How to Add a Crisis Call as a Service Updated September 2023

Using the Services tool to document Crisis Calls will allow your organization to quickly document a call
for a client in a critical moment and pull a Service Summary report to review Crisis Call information for

any given timeframe.
Follow these steps to document a Crisis Call as a service:
1. Loginto DV ClientTrack

2. Choose the “Clients” workspace by clicking on the client workspace icon at the top left of your
screen (see picture below).

@QD

Q search < c i ard
Green Ranger A B
2/3/1986 123-45-6789 147185 i
Q Find Client P
g PR
reen Ranger's Dashboard
13 Intake
13 COVIDA9 Intake Green Ranger's Information =
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3. Search for the client in the system by clicking on “Find Client” (see picture below). If the client is
already in the system, the client’s information will appear in the search results list (see picture
below). Click on the client’s name to go to the client record.

Please contact the DV Help Desk if you have questions or require additional guidance.
DVHelpDesk@ihcda.IN.gov
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Q Search < fents / ClientTrack Form @ By

Green Ranger

[ Client Dashboard / 2/3/1986 123-45-6789 147185 4@
Q Find Client Find Client

<« @
13 Intake
43 COVID-19 Intake Use the section criteria below to find your client. To narrow the search. fill in more than one criteria. Social Security Number and Birth Date are the best fields to narrow your search.
S COVID-19 Vaccine Intake First Name:  red

Last Name: | ran
> (3 Client Profile
Middle Name:
> 03 Common Client Assessments
Social Security Number:
> [ Other Client Assessments

Alternate Refe 1D:
> [ Client Enroliments and Client B 5 e

Services Birth Date: AM/DD/YYYY D‘

» 03 Confidential Case Notes

Client ID:
Client Type: Client v
No records found.
First Name Last Name Middle Name SSN Alternate Reference ID Birth Date Client ID 1% Client Type

4. If the client is NOT in the system, you will need to create an intake by clicking on “Intake” (see
picture below). You will notice that without entering required information in the workflow, you
will not be able to “Add Crisis Call Client” (see picture below).

Q search < | Clint @gg

Green Ranger

Intake (2298)  * wes  123-45-6789 147185  ° O

Q Find Client @ Add or Edit
13 Intake
13 COVID-19 Intake ;

# COVID-19 Vaccine Intake

ogram Enrollment

> & Client Profile MPause X Cancel
> [ Common Client Assessments.

> [ Other Client Assessments

» [ Client Enroliments and Client
Services

> [ Confidential Case Notes

o
[# Usethe current iient

Add or Edit

Do you want to add a new client or use the selected client?

@ Select another client

If you don’t have some basic client information you should choose “Data Not Collected” and
plan to update the information as you obtain it. Use the “Edit Client” link in the “Client Profile”
section to the left of the client record to update any basic client information.

Please contact the DV Help Desk if you have questions or require additional guidance.
DVHelpDesk@ihcda.IN.gov
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Q search < Clients / Client Dashboard

Red Ranger SSN Client ID
[ID Client Dashboard 1/1/1986 1M1-11-1111 147187
Q, Find Client Red Ranger's Dashboard

13 Intake

Red Ranger's Information
13 COVID-1? Intake

& COVID-19 Vaccine Intake
Name: Ranger, Red Birth Date: 1/1/1986

v 3 Client Profile
Gender: Male

R~ Add Crisis Call Client

2 Edit Client Ethnicity Non-Hispanic/Non-Latin(a)(0)(x) Race: Black, African Americi
[ Crimes

3 Protection Orders

¥ Address History Red's Enroliments

D Alias History
O Case Managers No records found
[ Case Notes

Enroliment
El Client Files Description Case Members Project Start Date | £ Housing Move-In Date Project Exit Date 1} Enroll Assessment ID
(] covID-19 Screening

& COVID-19 Vaccines

- Red's Case Manager Assignments
& Family Members

v

[E3 Interested Others
4 Living Situation No records found

[ Notifications

0 Goal Case Manager Begin Date |2 Status End Date Enroliment
oals

[za] Photo

5. For Anonymous clients, please search for the client we set up for your organization called
Anonymous (first name) “Your Organization name” (last name) (see picture below).

Q search <

Red Ranger

SSN Client ID
[l Client Dashboard 1/1/1986 M-1M1-1111 147187
Q Find Client Find Client

13 Intake

13 COVID-19 Intake Use the section criteria below to find your client. To narrow theg@Brch, fillin more than one criteria. Social Security Num®\and Birth Date are the best fields to narrow your search

¥ COVID-19 Vaccine Intake FirstName:  anonymous

LastName:  myfakeorg
v [3 Client Profile
B Add Crisis Call Client

Social Security Number:
Edit Client

Crimes Alternate Reference ID:

a
[am}
[ Protection Orders Birth Date: | MM/DD/YYYY E‘
D

Addiress History Client ID:

D Alias History
° ClientType:  Client v
Case Managers

Case Notes

(o}
0
[E client Files
u]

COVID-19 Screening

No records found.

OB Vasainsa First Name Last Name Middle Name SSN Alternate Reference ID Birth Date ClientID 1 Client Type

Be %

Family Members
Interested Others

A Living Situation

3 Notifications

Please contact the DV Help Desk if you have questions or require additional guidance.
DVHelpDesk@ihcda.IN.gov
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6. Once you select your client, click on “Client Enrollments and Client Services”, and then click
on “Services” on the drop-down menu as shown in the picture below.

{8 search < clent

Red Ranger

SSN Client ID
a o
(D Client Dashboard 1/1/1986 M-11-1"11 147187 N a8
Q Find Client Red Ra s Dashboard X
13 Intake
Red Ranger’s Information 4 -
13 COVID-19 Intake 9 =
& COVID-19 Vaccine Intake
Name:  Ranger. Red Birth Date:  1/1/1986 Age: 36
> [ Client Profile
Gender:  Male Veteran:  No
> [ Common Client Assessments
» [ Other Client Assessments Ethnicity: Non-Hispanic/Non-Latin(a)(0)(x) Race: Black, African American, or African
v [ Client Enrollments and Client
Services
O Enroliments. X N
Red's Enroliments = -
® Quick Services
&+ Referral
No records found.
> 03 Confidential Case Notes Enrollment
Description CaseMembers  Project Start Date |1 Housing Move-in Date Project Exit Date |1 Enroll [} Exit Exit Destination Last Assessed
Red's Case Manager Assignments Z -
No records found.
Al Associated
Case Manager Begin Date 1§ Status End Date Enroliment Enroliments
= -

Red's Services

No records found.

7. Click on the “+ Add New” button to create a new service for the Crisis Call.

Q search <
RedRanger  SS| Client ID a8l o
(I Client Dashboard 1/1/1986 1M-1M-1111 147187 . o
Q, Find Client Client Services <8
13 Intake

13 COVID-19 Intake The client's service history displays below. To record a service, click Add New. To record multiple services, click Quick Services. To edit or view an existing service, click Edit next to the recg

}Quick Services

+Add New

# COVID-19 Vaccine Intake

> 03 Client Profile No records found.
% 3 Common Client Assesdifents AssessmentID  Date Service Units $Total  Organization
> 03 Other Client Assessments

v [3 Client Enroliments and Client
Services

[3 Enroliments
@ Quick Services
&+ Referrals

[ Services

> [ Confidential Case Notes

Please contact the DV Help Desk if you have questions or require additional guidance.
DVHelpDesk@ihcda.IN.gov
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8. Select the “Grant” first by choosing “Crisis Call” in the drop-down list. The requirement for
selecting an “Enrollment” will go away once you’ve selected “Crisis Call” for “Grant.”

Q search < e KF ClientTrack Forn @ o s
Red Ranger D

(] Gini Bashioerd vyess  M-n-nm w77 S 8

Q Fin Service <8

3 Intake

3, COVID-19 Intake Enter the information about the service provided to the client below

# COVID-19 Vaccine Intake
Family I

No Recent Income
Family Members 1

PovertyLevel  $1132.50

Location: | -- SELECT -- v

O Services Units:*  1.00

> 03 Confidential Case Notes
Unit Value:*  $1.00

Total: $1.00
User Performing the Service:  Grant Peters [a]
Comments

9. Select the “Service” by choosing “Crisis Call” in the drop-down list. Additional fields will appear

after making this selection (see picture below). Change the date and time of the call if needed
and complete the information as required.

Q search < ¢ GlentTrack Form

Red Ranger
poard 111986

m-n-mm  amgr ° @

Service

<8
13 Intake U y L D LIvLOU
3 covio-19
o Enroliment: ELECT v
# covio-9v
Criss Cal .
Service Crisis Call v 0 Locati -~ SELECT -- v

vaters 107262022 | ]

Units:* 1,00

Unit Value:*  $0.00

Total:  $0.00

User Performin®gge Service:  Grant Peters. Q

03 Services

> 03 Confidential Case Notes

Crisis Call Information

Call Date/Time:*  10/26/2022 | & AM

Call Type:* O

e/Victimization

91 Needed:* -~ SELECT -~ v

Description:

Please contact the DV Help Desk if you have questions or require additional guidance.
DVHelpDesk@ihcda.IN.gov
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10. For “Victimization Type” you will be able to choose “homeless”, “stalking”, “DV”, or “sexual
assault”. For “Shelter Provided”, if you select “No” another box will open, and you can
choose one of the denial reasons shown in the picture below. Complete the required fields.
When finished, click “Save.”

Q search < fTrack Form / Clientirack Form @ a e

RedRanger S Client ID
[0 Client Dashboard 1/1/1986 M-1-1111 147187

Q Find Client Service °®

a8

13 Intake
Unit Value:* | $0.00
13 COVID-19 Intake

Total:  $0.00
& COVID-19 Vaccine Intake
User Performing the Service: | Grant Peters Q ‘
> 3 Client Profile Gommiariis

> [ Common Client Assessments
> [J Other Client Assessments

v [ Client Enroliments and Client

Services Crisis Call Information

oliments
B Freraemy Pl Date/Time:* | 10/26/2022 | B ‘ AM
@ Quick Services

Call Type:* @ Crime/Victimization

S+ Referrals ~ p
- O Information/Other
[ Services © Hangup/Prank

> [J Confidential Case Notes

911 Needed:*  No v

Description:

Are you safe?*
Are you injured?*

Is abuser present?*

Vicitimization type:*  Stalking

Rlanning Provided?*  Yes

erNeeded?* | Client Refused

Service Summary Reports

Your organization can run a “Service Summary” report to review Crisis Call information for your clients.
This can be found under the “Reports” workspace. To access the “Reports” workspace, click on the icon
with arrows at the top of your screen and then select the “Reports” option as shown in the picture
below.

Please contact the DV Help Desk if you have questions or require additional guidance.
DVHelpDesk@ihcda.IN.gov
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Follow these steps to run a Service Summary Report for Crisis Calls:

1. Click on the “Reports” workspace, “Service Reports” folder, and then click on “Service
Summary” in the new drop- down menu.

Q Search < Reports

@ Data Explorer

= Files on Server Welcome Grant Peters

DV News

» 3 HMIS Exports
Live Training and Open Office Hours
» [3 HMIS Reports from vo

our administrator. Lori Wood

> O Administrative Reports Hello DV ClientTrack end users,

» [ Client Reports

> O3 Enroliment Reports The HMIS team has several exciting updates to share regarding our monthly live trainings and on demand t.

» [O Referral Reports demand trainings to initially gain access to the system, and the live monthly new user training will be discoi
v [ Service Reports _stem so live trainings can become more nuanced and specific to attendee’s training and repc
i a deeper dive into the functionality of our systems, and “HMIS/DV 301” and “CE 301”Reports t.
E Service Summary
B Zip Code & County Please see the below registration information for the March 2022 HMIS Open Office Hours, DV ClientTrack .
E Clients Served N .
Please register for 2022 HMIS and DV ClientTrack Open Office Hours on March 29, 2022 11:00 AM EST at:http:
E Service Demographic Totals
B Family Demagraphics Totals DV ClientTrack 201 March 9, 2022 1:00 PM - 2:30 PM EST - https://attendee.gotowebinar.com/rt/7551843:
E Service By Provider
B Turn Away Reason We look forward to a great year!
B Frequently Served Clients The Indiana Balance of State HMIS Team
B Reason for Service
B Family Size & Income COVID-19 Vaccine Assessment is LIVE!
from your administrator, Grant Peters
E Household Composition

Hello DV end users,
B vocas.o

> [ Other Reports The HMIS team is very excited to announce the implementation of the "COVID-19 Vaccine Assessment”, for tracking adminis
first and second dose of the vaccine, what vaccine was administered, and several other data collection options for this impc
logic where 1 dose would be considered fully vaccinated. Eccovia is committed to updating this assessment as more vaccin

functionality to track their reason for that. Please ensure your agency begins collecting this data for all clients you serve, as

This new assessment can be found under the client workspace, under “Other Client Assessments”, and “COVID-19 Vaccines®”. This how to ¢

Please contact the DV Help Desk if you have questions or require additional guidance.
DVHelpDesk@ihcda.IN.gov



mailto:DVHelpDesk@ihcda.IN.gov

2. Set up your report parameters: Define your “Date Range” with the date fields provided

Q search < Reports / ClientTrack Form @ B

® Data Explorer

¥= Files on Server Service Summary Report

> By N: List
0 By Name Lis For help relating to this report. click the Help icon @ in the top right area of this form. For general help, click the Help Topics link in the top right area of this application.
> [O HMIS Exports
> [3 HMIS Reports
Saved Report Settings
> 03 Administrative Reports
To use saved report settings, select the desired settings description. To save the settings for a new report, select Save Settings, type the description of the settings in the Save As field, select the report settings, and run the

> (3 Client Reports report. The saved settings will appear in the list the next time you access this screen.

> 03 Enroliment Reports

Saved Report Settings: SELECT-- v

> 03 Referral Reports

v [3 Service Reports Date Range

B service Summary Indicate the time period for this report. On ds that fall within the date range you select will be included.

B Zip Code & County

Predefined Date Range: | Current Month v

B Clients Served
Service Date Between:*  10/01/2022 | & ‘and 10/31/2022 | & ‘

B Service Demographic Totals

B Family Demographics Totals
B Sservice By Provider Organization(s)

Indicate which organizations should be included in the report by selectin B1Y. or click the @ icon to select all. Note: The list only shows organizations you are authorized to view.

B Turn Away Reason

3. Scroll down and filter by “Grant” and “Services”, check the check boxes. A drop-down list will
show, select “Crisis Call” for “Grant” and “Service”. You should see a blue check mark appear
beside it when it is selected. Click “Report” to run the Service Summary report for Crisis Calls (See
picture below).

Q search < Reports / Clientrack Form @ a8

® Data Explorer =

= Files on Server Service Summary Report
riugranis)
? O3 By Name List Check the box tolimit report resuits by selected programs. When checked, thelist displays programs that belong to the organizations you selected above. Indicate which programs should be included in the report by selecting
J O VIS Exports each program separately, or click the ¢ icon to select all.
> [ HMIS Reports Program(s):  [] Filter by Program(s)
> 03 Administrative Reports

> D3 Client Reports
Grant(s)

> O Enroliment Reports Check the box to limit report results by selected grants. When checked. the lisig g 0rganizations you selected above. Indicate which grants should be included in the report by selecting each grant

> O3 Referral Reports separately, or click the @ icon to select all

v 3 Service Reports Filter by Grant(s)

Grant(s)

B Service Summary

 Crisis Cal

My Fake Organization ES
My Fake Organization HP
My Fake Organization RRH

B Zip Code & County

B Clients Served

B Service Demographic Totals
B Family Demographics Totals
Services
B Service By Provider
Select the specific services for the report, or leave the field blank to run the report for all services. NOTE:The services in this list are filtered according to the organizations and funding sources selected above.
B Turn Away Reason
Filter by Services

B Frequently Served Clients

v Crisis Call (526)

B Reason for Service
Crisis Call Interpreter Services (1128)

B Family Size & Income

B Household Composition
User(s)

B vocazo Check the box to limit report results by selected users. When checked, the list displays users that belong to the organizations you selected above. Indicate which users should be included in the report by selecting each user

> [ Other Reports separately. or click the ¥ icon to select all

User(s):  [_]Filter by User(s)

BiReport [ B Schedule Report

Please contact the DV Help Desk if you have questions or require additional guidance.
DVHelpDesk@ihcda.IN.gov
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4. You can click on the link in the report window for “Crisis Calls” to review client level information.
You can also export the report to a pdf file or Excel spreadsheet by clicking on the little blue disc

at the top of the report window and selecting the desired file type.

Service Summary Report

< h of1 > | O ind | Next = B @

2
<]

Excel

Excel Data

PDF
Service Summary

10/1/2022 to 10/31/2022

e
A ClientTrack™

Report Criteria:
Organizations My Fake Organization
Grants: Crisis Call
Services Crisis Call {526)

Please contact the DV Help Desk if you have questions or require additional guidance.
DVHelpDesk@ihcda.IN.gov
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