right; you will see three options labeled, “Home”,

“Clients”, and “Providers.” Click on the white box labeled “Providers” to go to the Providers

screen.
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PROVIDERS
Lafayette Urban Ministry .

e |tisalways important to search to see if a Provider has already been added. You will search by
clicking the “Find Provider” link in the upper left-hand corner of the screen and entering a
Provider name. Do not change the Provider Type when completing the search. If the Provider
has already been added, confirm the address, phone, etc. It is acceptable to have the Providers
with the same name but differing addresses, phone, etc. For example, if adding a provider such
as a utility company, the company may be listed more than once with different locations.
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Locate a provider by using the selection criteria below. To get a list of all providers, leave the selection criteria blank and select search. To change your search, change the selection criteria and select search
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e If you do not find the Provider when you search, move on to the next steps.

e Click on “Add New Provider” below the “Find Provider” link in the far upper left-hand corner of
the screen.

e Complete the provider information. You must complete information that has a red asterisk *
before continuing.

e Click “Next” in the bottom right-hand corner of the screen.

e Complete “Referral Contact” information.

e Click on “Finish” to complete the addition of a Provider to your searchable list.

After adding the provider to the provider database through the above steps, you need to complete one
more step before you can access the provider when setting up referrals and services.

You must correlate a service with the provider and you can do this by remaining on the provider record
and clicking on "Services" in the list of Menu Items found on the left-hand side of the screen. Click on
"Add Provider Service" and select a CE-Service/CE-Referral you want correlated with the provider. You
can add as many services/referrals as you would like.
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The servioes offered by the ourrent Provider display below. These services are used primarily for referrals to the Provider, but can also ba recorded s sarvioes provided by the Provider. To add a new service to the Provider’s list, click Add New. To editan
PROVIDER existing service, click Edit next 10 the service.

% Provider Information

I “f* Add Provider Service @uumksml

/ Edit Provider
&, Referral S remitsfound
] Preferance &
| Wait List a5 lBed gkt 5
lathin No Preferer
o.- Contacts Clothing TR
s Food No Preference
FATH- Other Na Preference
PATH - Security Deposit Na Preference

Once you have finished this final step, you will be able to select the provider when creating a referral or
service.

If you need any assistance with adding a provider to a service, contact the help desk by e-mailing
HMISHelpDesk@ihcda.in.gov

Updated March 2018 Page 2 of 2


mailto:HMISHelpDesk@ihcda.in.gov

