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How to Record the Adult CE Primary Assessment

This workflow reflects the necessary steps needed to create a client profile, enroll the
client in an Adult Coordinated Entry Program, and administer the Adult CE Primary
Assessment. The purpose of recording an Adult CE Primary Assessment is to record an
adult’s self-reported homelessness history when entering the San Francisco Homeless
Response system at a Coordinated Entry Access Point.

Search or add new profiles
1) Log in to the ONE System and click on the dropdown arrow to change to the “San
Francisco Adult Coordinated Entry Agency”.

JF Agency Staff,

Fake Example Agency #

JA

Providence Foundation

I San Francisco Adult Coordinated Entry ... !
SEARCH FOR A CLIENT ADD CLIENT @ sed:

Amy Test

2) Next, search for the person in the search box. Search can be conducted by
entering a partial first name, partial last name, Date of Birth, or Social Security
number. Search for the person before creating a new profile to avoid creating
duplicate profiles in the ONE System.

If you find the person in search, click edit to the left of the person’s name to open
the profile screen. Go to step 8.

SEARCH FOR A CLIENT ADD CLIENT @ ‘

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Date of Birth Last Four SSN Last Updated
5 Abtest Abtest 0000 06/12/18
Amy Test 12/03/76 4656 06/06/18

Baby Test 06/12/18 0000 06/13/18
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3) If the client does not appear, click “ADD CLIENT” and complete the profile screen
for this person.

San Francisco Adult Coordinated Entry Agency : S N

D SEARCH = CASELOAD g REFERRALS

Your recent client searches accessed:

Elsie Test

el m

Enter your search terms above to search for a client. Use full name, partial name, date of birth or any combination.

Amy Test

Newclient Test
Your search - "test Jeana" - did not match any client.

4) Enter the profile information and change the Release of Information. Change the
Documentation dropdown to “Electronic Signature”. Next, click “E-Sign

tH]
Document”.
. - amn JF Agency Staff,
San Francisco Adult Coordinated Entry Agency = S JA
£ SEARCH = CASELOAD é REFERRALS
CREATE A NEW CLIENT RELEASE OF INFORMATION

Permission Yes v

Social Security Number 887 - 26 - 9872
Start Date 07022018

Quality of SSN Full SSN Reported L4
End Date 07/02/2028

Last Name Test m
Documentation + Select

First Name Jeana Electronic Signature

Quality of Name Full name reparted ~

Quality of DOB Full DOB Reported ~

5) The Electronic Signature Form will appear. Click “Save”.

ELECTRONIC SIGNATURE FORM

Certification that Notice of HIPAA Policy Was Provided to Client

By completing this form, you are hereby certifying that the client was notified of the City and County of San Francisco HIPAA

Cor || o

policy.
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6) Scroll down to the bottom of the profile screen and select Add Record.

Emergency Contact 123-421-5234 Email:

Phone Number:

**P EASE USE LOCATION TAB TO DOCUMENT HOUSEHOLD'S CURRENT AND PREVIOUS
LOCATIONS**

ADD RECORD \ CANCEL

7) A message will appear to confirm that the profile was created.

Jeana Test 2 e

PROFILE HISTORY SERVICES PROGRAMS ASSESSMENTS NOTES FILES LOCATION

Your changes have been saved successfully.

Enroll Client in Adult Coordinated Entry Program
8) At the top of the profile screen, select “PROGRAMS”.

Jeana Test

PROFILE HISTORY SERVICES  PROGRAMS
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9) Click on the down caret next to the Adult Coordinated Entry Access Point program
with which you are associated. If you are not sure which program to choose,
contact your program manager.

PROGRAMS: AVAILABLE

ECS Pariner — SFHOT

ECS Pariner = Swords o Plowshares

ECS Partner — LCSF

ECS: Bayview Access Point

ECS: Mobile Access Pont

ECS. 50MA Access Point

10) Next, click on the “ENROLL” button to begin the client’s program enroliment.

ECS: Mobile Access Point ~

Active Clients

B 0%  Families
B 100 % Individuals

& Funding Source Service Categories:
Other (N/A) + Housing Search and Placement ~/ Other +/ Outreach Contact
Availability

Limited Availability

PROGRAM AVAILABILITY:

# Available openings

Include group members:

Elsie Test

FS1 PRINT DIRECTIONS B poc REQUIREMENTS m
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11) Complete the program enrollment questions and select “SAVE & CLOSE”. The
‘Project Start Date’ is the date that the client visits and engages the Access Point.

Enroll Program for client Jeana Test

Project Start Date b

DISABLING CONDITIONS AND BARRIERS

Disabling Condition Select v
Physical Disability Select v
Developmental Disability Select v
Chronic Health Condition Select o
HIV - AIDS Select v
Mental Health Problem Select b
Substance Abuse Problem Select v
Domestic Violence Victim/Survivor Select v

CASH INCOME FOR INDIVIDUAL

Income from Any Source Select v

NON-CASH BENEFITS

Receiving Non-Cash Benefits Select 8

HEALTH INSURANCE

Covered by Health Insurance Select .
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Record the Adult Primary Assessment

12) After enrolling the client in the CE program, click on the program level
“Assessments” tab.

Jeana Test

PROFILE  HISTORY SERVICES PROGRAMS NOTES FILES LOCATION

PROGRAM: ECS: MOBILE ACCESS POINT

Enroliment History Provide Services Assessments Notes Files Forms X Exit

13) Select “START” to begin recording the ‘Adult CE Primary Assessment’.

Assessments LINK FROM ASSESSMENTS

Adult Primary CE Assessment
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14) Complete the assessment questions and “SAVE”.

ADULT HOUSING ASSESSMENT

1 i t? (Livi ituation,
g%(\;\g}g‘r)%g)ld you stay last night? (Living situation, not Select ¥
]Irr; |lcha g!_ascee g aoetagglg are you experiencing Select »
3) How long have you been homeless this time? Select v
H ided j h fi h I t
rﬁ Nt 7ar human habrtation e’r‘ﬁ";‘it an 1£’nﬁ’oa?ﬁs"3ver Select v
e last 3 years (Does not ne consecutive,
ow Io in total have ?u lived ip an ernerggn(i
i
totf yg;&”: F?e't‘%e ean¥ or people to sleep, inc zd ng Select v
J 6) How es in the ree ﬁrs h ve you lived
a sh er, m uor ma cle, orzxt R’laf e’not Select .
ean or Reo;i g reak o elessness
stn spal east con ecutive mg
Z How old wer ou whe?‘g'ou first erlenced
melessness tn ﬁ P outdo: r,s in a vehicle or Select v
other place not or people to
ve one of the foll disabli nditions,
;O\ﬁqert%l: u:aliI ﬁ( sa[inF ?’WIPq %;\’gaﬂg lFils qFEty - Select
v
Bheonic heafth condr lilsgpmentglh ik

prorgvem su s‘lancea I..ISE

o u have an nges that cause you to n help
b\}{h d! amwm ?uﬁ ith meallrf_::gml %roqblism? e.g. Select
su stance pro em ot er |ssu:)

10 How tlmes have risis services in the
e mel tal ris| 1t-‘,'smr\nces Select v
osp a etox. s de prevent on otlin:

‘rlr) In t %E?ﬁ’ gwl'g eyeﬁrgepg?m an%t!msglage Ivg::u been

ary e oing to jail, or just being arrested Select v

2) How f{eauentlF Pave uexperl?nced violenge or felt
were in dange orﬁu r; er people since you have been Select v
vmg outslde orin shelte

e g £ oiieges ol s ome, e oy gl
14) Are you pregnant? Select v

F&n ED ON INTERVI DBSERV‘\TIDN_ Does the

due oa?'.:nﬁllsgsstu San Edig“ﬁné‘r’,‘:a h o health o0 Select v

Vat score? 1=

THE REMAINING FIELDS ARE USED FOR STATISTICAL PURPOSES (NO INPUT NECESSARY)

Private

e




