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INTRODUCTION

This guide is intended to compliment the Racine City and County CoC Coordinated Entry Policies and Procedures. It is the
companion document for clients who will be entered into the Coordinated Entry System via HMIS. Additional
information about the Racine City and County CoC Coordinated Entry Process can be found here:

https://racinecoc.org/

COORDINATED ENTRY DATA ENTRY FOR ALL USERS

Anyone with an HMIS user license can add an individual or household to the priority lists. Any client contacting a
Coordinated Entry participating agency requesting housing or shelter related services is required to be offered access to
Coordinated Entry. The client may choose to have their data entered into HMIS to be referred to the Coordinated Entry
lists utilizing HMIS.

Requirements for Coordinated Entry in HMIS:

1. The client’s consent for themselves and/or their household to participate in Coordinated Entry.
2. A completed Coordinated Entry Prescreen form.
3. Asigned HMIS Release of Information form for those being added to the HMIS Priority List.

ADDING AN INDIVIDUAL OR HOUSEHOLD TO THE COORDINATED ENTRY SYSTEM

Getting Started
e Log into Clarity Human Services.

e To complete Coordinated Entry-related data entry, you will need to switch into the “Racine City and County CoC
Coordinated Entry System” agency.

In the upper right corner of your screen, you will see your name and your primary agency listed below. Click on

the arrow to the right of your primary agency and click on “Racine City and County CoC Coordinated Entry
System” from the dropdown to switch into the agency.

6 O\ E Iraida Vazquez @
Racine City & County CoC Coordinated Entry System

e Be sure to switch into the “Racine City and County CoC Coordinated Entry System” agency whenever you are
doing Coordinated Entry data entry (enrollments, updates, program exits, etc.)

NOTE: Only users who have completed all Racine City and County CoC Coordinated Entry training
requirements can have access to the Racine City and County CoC Coordinated Entry System agency in
Clarity Human Services.
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Search for Client(s) in the Household

e Use the Client Search bar to see if the client(s) being referred to the Coordinated Entry System have an existing
file in Clarity Human Services.
o Confirm the accuracy of existing files in the system or create new files for any clients that do not already
have a file.

e If there is more than one person in the household, make sure all household members (any adults and children
that are included on the Prescreen Form) are grouped together as a household on the client profiles.

Add Client Contact Information

e Go to the Head of Household'’s file and navigate to the Contact tab by scrolling down the left side column. Click
Add Contact if there is no contact information documented in the file.

D Jon Doe
You are currently viewing the Client Record pages for Jon Doe (AS930D677)

||| Reports
Contacts W

ug Care Team View all contacts for jon Doe
m Programs
'CL) History a
|‘_‘*‘ No results yet!

~  Services

Results will be displayed here when they
are available.

E Assessments
rD Notes
[IJJ Files
E Contacts
m I acation

e Fillin all contact information available for the client. If multiple phone numbers are documented, you may use
the Note box to provide details for both numbers listed. Once complete click Save.
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https://icawisconsin.helpscoutdocs.com/article/490-searching-for-a-client
https://help.bitfocus.com/how-do-i-create-a-new-client-record-new-interface-ni
https://help.bitfocus.com/how-do-i-create-a-household-and-manage-members-ni

Add Contact X

Add Contact @

Add a new contact for Jon Doe

Contact Type *

Client

Email

jendoe@gmail.com

Phone (#1)

la 262-221-5204

Phone (#2)

{a 262-633-3235

o Active Contact

Contact Date *

09/15/2026 E|

MMDDYYYY

Note

“— B I @ — 1=

-— g—

Enter a note...

T

Cancel | Save k
b I

If there is existing contact information in the file that is no longer accurate, DO NOT DELETE the outdated information.
Instead, click on the row of the existing Contact information.

Contacts @
View all contacts for Jon Doe
Contact Type Name Phone Email Date
Client
% Added by Irsida Vazquez Jon Doe 262-221-5204 jondoe@gmail.com B onszs D
Racine City & County CoC Coardinated Entry System k
1-10f1 4 >
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e Click on the edit icon button to edit the existing contact information.
Edit Contact X

Edit Contact 7

Edit the Client contact k

Contact Type
Client

Email
jondoe@gmail.com

Phone (#1)
262-221-5204

Phone (#2)
262-633-3235

Active Contact
Yes

Contact Date
09/15/2026

Created by Agency
Racine City & County CoC Coordinated Entry System

Created by Staff
Iraida Vazquez

Created on
2026-09-15 09:22:16

Note
Phone #2 is okay to call and leave message to call back with case manager at shelter.

e Then deactivate the Active Contact toggle and click Save.
Edit Contact X

Edit Contact 5

Edit the Client contact

Contact Type *

Client hd

l jondoe@gmail.com

Phone (#1)

‘ {a 262-221-5204

Phone (#2)

‘ {q 262-633-3235

m\re Contact

Contact Date *

09/15/2026 E

MM/DDIYYYY

Created by Agency
Ratine City & County CoC Coordinated Entry System

Created by Staff
Iraida Vazquez

Created on
2026-09-15 09:22:16

Cancel [ save k\

e This will deactivate the old contact information but save it in the historical record. Then add a new contact
record.
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Create the Program Enrollment

e Go to the Head of Household'’s file and navigate to the Programs tab. Then click the @ button to select the

program to add the client into within the “Racine City and County CoC Coordinated Entry System” agency under
the Available Programs section.

D Jon Doe
You are currently viewing the Client Record pages for Jon Do (A5930D677).

e  Profile

Program enrollments :
Program enrollment history for Jon Doe
Privacy ~

o) _ :
( Q)= = @
8%  Household h =
1l Reports a :Iez\:::ﬂl\\sbye:t\!splayed here when they are available.
ug Care Team
[l Programs
@ History
e Select Racine CoC Coordinated Entry System. Then click Next.
Add program enroliment X

o Select program

Available Programs
Select the program for the enrollment

Name

Racine CoC Coordinated Entry System
10706

v @ Racine CoC DHS Housing Supportive Services

1-20f2

e This will take you to the Enrollment screen for the Head of Household. Complete the entry screen

Add program enrollment X

o Select program

| © o0 crty scren

New Client Program
Create client program for Jon Doe

Project Start Date *

09/15/2026 = \

MM/DDAYYYY

Relationship to Head of Household *

Self (head of household) v \

Translation Assistance Needed
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e The Enrollment screens for the Head of Household member will auto-populate.

Enrollment Screen for Head of Household

O
O

O O O O

Project Start Date — enter the date the household completed the CE assessment
Relationship to Head of Household — will only need to fill this in if the household contains more than 1
person
Translation Assistance Needed — Select “Yes” or “No.” If yes, the following question will appear:
e Preferred Language — Select the client’s preferred language. If “Different Preferred Language” is
selected, the following question will appear:
= |F Different Preferred Language, please specify

INTERVIEWER’S INFORMATION

Interviewer’s Name — enter the name of the staff member completing the interview
Contact Information for Person Responsible for Referral — email and/or phone number
Racine Agency Name — select the interviewer’s agency of employment

In which county is the client being housed or service being provided — select Racine

LIVING SITUATION AT TIME OF ASSESSMENT
Type of Residence — where is the client/household currently sleeping?
Length of Stay in Prior Living Situation — how long has the client/household been sleeping in the above-
noted location?
Approximate Date Homelessness Started — the date the client’s most recent episode of literal
homelessness began. This is often (not always) different than the date the client’s overall literal
homelessness began.
Number of times on the streets, in ES, or SH in the past three years — “Times” = episodes.
Total number of months homeless on the streets, in ES, or Safe Haven in the past three years:

¢ If more than 12 months homeless on the street, in emergency shelter, or safe haven, enter the

total number of months in the past 3 years

DISABLING CONDITIONS AND BARRIERS
Disabling Condition — select Yes or No.
Survivor of Domestic Violence — select Yes or No. If yes, the following questions will appear for you to
answer:
e When experience occurred
e Are you currently fleeing
Formerly a Ward of Child Welfare or Foster Care Agency — select Yes or No.

HOUSING-SPECIFIC NEEDS
Special Housing Considerations — note any housing needs the household has (ex: household requires a
wheelchair accessible unit)

e Once you have completed all fields on the screen, you will have the option to click Save.
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Record a Current Living Situation Assessment

e The workflow will automatically take you to complete the Current Living Situation assessment.

Record Current Living Situation ]

Record Current Living Situation

Current Living Situation i required for this program at each client contact. Complete the initial assessment below.

Date of Contact *

09/15/2026 =

MM/DDAYYYY

Current Living Situation * 0]

Emergency shelter, including hotel or motel paid for with emergency shelter voucher, Host Home shelter v

Living Situation Verified By

— Select option

HALO Inc Women and Families Shelter v

Location Details

save k

e Complete the Current Living Situation for the Head of Household

O

Date of Contact — this should match the Enrollment date / should be the same date the client completed
the Coordinated Entry Assessment.

Current Living Situation — where is the client / household currently sleeping? This should match what was
reported on the Enroliment screen.

Living Situation Verified By — select from the dropdown your agency’s program that is completing the
assessment

Location Details — you may type in any notes related to the client’s location; this is optional.

e Step 4: Include household members will populate next. Select other household members to include in the
enrollment and click Next.

[e Include househeld members (optional) ]

Select members (optional)

¥ou can select other household members below to add to the enrollment or just leave this empty and save to continue.

Household Members

Jon Doe

Sally Doe

‘ iy m
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o Enrollment Screen for Additional Adults in the Household
Project Start Date
Relationship to Head of Household

o O

LIVING SITUATION AT TIME OF ASSESSMENT

Type of Residence

Length of Stay in Prior Living Situation

Approximate Date Homelessness Started

Number of times on the streets, in ES, or SH in the past three years

Total number of months homeless on the streets, in ES, or Safe Haven in the past three years:

If more than 12 months homeless on the street, in emergency shelter, or safe haven, enter the total
number of months in the past 3 years

O O O O O O

o DISABLING CONDITIONS AND BARRIERS
o Disabling Condition

Enrollment Screen for Children in the Household
o Project Start Date
o Relationship to Head of Household
o In which county is the client being housed or being served? This should be Racine for all clients.

DISABLING CONDITIONS AND BARRIERS
o Disabling Condition

e Once you have finished entering the Enrollment information for each household member, you will click Save.
[o Sally Doe entry screen ]

New Client Program
Create client program for Sally Doe

Project Start Date *

09/15/2026 = ‘

MM/DDAYYY

Relationship to Head of Househald *

Head of househeld's child -

In which county is the dlient being housed or service being provided?

Disabling Conditions and Barrier:

Disabling Condition *

Cancel [ Save ‘

e Nice job! The Enrollment and Current Living Situation Assessment has been created for the household. Click
Complete.
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O e

v

Nice! You finished this task!
Tap the Complete burton below to continue.

Task summary:
/' Program Enrollment

/ Current Living Situation recorded

~ Complete

o  You will automatically land on the “Program enrollments” tab within the client file.

Record the Consent to Participate in Coordinated Entry
e C(Click on the Racine CoC Coordinated Entry System enrollment to record a Consent Assessment.

Program enrollments @

Pragram enraliment history for jon Doe.

Program Name Entry Date Exit Date Created by
Racine CoC Coordinated Entry System Iraids Vazquez 2
915/26 2
@ Coardinated Entry a Py @ Active Racine City & County CoC Coordinated Entry System FrXY
Racine City & County CoC Coordinated Entry System 3 Added by Iraida Vazquez from primary agency System

e Navigate to the Assessments tab within the Enroliment.
@ omoccmmm o o a
@ Home D) History 22 Group Services 28 Evems 5,, Notes 0 Fites B roms e Assigned Staff ™ e
Program assessments 5

Qt\ @

o Click @ to add a Consent to Participate in Coordinated Entry assessment.

Add a program assessment X

Available Assessments
Select an assessment to add to Racine CoC Coordinated Entry System

Name

@ Current Living Situation
@ Status Update Assessment
@ Annual Assessment

@ Consent to Participate in Coordinated Entry

X

e Coordinated Entry Veteran Information - BoS

@ Racine CoC Prevention Assessment (V2)
@ Racine Housing Support Assessment

1-70f7

©x

o Select Consent to Participate in Coordinated Entry and click Next. Complete the assessment questions.
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@O 1o oocssessment

Program Assessment: Consent to Participate in Coordinated Entry &
Consent to Participate in Coordinated Entry data collection for Jon Doe

Assessment Date *

08/15/2026

MM/DDYYYY

Does the client consent to participate in Coordinated Entry?

Yes - |
Cancel [ save "

Assessment Date — this should match the date of the enrollment / the date the client completed the
Coordinated Entry Assessment

Does the client consent to participate in Coordinated Entry? — select “Yes”
Click Save and Complete

e Completed

v/

Nice! You finished this task!
Tap the Complete button below to continue.

:_ ~ Complete |

If a client declines to participate in Coordinated Entry, this can be documented without creating an
enrollment. See Documenting Clients That Decline to Participate in Coordinated Entry for instructions.

Complete the Racine Housing Support Assessment

e  While you are still on the Assessments tab, select the Racine Housing Support assessment to complete with the
head of household.
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Available Assessments
Select an assessment to add to Racine CoC Coordinated Entry System

Name

e Current Living Situation
@ Status Update Assessment
@ Annual Assessment

@ Consent to Participate in Coordinated Entry
e Coordinated Entry Veteran Information - BoS
@ Racine CoC Prevention Assessment (V2)

@ Racine Housing Support Assessment k

1-70f7

Ox

e C(Click Next to begin the assessment.

o Complete the Coordinated Entry Assessment questions
= Assessment Date — this should be the date the client completed the assessment.
= Agency Name — type in the name of the agency that completed the CE assessment.
= Assessment Location — select the appropriate option.
= Assessment Type — select the appropriate option.
= Assessment Level — Housing Needs Assessment
=  Primary Language — select the appropriate response.

Add a program assessment X
0 Select an assessment
@ sonvoc asessment

Program Assessment: Racine Housing Support Assessment &
Racine Housing Suppart Assessment data collection for Jon Doe.

Assessment Date *

09/15/2026 = ‘

MM/DDAYYYY.

Assessment Location *

Case manager office -

Assessment Type *

In person -

Assessment Level +

Housing Needs Assessment -

HOMELESS ASSESSMENT

o Scroll down and complete the Homeless Assessment and Barriers Assessment section, please note,
some fields carried over responses from the enroliment screen. Make sure the responses for those
fields are accurate according to the date of the assessment.
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HOMELESS ASSESSMENT

Living Situation at Time of Assessment * Q
Emergency shelter, including hotel or mortel paid for with emergency shelter voucher, Host Home shelter -
Survivor of Domestic Violence Lo}
No -

Do you or anyone in your household have any disabling condition? If yes, how many of the following apply? (Mental Health Disorder, Physical
Disability, Developmental Disability, Chronic Health Condition, HIV/AIDS, Substance Use Disorder) *

Do you or anyone in your household have non-chronic medical needs? *

No -

‘Are there any children under the age of four in your household? *

Yes -

Families with five or more individuals *

No -
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BARRIERS ASSESSMENT

Hawve you or anyone in your household been impacted by or discriminated against due to racal or ethnic bias? *

Mo '

Hawve you or anyone in your household been impacted by or discriminated against due to gender identity or sesssl orientation? *

Yes '

Hows many times have you or anyone in your household been arrested, cited, or been in jailfprisonfjuvenile detention? *

0 times '

Do you or anyone in your household have any past or current finandal legal issues that are being resolved in court that may affect or limit your -
ability to obtain or maintain housing? * =

Yes -

Do you or anyone in your household have any past or current family legal issues that are being resolved in cowrt that may affect or limit your ability
to obtain or maintain housing? * =

Mo -

Has your household had a consistent source of income for at least 6 months? *

Mo -

NOTE CE STAFF: Inform the prospective dient that the next questions ask about recent or past trauma. Ask the dient if it is ckay to
proceed. If the client does not want to be asked the question, enter client prefers not to answer.

Hows many times have you or anyone in your housshold been the victim of a crime in the past year? * 6]
0 times -
Have you or anyone in your household experienced any form of domestic, sexual violence, and/or trafficking in the past year? * @
Ho -

'd ™
Cancel | Save |

o Once completed, click Save. This will bring you to the “Referral: Add to Community Queue” Screen.

Make the Referral to the Community Queue

Next, Make sure the date of the referral is accurate and click Save.

o Jon Doe referral

Referral: Add to Community Queue E‘I
Referral for [on Doe

Send to Queuels)
Racine Perm Housing Queue

Referring
Racine City & County CoC Coordinated Entry System

Referral Date

12:32 PM ®

09/15/2026 o] ‘

=

‘mu B I|@|izi=

Enter your note here.

/ I
Cancel  ( Save
- ‘k
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e Nice Job! The Assessment and referral to the Community Queue is now complete. Click Complete

° Completad

Vv

Nice! You finished this task!
Tap the Complete button below to continue.

':: ~ Complete :'

Upload Scanned Coordinated Entry Documents into the Enrollment

The following documents are optional to be uploaded for each Coordinated Entry Program Enroliment:
1. HMIS Release of Information
2. Racine CES Client Consent for Case Staffing
3. Client Prescreen and Rights & Responsibilities Form

e  Within the Program Enrollment, click on the Files tab. Click @ to add a Files

[o) lonDoe
Expand ths section to view mare details about the lient that chis program enrallment i for

°
=N

Racine CoC Coordinated Entry System ’

Racine City & County CoC Coordinated Entry System a EERET A e
o) Coordmated Entry 1 doysag0

& R  Home O Histoy  :2. Group [#  services 28 Events [E)  Assessments =,  Notes U Files B roms Qe Assigned Staff B it
ih
Client program files
View a list of the files for the program
o
= ) .
m Q| = = m

(€]

Q No results yet!
O™\ Results will be displayed here when they are available.

Add File X

New File &)

Add a file for Jon Doe

Category *

2. Coordinated Entry - ]

Predefined Name *

All CE paperwork - ]

File *

—J

Drag and drop a file here

or [ choose AFile

Accepted formats: JPEG, JPG, GIF, PNG, TIFF, HEIC, TXT, DOC, DOCX, PDF, XLSX, ZIP - Max s

Ccancel
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e Select the appropriate Category and Predefined Name for the file you are uploading, and then select the file
from your computer to upload. Click Save.

New File &

Add a file for Jon Doe

Category *

2. Coordinated Entry

Predefined Name *

All CE paperwork

File *

Client Rights and Responsibilities 2023.pdf
| m 118.5 KB X

Last madified on null

Cancel \ Save k

e You will then see the file you uploaded in the Client Program Files.

File Uploaded Date File Name File Size Preview
2. Coordinated Entry

@ All CE paperwork i) gn1size ClientRightsandResponsibilities2023 pdf 1185K8
Racine City & County CoC Coordinated Entry System Y

1-10f1

FOR VETERAN SERVICE PROVIDERS: “COORDINATED ENTRY VETERAN INFORMATION” ASSESSMENT

On the Assessments tab there is an assessment called “Coordinated Entry Veteran Information”. This assessment is to
be used by Veteran Service Providers when reviewing Veteran referrals to the Coordinated Entry System.
To add an assessment, complete the following steps:

e On the Assessments tab within the Coordinated Entry Program Enrollment, click @ to add a “Coordinated
Entry Veteran Information-BOS” assessment. Select “Coordinated Entry Veteran Information — BOS” from the

list of assessments and click Next

Add a program assessment

° Select an assessment

Available Assessments

Select an assessment to add to Racine CoC Coordinated Entry System

Name

@ Consent to Participate in Coordinated Entry

@ Racine CoC Prevention Assessment (V2)

@ Racine Housing Support Assessment

1-40f4

Next

L3
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e Complete the assessment questions and then click Save and Complete.

Program Assessment: Coordinated Entry Veteran Information - BoS IEI
Coordinated Entry Veteran Information - BoS data collection for Humpty Dumpty

Assessment Date *

09/22/2026

MM/DDAYYYY

Assessment date can be updated each time the client is reassessed

In which county is the client being housed or service being provided?

Racine

Is Veteran eligible for VA medical services?

No

Is Veteran eligible for VASH?

No, other reason

Is Veteran eligible for SSVF services?

No, over income

TRACKING YOUR COORDINATED ENTRY ENROLLMENTS / REFERRALS

e When you created the Enrollment into the “Racine CoC Coordinated Entry System” program, you are

automatically listed as the “Assigned Staff” in the Program Enroliment.

Racine CoC Coordinated Entry System et .8e
Racine City & County CoC Coardinated Entry System 6 daysazs =
Coordinated Entry '

M) Home D History 8% Group Services 28 Everss ) Assessments =, MNotes O Fies B rorms Ss  Assigned Staff B e

Assigned Staff

Seaff members assigned ta this program enrollment
Name

[/ R

1-1of1

e The client / household is automatically added to your Active Enrollments tab when you are listed as the

Assigned Staff.
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Iraida Vazquez -
Racine City & County CoC Coordinated Entry System

7

Active enrollments

®

e  When you click on the Active Enrollments tab, this will show you all the active enrollments for which you are
listed as the Assigned Staff. This provides an easy way to track your active Coordinated Entry enrollments and
referrals as well as all other program enrollments you are listed as Assigned Staff.

Active enrollments

Active client enrollments you have created or were assigned to

Client Program Name Start Date Created by
DOty HALO APOMO PSH i R s
v Hump(y’ PH - Permanent Supportive Housing a - HALO, Inc.
OE7203853 (disability required for entry) days agc- Added by Iraida Vazquez from primary
HALD, Inc. ° agency System
- HALOD Inc Women and Families Shelter 715126 :_:i'l_d; Tazq"'ez
W b _ g a 5 56 L Inc. -1
DJ 21BAS4E5E E:"L?.:glf:cy Sl By B ;::;; Added by Iraida Vazgquez from primary ==
Ptolls ! agency System
Racine CoC € dinated Entry Syst Iraida Vazgquez
Corral, cac": ‘: ) E°°tr inated tntry system B/3/26 Racine City & County CoC
h CG Galden R:con I:_E :C:Sn-?c:" Coordinated Entry a HIEEEE e sted ey ovstem
AB45EDS53T Syste — ST i days ago Added by Iraida Vazquez from primary
- zgency System
. - Iraida Vazquez
Dodge, gaclr: C:Cdl::otrdmated Entry System s Racine City & County CoC .
hd LY Kachieen R:corL :I:_E :C:Sn'r;lc:" Coordinated Entry a 13 days ago Coordinated Entry System =
IATEEE4ET Sy Y HEELE L ! Added by Iraida Vazquez from primary
agency System
Iraida Vi
Racine CoC Coordinated Entry System R'a' 2= :qu:zc coc
oo D) Doe, Jon Coordinated Entry a 9/15/26 Cac'”; 'q"d . “"'"'5'3" o s
21BA44656 Racine City & County CaC Coordinated Entry 6 days 2gn oordinated Entry System =
System Added by Iraida Vazgquez from primary
- ZEEnCy System
) . Iraid= Vazguez
Racine CoC Coordinated Entry System AETER e B
v 1T ek Coordinated Entry a S T Ey B ET e Lon
581093107 Racine City & County CoC Coordinated Entry days ago - Coordinated Entry System ==
Syste: 3y= ago Added by Iraida Vazgquez from primary
BEENCY System
Iraidzs Vazguez
Veterans Path to Hope - Day Center
oo GL Gaga, Lady Doy Sheter a 91825 Veterans Path to Hope
44C0CT8EB \‘.n:,a“ Path o Hope 3 days ago Added by Iraida Vazquez from primary

agency System

1-7of7

e The Status Due tab will provide information on households’ enrollment start dates and the last date on which an
annual assessment was completed.
o This tab can assist in tracking when clients are due for a 30 day update to their Coordinated Entry
Referral and Enrollment if you use the Annual Assessment instead of Status Update Assessment.
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Status due
Enroliments in your caseload for which annual assessments are required

Oient Program Mame

Test, Testing
W
LS81093107

S,
.||
S]]

Start Date Azzazzment Dus

Racine CoC Coordinated Entry System
‘Coordinated Entry

Racine City & Caunty CoC Coardinate

ﬁ 52826

ﬁ BI28126
3 months 26 days 2g0

ZE days ago

Entry System

COMPLETING COORDINATED ENTRY UPDATES

Now that the client is enrolled in the CE Program, any subsequent interactions including referral follow-ups, phone
conversations, meetings, etc. will all be documented within the CE Program Enrollment. Updates should be completed

every 30 days.

To document updates, you will need to go into the Head of Household’s Program Enrollment for the Racine CoC
Coordinated Entry Program.

e C(Click on the Active Enrollment tab. This will bring you to the Active Enrollments tab, where you will click on the
Head of Household’s name.

Active enrollments

Active client enrollments you have crested or were assigned to

r/’- -‘\\

- Q= @

.\_ J

Client Program Name Start Date Created by

HALD APOMO PSH

Iraida Vazquez

e This will bring you directly into the History tab of the Head of Household’s Program Enrollment for the Racine
CoC Coordinated Entry Program. It is important that you complete all data entry and updates within the

System

Coordinated Entry Program Enrollment.
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Dumpty,
” Hum;; FH - Permanent Supportive Housing a ?’f‘:f‘“ T 0
——— (disatilty required for entry) e == SV:.__:;‘E T e
ALO, Inc. agency Syste
P HALO Inc Women and Families Shelter 715126 Iraida Vezquez
~ D ' Emergency Shelter - Entry Exit a 2 months 6 HALD, Inc. N -0
0 2 iancasss e i days agD Added ts-,. Iraida Vazquez from primary =
agency System
Rcine Cot Coordinated Entry 5 Iraids Vazquez
Corral. c“"": ‘; ) :"t' inated Entry System 83026 Racine City & County CoC
~ Golden EeAe T A g a 1 s 18 i
G Racine City & County CoC Conrdinated Entry o e
AB456D539 S days ago Added by Iraida Vazquaz from primary
agency System
) ) Iraids Vazquez
Dodee, Racine CoC Coordinated Entry System B oty CaC
DK P Coordinated Entry 948126 o 5 0.
Rarine City & County CaC Coprdinatas Entry 13 days age o ated ErT VS ystar ==
JA1EGE4ST E ¢ Added by Iraida Vazguaz from primary



GC Golden Corral
Expand this saction to view more details about the client that this program enroliment is for.

QD  De

Wa

Racine Col Coordinated Entry System

Racine City & County CoC Coordinated Entry System
Coordinated Entry

&

8/3/26 - Active
1 months 18 days ago

m Home :D

Step 1: Add a Status Update Assessment

History 222  Group

Services - E Events @

Assessments

[ & Progr

-=, Notes @J Files

e Once you are in the Head of Household’s Program Enrollment, click on the Assessments tab. Then click @ to

add a Status Update Assessment.

Golden Corral

You e cumently viewing the Clien:Record pages or Galden Corral (AS4S60533)
o
o @

e (M  Home

C Cosrdinated Entry System
iy & County CoC Coardinated Entry System
ry

@

) History & Group [#  Services -

Program assessments
Racine Cot Coordinated Entry System assess:
Assessment due every manth

men history for Galden Carral

(2 ProgramReferral ) (% Community Queue

J (% o contact information |
(A Annusisssessmentoue-oso2202 ) [ &
Events =, Notes O Fies B Foms De Assigned Staff Bl e

%

=2 b

0\:\ @

(€]

Name. Creatad by

Created on Completed

b

8/5/26. 10:48 AM ] oE
1 mmanch 12 day= 2g0 manehs 16

daysagm

g m

e Next, select Status Update Assessment and click Next.

Add a program assessment

[ Y —

Available Assessments

H
3

Current Living Situation

Status Update Assessment

x
=
3

ent

006006006000

cine CoC Prevention Asse:

Racine Housing Support Asse:

Selact an assessmant ta add 1o Racine CoC Coardinated Encry System

nsent to Participate in Coordinated Entry

Coordinated Entry Veteran Information - BoS

ssment (V2)

ssment
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e Make sure to include additional group members when completing a Status Update. Select the household
members to include and click Next

Add a program assessment X

o Select an assessment

o Include househald members {optianal)

Include additional group members (optional)

Select additional group members to add an assessment for (if applicable)

Household Members

o salyDoe

=) o

|

\

© e

e Update the information on the Program Assessment: Status Update Assessments to best reflect the client’s
current situation and chronicity status. You do not need to complete the Coordinated Entry Staffing Information
at this time. Then click Save to complete the Status Update Assessment for additional household members or
click Save & Complete if your household consists of only one person.

Program Assessment: Status Update Assessment

Status Update Assessmant data collection for Jon Dos

Project Status Date *

09/21/2026 =

MM/DDYYYY

Living Situation at time of Update

Type of Residence *

Emergency shelter, including hotel or motel paid for with emergency shelter voucher, Host Home shelter b

Length of Stay in Prior Living Situation *

One month or more, but less than 90 days A

Approximate date this episode of homelessness started *

07/15/2026 =

MMDDYYYY

Mumber of times an the streets, in ES, or SH in the past three years *

COne Time hd

Total number of months homeless on the streets, in ES, or Safe Haven in the past three years *

Three Months hd

Survivor of Domestic Vielence

No hd
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Add a program assessment X

Nice! You finished this task!
Tap the Complete button below to continue:

[~ Complete

o NOTE: There are no fields to update on the Status Update Assessment for children under the age of 18.
You are simply going to make sure the Project Status Date is correct for the child, and then click Save &
Complete.

Step 2: Add a Current Living Situation Assessment

e When completing the Status Update Assessment if the client / household’s living situation has changed since the
last update, you will also need to add a new Current Living Situation Assessment.

e Follow the steps outlined in the Add a Current Living Situation Assessment section of this guide to create a new
Current Living Situation Assessment.

Step 3: Add a Note

If the client / household’s living situation has changed since the Assessment was completed or since the last
Status Update, move on to Step 2.

If the client / household remains in the same living situation from the last Status Update, move on to Step 3.

e Now click on the Notes tab within the program enrollment. Then click the @ to Add Note.

o Complete all relevant information on the Add Note page, then click Add Record once complete.
o Title—add a title for your note
o Category —select “Coordinated Entry”
o Date —select the date on which you completed the update
o Time Tracking — leave blank
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Add Note X

New Note @

Add & note for Jon Dos

Title *

Updated Completed, client remains on CE PL

Category *

Coordinated Entry A

Date *

09/21/2026 E

MM/DDYYYY

Hours Minutes

Select v Select v

Note *

“ < |B I | @) := ;=

Client is still in shelter, updated CE status update with length of time homeless

PowereD v (Y CKEditor

Cancel I: Save |

e The Note will appear on the Notes tab in the program enrollment.

(M Home D Hiswery 2% Group Services 28 Evens E]  Assessmenss =, Notes @ Fies B rorms D2 Assigned Scaff B e
Notes @
Manage enrollmentevel notes for the client
./’. k\y
\ )
Name Category bare Crastad by
! Iraida Vazquez
Updated Completed. client remains on CE PL )
v 5 = Coordinated Entry (8 omins Racine City & County CoC Caorainsted Entry System D
Racine City & County CoC Coordinated Entry System :
Added by Iraida Vazquez from primary agency System
Iraida Vazauez
COnsent @
- . : )
O o coccomsmmes oy S snaas Q) 5 coc conrses vy sy 7]

Added by Iraida Vazquez from primary agency System

1-2012 < >

DOCUMENTING CLIENTS THAT DECLINE PARTICIPATION IN COORDINATED ENTRY
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If a client is offered the opportunity to receive a Coordinated Entry assessment and referral and they decline, you will
need to document this information in the client file.

e Go to the Head of Household’s client file and navigate to the main-level Assessments tab.

e C(lick the @ on the Client Assessments page to add a new assessment.

Goto Clientszarch
Test Client 47843477875
You are currenzly iewing the Client Resard pages for Test Client 47843477875 (2A320€7C5).

o
= Frofile Client assessments @
Assessment history for Test Client 47843477875

@ privacy

Household

Name Created by Crested on Updated by Updated on

Reports
o Current Living Irsids 9121726, 12:46 P Iraida 2021/28, 12245 P01 om
Situation Vazauez Today vazauez Today
Care Team

1-101
Programs

& 2 U

History

3

Services

Assessments

Notes

o m

o Next, select the Consent to Participate in Coordinated Entry and click Next.

Add an assessment X

0 Select an assessment

Available Assessments

Select an assessment to add

MName
@ Current Living Situation
@ Consent to Participate in Coordinated Entry

1-20f2

e Complete the assessment questions.
o Assessment Date — this should be the date that a Coordinated Entry assessment and referral were
offered to the client and they declined.
o Does the client consent to participate in Coordinated Entry? — select “No”
o Click Save and Complete.
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Add an assessment X

() e

v

Nice! You finished this task!
Tap the Complete button below to continus.

(S (Dmp\exw

e If a client eventually accepts an opportunity to receive a Coordinated Entry assessment and referral, create an
enrollment and follow the steps outlined in Adding an Individual or Household to the Coordinated Entry System
at that time.

REMOVING A CLIENT FROM THE COORDINATED ENTRY SYSTEM

You will remove a client from the Coordinated Entry System if they are no longer in need of housing assistance, if the
referring agency is unable to contact the client, or if the client requests to be removed from the Coordinated Entry
System.

There are two steps to removing a client from the Coordinated Entry System:
1. Remove the client referral from the Community Queue
2. Exit the client from the Racine CoC Coordinated Entry Program

Before you begin, make sure that you are switched into the Racine City and County CoC Coordinated Entry System

agency.
Iraida Vazquez -
Racine City & County CoC Coordinated Entry System

Step 1: Remove the Client from the Community Queue

e Go to the client’s file and click on the History tab (if the household consists of more than one person, go the
Head of Household’s file).

Then click on the row with a referral icon &' to edit the pending Referral to the Racine Perm Housing Queue.

GC Golden Corral & Program Referral ou' % Commu
You are currently viewing the Client Record pages for Golden Corral (AB456D533). . / \

History
View 2 history of interactions with this client
@  privacy \
:22  Household
Activity Stare Date £nd Dzte Deails
1l Report
Current Living Situation
wrsizs aisrz6
£ creream @ Racine ity & County CoC C =m_ e — B o e el
o ar3125, 10:34 AM 5
B rrogams il T) i B rerses
= ar3rzs o4
D e =] 8 - Bt o &
istory
= ar3rzs
%o - 8- B i o
[ serices
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e Nextclickonthe ® on the right-hand side of the Referral page to select Remove From Queue

Community Queue Referral ﬁ Pending
referralfar Golden Corral

Referral
Edit referral decails

Client
Galden Carral

Referred to
Racing Perm Housing Queus

Referring Agency
Racine City & County CoC Coardinated Eniry System

Referred Dace
08/03/2026 10:34 AW

Days Pending
0 day(s)

Qualified
Yes

HousineSupnor: Score

e Scroll to the Remove from Queue section of the referral.

¥ Check-in

&F reassien

7

S

=, Remove From Queue

[+ change Queue

D) i

[ oewe

o Select the appropriate Reason for Removal. If there is a secondary field that appears, be sure to

complete that field as well.
o Select the Queue Removal Date.
o Click Save.

Remove from Queue

Reason for Removal ¥

Whereabouts Unknown

Sub-reason for Removal *

Unable to Contact

Queue Removal Date *

3:05 PM

09/21/2026 [} ‘

Cancel [ Save

e In the History tab, you will now see that the Referral has an End Date and is closed.

& Profile

History

View = history of interactions with this dient

@  Privaey

225 Household

Q:\ = @

Activity
||| Reports

Referral: Racine Perm Housing Queue

o
¥ Racine City & County CoC Coordinated Entry System referral to Community Queue
Eg Care Team This entry added by Iraida Vazquez from primary agency System
Current Living Situation
@ Racine City & County CoC Coardinated Entry System
En_ Programs This entry added by Iraidz Vazquer from primary agency System

Racine Housing Support Assessment
Racine City & County CoC Coordinated Entry System
History This encry added by Iraida Vazquez from primary agency Systm

©
!

Consent to Participate in Coordinated Entry
Racine City & County CoC Coordinated Entry System

b
al

Start Date

a 8/3/26, 10:34 AM
1 manths 18 days aga

o SR
8 -
8 -

End Date

@ /21726, 3:05 PM
Today
a 8/5/26
1 manths 16 days ago

B/3/26
1 months 18 days ago

a 83026

Step 2. Exit the Household from the Racine CoC Coordinated Entry System Program

Details

=
e | B2 B

e  While you are still in the Head of Household’s file, click on the Programs tab. Click the row with an Active

Enrollment in the Racine CoC Coordinated Entry System program.
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GC Golden Corral (& programReferral | | % Com
Vou are urrenty viewing e Client Recora pages for Goloen Cors| (A84550539) § -

Profile

Do

Program enrollments @
Program enroliment histary for Golden Corral

@) Privacy

28%  Household

il Reports

° @ e [ e B aave k@ e R 2

[1=9 Care Team & County CoC Coordinated Entry System Added by Iraida Vazquez from pril cy Sysiem

Northern lllinois Coordinated Entry System Joyee Williams
Q e & e B nawe B eni o oo oo o 2
Ml programs Rockford/DeKaln, Winnenags, & Baons Counties CoC 3 Ased by Joyce Willzms from primary st
e Click Exit to navigate to adding an Exit Screen and click + to record the client Program Exit.
@ ;c;:uc:r:;;;t:: a sanspce (A Aneuat ssessmens Due._ooroarsuzs ) a &
() Home D History 222 Group Services 28 Events B Assessmen s =, Notes @ e B forms s Assigned Staff B e
Program enrollment: Exit %
=| Exit program

X exitthe program with s new screen

e Fill in the Project Exit Date and the Destination information. Then click Save & Next.
Add an exit X

o Golden Corral exit screen

Program enrollment: Exit

Exit data collection for Galden Corral

Project Exit Date *

09/21/2026 B

MMIDDIVYYY

Destination *

No exit interview completed -

/A REMINDER: Remove the Head of Housshold's refarral from th G ity Queue after exiting the C
Entry program

[ saveaNext o

.3

o Completed

e C(Click Complete. The household is now exited from the Racine CoC Coordinated Entry program and is fully
removed from the Coordinated Entry System.

Add an exit X
@ cotten Corral et screen
|

v

Nice! You finished this task!
Tap the Complete button below ta continue.

(v complete
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IMPORTANT NOTE: Exits to Permanent Housing Removes household from the Coordinated Entry System

A client will also be automatically removed from the Coordinated Entry System if they are exited from another
program (ex: emergency shelter, street outreach, prevention, etc.) into a permanent destination.

EXAMPLE OF WHAT THIS LOOKS LIKE IN CLARITY

A client is enrolled in the Racine CoC Coordinated Entry System program and the ICA Racine Training Shelter
program at the same time.

Program Name Entry Date Exit Date Created by

Iraida Vi
Racine CoC Coordinated Entry System raida Vazguez

N 7/23/26 Racine City & County CoC Coordinated Entry
Cm?rdlr?ated Eilisy . a 1 months 30 days ﬁ Active System &
g;::::;cw S I age Added by Iraida Vazquez from primary agency

System
ICA Training Shelter 6/1/26 :'CEA‘dTE' \(a%quez o
Emergency Shelter - Entry Exit a 3 months 21 days a Active Addadrab;‘r}lr:\gu:%::q?ez R 2

ICA Training Agency g0 System

1-20f2 < >

A staff member at the ICA Racine Training Shelter exits the client from their program on 9/18/2026 into a
permanent destination (rental by client, no ongoing housing subsidy).

o Dolly Parton exit screen

Program enrollment: Exit
Exit data collection for Dolly Parton

Project Exit Date *

09/18/2026 B ‘

MM/DDIYYY.

Reason for Exit *

Left for Housing Opportunity - Permanent v

Destination * o]

Rental by client, no ongoing housing subsidy v

When the staff member hits Save & Next— at the bottom of the exit screen, two messages will appear on their
screen informing them that the client will be removed from the Community Queue and exited from their
Coordinated Entry enrollment.

r ~
Warning r 1

This client has exited to a Permanent Destination and will automatically be removed
This client has exited to a Permanent Destination and will automatically be exited from the Program. from the Community Queue.

The staff member will click Confirm to proceed.
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e Onthe Programs tab, we can now see that the client was automatically exited from the Racine CoC Coordinated
Entry program on 9/18/2026. The Project Exit Date and the Destination will match the information that was
documented on the ICA Racine Training Shelter program exit.

Program Name Entry Date Exit Date Created by
Racine CoC Coordinated Entry Iraida Vazquez
System 723726 9/18/26 Racine City & County CoC Coordinated Entry o
Coordinated Entry a 1 months 30 days ﬁ 4 days System =
Racine City & County CoC Coordinated Entry ago ago Added by Iraida Vazquez from primary agency
System System
ICA Training Shelter 6/1/26 Iraida \{E_ZCIUE‘Z
Emergency Shelter - Entry Exit ﬁ 3 months 21 days LG T“‘“‘“_g Agency . &
\CA Training Agenc ago Added by Iraida Vazquez from primary agency
g Agency 3
ystem
1-20f2
Racine CoC Coordinated Entry System
7/23/26 - 9/18/26
Racine City & County CoC Coordinated Entry System a ol
Coordinated Entry E3EE
“B  Events @ Home @ Histo 2: G A = N
-0 ry -3 roup ssessments =2 otes
Program enrollment: Exit
Project Exit Date
09/18/2026
—
Destination
Rental by client, no ongoing housing subsidy
A REMINDER: the Head of I s referral from the Community Queue after exiting the household from the Coordinated Entry prog

e Inthe History tab, we can see that the Referral to the Racine Perm Housing Queue was closed on 9/22/2026 as
the exit from ICA Training Agency was recorded in Clarity versus 9/18/2026 when it was backdated.

History

View a history of interactions with this client

'

Activity Start Date End Date Details

Referral: Racine Perm Housing Queue
O 4 Racine City & County CoC Coordinated Entry System referral to Community 7123026, 311 PM 9422126, 3:27 PM 0
= 1 months 30 days 23]
Queue . Today
This entry added by Iraida Vazquez from primary agency System =

Racine Housing Support Assessment

— 7123/26 o
|._9 Racine City & County CoC Coordinatad Entry System ﬁ - ﬁ 1 months 30 days Hl -
This entry added by Iraida Vazquez from primary agency System ago
—  Consent to Participate in Coordinated Entry 7123126
-_e Racine City & County CoC Coordinated Entry System a = a 1 months 30 days m
This entry added by Iraida Vazquez from primary agency System age
Current Living Situation 7/23/26 7/23/26
@ Racine City & County CoC Coordinated Entry System a 1 months 30 days a 1 months 30 days Eﬂ
This entry added by Iraida Vazquez from primary agency System =50 ago
Racine CoC Coordinated Entry System 7/23/26 0/18/26
Eﬂ Racine City & County CoC Coordinated Entry System a 1 months 30 days a 4 me w0
This entry added by Iraida Vazquez from primary agency System ago B
Current Living Situation 6/1/26 611126
@ ICA Training Agency ﬁ 3 months 21 days ﬁ 3 months 21 days m
This entry added by Iraida Vazquez from primary agency System ago ago
ICA Training Shelter
. B ?”’26 0/18/26
ICA Training Agency 3 months 21 days g
This entry added by Iraida Vazquez from primary agency System ago B
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e The staff member that created the enrollment and referral will receive a notification through the Clarity
messaging system that the client has been automatically removed from the Coordinated Entry program.

Dear Iraida Vazquez,
The following Coordinated Entry programs have been automatically exited:
Client Program Name Start Date

Racine CoC Coordinated Entry System
Racine City & County CoC Coordinated Entry System

6FF3C5422 07/23/2026

ACCEPTING A REFERRAL FROM THE LIST

Getting Started

e First make sure you are switched into the agency accepting the client (generally your primary agency).
o You cannot be switched into the “Racine City and County CoC Coordinated Entry System” agency to
complete this step.

-

ICA Test
-

e While you are on the home page, you will see the Referrals tab is visible. Click on the Referrals tab.

v
v

CDQ Clients

2+ Referrals

e C(Click on the Community Queue tab, and make sure the Racine Perm Housing Queue is selected.

Referrals

Referrals for ICA Training Agency

2+ Incoming Referrals Community QUEUE‘

View a list of the community queue referrals for ICA Training Agency

=2  Community Queue - -

I: v Racine Perm Housing Queue k Racine Prevention Queue |
\_

Reassign the Referral to Your Agency’s Program

The Coordinated Entry System Administrator is responsible for reassigning the referral to a Permanent Housing Program
(PSH and RRH) after receiving an email notification from the housing provider of the vacancy. The email serves as
documentation of compliance with Coordinated Entry.
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e The Coordinated Entry System Administrator/Matchmaker reassigns the referral from the Community Queue to
your agency’s program. If you click on the Incoming Referrals tab, you will now see the client’s referral is
pending for your agency to review.

< " . ) ICA Test
v S S a— & a 2@ 0 I
& Clients Referrals
Referrals for ICA Training Agency
2+  Referral
= eterrals 9% Incoming Referrals
= 8 Incoming Referrals
View a list of the incoming referrals for ICA Training Agency
il Reports S2 Community Queue P N
alend ‘ ~  Referral Status: 2 selected X Q| = = B
a alendar E>  Outgoing Referrals =
AN /
Attendance (> Availability clent R Referral o Days Referral
Date Pending Status
Gh—_l Inventory @ * Jon Doe ICA Training Rapid Rehousing
Snoozed JAETEE Pendin| 0
v 5
@ Referred by Racine City & County CoC o Program ﬁ 8 days 0 day B Sanre,
Coordinated Entry System ICA Training Agency ago
« « o

e From here your agency will either:
o Enroll the client / household into your agency’s program.
o Deny the referral and...
= Send the referral back to the Community Queue, OR
= Completely close the referral if the client no longer needs or wants assistance.

Enrolling a client with an Accepted Referral

o Ifaclientis eligible for and accepts the offered programming, you will then enroll the client into the program for
which the client prioritized.

e When you click to enroll the client into the program, you will notice there is a toggle on the left side of the screen
that will say “Pending Referral (Referral date: xx/xx/xxxx)”. Make sure to select the correct program to enroll the
client into and click Next.

Available Programs

Select the program for the enrollment

Name

ICA Dane Street Qutreach

ICA DHS 1915i Test Program

ICA Training Agency - CDGB-CV Rent & Utility Assistance
ICA Training Agency - HOME ARP Supportive Services
ICA Training Agency - Night by Night Shelter

ICA Training BoS YHDP Test Program

<

ICA Training Rapid Rehousing Program Pending Referral (Referral date: 9/15/2026) k
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o Complete the enrollment as you normally would. When you view the Programs tab, you will see the enrollment
o+
has a small referral linkicon < on the right side of the page. This indicates that the enrollment was linked to
the Coordinated Entry referral, and that you completed the enrollment correctly.
o NOTE: at this point you have accepted the Coordinated Entry referral, but the Coordinated Entry
Enrollment remains active. The enrollment will remain active while the client is in housing search.

Program enrollments @

Program enrollment history for Jon Doe

o ~
\_ ) Y,
Program Name Entry Date Exit Date Created by
ICA Tralr!lng Rapid Behousmg Program CFEE . 1CA Tes_t o+l o
PH - Rapid Re-Housing Toda Active ICA Training Agency = =
ICA Training Agency y Added by ICA Test from primary agency HALQ, Inc
Racine CoC Coordinated Entry System IS Iraida Vazquez 2
@ Coordinated Entry a Y ——— a Active o Racine City & County CoC Coordinated Entry System 22
Racine City & County CoC Coordinated Entry System ¥5 2 Added by Iraida Vazquez from primary agency System
HALO Inc Women and Families Shelter Iraida Vazquez 2
Emergency Shelter - Entry Exit a 715728 a Active HALO, Inc 22
H\LDgInccy Ty 2 manths & days ago T ==

Added by Iraida Vazquez from primary agency System

|EXITING THE CLIENT FROM THE COORDINATED ENTRY SYSTEM

e The client will be completely removed from the Coordinated Entry System once they have secured housing and a
Housing Move-In Date has been documented.

e When you go into the client’s Enrollment and enter the Housing Move-In Date, a screen will pop up asking to
confirm that the client is housed and will be exited from the Coordinated Entry enroliment. Click Confirm.

Complete Housing Move-In Date When Client Moves Into a Permanent Housing Unit

Housing Move-In Date

09/2312026 =

MM/DD/YYYY

Total Monthly Rent Amount listed on Lease (not client subsidy) *

$ 1000 o]

Zip Code of Rental Unit *

53403 ]

Warning

This client has exited to a Permanent Destination and will automatically be exited from the Program.
Please review other household members as well.
N
X Cancel | & confirm *
o 2

e The client will now be exited from the Racine CoC Coordinated Entry System program, with an exit destination
reflecting the program they have been housed through.
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Racine CoC Coordinated Entry System ﬁ 9/15/26 - 9/23/26

Racine City & County CoC Coordinated Entry System TE £33
Coordinated Entry ¥
< Events @ Home @ History 2&% Group E Assessments =, Notes @J Files B Forms 2 Assigned Staff m Exit

Program enrollment: Exit

Project Exit Date
09/23/2026

Destination
Rental by client, with ongoing housing subsidy

Rental Subsidy Type
RRH or equivalent subsidy

Denying a Prioritized Referral

e [f aclient declines the offered programming for which they have prioritized, or a program denies a referral due
to a client’s ineligibility for the program, the referral must be documented as Denied.

1. Click on the Referrals tab from the home page.
2. Next click on the Incoming Referrals tab,
3. Search for the client. Then click on the row to edit the pending referral.

f & EEeh D 5 mEmtg & a 2 o Iraida Vazquez

ICA Training Agency

Sa  Clients Referrals
2+  Referral
2+ Referrals o4+ f
= Iemhp R s Incoming Referrals
View a list of the incoming referrals for ICA Training Agency
th Reports S2  Community Queue p ~.
‘ ~  Referral Status: 2 selected (&) X Q = = @
Calendar B>  Outgoing Referrals S
S /
L=l {0 Availabilit Referral D3y Referral
» D ys eferral
Glieot Program Date T Pending Status
7 Merge Gh-_l Open Units Test Client 47843477875 3 ICA Training Rapid Rehousing

ICA Training Agency

9/22/26
v @ Referred by Racine City & County CoC o Program B e 0day £ Pendine.
Coordinated Entry System ago ys og

e Change the Current Status to “Denied”. Click on the edit pencil 4 in the upper right corner of the
referral details page.

® Program Referral a Pending { & ViewCient )
e forTestc \ 2 Viewrent )

Referral 7
it referreldesas

Referred Program | ;

ICA Training Rapid Rehousing Program
Referred To Agency

ICA Training Agency

Referring Agency

Racine City & County CaC Coordinated Entry System

Referred Date
0912212026 11:54 AM

HousingSupport Score
240

Reassigned

Staff Home Agency
System

Last Activity
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e When you change the status, additional fields will appear. Complete the fields accordingly, then click Save
Changes.
o Send to Community Queue — Select “Yes” to return to the client to the Community Queue, or “No” to
completely close the client’s referral.
o Denied by Type — select “Client” or “Provider”.
o Denied Reason —select appropriate answer.
o Denied Information — REQUIRED. Document notes on why the referral was denied.

Denied by Type *

Provider

Denied by Reason *

Client did not shaw up or call -

Current Status ®

Denied

Denial Information =

“—.sr.lBI::;: ‘

Unable to contact dient, attempted to reach client in shelter and via street outreach over a week and no respanse, no case managers have been able 1o lacate cliant. no phone number avsilable and no other contacr iable.
Status Date *
08/23/2026 m ‘ 11:16 AM @

Send o Community Queus =
@ w0
(@ ) o from customer porel

Gancel | saw

e This information will now show up in the History section of the referral.

History
Viewrthe histary for the referral

Acsiviy Dtz Days Pending Staft
Denies: ICA Training Rapid Rehousing Program . ICA Training Agency Siﬁz& jW::MsAM 2 ::.::I:::q:::v ®
Frogram Referral: ICA Traiing Rapid Rehousing Program, 1CA Training Agency 0212372026 1054 Al q Irsida Vazquez

RN 1534 AN Racine Dty & Caunty £ ©

. ) N _ . 022272026 11:54 AM Irzida Vazquez
T — . == = B

e It also will be visible in the Client’s File on the History tab.

History
View 2 history of interactions with this dient

' Y
| (o) <al= @

e A

Activity Start Date End Date Details

Referral to RRH projs i ta ARH opening

a Racine City & County CoC Coordinated Entry System ] ﬁg?ﬂﬁ o] ?@26 o
T ed by Iralda Vazquez from primary agency System oz reay

Referral: ICA Training Rapid Rehousing Program

&5t Racine City & County CaC Coordinated Entry System refarral to ICA Training Agency
This entry added by s Vaaquez 2 Sgency Sy

9122/26, 1154 AM Denied

&

Racine Housing Support Assessment
S@ Faine City & County ed Entry System
This entry sdded by ald ary sgency System

I
=]
0

—,  Consent to Participate in Coordinated Entry
S@ Farine City & County CaC Coordinated Entry System
Tl eniry added by kalda Vazques from primary agency Sysic

5
9|9

Current Living Situation
@ Racine City & County ColC Coordinated Entry Systsm
This entry adeed by klda Veagues from grimary agency System

Gl | GI GI CD

8
=2 & 2
&

Racine CoC Coordinated Entry System
Eﬂ_ 7 Cou o Entry

s
1 ays age
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