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HOW TO COMPLETE A DCA REFERRAL IN CLARITY HMIS

STEP ONE:

Search for the client and select the client’s profile.

% ClientSearch » MarthaTest > [l Programs

& Q@ @ Jennifer McCloskey-Haas _

YMCA
\Vhg| Martha Test
You are currently viewing the Client Record pages for Martha Test.
& Profile .
Program enrollments @ i
Program enrollment history for Martha Test
@ Privacy
=
‘ = =
22 Household L 5 .
S History Program Name Entry Date Exit Date Created by
O Programs YMCA - VB Family ES Jennifer McCloskey-Haas
3 @ Emergency Shelter - Entry a 8/12/26 a Hbo YMCA °
Exit 1 days ago Added by Jennifer McCloskey-Haas from primary agency =
YMCA System
[E Assessments
Sreet teats v ez MeoumtCame Hagth .
& Units/Beds @ Street Outreach B 1 months 13 days B 1 monthss days Added by Jennifer McCloskey-Haas from primary agency =
Mount Carmel Health ago ago System
o
= CareTeam 1-20f2 (3 >
T Notes
«
Q Alerts

1bus.clarityhs.com/horizon/clients/8CB689DCY/program/1138843

Navigate to the client’s active program. Click on the active program.

& ClientSearch > MarthaTest > [ Programs

& Q@ @ Jennifer McCloskey-Haas _

YMcA
Martha Test =
Expand this section to view more detais about the client that this program enrallment s for. 8
& Profile =
Program enrollments @ E
Program enrollment history for Martha Test
@ Privacy
a \
| el = =
2 Household L 5 = o
D History ! Program Name Entry Date Exit Date Created by
YMCA - VB Family ES k Jennifer McCloskey-Haas
Programs 8/12/26
m 8! @ Emergency Shelter - Entry Exit &8 e o B Adive YMCA 2
M o Added by Jennifer McClaskey-Haas from primary agency System
[E  Assessments MCH - Outreach & emoms o 7 Jennifer McCloskey-Haas .
Street Outreach A o amo e e Mount Carmel Health &
& Mount Carmel Health ' tasa L Added by Jennifer McCloskey-Haas from primary agency System
2 CareTeam
1-20f2 <
T Notes
O Alerts
@ Files
B Forms
@ Contacts
@ Location

2+ Referrals

(@ Restrictions
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Click on “Assessments” at the program level.

e« > [ Programs > YMCA-VBFamilyES(1138843) > [ Entry & Q@ @ {ewl"\(r::ferMccloskey—Haas'

Martha Test

Expand this section to view more deails about the client that this program enrollment is for.

YMCA - VB Family ES .
g $2152226;Actlve &
Emergency Shelter - Encry Exit g -/

o
2

@

280 - ’
< ([ Home O History :8 Group Services -8 Events [E] Assessments Goals =, Notes @ Files 4 Charts B Forms 2= Assigneds >
3
Edit Client Program 7
m Update client program for Martha Test in YMCA - VB Family ES
5] Program Date
08/12/2026
2 s 8
= Translation Assistance Needed
No
]
Shelter Bed Number
No value
Q
Prior Living Situation
(U] Type of Residence
Place not meant for habitation (e.g.. a vehicle, an abandoned building, bus/train/subway station/airport or anywhere outside)
B Length of Stay in Prior Living Situation
One night or less
= i this episode of tarted
06/29/2026
(] Number of times on the streets, in ES, or Safe Haven in the past three years
One Time
& Total number of months homeless on the streets, in ES, or Safe Haven in the past three years
One month (this time s the first month)

A AT A St D i e

Click on the plus sign to add a program level assessment.

> O Programs > YMCA-VBFamilyES(1138843) > [ Assessments ¢ Q@ =2 JV?SJfErMccloskey-Haas'

Martha Test

Expand this section co view more details about the client that this program enrollment is for.

YMCA - VB Fz ly ES y

2l 8/12/26 - Active N
YMca 1 days ago &) =
Emergency Shelter - Entry Exic oS

< [ Home 9 History :2: Group [# Sservices =8 Events E Assessments Goals =, Notes @ Files 24 Charts B Forms Se Assigned St >

o
2

(<]

)
Program assessments % @ H
m YMCA - VB Family ES assessment history for Martha Test
Assessment due every year
a8 ( \
| Q) @
his
° =
=
o Name Created by Created on Completed
v}
Jennifer
a McCloskey-Haas
N o E Current Living Situation m MR 8/12/26, 10:00 AM B 8122 s
+ YMCA Added by Jennifer ooy 1 days ago )
) McCloskey-Haas
from primary
agency System
E 1=10f1
=]
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Select “DCA Referral”.

Add a program assessment

@ sciectanassessment

Available Assessments
Select an assessment to add to YMCA - VB Family ES

Name

@ Current Living Situation

@ Status Update Assessment

@ Annual Assessment

@ DCA Referral ? V

@ Rapid-Rehousing Prioritization Tool (RPT)

9 Severity of Service Needs Assessment (SSNA)

@ TAY Assessment

1-70f7

<

@ Vartha Test assessment

B comnieted

Complete the DCA Referral and click “Save”, then “Complete”.

e Martha Test assessment

Program Assessment: DCA Referral
DCA Referral data collection for Martha Test

Assessment Date *

o<

08/12/2026

MM/DD/YYYY,

@ Rental Assistance

@ Past Due Rental Assistance
@ Security Deposit Assistance
Utility Assistance

@ Past Due Utility Assistance
@ Rental Application Fees

Total DCA Amount Requested

E

3
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STEP TWO:
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Next, at the client/agency level, scroll down to the Referrals tab and click on “Referrals”.

& ClientSearch > MarthaTest > [ Programs

MT Martha Test

You are currently viewing the Client Record pages for Martha Test.

& QP

Jennifer McCloskey-Haas _
YMCA

0= Care leam
B sies Program enrollments @ g
[ Program enrollment history for Martha Test
T
I_j Alerts (
| = =
b
S
U Files
Program Name Entry Date Exit Date Created by
@ Forms
YMCA - VB Family ES Jennifer McCloskey-Haas
Emergency Shelter - Entry 8/12/26 : YMCA o
= Active
[2] Contacts Exit & 1 days ago & Added by Jennifer McCloskey-Haas from primary agency =
YMCA System
@ Location MCH - Outreach 6/30/26 778126 Jn;nnlferCMcCITﬁeyl—}:‘aas
@ Street Outreach 1 months 13 days B 1 months 5 days funt Earmel Head &
. & =y Added by Jennifer McCloskey-Haas from primary agency
2+ Referrals System
1-20f2 < >

() Restrictions

«

Click the plus sign to add a new referral.

%, ClientSearch > MarthaTest > 2 Referrals

& QP

&«

Jennifer McCloskey-Haas

YMCA
Vg Martha Test a
You are currently viewing the Client Record pages for Martha Test. -
o Care leam
Referrals 5
= :
[ Notes View a list of the referrals for the client
~
0 Alerts 7 \
i \ Q)= m
A A
O Files
Program Status Referred Date Created by
B Forms

CSB - DCA Family RRH @ 8/12/26
B Pending a
= Community Shelter Board Tod
(2] Contacts & =
@ Location
2+ Referrals
() Restrictions
<«
4
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YMCA

Added by Jennifer McCloskey-Haas from primary agency System
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Type “DCA” in the search box to filter the list.

Add program referral >

o Select program

Available Programs
Select the program for the referral

e

[ ~ Eligible Programs Only : All Programs ®} DCAI X Q

Name
CSB - DCA DV RRH
Community Shelter Board

CSB - DCA EHV
Community Shelter Board

v en: Dq\ Eamily.RRY Pending Referral (Referral date: 8/12/2026)
Community Shelter Board

CSB - DCA GCH FCCS

> Community Shelter Board

G CSB - DCA GCH HP
Community Shelter Board

e CSB - DCA HFF C1 Housing HP

Community Shelter Board

Select the appropriate program to refer to.

Name

CSB - DCA HFF YHDP RRH

v
Community Shelter Board
~ CSB - DCA J2H RRH
Community Shelter Board
w CSB - DCA Non-HMIS
Community Shelter Board
- CSB - DCA Single RRH
Community Shelter Board
o CSB - DCA Transition
Community Shelter Board
- CSB - DCA YMCA Singles Expansion RRH

Community Shelter Board
. CSB - DCA Non-HMIS RRH/TH
Community Shelter Board
Description

Active Clients

BN Families [N Individuals
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Scroll down to click “Next”.

Funding Source

@ HUD: CoC - Joint Compo...

Service Categories

@ Financial

Required Documents
No required documents.

CS

11-170f 17 < >

C- Y

e Martha Test referral
I

e Completed

Update the referral date if needed. Add notes. Click “Save”.

Kererrea rrogram
CSB - DCA Non-HMIS RRH/TH

Referred to Agency
Community Shelter Board

Referring Agency
YMCA

Referral Date

10:08 AM

08/12/2026 = l

Note

‘hr’BI@Z:;:

Test Referral k

FoweReDSY O CKEditor

s () &7

e Completed
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Click “Complete”.

Add program referral

CS

9 Select program
I

o Martha Test referral

e Completed

v/

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

o) &

COMMUNITY SHELTER BOARD 355 E. Campus View Blvd., Suite 250, Columbus, OH 43235
csb.org/providers/hmis

614-221-9195



	How to complete a DCA Referral in clarity HMIS
	Step One:
	Step Two:

