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Requests  /  Referrals

Now let’s take a look at what 
happens when we click the 
Add Requested Assistance 
button.

In the window that opens, the amount is automatically entered.
We can fill out any other field we’d like.

Finally, we’ll click the Add button.

When we click the Add button 
the record is created and 
appears in the blue box.

The request is now complete. 
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Groups

The Groups feature allows agents from different agencies to join together to share sensitive informa-
tion. Assistance Records and Notes can be made private for a specific group. Let’s take a look.

The procedure is the same for both Assis-
tance Records and Notes. There is a pink 
section at the bottom of the window. 

Once you enter all pertinent information, 
you can select who should be allowed to 
see the record.

When you click the Add button, only 
agents who belong to the group will be 
allowed to see the record.
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Outcomes

With the Outcomes feature, you can keep track of specific goals in your client’s life, and you can 
collaborate with other agencies to monitor goal completion. To start the Outcomes process for a 
client, open their case and select the Outcomes tab. Then click the Start link.

In the window that opens, you can 
select each goal that applies to your 
client’s case.

When you click the Save Changes 
button, you are ready to start keep-
ing track of your client’s goal comple-
tion.
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Outcomes

As an example, let’s say we’ve selected that our client wants to get their GED and a health screening.

And now let’s say some time has passed and our client has completed his GED. We’ll click the edit link 
for the Education category (highlighted by the square in the image above).

In the window that opens, we’ll select the drop-
down for GED and select the “Complete” status.

When we click the Save Changes button, the new 
status will be recorded, and the progress bar will 
reflect the pecentage of completed goals (see the 
following image).
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Outcomes

Finally, you can set a date for a follow-up meeting with your client. Start by clicking the Edit link for the 
follow-up (highlighted by the square in the image above).

In the window that opens, you can set a date and give a 
description for the follow-up.

When you click the Save Changes button, the follow-up 
date is recorded.


