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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.  

 

Navigate to the client’s active program. Click on the active program. 
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Click on “Assessments” at the program level.  

 

Click on the plus sign to add a program level assessment.  
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Select “DCA Referral”.  

 

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

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

 

Click the plus sign to add a new referral. 
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Type “DCA” in the search box to filter the list.  

 

Select the appropriate program to refer to. 
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Scroll down to click “Next”.  

 

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