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ABOUTMyConnectSV
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MyConnectSVisthesecureCustomerPortal connectedto ClarityHumanServices,SantaClara County’s Homeless

Management InformationSystem(HMIS).MyConnectSVisthelocal nameforthismodule,but you mayalso seeit
referred to asthe CustomerPortalwithin Clarity Human Services. MyConnectSVprovides peopleexperiencing

homelessnessorreceivingservicesorhousingwithaccesstocomponentsoftheirHMIS records, tools to

communicatewithproviders, andinformationandresourcestoempowerthemintheirjourney to permanent
housing.Bitfocus developed MyConnectSVin partnership with Destination: Home, the County of SantaClara, and

individualswithlivedexperienceof homelessnesstoaddresscritical concernsidentifiedinthe TechnologyNeeds

Assessment of theSantaClara CountySupportiveHousingSystem.

Participant-Centered Tools

MyConnectSVintroduces newparticipant-centeredtools designedtosupportparticipantsinthecase 
managementandhousingnavigationprocessbyincreasingaccesstoservicesandimprovingcommunication 

methodsbetweenparticipantsandtheircareteammembers.Keyfeaturesof MyConnectSVincludeasecure 

messagecenter,theabilitytouploaddocumentation,signnewReleasesof Information,completeassessments, and
more.

Collaborative Approach

MyConnectSVwasdesignedfor participants experiencinghomelessness with input fromindividuals with lived 

experiencesofhomelessness,includingactivelyhomelessindividuals.Thetoolsincludedcanalsohelpproviders 
increasecoordinationwithparticipantsandimprovetheefficiencyof thecasemanagementprocess.

Connection toClarity Human Services

Clarity Human Services is the County of SantaClara’s designatedHMIS system.MyConnectSVis the Customer 

Portal module embeddedwithin HMIS that provides participants with accessto andthe ability to update 
componentsof theirHMISrecord, includingtheirpersonal contact information, geolocation, andtheirReleaseof 

Information.Providers canrequest updatedinformationfromparticipants through HMIS, andparticipants receive
andrespondtotheserequestswithinMyConnectSV.Whenparticipantscompleteactionswithin MyConnectSV,such

asuploadingdocumentationorcompletinganassessment,theseupdatesarereflectedand accessible on the

participant record within HMIS in real-time. Many features provide the ability to track participant progressall in
onecentralizedlocation. Providerscanalsosendmassmessagesandrequeststo multipleparticipantsatonetime,

savingyoutimeandenergy!



PROVIDER ROLES & RESPONSIBILITIES

Service providers who utilize MyConnectSVwill work closely with participant participants. Provider responsibilities 

include:

Participate in training forMyConnectSV workflow and functionality

Trainingwill beprovidedforall providersparticipatinginMyConnectSVthroughtheBitfocus 

Santa Clara County Learning Management System.

Provide training and support to your participants who participate in MyConnectSV

ProvidersserveastheprimaryconnectionbetweenparticipantsandMyConnectSV,andproviders are
responsiblefordeliveringinitial trainingtoparticipant participants andofferingongoingsupport 

when necessary. Providers will receive training on the participant onboardingprocess, andit is 

anticipatedthat MyConnectSVtraining will require 15to 20minutes per participant.

Send MyConnectSV invitation to participants through HMIS

Provider participants are responsible for sending an invitation to participants to participate in
MyConnectSV.Invitations are sent to the participants via email, andthe invitation is initiated through a

linkontheparticipant’sHMIS profilepage.Thisisthefirst stepof theaccountcreationprocess.We ask
providerstoinviteasmanyparticipantstoMyConnectSVaspossible.

UtilizeMyConnectSV featureswithin the case management process

ProviderparticipantsshoulduseMyConnectSVregularlyto support participants throughthecase 

managementprocess.ThisguideprovidesrecommendedstrategiesforusingMyConnectSV,and 

providerparticipantswill beinstrumental indiscoveringandestablishingnewusecasesto maximize
MyConnectSV’s impact.
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ACCOUNT 
MANAGEMENT
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ACCOUNT CREATION: Sending Invitations

Theparticipant’saccountcreationprocessincludesmultiplestepstoensurethesafetyandconfidentialityof a

participant’spersonalinformation.Theprocessbeginswithaninvitationinitiatedfrom HMIS by the service 
providertotheparticipant. Italso requirestheparticipant tocompleteatwo-factor authentication process to

gainaccount access.Participants without accesstoapersonal mobiledevicearestilleligibleforan account,and

additionalrecommendationsareincludedintheaccount creationinstructions for participants usingashared
device.

SendingInvitationstoParticipants Through Clarity

Thefirststepof theaccountcreation processrequires a
provider to initiate aninvitation tojoin MyConnectSV

(theCustomerPortal within Clarity). Participant

invitations are generated through the following steps:

Navigate to the participant profilepagein HMIS and 

click theSend Invitebutton,whichislocatedatthe

(Note:Ifyoudonotseea 

SendInvitebutton,the 
agencymaynotbe 

configuredfor 

MyConnectSVAccess, and 
youshouldcontactyour 

systemadministrator.)

Enter the participant email addressin the pop-up 
boxandSend.MyConnectSVinvitationbutton will

nowsayInviteSent.

TheInviteSentbuttonwillchange to Connected once the 
participanthasfollowedthe stepsin thenextsection to 

createa MyConnectSV account.Ifaparticipantdoesn’t sign
upright away,they’ll receive emailsremindingthem their

invitationwillbeexpiringsoon. Ifanaccountisnot created
from the invitation email within thenumber of specifieddays,
theinvitewill expireandanewinvitation email will needtobe

sent(followingthestepsoutlined above).
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ACCOUNT CREATION: Reviewing Account Status

InvitationStatus
HoveringovertheInviteSentbutton will displaythe number
of daysto invitationexpiration, theemail address theinvite
wassentto,andtheoptionstomanuallyResend or

Disconnect theinvite.

AccountStatus forActiveAccounts
Once the participanthascreated their 
account,clickingon theConnectedbutton 
will displayasummaryofMyConnectSV 

accountinformationincluding theemail 
addressandphonenumberassociated

withMyConnectSVaccountaswellasa Last
Seendateandtimeforwhen MyConnectSV
accountwasmostrecently accessedbythe

participant.Thisisauseful reference for
when aparticipant reaches outfor support

accessing their account
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ACCOUNT CREATION: Participant Instructions

Participant Email Invitation
After aprovider sends aninvitation to joinMyConnectSV,the participant will receive an invitation from
noreply@bitfocus.com titled "Clarity Human Services - CustomerPortal Invitation." Clicking the linkwill 

direct theparticipant tothe MyConnectSVsitetoregister anaccount.

ParticipantCredentials
Theparticipant enters their first name,lastname,email address,mobile phone
number,andpasswordto startregistration.Theemail addresswill be the

username. Infobubbles appear to provideadditional information about field
requirements.

Thepasswordmustbeatleast8characterslingandcontainatleastone 

specialcharacter,oneuppercaseletter,andonelowercaseletter.

8

TermsofService
The participant will needto click I 
AgreetotheTermsofServiceto 
review thesite agreement. When 

theTermsof Serviceappear,they 
will need toscroll tothe bottomof 

theTermsto clicktheAgree 
button.AgreeingtotheTermsof 
Serviceisrequiredto access 

MyConnectSV.
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ACCOUNT LOGIN: Participant Instructions

TologintotheirMyConnectSVaccount at anytime, participants should visit the following web address:

portal.clarityhs.com
Encourage the participant to write this address down or saveit in their device’s bookmarks to ensure it’s not lost.

Authentication Process

MyConnectSV is secured with multi-factor authentication. This means that in addition to entering the 

password, the system will send a verification code to the email address used at account creation. The 

code sent to the participant’s email must be entered into the login screen to access the account. After 

authentication is complete, the account will be made active.

9

Thereisanoptiontomarkatrusteddevicetolimittheneedto 
enteracodefromeachlogintoonceevery30days.Itis advised

nottomark apublicorshareddeviceastrustedto protectyour
personalinformationandsecurity.Enter the codeandclickConfirm.

Thiscompletesthelog-inprocess, andyouwillbedirectedto
your Portal dashboard.



TROUBLESHOOTING LOGIN ISSUES

Ifaparticipantreportsthattheyarehaving difficultyloggingintotheir 
MyConnectSVaccount,youcanstartbytryingthefollowing:

Navigate to the participant’s profile in 
ClarityandconfirmtheyhaveaConnected 

iconabovetheiruniqueidentifier.

Clicking on the Connectedbutton will display
asummaryofMyConnectSVaccount 

informationincludingtheemailaddress 
associated with theMyConnectSVaccount. 
Confirmtheyareusingthisexactemail 
addresstologin.Iftheyneedtochangetheir 

emailaddress,clickDisconnect andsenda new
invitation to their newemail address.

ResettingAccountPassword
IfaparticipantforgetstheirMyConnectSVpassword,theycaneasily reset
it byvisitingportal.clarityhs.comandclickingthe“Forgot Password?”link
under“SignIn.” Onthenextscreen,entertheemail addressconnectedtothe
MyConnectSVaccount;theparticipant will receiveanemail witha

verificationcode,whichtheywill enteronthenext screenandsetanew
password.

IfaparticipantwithanactiveMyConnectSVaccountisstill havingloginissuesafterattemptingthesesteps, providers
cansubmitasupportrequestforourteamtoinvestigatefurtherbyemailingsccsupport@bitfocus.com. Pleasedo

not haveparticipantscontact Bitfocusforsupport directly.

10
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ACCOUNT DISCONNECTION: Provider Instructions

Aftertheaccountisdisconnected,aninvitetoanewemailaddresscanbesent.Theparticipantrecordisstored in the Clarity 

database,sowhen anew emailaddressMyConnectSVaccountisconnected,historical information from the previous account

will be available.

Accountdisconnectionoptionsareavailableforprovidersandparticipants.Reasonsforaccount disconnectionmay 

includelossofaccesstotheemailaddressassociatedwiththeiraccount,potential security breach, or participant 

desire to suspend access. The participant account will still exist, buttheparticipantwillnotbeabletoaccessany 

accountinformationafterthedisconnectioniscomplete.

Reasonsfor Account Suspension

Thereareavarietyofreasonsaparticipant'sMyConnectSVaccountmayneedtobedisconnected:

UpdatedParticipantEmailAccount
Ifaparticipantupdatestheiremailaddressorlosesaccesstotheemailaddress 

connectedto MyConnectSV,providers will needtotake stepsto disconnect the current
accountandsendanewMyConnectSVinvitationtoanupdatedemailaddress.

ParticipantRequesttoSuspend
A participantmayrequesttodisconnecttheiraccountverballyorinwriting. Providers 

areencouragedtorespondtotherequestassoonaspossible.

MyConnectSVAccountSecurityBreach

Ifthereisconcernthataparticipant'sMyConnectSVaccounthasbeencompromised, theiraccount

shouldbeimmediatelydisconnectedandthesystemadministrator shouldbenotified.

InstructionsforAccountDisconnection

Navigate to the participant profile page and click the Connected/Invite Sent button, which is located at the 

bottomof theparticipant photo section.Click Disconnect,the button displayunder the participant profile picture

will changetoSendInvite,indicating thereis nolonger aconnection between theClarityprofileand MyConnectSV.

(Note: Afteradisconnection,ifaparticipantusestheemailtologintoMyConnectSV,thedashboard andnavigationpanelwill

notdisplayanyClarityinformation.)
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ACCOUNT DISCONNECTION: Participant Instructions

Within MyConnectSV, participants have the option to disconnect their MyConnectSV account. If they opt to

disconnect their account, all information will be removed from their MyConnectSV account. If participants

log back into their account after disconnect,they will only have access to view the MyConnectSV dashboard

and the profile settings.

Instructionsfor AccountDisconnection

Navigate to the participant profile page within MyConnectSV. Under the Community Management 

settings,participants will see the option to disconnect their account. To disconnect, participants 

should click the red trash can icon appearing next to the instance name.When the participant selects the

trash can icon,they will receive a warning notice confirming account disconnection.

Instructionsfor AccountReconnection

Ifaparticipant wishes to reconnect their account,it will require anew invitation from a service provider. 

After a provider sends the new invitation, the participant will receive an invitation from 

noreply@bitfocus.com titled "Clarity Human Services - Customer Portal Invitation."

If the participant has provided the same email that they previously used to connect to MyConnectSV,they will

be taken directly to the MyConnectSV login page.They can then utilize the sameemailand password they

previously used to login to their MyConnectSV account. If they have forgotten their password, they can easily

reset it by clicking the “Forgot Password?” link under “Sign In.”After clicking “Forgot Password?”, enter the

email address connected to the MyConnectSV account; the participant will receive an email with a

verification code,which they will enter on the next screen and set a new password.

After logging into their MyConnectSV account, the participant should press “Accept Invitation” to reconnect 

their account.

12
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NAVIGATION

MP My Provider
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NAVIGATION: Provider Instructions

MyConnectSVisamoduleofClarityHumanServicesandinformationiseasilyintegratedandexchanged between

MyConnectSVandHMIS. ProviderscanissueMyConnectSVrequeststoindividualparticipantsthrough the
participantprofileinHMIS,aswellassendmassrequestsormessagestomultipleparticipantsatonetime.

Individual MyConnectSV Requests

MyConnectSVRequestsaremanagedthroughCustomerPortalscreenwhichisaccessedthroughtheCustomer Portal

iconintheparticipant'sHMISprofile.TheicononlydisplaysifaparticipanthasanactiveMyConnectSV account.

SomeMyConnectSVrequests,suchasassessments,canalsobeinitiatedthroughaprogramenrollment.

Send & Manage IndividualParticipantRequests

Send new MyConnectSV requests by clicking the Customer Portal icon and Send New Request in the Customer Portal
screen. A pop-up window will display with request options. Use the dropdown to send the desired request to the

participant.Therearesomelimitationstohowmanyrequestscanbesentforthesameinformation.
Requests and their status can be viewed in the Request History. Providers are able to cancel pending requests by

clickingtheCancelbuttonnext totherequest.
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NAVIGATION: Provider Instructions

ClickSEARCHtogetalistofparticipantswithMyConnectSVaccountswhoarecurrentlyactiveintheCommunityShelter Program.

Alternatively, tofindparticipants whoare notcurrentlyor previouslyenrolledin programsin youragencyselect

NoneandWithoutanyenrollment:

MassMyConnectSVRequests
MyConnectSV requests or messages to multiple participants at one
time are managed through the Mass Sending functionality, which is
accessedthrough thenavigationpad.

After clicking MassSending,choose either Message or

thetypeof massrequestyou’dliketo send 
(Document,Assessment, Location, or Electronic ROI).

Detailson specific typesof requests are includedin

thenextsection (FeatureReview).

Use the dropdowns under the request information section to find alist of participants with MyConnectSV Portal 

accountswhocurrentlyhaveanActiveprogramenrollment(notexited)orInactiveprogramenrollment (previously
were enrolledbut exited) in theselectedprogram(s)within your agency.

Youcanalsousethetext 

boxtosearchfora specific
participant by name:

ClickSEARCHtogetalistof participantswithMyConnectSVaccountswhohaveneverbeenenrolledinprogramsinyouragency.

Clickthetop togglebuttontoaddall participantsinthecurrent list totheSelectedparticipantslistin theright pane,

oraddandremoveindividualparticipantsbyclickingthetogglenexttotheirname:

ClickPreviewMassRequestin the right panetoreviewand 

sendyourmessageor request.



NAVIGATION & PROFILE: Participant Instructions

MyConnectSVnavigationdefineshowparticipantsmovebetweenthevariousMyConnectSVfeatures. 

NavigationwithinMyConnectSVis designedto beintuitive anduser-friendly.

Dashboard

Upon loggingin,participants will landon their personal Dashboardareaof MyConnectSV.Additional information 

about the Dashboard is available in the feature review section of this guide.

Participant Profile
Theparticipantprofileisaccessedthroughthedrop-downintheupperright-handcornerofMyConnectSV. 

Participantsareabletoupdatetheirpersonalinformationincludingtheirname,phonenumber.TheParticipant 

Profile also includes Password Settings, Account Preferences, and Community Management.

ProfileInformation

When aparticipant updatestheir contact information, the newinformation is madeavailable to providers in 
the Contact tab of Clarity. MyConnectSV submitted contact information is indicated with the contact type

"Participant Supplied".
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NAVIGATION & PROFILE: Participant Instructions

PasswordSettings

Participantscaneasily update their Customer 
MyConnectSVpasswordin thePasswordSettings 

options located within the Participant Profile. To 
generateanewpassword,thecurrentpasswordis 

required.

Account Preferences
The Account Preferences settings allowparticipants to 
select their notification preferences, message 
preferences, andsitetheme.

NotificationSettings
TheNotification Settingsallowparticipantsto selectto 
receiveanemailnotification, textmessage,or both 
whenever aprovider requestsinformation,schedulesan 
appointmentorsendsamessage.Itisrecommended that
participantsleaveatleastoneofthesesettings enabled.

MessagePreferences
The Message Preference settingsallowparticipants to 
disablecare teammemberinitiated messages.Bydefault, 
thissettingisturnedon.Ifaparticipantdisablescare team
member initiated contact, it will prevent all care team
membersfromsendingmessages.

SiteTheme

TheSiteThemesettingallowsuserstoselectaHigh 
Contrast Site theme which converts their viewof 

MyConnectSV to ahigher contrast. This setting may 
beeasiertoviewforsomeparticipants.

CommunityManagement

TheCommunity Managementsetting allows 

participantstodisconnecttheirCustom MyConnectSV
Account. Account Disconnection will suspendthe

participant'saccessto theirCustomer MyConnectSV

databutnot deletetheaccount. Refer to page10for
moreinformation.
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Use Case & Promising Practices

MyConnectSVisdesignedtobeeasyandintuitivetonavigate.

o EncourageparticipantstospendtimeexploringtheparticipantDashboard,Profile,andNavigationPane.

o Encourage participants to review their MyConnectSV Profile for accuracyand update their contact 
information anytimechangesoccur.

o Encourageparticipantsto leavetheNotificationSettingsenabledforemailnotifications andSMSnotifications.

o Encourageparticipants toleavecareteammember-initiatedcontactenabledsothey canreceive messages 

andupdatesfromtheircareteammembersatanytime.

NAVIGATION & PROFILE: Participant Instructions

ParticipantNotifications
Participantswillreceiveanotificationuponloginalerting themto 

anynewproviderrequests.Notifications are resolved oncea 
participantclicksonitandisdirectedtothepage.Thenotification 

bannersatthetopof eachpagewillremainforROIs, documentation
requests, andassessmentsuntil therequested itemiscompleted.
Notificationscanalsobereviewedintheright- sidepanelof

MyConnectSV

LogOut
Participants canlogoutof MyConnectSVthroughtheuser options dropdown. Remind
participantstologoutattheconclusionofeachsession especiallywhen usingashareddevice.

Participants will beautomatically loggedout after20 minutesof inactivity, anda
warning will displaytwominutesbeforetheautomated logoutoccurs.



FEATURE REVIEW

The next sectionof the MyConnectSVProviderTraining 

Manual contains instructionson eachof thefeatures 
currently available through MyConnectSV. Each subsection

includes featuredetails,user instructions for service

providersandparticipants, andinformationonuse cases
andpromisingpracticesforeachof thefeatures.
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DASHBOARD

TheDashboardisthedefaultscreenwhentheparticipantlogsintoMyConnectSVanddisplaysvariousrelevant 
information.

Pending Referral,Expired ROI,and Community Queue Banners

Ifaparticipant’sReleaseof Information(ROI)isexpiredinHMIS, theywill seearedbanner.Checkoutthe 
Privacy(ROI)featureguideformoreinformation.

Ifaparticipanthasapendingreferral toaprogram,theywill alsoseeayellowbannerontheDashboard. 
Checkout theReferralsfeatureguideformoreinformation.

Ifaparticipanthasanactivereferral onaCommunityQueueorapendingorin-processreferral toaprogramfrom the
Queue, abannerwill displayonthedashboard.No additional functionalityorinformationisavailableoutside ofthe

statusnotification.

Upcoming Appointments

Upcomingproviderappointmentsaredisplayedintheappointmentinformationbox.Moreinformationon 
appointmentsisavailableintheCalendarsectionofthisguide.

MP

My Provider

Care Team& HouseholdMembers

Theparticipant’sCareTeammembersaredisplayedinthe 
careteaminformationbox.Careteammembersmustbe 

assignedto the participant in Clarity to display on 
MyConnectSVdashboard.The participant’s Household 

membersarealsolistedinthehouseholdinformationbox.
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ACTIVITY & HISTORY

Activity&Historyprovidesparticipantswithachronological listingof project enrollments, includingagencyname, 

programname,participationstartdate,andparticipationenddate.A greenactiveiconisdisplayedforanyactive 
enrollments,andnewenrollmentdataisavailableintheparticipantviewofMyConnectSVinreal-time.Anygroupor 

familyenrollmentswillincludeaniconwiththecountofmembersenrolled.

Theparticipantviewdoesnotincludeaccesstoprojectenrollmentorexitrecords,assessments,servicehistory, or
provider notes.

HowtoViewActivity&History

Under the participant view of MyConnectSV, the Activity tab 

includesadisplayof programenrollmentandexitdata.No 

additional actions areavailable to participantsin the Activity 
tab. Therearenorequired actions or instructionsfor providers 

tousethisfeature.

Use Case & Promising Practices

The Activity & History feature allows participants to review their program participation history for accuracy and 

reference purposes.

Explain to participants how you and other providers might use this information: For example, previous and current

program participation history might be used to understand a participant's past program

involvement or to determine eligibility for future programs.

Explaintoparticipantshowtheymightusethisinformation:EncourageparticipantstoreviewActivity&History data to ensure
accuracy.Request participantstoreviewstart andenddateswithattentiontoanyactiveenrollments.Participants should

reachouttotheirprovideriftheyidentifydiscrepanciesorhavequestions about their service history.

Explainthat enrollment dataisavailableinreal-time.Participantscanviewnewprogramenrollmentsorexits 
immediately after providers complete the actions within HMIS.



ASSESSMENTS

TheAssessmentsfeatureallows participantsto complete andsubmit provider-issuedassessmentsdirectlyfrom 

theirpersonal deviceandattheirconvenience.Assessmentsmustbereviewedandapprovedfor MyConnectSV 
submissionbyMyConnectSVWorking Group andmadeavailable for providers by the systemadministrator. Not all

assessmentsareappropriateforMyConnectSVsubmission;some,suchastheVI-SPDATassessmentseries, should

onlybecompletedbyproviderswithinClarity.

Bothglobal assessmentsandprogram-level assessmentscanbesubmittedthroughMyConnectSV.Participantswill 
receiveanotificationwhenarequestforanassessmenthasbeensubmitted.

Sending&ReviewingGlobalAssessments

Global-level assessmentsareassessmentsthat arenot associated 

withaprogramenrollment. Tosendaglobal-level assessmentto an
individual,navigate tothe participant’sprofilescreen,open 

MyConnectSVrequest screen,andselectSendNew Request.

Selecttheappropriate assessment from the drop-down menu and
pressSendRequest. Theparticipantwillreceiveanemailor text

messagenotifying themof therequest, andanotification and 
requestbanner will appearinMyConnectSVatnextlog-in.

MassAssessment Request: TosendamassAssessmentrequest to

multipleindividualsat onetime,followtheprocessfor Mass 
Requestsdetailedonpage14.

Oncetheassessmenthasbeencompletedandsubmittedbythe 

participant, it will beavailable for reviewin the participant’s 

assessmenthistory.MyConnectSVSViconappearsinthe 
assessmentdetailssectionstoindicatetheparticipant completed 

it throughMyConnectSV.
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ASSESSMENTS

Sending Program-Level Assessments

Program-levelassessmentsareassessmentsthatarecompletedthroughaprogramenrollment.Tosendaprogram-
level assessment,opentheparticipant’senrollment recordandnavigatetotheassessmentstab.

Assessments enabled for submission through MyConnectSV will be indicated with a Request option.Select Request
andclickSendRequesttocompletethetransaction.Theparticipantwill receiveanemail ortext message notifying

them of the request if enabled in their settings, and a notification and request banner willappearin MyConnectSVat

next log-in.

Oncetheassessmenthasbeencompletedandsubmittedbytheparticipant,itwillbeavailableforreviewinthe 

participant’sprogramenrollment assessmenthistory.MyConnectSViconappearsintheassessmentdetailssection to
indicatetheparticipantcompleteditthroughMyConnectSV.
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ASSESSMENTS: Participant Instructions

Completing an Assessment

Onceaproviderinitiatesarequest foranassessment,theparticipant will receiveanotificationthrough 
MyConnectSVaftertheirnextloginandmayalsoreceiveanemailorSMSifenabled.Participantscanrespondto the

requestbyclickingthenotificationorselectingtheAssessmentscreeninthenavigationpane.

Oncetheparticipant clicksthebanner,theassessmentwill openandparticipantscanentertheirresponsesand 

completetheassessment.AfterpressingSubmit,theparticipant will receiveawarningstatingthat the assessment 
cannot beeditedaftersubmission.Participantswill needtopressConfirmtosuccessfullysubmit theassessment.

Reviewing a Previous Assessment

Participants have the ability to reviewprevious assessments submittedthrough MyConnectSV.All previous 
assessmentsareavailableintheassessmenthistorypane.Participantscanclickontheassessmentof interestand 

reviewtheirresponses.Note: Previouslysubmittedresponsescannot beeditedbytheparticipant

Use Case & Promising Practices

TheAssessment Managementfeatureallowsparticipantsto quickly andeasily completeassessmentsfromtheir 

personaldevice andat theirconvenience. Assessment Management provides apotentialopportunity to eliminate

anin-personappointmentwhilemaintainingprivacyandconfidentiality.

• Explaintoparticipantshowyoumightusethisinformation:Advise participants that theywill be receiving an assessment
request before submitting arequest through MyConnectSV. Provide participants with information on why

you'rerequestingtheassessment,howyouwillusetheinformation,andallowthe opportunitytoask any
questions.

• Explain to participants that their responsesremainconfidential andfollowthe sameguidelines as assessments

issuedbyacareteammember.Encourageparticipantstoreach outtotheircareteammembers throughthe

messagecenteroraphonecall if theyhaveanyquestionsabouttheassessment.

• Explainto participantsthattheyhavetherighttorequestanassessmentbeissuedbyacareteammemberor 

provider.

• Encourage participantstorespondtotheassessmentrequestassoonaspossiblesothatservicesarenot



CALENDAR

TheCalendarfeatureallowsproviderstoscheduleparticipantappointmentsandpostappointmentavailability 

directlywithinClarity. Participantscanscheduleappointmentswithcareteammembersbasedontheirposted 
availabletimeslots. Appointmentdetailsandnotificationsarethenmadeavailabletotheparticipantthroughtheir 

MyConnectSVaccount.TheCalendarallowsproviderstomanageallparticipantappointmentsinonecentralized 

locationandensuresparticipantsalwayshaveaccesstoappointmentdetails.

HowtoPostAvailableAppointmentSlots

InClarity, navigateto theCalendarinthelaunchpad, andthen 
click on “Customer Portal Calendar” in theright sidebar:

Click “Add New Slot” 

underthedisplayed 
calendar:

First,choosethe 
Frequencyyou wantthis 

appointment slot to 

repeat:

Next, choosetheStart 

Fromdateandtimewhen 
youwantthefirst 

appointmentslot to occur:

YoucanchooseeitheranEndOndatewhenyouwanttheseriesto end,

orspecifytheCountof appointmentslotsyouwanttoschedule (Note:
onlyoneoftheseoptionscanbeused,soenteringineitheranEnd Ondateor
Countwillcausetheotherfieldtodisappear).

YoucanalsochooseanoptionalIntervalbetweeneachfrequencyif 

desired(forexample,torepeatthetimeevery3daysorevery2 weeks,
insteadof every1dayor1week).
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HowtoScheduleaParticipantAppointment Schedule

newappointments with participants usingthe

calendaricon ontheparticipant’sHMIS

Ifyou’dliketoscheduleanappointmenttofill anexistingappointmentslot,click CustomerPortalAppointment.
Ifyoudon’t wanttoscheduleanappointmenttofill anexistingappointmentslot,clickGeneralAppointment.

Complete the fields and click Saveto save the appointment.

HowtoManageorDeleteAppointments

Todeleteanappointment,selecttheappointmentandclickthetrashcanicon.Adjustmentstothe 
appointmenttimeordatecannotbemadeoncetheappointmentisset.Ifadjustmentsarerequired,delete the

originalappointmentthroughthecalendarscreen,andsetanewappointmentwiththe revised appointment
details. More information on Clarity’s Calendar features, including calendar integrations, can befoundinour

HelpCenterCalendararticle.

ReviewtheOutputandDatespreview,andthenclick Save
to postthenewappointmentslots. After saving, 

participantsonyour care teamwithMyConnectSV 
accountswill be ableto seeyouravailability anddirectly 

scheduleappointmentswith you.

YouwillbenotifiedinyourClarityinboxwhena participant
schedulesanewappointmentor cancelsa previously

scheduled appointment.

Toremoveanexistingseriesofscheduledappointments, clickon
“ManageSlots”.Thechoosetheseriesinthe dropdownlist

andclick “RemoveSelected”.
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CALENDAR: Participant Instructions

Participants can view a listing of all provider appointments scheduled through Clarity in the Calendar screen of 

their MyConnectSV account. Participants can select various views including an appointment list, or view by day, 
week,or month. Participantscanalsoscheduleappointmentswithcareteammembersbasedontheirposted available

timeslots.

Viewupcomingappointments:Participants can

viewupcomingappointmentsby navigating
toCalendar.

Clickingon anyscheduledappointment will 
showapop-upwith additionalappointment 

details, aswell astheoptionstoExportor 

Canceltheappointment.

Exportingappointmentinformation: Participants can click on Export to

export theappointmentinformation asacalendarfile, whichcan
then beaddedto theirphoneorother externalcalendar. The

participant mustagreeto thePrivacy andSecurityWarning prior to

exporting the appointmentinformation.

Cancelinganappointment:Participantscanclickon Cancel to cancelan

upcomingappointment.Ifanappointmentiscanceled,the Clarity user
will be notified with amessage.

UseCase& PromisingPractices

The Appointment Managementfeature allows providers andparticipants to manageappointments ina 

centralizedlocationandhelpsensurethatparticipantshaveadequateaccesstoappointmentinformation.

• Explaintoparticipantshowtheymightusethisinformation:Theappointment management feature

allows them to view all upcoming appointments with providers & care team members and can

help remind them about appointments that they havescheduled with providers.

• If you have posted appointment slots,alert your participants by sending them a message 

through MyConnectSV so that they can utilize the appointment scheduling functionality to 

meet with you.



DOCUMENTS

TheDocumentationManagement featureallowsparticipantstouploadkeydocumentsatanytime,andproviders to

requestvariousformsof documentationfromparticipants.Participantscanthenrespondtotherequestand upload
their personal documentation directly throughMyConnectSV.Participantswillbeabletoreviewany documentation

previouslyuploadedthroughMyConnectSV.

HowtoRequestDocuments

Providerscansendanewrequestfor documentation to anindividual 

throughMyConnectSVusingthe“sendnewrequest”iconin 
MyConnectSVscreen. Documentation requestscanalsobeinitiated 

throughaprogramenrollment. Selectthedocumentation type 
requestedfromthedrop-downscreen andclickSendRequest.

MassDocumentRequest:To sendamassDocumentrequestto multiple
individuals at one time, followthe processfor Mass Request detailed

on page14.

Participantscannowsubmitmultiplephotosperrequest, soto request full

multi-pagedocuments(suchasleasesor income verification),you
willonlyneedtosendonerequest per document

TypesofDocumentationAvailable

Providerscanrequestavarietyofdocumentationfromparticipants through MyConnectSV.Documentation 

categoriesmayinclude:

• Family,Social,&Legal

• Finances&Income

• Health & Medical
• Education&Employment

• Personal Identification

• Military Service Records

Eachcategorycontainsmultipletypesofdocumentationavailableforupload.Toaddadditionalfile 
categoriesordocumentationitems,contactyoursystemadministrator.
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DOCUMENTS: Participant Instructions

Participantscanuploadanewdocument at 

anytimebynavigatingtoDocuments and 
clickingNew Document

Afterdoingso,they will usethe dropdown arrows to select the 
documentcategoryanddocumenttype:

Ifaproviderinitiatesarequest,theparticipantwillreceiveanotification 

throughMyConnectSV.Participantscanrespondtotherequest by 
clickingthe notificationor selectingtheDocumentationManagement 

screeninthenavigationpane.

Participants can then 

uploadthe 
documentation 

requestedfromthe 
providerbyclickingon 

therequestbanner.

Participants can upload 
aPDF ofthedocument, 

screenshot,oruploada 

photo(ormultiple 
photos)usingtheir 

mobiledevice.

WhenaparticipantselectsthefileandclicksSubmit,theywillreceiveanadditionalnotificationwarningstating that 

submitteddocumentationcannotbeedited.ParticipantsshouldclickYes,ContinuetoUploadtosubmittheir 

documentationorCanceltodiscontinuesubmission.Participantscanviewtheirsubmitteddocumentation by clicking
onthedocumentinthedocumentationhistory.
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DOCUMENTS: Participant Instructions

UseCase& PromisingPractices

The Documentation Management functionality allows participants to upload required documentation requested
from their care team directly through MyConnectSV. Documentation requests can also be issued by providers

outsideof thecareteam.

Explaintoparticipants howyoumightusethis information:Advise participants that they will be receiving a document
request before submitting a request through MyConnectSV. Provide participants with information onwhy

you're requesting the document, how you will use the information, and allow the opportunity toask any

questions.

Encourageparticipantstorespondto requestsfordocumentation assoonaspossible.Requestsfor 
documentation areoftenrequiredforhousingor services, anddelaysinsubmissioncouldaffectservice 

provision.

Explain toparticipantsthattheycansecurely uploadPDFs,screenshots,or aphotoof requesteddocuments 
directly through MyConnectSV.

ExplaintoparticipantstheywillbenotifiedthroughMyConnectSVwhendocumentationhasbeenrequested, 

andtheycanalsouploadanydocumentstheybelievewillbebeneficial fortheir providerstobeableto access.

Explaintoparticipantsthattheycanviewanypreviousdocumentationuploadedthroughthedocumentation 

historyscreen. Explain to participantsthatonceadocumenthasbeensubmitted, theycannotmodifyor editit.



LOCATION

ThelocationfeatureallowsparticipantstosharetheiraddressorGPSlocationthroughMyConnectSV. 

Participantscanaddnewlocationsatanytime,andprovidersareabletosendrequestsforupdatedlocation 
informationthroughClarity.

HowtoRequestaLocationUpdate

Sendalocationrequest to anindividual through 

MyConnectSVicon on theparticipant'sHMIS profile page.
SelectLocationUpdatefromthedrop-downscreen.

Mass Location Request: To send a mass Location request to
multiple individuals at one time, follow the process for

MassRequestsdetailedonpage14.

ViewingLocationUpdates

Once the participant submitsnewlocationinformation, it is 
availablefor review in the Location screen of the participant's 

HMIS profile.

Participant-suppliedlocationupdatesaremarkedwith
MyConnectSVicon.

Additionally, if the participanthassubmittedaNotewith their 
location, it will appear by hoveringover theNote boxicon:
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LOCATION: Participant Instructions

Participantscanupdatetheirlocationat anytimethroughMyConnectSV'sLocationscreen.Participantscanalso 

receiverequestsforlocationupdatesfromproviders. Participantsshouldtakethefollowingstepstoaddanew 
location orrespondtoaproviderrequest.Whenalocationrequestissent,theparticipantwillreceiveanotification 

askingthemtoaddalocationupdatethroughMyConnectSV.

Participantscanclickthenotificationoropenthelocationfeatureusingthenavigationpanetoaddanewlocation. Adda 
newaddressorGPSlocationbyclickingtheAddLocation iconatthetopright-handcornerof thelocationscreen.

Participants cansharetheir current location usingthe GPS signal associatedwith theirdevice by clickingthe Use

CurrentLocationvisiblebelowthesearchbar.Eachdeviceisdifferent,soyoumayneedtoresearchhowto enable
locationsharingforaparticipant’sdeviceif it isnot workingasanticipated.Themapwillorienttothe participant's

locationandanaddresswill bedisplayed.ParticipantscansavetheirlocationbyselectingtheAdd icon.

Participantscanalsoenteranaddressintothesearchfieldandsavethelocationfollowingthesamesteps

asabove.
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After alocationhasbeen added,it 

will bevisiblein the user’slocation 
history tab. After alocation has 

beenadded,theusercanchooseto 

makeit“Inactive”byselecting the 
optioninthe “Status” dropdown.

This allows participants to filter the 

locationout,soitnolonger appears 
onthemapandintheirlocation 

history.

Use Case & Promising Practices

• TheLocationFeatureallowsMyConnectSVuserstosharetheirlocationwiththeircareteammembers.This 

featurecanhelpprovidersquicklylocateMyConnectSVusersandmayassistinexpeditingservices.

• Explaintoparticipantshowyoumightusethisinformation:TheLocationfeaturehelpscareteammembers quicklylocate

themforservicesorotherrelatedneeds.TheLocationfeatureisNOTINTENDEDtotrack participantsbutratherto

assistwithconnectiontoservices.Careteammemberscanonlyviewthelocationsthat participantschooseto share
with them.

• ExplaintotheparticipantthattheircareteammemberscanrequestalocationupdatethroughMyConnectSV. 

Theyarealsoabletoupdatetheirlocationatanytime.

• EncourageparticipantstoaddNotestotheLocationstheychoosetosharetoprovideadditional informationand 
context.

• ExplaintotheparticipantthattheymustenableLocationServicesontheirpersonaldevicetosharetheir location using 
the GPS location.

• Encourageparticipantstoupdatetheirlocationwhenevertheyhaveachangeofaddress,relocatetheirencampment, 

obtainanewtemporaryresidence,oranyothersituationimpactinglocation.

Ifaproviderinitiatesarequest,theparticipantwillreceivea 

notification throughMyConnectSV.Participantscan respond 
to therequest byclicking thenotificationorselectingthe 

Documentation Management screeninthenavigation pane.

LOCATION: Participant Instructions
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MESSAGE CENTER

TheMessageCenterfeatureprovidesasecurecommunicationchannelbetweenparticipantsandcareteammembers. 
Participantsandproviderscantrackconversationsinasingleplatform, andMessageCenterretainstheconversation 

historyfor futurereference. All usersalso canturn off contact through the MessageCenter if desired.

AllowParticipantInitiatedContact

Bydefault,participantsandcareteammemberscanreceiveincomingmessages 
buthavetheoptiontoturnoff incomingmessages.Toturnoff participant initiated

contact, navigatetoaccountsettingsandturnofftheAllowParticipant Initiated

ContactintheMy Infopane.PressSaveChangesbuttontoensurethe settingsare
updated.

SendingaNewMessage

Tosendanewmessagetoasingleparticipant, 
navigate to the participant’s Clarity profile and 

presstheSendMessagebuttonunderthe 
participant’s photo. Draft your message and 

selectSendMessagewhencomplete.Copies of 

sent messagesare availablein theClarity Inbox.

MassMessage:TosendamassMessagetomultipleindividualsatone 

time,followtheprocessforMassRequestsdetailedonpage14.

Responding toaMessage

Viewandrespond to 
incomingmessagesinthe 

Clarity Inbox. An alert will 
appearnextto theinbox icon

whennewmessages are

received,andanynew 
messageswill bedisplayed 

underunreadmessages.To 

respondtoamessage,open 
themessageof choice,draft 

response,andselect Send 
Response.
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MESSAGE CENTER: Participant Instructions

TheMessageCenterallowsparticipantstoinitiateandrespondtomessagesfromcareteammembersthrougha 

confidential andsecurechannel.Participantsareabletoconvenientlytrackconversationswill all providersandview 
previousconversation history.

AllowCareTeamInitiatedContact

Bydefault,aparticipant’scareteammembersareabletoinitiatecontactwithaparticipantthrough MyConnectSV.

Participants canopt toturn off care teaminitiatedmessagesthroughMyConnectSV’sProfile Settingsbytoggling
offtheAllowCareTeamMemberInitiatedContactoptionunderthepreferencespane.

CareTeamMember

Participantscansendanewmessageto acare 
teammemberthroughtheMessageCenter pane.

Participants shouldselectNewMessage, select
theproper recipient, draftamessage,and press

Send.A copyof themessagewillbe availablefor

reviewin the participant’sinbox

Responding toaMessage

Whenparticipantsreceiveamessagefromacare 
teammember,theywillreceiveanalertattheir 

nextloginandmayreceiveanemailorSMSif 
enabled. Participantscanviewthe messageby 

clickingon thenotification ornavigating to the 

Message Center. Newandunopened messages 
will bedisplayedinbold.Torespond, participants

should openthemessage,draft a response,and

selectSend.

Use Case & PromisingPractices

The Message Center feature streamlines communication between participants and providers and keeps 

communicationorganizedinacentralizedlocation.

• Explaintoparticipantshowtheymightusethisfeature:Explaintotheparticipantthattheycansendand receive

messagestoeasilycommunicatewiththeircareteammembersthroughtheMessageCenter.

• ExplaintotheparticipantthattheMessageCenterisasecurecommunicationchannelandallinformationsharedis 

confidential.

• Explain to the participant that they have the option to turn messaging off in their MyConnectSV Profile Settings.

Encourage the participant to leave messaging on so that they can receive communication from their care team
member.Messagingisahelpful tool forcommunicatingupdates,serviceneeds,referral status,etc.



PRIVACY

ThePrivacyManagementfeatureprovidesanonlineresourceforeasyaccessandmanagementof Releasesof 

Information(ROIs).ParticipantsarealsotoviewanddownloadtheircurrentandpastROIs.IftheROIisalready 
expiredorexpiringin thenext 7days,thePrivacyManagementfeatureallowsparticipantstoelectronicallysign a

newROIfromtheirMyConnectSVaccount,whetherornottheyreceivearequestfromaprovider. Providers can

alsoresolveanexpiredROIbyrequestinganewROIfromparticipantsthroughMyConnectSV.

HowtoRequest aNewROI

RequestanewROIthroughMyConnectSV 

Requesticonlocatedon the participant profile. 
SelectSendNewRequestandthenselectto senda

requestfora“ReleaseofInformation” through

thedrop-downmenu.

MassROIRequest:TosendamassROIrequest to
multiple individualsat onetime,followthe 

process for MassRequestsdetailedon page14.

ROIRestrictions

Thereareafewimportant restrictionsonROIsthat 
providersshouldbeawareof.Providersareonlyableto 

initiateoneROIrequest perparticipantatonetime.

Additionally, theparticipant’spreviousROI mustbewithin 

twoweeksof expiringinordertoinitiatearequest.

RevokingorAmendinganROI

To ensure proper ROI revocation protocols, participants are not able to revoke or amend an existing ROI

through MyConnectSV. If they need to make changes to a current ROI, they must contact their provider
directly.

36



PRIVACY: Participant Instructions

A participant will receive anotificationif theirROI is expiring within sevendays,andanother if their ROI 

hasalreadyexpired.Theywillalsoseearedbanneratthetopoftheirdashboardwhentheyloginto 
MyConnectSV:

IfacareteammemberrequestsanewROIthroughMyConnectSV,participantswill receiveanotification. 

ParticipantscanrespondtotherequestbyclickingonthenotificationorbyopeningthePrivacy 
Managementinthenavigationpane.

Participantscancompleteanew

ROIbyclickingthelinkineither 
bannershownabove.Theelectronic 

signatureformwill bedisplayedfor 

theparticipant to signelectronically 
andsubmit directlywithin 

MyConnectSV.

After adding an electronic signature, 

participantsmustclickSignandthen 

Savetosuccessfullysavethe signature
andcompletesubmission.
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PRIVACY: Participant Instructions

ParticipantscanviewtheirpreviouslysubmittedROIsbyclickingtheiconintheROI historyscreen.Itis 

important tonotethat participantscannot modifyorrevokeanycurrent orpreviousROIsthrough 
MyConnectSV.TheyshouldcontacttheircareteammemberdirectlytorequestrevisionsorrevoketheirROI.

Use Case & PromisingPractices

• ThePrivacyManagementfeatureallowsparticipantstoquicklyandeasilysignandsubmitanewReleaseof 
Information directly through MyConnectSV.

• Explaintoparticipantshowyoumightusethisfeature:ExplaintoparticipantsthatavalidROIhelpsproviders to 
coordinateservices,andthatexpiredormissingROIscanleadtodelaysinserviceorhousing.

• ExplainthatparticipantscannotreviseorrevoketheircurrentROIwithinMyConnectSV.Theymustcontact their 

careteammembertomakeanyrevisionstotheircurrent ROI.

• Encourage participants to respond to ROI requests right away so that housing and services are notdelayed.



REFERRALS: Participant Instructions

TheReferralsfeatureprovidesparticipantswithalistingof their

current andpast referrals in HMIS, includingthe referral date,
agencyname,programname,current referral status, and the

datewhenthestatuswasmostrecentlyupdated.

A participantmayhavequestionsforyouaboutwhattheir 

referral history means.You canusethe additional information in

HMIStohelpanswertheirquestionsabout current andpast 
referrals.

Ifaparticipantcontactsyoubecausetheyseetheyhavea Pending
programreferral,pleasehelpthemconnectwitha staffmemberatthe

referred-toagencyasquicklyaspossible. Youcanleaveanupdated
referral noteorsendtheother provideramessageinClarity. You

shouldtell the otherprovider that this participant hasa

MyConnectSV account andcanbe messagedthrough their HMIS
profile to securely communicate withthemaboutnextstepsto

processtheirpendingprogram referral.

HowtoViewReferrals

Under the participant viewof MyConnectSV, the Referrals tab 
includesadisplayofaparticipant’sprogramreferral history.

No additionalactionsareavailabletoparticipantsinthe 
Activity tab. There are no required actions or instructions for 

providerstousethisfeature.
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RESOURCE DIRECTORY

Providers can now utilize a Resource Directory within Clarity Human Services! Providers will see the same 
information about resources that participants can accessthrough the MyConnectSV Resource Directory.

Ifyouhave anupdatetoanyoftheresourcesincludedintheResourceDirectoryoranewresourcetoadd,please submit
thisform:https://forms.gle/sdHo1h1Mq93sbSXp9

Provider Instructions
Navigate to the Resource Directory in 
Clarity through the launch pad.

Once intheResourceDirectory, 

usetheAgency,Program, 
Category, and/orCity filters to 

chooseonemoreoptionsto 
filter;besuretoclickSearchto 
apply your filters andviewthe 

filtered results:

Youcanusethelettersonthemapto 
seethelocationofcorresponding 
resources in thefilteredlist.
Use thePrintPreviewbuttonto generate
aprintablelistof resources anddetails
forallresourcesincludedin the current
filtered list.
Alternatively, to viewor print 

information aboutonlyoneresource 

includedinthelist,hoveroverthe 

resource title andclickon the

eyeball icon toviewadditional info, 

or theprint button togeneratea 

printable viewof that specific 

individual resource.
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RESOURCE DIRECTORY & COMMUNITY INFO

Participant Instructions

The Community InfoandResource Directory both allowparticipants to get up-to-date local information. In 

CommunityInfo,participantscanviewandfilterarticleswithadditional information, instructions, and/orlinks 
aboutservicesthatmaybeavailableorlocalannouncements.IntheResourceDirectory,participantscanusea map

with their current locationto identify nearby resources, aswell asviewandfilter resources by agency, category,

and/orlocation.

CommunityInfo
Explain to participants that Community Info

articlescanbe sorted by Title, DateUpdated,or 
filteredusing the “Category Filter” dropdown. Click 

on the title to viewthefull articleand scroll down to
thebottomtocloseor print theinformation.

ResourceDirectory

Explain toparticipants that theResourceDirectory 
can befilteredby clicking “Filter Results.”Clickon 

thedirectory item toviewmore information, click 
“Showmoredetails” toviewfull information, and 

scroll down tothe bottomtocloseor print the 

information.
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