ADSYSTECH Sending & Managing
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o o Use the Referral page to record Referrals for your Client; Outgoing and Incoming referrals are available for
° o o both Internal and External organizations. Select the referral source, then send the referral for your client.
o ° After the Referral is sent, you may also respond to and forward the referral. A client must be active to use
. Referrals.
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Create Referral Record:

o Click ADD REFERRAL on the
Referral Outgoing page

OUTGOING REFERRAL
o Client Account must

already be selected . " —
. . Dutgoing Referral Active Application{s) Referral(s) Created Referral(s) Responded
o Add Referral popup window will Information 1 2 o

open for use of both External and

o o0 Internal Referrals v General

e o o o Look-Up Search is —
° o available on both
o o » External and Internal
tabs
e o o
e o
e o o

Select Outgoing Referral Source: On Add Referral popup window

[ ]
O_C/: For External Referral:

e Select External tab e
. & 2 _
. o o e Select Category, Service, Agency
Look-Up
Name and/or County or IeaVe Category | Health v | Senvice | Health Insurand v | Agency Name County (O Faverites [ Active m
e blank to search all
° o Favorites checkbox will sevice erovies ORI
L) display only your favorites Hm'i
. 5 @ (M wova Home Heatth Care [2:00 am - 5:00pmi
o o Active checkbox will only Y}t tome ks Core B0 -G @ @
o o dISplay ACtiVe Service CONTACT Kathy Broan FHONE EMAIL @
. Providers ADDRESS i;f Cub Run Ct, Centreville, VA SERVICES E—-:_j;:: ntal Health Health Care and Medical Services Hs Educa
. L] CIICk. SEARCH ) o i;” United Health INC [B:30am-5:30pm] (3 €3
Matching Referral Sources will be
® ® ® displayed CONTACT PHONE EMAIL
ADDRESS =99 SERVICES = =nd Med
® o Select Referral Source
e @ o
e o o
e o
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For Internal Referral:
e Select Internal tab

e Select Program Category and
Service or leave blank to
search all
o Favorites checkbox will

display only your favorites

e Click SEARCH

Matching Referral Sources will be

displayed

e Select Referral Source

Create Referral Notice:

For both Internal and External
Referrals:
e In bottom section, select
Referral Type
o This is the Domain you are
sending FROM
e Select Client in Reference To
e Enter Subject and Note
e Click SEND

Add Referral

—

Look-Up

Program Category| Commnity M

DOMAIN

Service | COVID-18 Screening

H s m

On Add Referral popup window

REFERRAL MESSAGE

Services

Program Mame AS1Profile Application ID 2122588

* Referral Type | Emargency v =
Mathod Email
“Reference To | Andrew Smith v
To Nova Home Health Care / Health [Kathy Brown; Kathy@mail.com]
Subject Health Insurance
Mote Needs Health Insurancel

View Referrals for a Client:

e Make sure client is active
o Referral history will be listed
on the Outgoing Referral Page
o Display of all
referrals made for
the client
e Each Referral record will
Agency, Domain, and Services
being referred to, the Subject
and Message of each Record

e Clickon a to delete referral

e Click on E to Print
e Click on RESPONSE to respond
o Inthe Referral
Response popup
window, select
Status, Date, enter
Notes
o Click SAVE
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+ Employment 3/8/2021 Andrew Smith

Subject: Emergency Employment a

] R REFERRAL . __
REFERTO  Kingsley House DATE 382021

SERVICES  Moving Costs

NOTE Emergency Employment needed

DOMAIN Emergency Services

Regsponse QGG

No Response.

Referral Response

Response By | KHOAlicia v Status *

Note = Thank you for your assistance.

v Response Date | 3112021 =
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For referral TO an Internal Program:
e Program:
o Must have values selected or

e & o o

. o entered for Category

o This may be used for Search when
‘ ° creating client referral
¢ ¢ e Domain:
¢ o Standard name = displayed with
y ° Domain name after Referral Source
° search; if no value is selected

s O e Referral Source will display NULL
° ° o Must have value for Contact; this is
o o o who Referral will be sent to

e o

To make a referral FROM an Internal
Program

e e e Domain:

° o Domain name will be displayed in

e o Referral Type dropdown as long as a
l . o Referral Service exists in Domain

. e Service

o Activity Type = Referral

e o o
e o o
. e You may want to create a Domain called
e Generic Referral with one Service = Referral
e & o
L N ]
o o ® o Click ADD REFERRAL to open Add

. Referral window, External tab
/. e Open External tab
o Click ADD next to SERVICE
¢ PROVIDERS
e |n Add Agency popup window, enter
Agency information
° o Enter Contact information at top
o For each Category used, enter

e o O
. o Name, contact information and
check Services provided
e o

o This allows search in Category
¢ e Click SAVE

Click on EDIT a next to Service Provider

e to make edits
. . (%) ,
Click on DELETE next to Service
e e Provider to Delete
e & o
e o
L ] [ ]
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External

Edit Program

Basic Info

Module =
CSBG

Contact

Start Date *
o101

Edit Domain

Domain Info

Domain Name =

Family Support Health

Edit Domain

Domain Info

Program Name

HUD

Category

Community Services

End Date *
12/31

Standard Name
Health

Domain Name ™

Family Support Health

Standard Name
Health

Service Definition

BASIC INFO
Activity *
Referral

Standard Name

Case Management

Add Referral

Internal

Look-Up

Category v

SERVICE PROVIDER S

) ée.tup Internal Referral Sources: On Organization Program page

Contact

v | CSGDVerla

Activity Type

Referral

Units

Agancy Mame

Unit Type *
No Units

Setup External Referral Sources: On Add Referral popup

County

Bed I« Active Coordinate € Outreach
Standard Name
v
Grace Period €
0 5 Day(s)
Method of tracking
v
#| Required |« Active Archived
Contact
v [ CSGDverla v
#| Reguired |+ Active Archived
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i * ] T:.r ENC)
Click on SET TO FAVORITE — to | """

®®® ®*  34d%aService Provider to

[ Favorite [ Active

AGENCY INFORMATION ES No logo
e & & o o Favontes Agency Name - Hours Email
Happy Soul House Zam- 5pm Happy@HSH com oe
e @& o o
Note: ADD button can be made ADDRESS
e o o o Address County * Unit Type Unit Number
available to Administrators only 123 Pesce Vatey Lana, Fals hurch, VA USA - =
¢ o SERVICES
L HeSIt Lare ana MEaKal SEViSes N
® e o
Housing
Firsthame LastName Phane Email
[ ] [
Michelie Grace (T571285-5345 MiGrace@HSH.com
® Shelter O Transitional Housing Emergancy Shefter
Income
® e o Firsthame Lastiame Phane Email
L ([ Financial Assistance (0 Credt/Financial Counseling
® ® Independent Living Frogram
Firsthlame LastName Phane Emsil
-
L] [ ]
e o o
e o

View Incoming Referrals:

o Cli .
Click on R.efetjral Imfommg INCOMING 2 ©Responded O Not Responded
page to view incoming

referrals
Q -
° o Filter results by ﬂ:ﬁl Select .~ to show referral details. Select (== to provide a
Customer,
e o o response.
e Program or Case e T Srogmm v| T Case Mamagar v
Manager
e * o Select Responded or Not ISFZ{)Z1 Amold Howard ~ Supportive Services
e o o 1 Referral Fi P : KHOEmpdoy ¢  Referral To Py : KHOEmployment  Refe Il Fi Ay T Kingslay
Responded to view results B o, e TP, (S et rom Ay i
e o o L] Cllck on COIOred Checkmark Referral Note: This is 2 naw referal
o o to view Referral details Response Info [EEed)
Response By: KHOAlicia Response Date: 2/2/2021  Status: Incomplete
e o @ O Green = Response Note: Responded
Responded
L4 v 3182021 Suzan Howard Emergency Services
o Yellow = Not
[ ]
Responded
® .
e Click on RESPONSE to INCOMING 2 OResponded  ®Not Responded
® o 0 respond
e o o o the Referral
-
° Response popup ﬂ:ﬁl Select .~ to show referral details. Select =S to provide a
. o o window, select response.
. o StatUS, Date, T Customsar T Program v Y Cae Damagar v
enter Notes
L o Click SAVE D&’ISQUZ‘I Martha Howard Emergency Services
[} 3182021  Andrew Smith  Emergency Employment
° e Click Refresh [ to Refresh
e o o page
L ]
. e o Note: Refer Contact Person is the person who sent referral
e o o
e o
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