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Welcome to CommuniCare!

Welcome to CommuniCare, Wyoming’s Community Information Exchange, or CIE, as
powered by Wyoming 211. As a user of this system, you now have access to a vast
network of Wyoming service providers who aim to coordinate care for clients with one
another through a shared platform.

With CommuniCare, you will be able to:

Look up current clients/patients to learn more about their history of care.
Perform client intakes to add them to the CIE.
Refer clients to other in-network services (those participating in the CIE).

Utilize the full breadth of Wyoming 211’s database and document referrals made
to out-of-network partners (those not participating in the CIE but are in Wyoming
211’s Resource Database).

Receive direct, electronic referrals from other CIE partners.

Update client records, access case management and screening tools, and
document follow-ups

CIE Data Integration

CommuniCare is expected to integrate with multiple client management systems,
databases, and Electronic Health Records. This will allow for different systems to
communicate with the CIE and users to see information from other systems in real-time.



Registering Your Account

Registering for both the training site and the live system requires a 2-step registration
process. Prior to training, users must register to the live site in order to access the
CommuniCare Training Site. All training will be conducted on the Training Site and users
will not be given full access to the live site until all required trainings have been
completed.

How to Register on the Live Site

1. Visit https://wy211.communityos.org/register

2. Enter the required information in the fields.

3. After submitting your registration, you will be emailed a link to verify your
email. Please note that during this step, you will receive an access denied
error. This is because your account does not have a role assigned to it
initially.

4. Once you have verified your email, please email smartin@wyoming211.org
or specialist3@wyoming211.org to assign you your role to avoid access
issues.

How to Reset Forgotten Password on Live Site

1. Visit https://wy211.communityos.org/forgot-password and input the

required information.

2. An email will be sent to the registered email account with instruction on how
to rest your password.

3. Once you have followed the provided link and completed the password
reset process, you will be able to access your account once again.

What If | didn’t receive an email?

« Double check that there were no spelling errors when requesting a
password reset link.

« If you have forgotten the email associated with your account and need a
system administrator to manually reset the password to your account,
email smartin@wyoming211.org or specialist3@wyoming211.org. You can
also contact support through our Help Desk Reference


https://wy211.communityos.org/register
mailto:smartin@wyoming211.org
mailto:specialist3@wyoming211.org
https://wy211.communityos.org/forgot-password
mailto:smartin@wyoming211.org
mailto:specialist3@wyoming211.org

How to Register on the Training Site

1. Visit https://wy211-training.communityos.org/reqgister

2. Enter the required information in the fields.

3. After submitting your registration, you will be emailed a link to verify your
email. Please note that during this step, you will receive an access denied
error. This is because your account does not have a role assigned to it
initially.

4. Once you have verified your email, please email smartin@wyoming211.org
or specialist3@wyoming211.org to assign you your role to avoid access
issues.

Important Training Site Factors

» All the information from the live site will transfer over to the training site
when the training site is updated. This means if an account was created in
the live site, during a training site update, that account will transfer over.

o HOWEVER it is important to note that anytime the training site is
UPDATED the user will still have their account but will need to request a
new password. To request a new password on the training site, visit
https://wy211-training.communityos.org/forgot-password

o An email will be sent to the users registered email with the instructions on
how to reset their password. Once the password is reset, the user will be
able to log into the recently updated training site.

» Any information on the training site that is created including but not limited to
accounts, intake records, resources, etc. will not transfer over when the
training site is updated.


https://wy211-training.communityos.org/register
mailto:smartin@wyoming211.org
mailto:specialist3@wyoming211.org
https://wy211-training.communityos.org/forgot-password

Logging In

PLEASE NOTE -
To gain access to the CIE, users must:
e Be an employee or contracted by a CIE Partner.
e Be assigned a role within the CIE, as decided upon by your agency and
approved by CommuniCare staff.
e Complete all required CIE and HIPAA Trainings, as will be provided by
CommuniCare staff.

To log into the CommuniCare system, visit:
https://wy211.communityos.org/communicare-login

Be aware: this is a live site containing sensitive personal information. Accessing this site
without prior authorization is prohibited.

Or

To log into the Training Site, visit:
https://wy211-training.communityos.org/

After visiting the links provided above, you will be taken to the CommuniCare Login
Page. Click on the red button labeled “WY211 Staff Only” in the upper right-hand corner
of the page to access the Sign In form.

m Home WY211 Staff Only

Click to login to your

user account
‘( CARE
WYOMING

Welcome to the CommuniCare
Login Page

CommuniCare is a Community Information Exchange (CIE) - a network of cross-sector partners who commit to sharing
information and coordinating care with each other.

Here you can access a variety of tools and technology that will help you identify client needs, close the loop on referrals,
communicate with others working with shared clients, and better identify available resources.

As a result, shared clients have better and more efficient access to the services, care and support they need to improve their
health, functioning, and quality of life.

**Compliance with i Laws and Regulations



https://wy211.communityos.org/communicare-login
https://wy211-training.communityos.org/

Once at the Sign In form, enter the credentials you provided during registration to
access to site.

testing@wyoming2ll.org

Forgot Password?

If you are having difficulty logging into the site or have other questions regarding the
system, please view the available resources found at the bottom of the CommuniCare
login page or contact the CommuniCare Help Desk also found at the bottom of the
page. You can also receive help by contacting the emails provided in the Register Your
Account Section of this document. More information on the Help Desk can be found in

the Help Desk section of this document.

*Compliance with Applicable Laws and Regulations

Each Autharized User will comply with all applicable federal, state, and local laws and regulations, including, but nat limited to, those protecting the confidentiality and security of individually identifiable
health information and establishing certain individual privacy rights. Each Authorized User will make reasonable efforts to stay up-to-date on any changes or updates to and interpretations of such laws

and regulations to ensure compliance.

Wyoming
Contact Moare Info
Get Connected. Get Help.™ Policies and Procedures Inclusion and Exclusion Policy Privacy FAQs
freneiCore i pavmres by Wyamiion 211 ek the loapi g General FAQs User Manual Data

wview our other programs and resources at the Wyoming 211
site.




CommuniCare User Home Page

Note: The User Home Page is still in development

Once logged into the system, you will be directed to your CommuniCare User Home
Page. This page is meant to act as a centerpiece, or hub, for accessing all of the tools
you will need to conduct efficient care-coordination for your clients.

The Dashboard

Upon accessing the User Home Page, you will be given full view to your Referral Status
Dashboard. The Dashboard consists of:

e Incoming and outgoing referrals.

e The status of those referrals:

o Pending — Referrals awaiting response from your organization or a

referred to partner.
o Declined — Referrals that have been rejected by the referred to partner.
Accepted - Referrals that have been Accepted by the referred to partner.
o Services Provided — Referrals that have been accepted and acted on
through service delivery by referred to partners.

o Referral Exceptions — Contradictory responses are given to a referral; you
sent or received a referral and it was “Accepted” and “Declined,” or
“Service Provided” and “Declined.”

(@)

Although you will be receiving tokenized emails for every referral made to your agency,
it is suggested that users logon at the start of each day to view the status of their
referrals. The dashboard will allow users to see all new referrals made to their agency in
real time, as well as the status of outgoing referrals, which is not indicated in email.

Pending Referrals
Referral Records waiting to be accepted or declined by a service provider
The list of clients below have referrals that are waiting to be accepted or declined

Interaction ID ClientID Client First Name Client Last Name County Referral Details Interaction Create Date

1 Pisto Pete Wyoming 1. Taxonomy: Case/Care Management - PH-1000 3013/2024 22434 PM
Service: CommuniCare Community Information Exchange® (CIE)
Agency: Wyoming 211

1 Pistc Pete Wyoming 1. Taxonomy: Community Clinics - LN-1500 3/14/2024 115547 AN
Service: Health Clinic - Crossroads Clinic
Agency: Community Action of Laramie County
2. Taxonomy: Adoption and Foster/Kinship Care Support Groups - PN-8100.6500-030




User Menu

Located at the top of the User Home Page you will see multiple links and tabs directing
you to resources and tools within the CIE, which are further detailed throughout this
document with relevant links attached below:

Home
Directs users to the CommuniCare User Home Page

CommuniCare CIE

Tools required for Referrals and care-coordination:
[ ]
[ ]

Additional Info
e Help Desk
Policies & Procedures
More Info
FAQs
Inclusion & Exclusion Policy
User Manual
Data

Wyoming 211 Logo
Functions the same as the “Home” User Menu item; directs users to the CommuniCare
User Home Page

m Home Additional Info -
e e e

Pending Referrals




Logging Out

Per HIPAA guidelines, when leaving your computer, you must end your CommuniCare
session to avoid prohibited individuals from potentially seeing client information. To
logout, simply press the red User Account icon located at the upper right-hand corner of
the page and select “Sign Out.”

The User Account icon always remains at the upper-right hand corner of the page,
regardless of which tab or menu item you have opened.

Hed Referral Exceptions

W Referral Details

Service: Recovery Support
Agency: Recover Wyoming

Click to logout of your
user account

1. Taxonomy: Addictions/Substance Use Disorder Support Croups - PN-8100.0500

Testing Account £

Filter

Interaction Create Date

1/19/2024 7-30:12 AM




Searching for Clients

The CIE Client Search function can be used to search for individuals’ that are already
within the CIE system and view their Client Records. This can be a useful tool when
seeing re-occurring clients or when checking in on the status of a client’s care.

Prior to conducting a new client intake, users must first search through the CIE
Client Search function to avoid potentially duplicating client records.

In the event you discover that a duplicate entry has occurred, you must contact
CommuniCare support through the

The CIE Client Search can be found in the Menu at the top of the page under
CommuniCare CIE.

m Home Additional Info -

of Wyoming

CIE Intake

Pending Referrals Declin Referral Status Dashboard  drals Services Provided R

Pending Referrals

After pressing the CIE Client Search button, you will be taken to the Client Search
Form.

At the Search Form are multiple distinguishers of personal information you can utilize to
find a potential client in the CIE.

In most cases, you will be able to easily find/not find clients based on their First and
Last name.

However, in certain circumstances, you might find two separate records sharing the
same name. If there are multiple clients with the same name, you can differentiate in the
search form based on the client’s:

e Name
Client ID
Phone Number
Address
Type of Assistance (previously offered)
The details of the client record, such as the date the record was created and by
whom.



After inputting the client’s information into the search form, press the red “Search”
button located in the upper right corner above the Search Form.

e
f Click to view
CIE Client Search
results based on
searchForm | input information
Call Information
Client Details
Type of Assistance

First Name

Contains - Type of Assistance

Includes any CommuniCare »

Last Name

Contains - Joe
ClientID

Equals

Client Record Details
Primary Phone
Create Date
Contains o
On =

Secondary Phone

You will then be directed to the CIE Client Search Results. Here you can see any results
and information associated to that client based on the information you input into the
Search Form.

CIE Client Search

Search Form Results

Search Results

Create New Client

Edit Account ID Client ID Create Date Edit Date First Name Last Name Age and Date of Birth Address City
Testing Account (182) 20282 1/23/2024 3.55:42 PM 1/23/2024 3.5542 PM Cowboy Joe /231964 1000 East University Avenue Laramie
Your search returned 1 result.
Download Results

>

By pressing any red text within a resulting record under Search Results, you will be
taken to the Client Record to view their information, referrals, and prior care.
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Client Intake

If a client is not found in the CIE Client Search, you can proceed to conduct a new client
intake by pressing the green “Create New Client” button under Search Results or by
navigating to the CommuniCare User Menu and selecting the “CIE Intake” option.

CIE ® Client Search

Search Results
| Create New Client |
Last Edited By Created On: Last Edited On: Client ID First Name Last Name Age and Date of Birth Address City

Your search returned 0 results.

The CIE Intake not only allows for the collection of client information, but also gives
access to the Referral Module that will allow users to find resources for client needs and
to make the appropriate referrals.

Once an intake is completed and submitted, the CIE Intake also acts as the Client
Record, showing personal information, interactions, and referrals made prior on the CIE.

n Client Details Referrals Contact Details & Notes Follow-Ups Document Uploader Screening Request

Interaction Details

Type of Assistance *

CommuniCare CIE ®

Who is Calling Today? &

Client Information Client Residence

Client's First Name *May | have the ZIP code where you are calling from today?"

Required entry for HMIS
Client's Address (Physical)

Address1
Client's Middle Initial
Physical street address

Client's Last Name Apartment, suite, unit, building, etc

Required entry for HMIS
(Optional) Apartment.suite. unit. building, etc

City/ZIP Looku
Client's Preferred Name ty/Zi P

Enter a 7ip code, city. or coun:

11



CIE Intake Tools

When on the CIE Intake, you can navigate the entirety of the intake through tabs, or CIE
Intake Tools, located near the top of the page.

m Home Additional Info ~

n Client Details Referrals Contact Details & Notes Follow-Ups Document Uploader Screening Request

The CIE Intake and Client Detail sections were designed to gather the minimum
necessary information to make an educated decision on both the client’s needs and the
resources necessary to meet those needs.

CIE Intake
¢ |Interaction Details
e Client Information
e Client Residence

Client Details

e Client Demographics
Veteran Status
Language/Race/Ethnicity
Employment/Income
Household Information
Insurance Screening
General Screening Questions

*IT IS IMPERATIVE THAT ALL REQUESTED CLIENT INFORMATION WITHIN THE
CIE INTAKE AND CLIENT DETAILS SECTIONS ARE TAKEN AND RECORDED.
These two sections contain the necessary information to make an informed referral, and
by not collecting this information, you risk making a referral in which a client might not
be eligible or further prolongs the intake process of the referred to Agency.

Referrals

The Referrals tab serves as the main functionality of the CIE, allowing partners of

CommuniCare to make referrals to one another, ensuring clients receive the services

that they need. More information on making and receiving referrals can be found in the
section of this document.

12




Contact Details & Notes (Available to Care Team Members)

Additional information regarding the interaction with the client to better inform care. This
tab also offers case management tools and more in-depth note taking capabilities.
Contact Person & Date

Method & Reason for Contact

Assigned Case Manager

Case Management Notes

Case Management Log History

Follow-Ups (Available to Care Team Members)
e Follow-Up Request
e Follow-Up Attempt

Document Uploader

Allows users to upload documents that can pertain to the individuals current situation to
better inform referrals and care, including Financial documents, ID’s, Medical, Mental
Health, SUD, Other, and notes associated to the uploads.

Screening Request (Available to Care Team Members)

CommuniCare offers the utilization of screening tools for Case Management services.
Currently, the Accountable Health Communities (AHCM) Screening Tool is utilized by
CommuniCare Case Managers and is available to all Care Team Members. However,
we may be able to incorporate whatever Screening Tool your organization utilizes.

13



Conducting a New Client Intake

A new client comes to your agency seeking services. After you discover the individual
has multiple needs that your agency does not offer services for, you ask if the client
would be interested in participating in the CIE.

For clients new to the system, we encourage you formerly gather consent on the CIE
Consent form under the Referrals tab prior to inputting their information in the CIE.

After agreeing to participate, you search for the client in the CIE Client Search but are
unable to find him. You decide to complete a new CIE intake.

m [E TR Referrals  ContactDetails&Notes  Follow-Ups ~ DocumentUploader  Screening Request

Interaction Details

Type of Assistance *

CommuniCare CIE ® ¥

Who is Calling Today? 4

client
Client Information Client Residence
Client's First Name "May | have the ZIP code where you are calling from today?*

Required entry for HMIS
Pistol Client's Address (Physical)
stol

Address1

Client's Middle Initial

Client's Last Name

Required entry for HMIS
Pete

Client's Preferred Narne City/ZIP Lookup

Enter  2ip code, <ity, of county,

Client's Primary Phone Ccity County
Required entry for HMIS. Ask if it is okay to |eave a message at this number. Lararnie Albany
307-555-5555
State Zip
m bl Referals  ContactDetalls &Notes  Follow-Ups Document Uploader
Client Demographics Employment/income Insurance Screening Questions
Age and Date of Birth Are you working?
Date Calculated Age (Years) Part-Time
o T B

Gender FPL Calculation

Insurance Adult Type

Employer Sponsored

How do you self-identify?
General Screening Questions

Marital Status
Do you feel physically and emotionally safe where you currently live?

Single X - e @ Yes O No
Household Size
In the past year, has lack of transportation kept you from medical
appointments, getting medications, or groceries?

Veteran Status Enter the numb nembers in the ho A @® Yes O No
137.17% of FPL
Veteran
Required entry for HMIS

Type of income/Gross monthly income
® Yes No
Wages
Are you the spouse or dependent of a veteran?
Yes ® No
Do you receive food stamps?
Yes @ No

| ancuiane/Dara/Erhnicit -

14



After gathering all the necessary information to complete the CIE Intake, which includes
the Client Details section, you proceed with finding appropriate resources and sending a
referral.

Referrals

Finding Services for Referrals
After completing the intake and receiving whatever other supplementary information the
client is willing to provide, you are now able to search for services to make referrals.

You can search for services by selecting the “Referrals” tab.

n Client Details Contact Details & Notes Follow-Ups Document Uploader Screening Reguest

CIE Consent

b Warning 4. Clicking the red "Send CIE Consent Email® button will submit this form. Please ensure all fields are field out before seng

By giving consent to share your data. you allow the CommuniCare partner to place your personal demogaraphic infermation (i.e. name b

After selecting the Referrals tab, navigate down to the “Referrals Search Criteria”
section to begin searching for services.

e o]
e

Find Services
Keyword

Is Like

Taxonomy

Includes any

Geographic Area Served
Serves Part Of s 8207 zip
Select a zip, city, county, or state.
Service Name

Contains

Resource Program *
ist s to be used to identify which program it qualifies for (i, Wyoming 2-11, HMG, Disaster Recovery, stc)

Includes any

Find Agencies

Agency Name

Contains

15




There are many ways to search for services with the Referrals Search Criteria tool. You
can do so by:

Keyword

Taxonomy

Geographic Area Served
Service Name

Resource Program
Agency Name

Location Relevant to Caller

If you have correctly filled out the Client Residence section of the CIE Intake, the
“Geographic Area” section of Referrals Search Criteria will auto-fill with the client’s zip
code. Searched for resources will be provided based on the location relative to the
client.

Geographic Area Served

Serves Part Of 82071 zip

Select a zip. city, county, or state

Continuing with the prior intake example, you find the client has unique needs and
decide that the client would make a good candidate for

CommuniCare, CIE is listed under “Care/Case Management” in the CIE’s Taxonomy.
However, it can also be easily searched under Keyword and Service Name as
“‘CommuniCare.” As a service provided by Wyoming 211, you can also find the service
by searching for Wyoming 211 under “Find Agencies.”

In many cases, you will know what agency you plan to refer to. However, you limit
relevant services by searching for a specific organization. There will also be times that
you are unsure of what relevant agencies are available for you client. This is why we
encourage understanding the taxonomy and its search function.

For this situation, we will be using Taxonomy to search for resources.

Find Services

Keyword

Is Like

Taxonomy

Includes any case

Geographic Area Served

Serves Part Of

Transitional Case/Care Management * Veterans pH-1000 8500
Service Name Alternative Medicine | 10500
- Impounded Vehicle Services Fr-51003300 @
Contains
Resource Program *
t is to be used to identify which program it qualifies for fie. Wyoming 2-11, HMG. Disaster Recovery, etc

Includes any

16




After selecting a suggested service, in this case “Navigator Programs,” the selection will

save and be placed above the Taxonomy text box.

Taxonomy

Includes any

Case/Care Management py 1000

17




Selecting Services for Referrals

After pressing Search in the upper right-hand corner, it will take you to the adjacent tab
“‘Referrals Results,” offering results based on your search criteria and provided location
of the client.

I3
Roforrals Saarch Crteria

Referral Search Results

L 1

Service
Agency Phone Service CE®
Name * Service Name* (Main) Extension  Site Street/Physical Address ~ Service Intended Participants Presenting Need(s)* | Partner? [| Actions
Wyoming | CommuniCare Community | 307-433- 2617 East Lincolnway Suite  Individuals that are homeless or at risk of becoming homeless; active military or veterans; Case/Care Yes
n Information Exchange® 3075 E Cheyenne WY, 82001, US these that require Mental Health and Substance Use Disorder services; individuals Management - PH-
(CIE) transitioning out of the legal system: individuals with urgent or unique needs. 1000 ° ° o
(-}

Your search returned 1 result.

You will often receive multiple results when conducting searches via Referral Search
Criteria.

1. By selecting the red icon under “Service Name,” you can view information on the
service and the resources they provide to make the most appropriate referral. This
includes eligibility, hours of operation, fee structure, location, contact information,
etc.

CommuniCare Community Information Exchange® (CIE)

Service Description -

| Active Referral Partner Agency | To directly share client information with this partner, please ensure that
"Consent to Share Data” is selected as "Yes®

Service Description &

CommuniCare is a Community Information Exchange® (CIE), a network of service providers who share client
information and coordinate care with each other from a centralized technology platform. Partners of
CommuniCare can access a CommuniCare Navigator via referral through the CIE platform. CommuniCare
Navigators can intake referred clients, conduct screenings, make referrals, and offer case management services to
help higher-need individuals meet their needs and set and achieve their goals

Area Served T}

Statewide: Albany. Big Homn, Campbell, Carben, Converse, Crook, Fremont, Goshen, Hot Springs, Johnson,
Laramie, Lincoln, Natrona, Niobrara, Park, Platte, Sheridan, Sublette, Sweetwater, Teton, Uinta, Washakie, Weston
Recent Service Changes &F

CONSENT: By giving consent to share your data, you allow the CommuniCare partner to place your personal
demographic infermation {i.e. name, birth date, gender, race, ethnicity, address, phone number, househeld -

Eligibility and Service Details

Eligibility £

To make referrals to the Community Information Exchange® [CIE) for navigation services, clients must be higher-
needs. This can include butis not limited to: individuals that are homeless or at risk of becoming homeless; active

military or veterans; those that require Mental Health and Substance Use Disorder services; individuals
transitioning out of the legal system; individuals with urgent or unique needs. -

This can be useful when making out-of-network referrals and supplying the client
with the appropriate information to access those services.

18




2. A single service provider can provide multiple services that may or may not pertain
to the presenting needs of the client. When selecting a service to make a referral,
ensure that you are selecting the correct Presenting Need so the referred to agency
has accurate information regarding the client’'s needs. In the example below, you
can see this agency offers multiple services.

L BN
® Case/Care Management - PH-1000
O Certificates/Forms Assistance - FT-1020

) Emergency Rental Assistance Program
([ERAP) - BH-38001920

O Housing Search Assistance - BH-
3900.35100

D1 el el M s Dhiegmy abm T Lovtimes o CT.

CommuniCare Case Management services only offer one service so need to select
a specific presenting need.

3. This section indicates whether or not an agency is a CIE partner and can receive
direct referrals.

4. Once you have verified that the services provided will meet the client’s needs and
you have shared all relevant information regarding the service and agency to the
client, you can press select to save the referral. The selection will then be moved to
the Selected Referrals section at the top of the page to await finalization and
submittal.

Refer to Needs Only

In the event you are unable to find relevant service providers to meet the needs of your
client, you will “Refer to Needs Only.” This indicates that a particular need has been
identified but no service is available. By including this information, we can monitor this
individuals unmet needs and track them as datapoints to indicate gaps in service across
Wyoming.

Referrals Module

Selected Referrals

No referrals have been made yet. Please perform a search and select from the table to make a referral

Refer To Needs Only

19



Submitting a Referral
Now that a service has been selected and saved for referral, you can proceed with
submitting the referral.

CIE Consent
& Warning .. Clicking the red "Send CIE Consent Email® button will submit this form. Please ensure all fields are field out before sending the consent email.

By giving consent to share your data, you allow the CommuniCare partner to place your personal demographic information (i.e. name, birth date, gender, race, ethnicity, address, phone number, household members, employment
status, etc) in the Community Information Exchange® (CIE) database and to share the minimum necessary amount of information that will help directly connect you to other partner organizations and services

Referrals Module

Selected Referrals

CommuniCare Community Information Exchange® (CIE) at Wyoming 211 for Case/Care Management - PH-1000 from Wyoming 211 n
Consent to Share Data *
O Yes O No

Referral Status Date

Requested 03/17/2024 &

[0 Accepted & °

[ Provided &

[) Declined &

Reason Unmet

Notes °

Email Referrals Send the selected referrals to the email address associated with this client?
NOTE: You must enter a valid email address in order for the client to receive the email

SMS Referrals Send the selected referrals in a text message?

NOTE: You must enter a valid SMS capable phone number in order for the client to receive the sms.

Phone number to send referrals *

Choose an existing phone field or select "Cther* to enter one manually

1. CIE Referral Consent:
Prior to submitting a referral, it is imperative that consent has been given by the
client to share their personal information to the CIE. Within this section is the
language that must be recited back to the client verbatim and the option to email
them the CIE consent form containing a list of agencies that can access their
information.

*Important: If the Client is new to the CIE, please visit the

section of the document. If this is a recurring client, this section will already be
marked as “Yes” and you will not need to interact with this section.
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2. Consent to Share Data:
After verifying with the client that the organizations to receive the referrals are
correct, you can select “Yes” on “Consent to Share Data.”

o If “No” is selected, a direct referral and the client’s information will not be sent
to the referred to agency. This is useful if the client would rather pursue the
referral on their own and you can still submit a traditional, non-electronic
referral for documentation, providing the client with the appropriate
information to follow-up on their own.

e If neither “Yes” or “No” are selected, you will receive a validation error and the
referral will not be submitted/documented.

e “Consent to Share Data” is not available on referrals made to organizations
that are not CIE partners.

3. Referral Status
Upon selecting and saving the service for referral, the Referral Status section will
automatically set the status as “Requested” and autofill the date the referral was
selected.

o [f the Requested status or the date of the requested referral is not selected,
you will receive a validation error and the referral will not be
submitted/documented.

e The Referral Status section also plays a role in the receiving of referrals and
documenting responses.

4. Reason Unmet and Notes
This section of the referrals is generally for those agencies responding to a
requested referral, and the reasons surrounding a Declined response. However,
Additional notes can be made in this section regarding the nature of the referral by
the referring agency. More on this in

5. Send Referral Information to the Client
If the client has access to email or texting capabilities, you can select either “Email
Referrals,” “SMS Referrals,” or both, and the client will receive a list of their referrals.

6. Submit the Referral
After carefully reviewing and verifying all information within the Selected Referrals is
complete and accurate, you can now submit the referral by clicking the red “Submit”
button located in the upper right-hand corner of the page.

lesting Account X

Screening Request

e Once submitted, the referred to agency will receive notification of the referral
via email and their dashboard.
e After submitting the referral, you will be directed to the client’s record.
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If you visit the Dashboard, you will also see that the referral has been placed in Pending
Referrals, where it will remain until Accepted or Declined by the referred to agency.

Pending Referrals Declined Referrals

Pending Referrals

Referral racords walting to be accepted or declined by a service contact

Please click on the Interaction ID to retrieve referral information.

Interaction ID

28084

Client ID

20280

20277

20276

Accepted Referrals

Client First Name

Amanda

Services Provided

Client Last Name

Johnso

Johnso

Johnso

Referral Exceptions

on

County

Laramie

Laramie

Laramie

Referral Details

1. Taxonomy: Case/Care Management - PH-1000
Service: CommuniCare CIE
Agency: Wyoming 211

1 Taxonomy: Navigator Programs - LH-3500.0200-600
Service: CommuniCare CIE
Agency: Wyoming 211

2 Taxonomy: Navigator Programs - LH-3500.0200-600
Service: Communicare CIE
Agency: Wyoming 211

1 Taxonomy: Navigator Programs - LH-3500.0200-600
Service: CommunicCare CIE
Agency: Wyoming 211

Interaction Create Date

119/2024 104547 AM

1192026 10:44:43 AM

119/202410:46:31 AM

20283

Pistol

Pete

Albany

1 Taxonomy: Case/Care Management - PH-1000
Service: CommuniCare CIE
Agency: Wyoming 211

1/24/202410:45:26 AM

<< First <Previous 1| 2
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Client Opt-Out Consent

CommuniCare offers its clients the opportunity to opt-out from certain partners seeing
their personal information and client profile.

When conducting a Client Intake for a new CIE client, first time consent must be given
by the client to the user.

m Client Details Referrals Contact Details & Notes Follow-Ups Document Uploader Screening Request

CIE Consent

& Warning 4. Clicking the red "Send CIE Consent Email” button will submit this form. Please ensure all fields are field out before sending the consent email.

By giving consent to share your data, you allow the CommuniCare partner to place your personal demographic information (i.e. name, birth date, gender, race, ethnicity, address, phene number, household members, employment

status, etc) in the Community Information Exchange® (CIE) database and to share the minimum necessary amount of information that will help directly connect you to other partner organizations and services.

CommuniCare CIE Service Providers *

Wyoming 21

Meals on Wheels of Cheyenne Recover Wyoming HealthWorks Cheyenne Regional Medical Center(CRMC) Community Action of Laramie County (CALC)
United Way of Laramie County (UWLC) Enroll Wyoming °

Send CIE Consent Email °

1.

2.

For a client new to the CIE, prior to submitting the clients information, you must
ensure that you received consent to share their personal information to the CIE.
If they consent, select “Yes” to proceed. If consent is not given, you must select
“No” and cannot proceed to make direct referrals in the system.

Note: Remember to search for new clients in the function prior to
beginning a new intake to prevent duplicate profiles in the system.

After selecting “Yes” a list of “CommuniCare Service Providers” will be revealed
in a drop-down. Listed are the current organizations participating in the CIE that
the client’s information will be shared. Users have the ability to remove certain
organization’s from viewing a client’s information at their request. Client’s will
also be able to remove organizations from viewing their organization after
completing the next step.

Once the intake has been completed and all appropriate referrals have been
selected, you can select “Send CIE Consent Email.” This function also operates
similarly to the “Submit” function and will save and end the interaction. Users
must document the client’s email in the Client Intake in order to Send CIE
Consent Email.

e If the client is already in the CIE, this process is not necessary for clients
already in the CIE system. The CIE Consent will already be marked as “Yes”
and you can simply “Submit” any future interaction.

e |If the client does not have an email, you must still receive consent but can
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select “Submit” at the end of the interaction instead of “Send CIE Consent
Email.”

After selecting “Send CIE Consent Email,” the interaction will be submitted and you will
be taken to a separate page verifying that you wish to submit the Email to the client,
along with the list of partnering organizations that will have access to the client’s profile.

Client CIE Email Communication

Client Information Send Webhook
Client Information Client CIE Consent Email

First Name Send Client CIE Consent Email &

Keyhole ® ves O No

Last Name Send CIE Consent Email Button

Lake

Email *

M testing@wyoming2Tl.org

Yes

CommuniCare CIE Service Providers
Wyoming 21

Meals on Wheels of Cheyenne

Recover Wyoming

HealthWorks

Cheyenne Regional Medical Center(CRMC)
Community Action of Laramie County [CALC)
United Way of Laramie County (UWLC)
Enroll Wyoming

To submit the email, select “Yes” and then “Send CIE Consent Email.” You will then be
taken back to the interaction on the Client’s Profile.

Within several minutes, the client should receive an email with a link to the CIE Consent
Form, viewable below. There they can review and edit what organizations are able to
view their information on the CIE.

CIE Consent Form

Consent Form

During your call with your assigned case manager (person who sent email), you verbally consented to adding your personal information to the CommuniCare system and allowing us te share this information to CommuniCare
Service Providers. In the multi-select dropdown please review the following list and click on the Organization's name to add them to the list if you agree to allow them access to your personally identifiable information. You may also
unselect organizations at any time if you do not want them to have access to your information.

CommuniCare CIE Service Providers

This is @ multi-select field. You can select more than one item. After your first selection. feel free to select more options.
Wyoming 21 % || Meals on Wheels of Cheyenne % || Recover Wyoming || HealthWorks || Cheyenne Regional Medical Center(CRMC) % || Community Action of Laramie County (CALC)

United Way of Laramie County (UWLC) Enroll Wyoming

Please click this box to confirm that you have reviewed the list and made your selections. *

I confirm that | have reviewed the list and confirmed my selections

Disclaimer:

We take the protection of your information very seriously and abide by the Health Insurance Portability and Accountability Act (HIPAA) which provides safeguards to protect your privacy. There are rules and restrictions on who may
see or be notified of your Protected Health Information (PHI). These restrictions do not include the normal interchange of information necessary to provide you with referrals and/or care coordination. HIPAA provides certain rights
and protections to you as the client. We balance these needs with cur geal of providing you with quality professional service and care. Additional information is available from the U.S. Department of Health and Human Services.

www.hhsgov.
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Viewing the Client Record

There are four different ways to access a client’s record:

1. After the submittal of a referral, you will be taken to the client’s record with the
updated interaction indicated in the “Interaction” section of the page.

2. The dashboard, only after the referral has been submitted or received.
3. The link provided in the tokenized email upon receiving a referral.
4. The CIE Client Search.

Once you have accessed the Client Record, you will see tabs and fields mirror those on
the CIE Intake, containing information on the client already within the fields.

On the left-hand side of the Client Record, you will see a grey “Interaction” section
labeled with the client’s name, indicating it as being their record.

of Wyoming

m Home Additional Info +

Pistol Pete

¥ Interaction

1/24/202410:45 am m Client Details Referrals Contact Details & Notes Follow-Ups Documen t Uploader

Interaction Details

Who is Calling Today? &

Add Case Managemnent Log Entry % *
O Yes ® No

Client Information Client Residence

First Name Address Module - US (Physical)

Required antry for HMIS Address1

Pistol 1000 East University Avenue

Preferred Name

Apartment, suite, unit, building, etc.

By clicking on an interaction date, you will be able to see an interaction that occurred
between a client and an organization, when the interaction was edited/created, who
edited the interaction, the referrals that were made during that interaction, and additions
or changes to the Client Record such new client details, document uploads, follow-ups,
and case management notes.
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Home CommuniCare CIE - Additional Info -

of Wyoming
————

Pistol Pete

v Interaction Editing Interaction: 1/24/2024 10:45 am

1/24{2024 10:45 am Createq By: Testi ng.Accou nt
Last Edited By: Testing Account On Wednesday, January 24th 2024 at 10:4528 am

CIE Intake Client Details Referrals Contact Details & Notes Follow-Ups Document Uploader

Interaction Details

Type of Assistance *

Who is Calling Today? &

Client

Add Case Management Log Entry & *
Yes No

Viewing Client Referral History
The suggested way to review a client’s Referral History is through the Referrals History
Section at the bottom of the Referrals Tab.

CIE Intake Client Details Referrals Contact Details & Notes Follow-Ups Document Uploader

CIE Referral Consent

By giving consent to share your data, you allow the CommuniCare partner to place your personal demographic inform
status, etc) in the Community Information Exchange (CIE) database and to share the minimum necessary amount of i

Referrals History

Client ID: 20283
Referral Date: 1/24/2024 10:4526 AM

1. Taxonomy: Case/Care Management - PH-1000
Service: CommuniCare CIE
Agency: Wyoming 211

View Interaction

Your search returned 1 result.
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The Referrals History section will show all referrals that have been made for a client and
the associated:

Client ID number

Date of referral

Taxonomy used

Service provided

Agency providing the service

You can also select “View Interaction” to be taken to the specific interaction the log was
created.
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Managing Incoming Referrals

There are two ways to be notified of a received referral:
e Tokenized email
e Dashboard

Tokenized Emails
An email will be sent to the referred organization at the time the referral is submitted.

A Client Has Been Referred to Your Organization
S Reply | % Reply A i
@ no-reply@communityos.org - Reply ~ Reply All —* Forward ﬁ

To O Testing Wed 1/24/2024 11:00 AM

[{ E ) If there are problems with how this message is displayed, click here to view it in a web browser.

You don't often get email from no-reply@communityos.org. Learn why this is important

‘ CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and know the content is safe.

Hello,

Today, the following clients were referred to your organization:
CommuniCare CIE

Client ID 20283

Please log in to the system here: https://wy211.communityos.org Once you have logged into the system, return to this email and click on the Client ID(s) above to access the client record.

Thank you,
Wyoming 211

You will be required to log into the system before being able to access to the referral. If
you are not logged into the system prior to clicking on the Client ID hyperlink, you will
receive an Access Denied alert.

To log in, click the Client ID or follow in the email. You
can then visit Pending Referrals on the dashboard or return to the email to find and
access the Client Record and Interaction pertaining to the referral.

If you are already signed in, you can click the Client ID hyperlink within the email to be
directed to the referral.

Note: Referral notifications via email will be sent from .
Like the email received to register a new account, this email is often flagged as spam
and can appear in your junk folder or may not arrive at all depending on the level of
security set by your organization.

Ensure that your organization’s internal security mark these emails as safe. It is also

suggested that you create a separate folder for these emails to better manage incoming
referrals.
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After selecting the Client ID in the Tokenized Email, you will be directed to a form
containing the client’s information and the referral that was made to your organization.

Client Info Referrals & Presenting Needs

Client Information Househo
First Name Do you
Pistol ©Own ho
Last Name Total Ny
Pete 1
Cell Phone Total Ny
307-555-5555 0

Home Phone

307-631-6424

Employny
Email
X smartin@wyoming21l org Employi
Retired
> 5 Monthl
Client Location
Sources|
Cheyenne, Wyoming, WY 82071 Do you
-
Does an|
Yes

Client Details

Date of Birth and Age
Date (Years) (Years)
12/04/1934 89

In the “Referrals & Presenting Needs” tab you can view the referral made to your
organization and respond with Accepted, Provided, and Declined, and include any other
supplemental information relevant to the referral. For more information on how to
appropriately respond to a referral, visit Responding to a Referral in this User Manual.

Client Info Referrals & Presenting Needs

Selected Referrals

CommuniCare Community Information Exchange® (CIE) at Wyoming 211 for Case/Care Management - PH-1000 from Wyoming 21

Consent to Share Data

Yes No

Referral Status Date

Requested 03013/2024 ]
[ Accepted ]
[ Provided &
[ Declined &

Reason Unmet

Notes
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If you would like more information on the client before responding to the referral, you
can scroll to the bottom the Referrals and Presenting Needs tab to find the client’s
referral history. By selecting “View Interaction” to the corresponding referral, you will be
taken to that specific interaction on the Client’s Profile where you can view additional
information on the client and view the referral under the Referrals tab.

Referral History

Pagel

Client ID:1

Referral Date: 3/14/2024 12:40:28 PM

View Interaction
Client I1D:1
Referral Date: 3/14/202412:33.59 PM

1. Taxonomy: Case/Care Management - PH-1000
Service: Recovery Support
Agency: Recaover Wyoming

View Interaction

ClientID:1

Referral Date: 3/14/2024 12:15:05 PM

1. Taxonomy: Respite Care - PH-7000

Dashboard

The Dashboard can also be used to view and respond to referrals. More information
regarding its location and utilization can be found

Once a referral to your organization is made, unlike the email, it will appear almost
instantaneously in the Pending section of the Dashboard. Pending referrals are listed
from oldest to newest to better help identify clients that have not been responded to.

o

Pending Referrals
Referral Records waiting to be accepted or deciinad by 3 service providar

The list of clients below have referrals that are waiting to be accepted or declined.

Interaction ID Client ID Client First Nam Client Last Nam County
,,,,, 1 Pistol P nagement - PH-1000
‘ommunity Information Exchange (CIE)
"""" 1 Pistol P nagement - PH-1000 3/15/2024 22414 PM
‘ommunity Information Exchange (CIE)
1 Pistol P s- IN-1500 3/14/2024 T1:5547 AM

ty
e Support Groups - PN-8100.6500-030
port Services

Ty
helter - BH-8600
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After selecting the Client ID, or by clicking any field within the Pending Referral section
of the Dashboard, you will be taken to the specific Interaction within the Clients Record

containing the referral.

To view the referral, visit the Referrals tab on the Client Record.

m Client Details Contact Details & Notes Follow-Ups Document Uploader Screening Request

CIE Consent

Referrals Module

Selected Referrals

Consent to Share Data*
@® Yes O No
Referral Status
Requested
[ Accepted

() provided

O Declined

Reason Unmet

Notes

CommuniCare Community Information Exchange® (CIE) at Wyoming 211 for Case/Care Management - PH-1000 from Wyoming 211

-1}

-1}

-]}

-1}

Responding to a Referral

Timeliness for Responding to Referrals
By participating in the CIE, your organization has signed an agreement that includes
standards for all partnering organizations to follow.

Among those standards there is an expectation that all CIE partners will respond to
incoming referrals within 48 hours from the time the referral was received.

This standard does not apply to organizations that have given good cause prior to
onboarding to the CIE as to why response within 48 hours is unfeasible for their
organization. CommuniCare also understands certain circumstances, like employee
absences, turnover, facility and technology issues, and increased client intake can

impact response times.
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Accepting a Referral

After viewing the clients information and performing whatever follow-up is deemed
necessary by your agency to make a decision on a referral, you decide to Accept the
referral. Simply select “Accepted” and mark the appropriate date on the referral.

Referrals Module

Selected Referrals

Consent to Share Data *

@® Yes (O No

ComrmuniCare Community Information Exchange® (CIE) at Wyoming 211 for Case/Care Management - PH-1000 from Wyoming 211

Reason Unmet

MNotes

Referral Status Date

Requested 02/15/2024 i
Accepted 03/17/2024 =
[ Provided m
O Declined =

After accepting the client, the referral and client information initially found under
“‘Pending Referrals” on the Dashboard will be moved to the “Accepted Referrals” tab,

viewable by both you and the organization that made the referral.

e

Accepted Referrals
Recordis where consent to share s checked, requested ST3tUs s chacke, accepted Status s chacked, declined s not chacked, and provided 1 not checked

The list of clients below have referrals that have been accepted.

Interaction ID Client ID Client First Name Client Last Name County Referral Details

pistol pete Wyoming 1. Taxonomy: Case/Care Management - PH-1000

Service: CommuniCare Community Information Exchange® (CIE)

Agency: Wyoming 211

Interaction Create Date

3/15/2024 9:2326 AM
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Providing Service for a Referral

After Accepting a referral, an appointment to offer services or follow-up to the client will
likely be made. What is most important for other organizations to understand is that the
Client eventually did receive services.

Once you have met with the client and provided services, you must go back to the
particular interaction containing the relevant referral and select “Provided” on the
referral with the associated date.

To easily find the specific referral that you accepted, select the relevant client which now
exists under the “Accepted Referrals” tab.

If there is information regarding the services you provided that would be useful to other
CIE organizations to know, you can document this within the notes section of the
referral, or, if a Care Team Member, document further in the Contact Details & Notes.

Referrals Module

Selected Referrals

ComrmuniCare Community Information Exchange® (CIE) at Wyoming 211 for Case/Care Management - PH-1000 from Wyoming 211

Consent to Share Data *

® Yes (O No

Referral Status Date

Reguested 03/15/2024 =
Accepted 03/15/2024 &
Provided 0317/2024 =
[J Declined =

Reason Unmet

Notes

After submitting the interaction, the referral and client information found under
“Accepted Referrals” on the Dashboard will now be moved to the “Services Provided”
tab.
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Declining a Referral

There are a number of reasons that an organization will decline a referral. Perhaps the
client is not eligible for services, it was an incorrect referral and the organization doesn’t
offer necessary services, or perhaps the referral was initially accepted but the Client
didn’t show up to receive services.

If you are declining a referral, go to the particular interaction containing the relevant
referral and select “Declined” with the associated date. Select an option under “Reason
Unmet” as to why the referral was declined. Further information regarding the reason for
declining can be further outlined in the referral Notes. This can help the referring agency
understand why you declined the referral and how to better help the client.

If you initially accepted the referral, be sure to uncheck the “Accepted” box, otherwise
the referral will be placed in the “Referral Exception” tab of the Dashboard for having the
contradictory response of “Accepted” “and Declined.”

Referrals Module

Selected Referrals

CommuniCare Community Information Exchange® (CIE) at Wyoming 211 for Case/Care Management - PH-1000 from Wyoming 211

Consent to Share Data*

® Yes () No

Referral Status Date

Requested 03/15/2024 &
[ Accepted &
[J Provided =
Declined 03172024 =

Reason Unmet

No Show

MNotes

Although we accepted the client, they have not not shown for multiple appointments. It is within
our policy to no longer follow-up with clients that have missed three consecutive appointments.

After declining a referral, you as a CIE partner can refer the individual to an appropriate
resource or leave it to the referring organization to do so. If you are currently in contact
with the client, we encourage that you make that referral to limit barriers to service. Be
sure to indicate within the notes why you declined the referral and whether or not you
deferred the client to a different organization.
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Response Error - Referral Exceptions

A Referral Exception will occur when contradictory responses are applied to a referral.

For example, you sent or received a referral and responded to the referral by selecting
“Accepted” and “Declined,” or “Service Provided” and “Declined.” Only one can be true.

In the event a client is Accepted but you are ultimately unable to provide services, go
back to the referral and uncheck the “Accepted” box and select “Declined,” being sure to
add notes as to why the referral was Declined.

In this example, the Dashboard indicates the user selected both “Accepted” and
“Declined” the referral.

o

Please Click on the Interaction ID to Retrieve Referral Information

Status Conflict - Accepted/Declined

Referrals that have a status of accepted and declined.

The list of clients below have referrals where services have been both accepted AND declined resulting in a status conflict.

Interaction ID ClientID Client First Name Client Last Name County Referral Details

29978 Pistol Pete Wyoming 1. Taxonomy: Case/Care Management - PH-1000
Service: CommuniCare Community Information Exchange® (CIE)
Agency: Wyoming 211

By selecting the interaction in the dashboard, we can see this is what occurred when
the referred to organization responded to the referral. Follow-up with the organization
may be necessary to remedy the error.

Selected Referrals

CommuniCare Community Information Exchange® (CIE) at Wyoming 21 for Case/Care Management - PH-1000 from Wyoming 211

Consent to Share Data *

@ Yes O Mo

Referral Status Date

Requested 03/15/2024 &
Accepted 03/17/2024 &
[ Provided &
Declined 03/17/2024 -
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Help Desk

The primary purpose of the CommuniCare Help Desk is to provide technical assistance,
troubleshooting, and guidance to users encountering issues with the CommuniCare
system. The Help Desk also operates as a point of contact in the event of a suspected
security breach. Our trained support staff is dedicated to resolving your inquiries
promptly to minimize downtime and maximize productivity across departments.

Users can access the Help Desk by pressing the “Additional Info” drop down in the
and selecting “Help Desk,” or finding it at the bottom of the CommuniCare login

page.

CommuniCare CIE =

of Wyoming

Policies & Procedures

More Info

You can also find a link to the Help Desk at the bottom of the CommuniCare Login page,
amongst other resources, at

aws and

with all applicable federal, state, and local laws and regulations, including, but net limited to, those pratecting the confidentiality and security of individually identifiable
ing certain individual privacy rights Each Authorized User will make reasonable efforts to stay up-to-date on any changes or updates to and inferpretations of such laws
o

Help Desk Contact More Info

Policies and Procedures Inclusion and Exclusion Policy Privacy FAQs

General FAQs User Manual Data

After selecting Help Desk, you will be taken to a Help Desk form. We request that you fill
in all sections of the form indicating who is requesting assistance and why.

You must also select an option under “Select” containing a list of reasons for the inquiry:
e General Help — Assistance using the system, looking for particular services and
understanding taxonomy, and logging in.
e Privacy Violation — Suspected data breach or violation of client information.
e I'd Like to Report a Bug — Suspected technical issue not related to the user
requiring changes to the system.
e Other
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Please be thorough when describing the issue under “Please Provide a Description of
the Issue” so our team can best understand the problem and assist you.

vvvvvvv

Organization (if applicable)

Please provide a description of the issue:

och

\_\ | consent to Wyoming 211 storing my su >n so they can respond to my inquiry

Once the form has been filled in its entirety, select “Submit,” and an email with the
corresponding information will be sent directly to system Admins.

The support team will reach out to you directly for additional information within 12 hours
from the time that the request is submitted.

Security Breaches

Maintaining client privacy and confidentiality is of the utmost importance to Wyoming
211 and CommuniCare. In the event that a suspected breach of privacy has occurred,
you can submit an inquiry through the Help Desk. However, given the serious nature of
a suspected data breach, we also ask that you submit this information via email to our
Security Officer at

Breach: Any situation where Pll is accessed by someone other than an authorized user,
for anything other than an authorized purpose. Pll includes, but is not limited to, any of
the following:

e Personal Identifying Information (PIl): information that can be used to distinguish
or trace an individual’s identity. PIl includes, but is not limited to, any of the
following:

e Social Security numbers

e Credit card information (credit card numbers, whole or part; credit card expiration
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dates; cardholder names; cardholder addresses)

e Tax identification information numbers (Social Security numbers; business
identification numbers; employer identification numbers)

e Biometric records (fingerprints; DNA; or retinal patterns and other measurements
of physical characteristics for use in verifying the identity of individuals)

e Payroll information (paychecks; paystubs)

e Medical information for any employee or customer (doctor names and claims;
insurance claims; prescriptions; any related personal medical information)

e Other personal information of a customer, employee or contractor (dates of birth;
addresses; phone numbers; maiden names; names; customer numbers)

Additional information on how breaches and how Wyoming 211 handles them can be

found in the CommuniCare Policies and Procedures — Data Breach Policy, located in
the Additional Info section of the User Menu.
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CIE Navigation Services for Partners and Clients

Partnering organizations may receive a higher-needs client that requires more
assistance and attention than the organization is able to offer. Often times, these clients
would benefit greatly from Case Management services.

If your organization does not have the capacity to offer Case Management services to
higher-needs clients, CommuniCare provides our partners and their clients access to in-
house Case Management services.

A client is eligible for Communicare Case Management Services if they are:
e Homeless or at risk of becoming homeless.

Transitioning out of the correctional system

Requiring Mental Health and Substance Abuse (MHSA) services.

Client has three or more presenting needs in a single call.

A frequent client with the same, persisting needs, indicating further assistance.
o This can include a client not receiving services, either due to the client’s

lack of follow-thru or service provider not providing services.

If during intake you find the client’s information meets CommuniCare Case
Management criteria, we encourage you utilize CommuniCare Case Management
services by making a referral to “CommuniCare Community Information Exchange
(CIE).”

This can be found in the Referrals Search Criteria by simply typing “CommuniCare” or
“CIE” into Keyword or Service Name.

To search by taxonomy, CommuniCare is listed under “Case/Care Management.

You can also search for “Wyoming 211" under Agency Name and CommuniCare will be
under available services.

Referral Search Results

]
Service

Agency Phone Service Site Street/Physical Presenting CIE®
Name * Service Name * (Main) Extension Address Service Intended Participants Need(s) * Partner? Actions
Wyoming  CommuniCare 307-433- 2617 East Lincolnway Individuals that are homeless or at risk of becoming homeless; =~ Case/Care Yes
n Community 3075 Suite E Cheyenne WY,  active military or veterans; those that require Mental Health Management -

Information 82001, USs and Substance Use Disorder services; individuals transitioning PH-1000

Exchange® (CIE) out of the legal system; individuals with urgent or unique

[ ] needs.

Your search returned 1 result

39




You can present this option to the client by using this guiding language:

“Are you interested in receiving CIE Navigation Services? You will meet with a qualified
navigator that will conduct a screening to make an assessment of your situation and
identify some of the hurdles you are facing. You and the navigator will then work
together to create an individualized plan and the steps needed to help you reach your
goal. The CIE works closely with a group of agencies with multiple resources to help
you overcome your situation and move towards the life you want to have.”

Note: A client can be rejected or differed by the CIE navigator if:

Client needs are met by a different 211 program (WY211’s ADRC or Kinship)
Client already has an active case manager within the community

Client is institutionalized.

Client requested to be removed from CIE program.

CIE program elects to circumstantially remove the client.

Client needs to have SOAR application completed (will be referred to ADRC).
Other reasons at the discretion of the CommuniCare Case Manager
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More on the CIE Intake/Client Record

Document Uploader
All Referral Agents and Care Team Members will have access to the Document
Uploader tab in the Client Intake/Client Profile.

The Document Uploader tab is a centralized hub to hold all of an individuals documents
ranging from paychecks, tax returns, and lease agreements to identification, licenses,
and other items. Here, partnering organizations can access an individual’'s documents
that they and other organizations have uploaded.

The “Client SUD Documents” section will only be available to partnering organizations
that have signed a QSOA agreement with Wyoming 211. Here you can upload written
consent to share SUD information.

n Referals | ContactDetalls&Notes  Follow-Ups | DocumentUploader  Scresning Request

Client Financial Documents Client SUD Documents
Allowed File Types: PDF, DOC, DOCX, XLS, XLSX, PPT, PPTX, TXT, JPG, PNG, GIF, KML, KMZ, XML Allowed File Types: PDF, DOC, DOCX, XLS, XLSX, PPT, PPTX, TXT, JPG, PNG, GIF, KML, KMZ, XML
Pay Check Stubs SUD Diagnosis

on (ie. Paychack Stub.0630.23). Up to10

on fie. Social SecurityLetter.063023). Up ta 10
Client SUD Document Notes

Client SUD Document Notes

provide a short note describing the reason for the name of the uploaded document and houw it relates to

Plea on (L. Disability Letter.06.50.25). Up to 10

lowing naming convents
doc up v
Client SUD Document Notes History
» e

Unemployment Letters

on (ie. Tax Retumns 06 30.25). Up to 10 documents

Bank Staternents

on fi.e. Bank Statermnent 06.30.231. Up to 10

Plea

Client Medical and Mental Health Documents
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Case Management Tools

Care Team Members have access to a myriad of Case Management Tools to help them
serve and track the progress of their client’s.

Contact Details & Notes

To begin using Contact Details and Notes, users must first select “Yes” on the “Add
Case Management Log Entry.” By doing so, you can then interact with the various forms
and tools available on the tab.

m Client Details Referrals Contact Details & Notes Follow-Ups Document Uploader Screening Request

Add Case Management Log Entry Assigned Case
Would you like to add a case management log entry? & Assigned Case
@ Yes (O No Begin typing a nj

Contact Person & Date

Subsection visibility is triggerad when "Would you like to add a case management log entry? equals yes Case Managen

Subsection visibility|

| Alert Message | These fields are required to be filled out before you submit the form!

| Alert Mes
Contact Person

In the Contact Details and Notes, users can Assign a Case Manager, which will remain
documented on the Client’s Record unless changed. This will indicate who the client’s
main Case Manager in the system to prevent duplicate case management services.

Assigned Case Manager

Assigned Case Manager
Begin typing a name to formulate suggestions on users to select from

testing

Testing Account 2
testing2 @wyoming21l.org

Ci

Testing Account 3
L testing3@wyoming211.org

Testing Account 4
testing4@wyoming21l.org
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To document more in-depth details regarding the client interaction, you can utilize the
“Contact Person & Date” and “Method & Reason for Contact” sections of the Contact
Details and Notes tab.

Here you can indicate who the interaction was with, for instance, if it were the client’s
caretaker or another agency who advocated on behalf of a client.

In the Method & Reason for Contact section, you can select the method of contact and
whether you interacted with the client in person, over email, text, or phone.

Contact Person & Date

Subsection visibility is triggerad when "Would you like to add a case management log entry?” equals yes

| Alert Message | These fields are required to be filled out before you submit the form!

Contact Person

Contact Person or Client's First Narme

Contact Person or Client's Last Name

Date & Time of Contact

fll

Method & Reason for Contact

Subsection visibility is triggerad when "Would you like to add a case management log entry?” equals yes

Method of Contact £}

Reason for Contact
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Within the Contact Details and Notes Tab, you can utilize the Case Management Notes
section. Case Management Notes track and document interactions, interventions,
progress, and outcomes related to a specific client. These notes serve as a record of
the case's history and are crucial for maintaining continuity of care, ensuring
accountability, and facilitating communication among multidisciplinary teams.

As a Care Team Member, you will be able to log your own notes when interacting with a
client and view the logged notes of other Care Team Members.

Case Management Notes

Subsection visibility triggered when "Would you like to add a case management log entry?” equals yes

| Alert Message | This field is required to be filled out before you submit the form!

Case Management Log Notes

This will formulate a short description in the case management log history. If case management log entry equals NO and a

note is written in this field, it will not show in the case management log history.

Case Management Log Notes History

Beneath the Case Management Notes, you can also find the Case Management Log
History, which offer a summary of past Case Management logs. These logs are created
after you finalize the interaction and select “Submit” in the upper and lower right-hand
corners of the page. To view more information on a prior Case Management Log Entry,
select “View Interaction” to be taken to the specific interaction the log was created.
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Case Management Log History

Case Management Log Search Results

Contact Date & Time 1/24/2024 10:41.00 AM
Contact Person Client/Caregiver
Contact Person Name ~ Pistol Pete

Case Management Log Pete requires transportation, counseling services, job placement assistance, and other services. He is also a veteran. | believe he is a qualified candidate for navigation services, although our
Notes organization is unable to offer him that resource. We will be referring himto t

View Interaction

Your search returned 1 result

Follow-Ups

Depending on your organization’s protocol, you may be required to do follow-ups with
clients. If offering Case Management, this will likely be the case.

If a Follow-up is requested by the client, caregiver, or agency, you can use the “Follow-
up Request” tool to input the proposed follow-up date and how best to contact the client.

m Client Details Referrals Contact Details & Notes Follow-Ups Document Uploader Screening Request

Follow-Up Attempt

Follow-Up Request

Follow-Up Attempt
Follow Up Requested? £}

O Yes O No

Follow Up Attempt Date
Follow-Up Completed?

O Yes O No &
Follow Up Date Follow-Up Attempt Results

B
Follow Up Type Follow Up Attempt Notes

‘CommuniCare CIE ®

Best Way to Contact

%
Permission to leave voicernail

O Yes (O No

Anytime a follow-up is attempted, you can document each attempt and the results of the
attempt in the “Follow-up Attempt” section.

For additional follow-up attempts, you can select “Add Row” at the bottom right-hand
corner of the Follow-up Attempt section, which will be saved for future viewing.

If specifically requested by an organization, the Follow-up tool can be made accessible
to Referral Agents.
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Screening Tools

CommuniCare offers the utilization of screening tools for Case Management services.
Currently, the Accountable Health Communities (AHCM) Screening Tool is utilized by
CommuniCare Case Managers and is available to all Care Team Members. However,
we may be able to incorporate whatever Screening Tool your organization utilizes.

To view the screening tool, you must select “Yes” under “Request Screening.”

m Client Details Referrals Contact Details & Notes Follow-Ups Document Uploader Screening Request

Request Screening

Would you like to complete the AHCM screening with your client? &}

The accountable health communities health-related social needs screening tool helps to inform you of your client's
treatment plan and make referrals to community services.
D Yes O No

After selecting “Yes,” you will be taken to a new tab containing the screening tool.

You will see a box with the title of the Screening Tool. Select “Add Row” to expand the
tool.

Client Details Referrals Contact Details & Notes Follow-Ups Document Uploader Screening Request AHCM Screening Tool

AHCM Screening Tool
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Depending on the screening tool available to you, the form will contain various
questions for you to fill out with associated scores that indicate client’s overall health
risk.

AHCM Screening Tool

Date of Screening *

Please enter the date the you completed the screening

ff

Living Situation

1. What is your living situation today?

| have a steady place to live (O Points)
| have a place to live today, but | am worried about losing it in the future (2 Points)

| do not have a steady place to live (| am termnporarily staying with others, in a hotel, in a shelter, living outside on the street, on a beach, in
a car, abandoned building, bus or train station, or in a park] (3 Points)

Food

Some people have made the following statements about their food situation. Please answer whether the statements were
OFTEN, SOMETIMES, or NEVER true for you and your household in the last 12 months.

3. Within the past 12 months, you worried that your food would run out before you got money to buy more?

4. Within the past 12 months, the food you bought just didn't last and you didn't have money to get more?

Transportation

5. In the past 12 months, has lack of reliable transportation kept you from medical appointments, meetings, work or from getting things

For the AHCM, you can calculate the final score under “Total Points” and select the level

of Risk based on that score under “AHCM Scoring.”

Scoring

Total Points
25
AHCM Scoring

Medium Risk (9-27)

47



In order to submit the interaction, the “Date of Screening” must be selected at the top of
the form.

AHCM Screening Tool

Date of Screening *

Please enter the date the you completed the screening

filk

Living Situation

1. What is your living situation today?

If you would like to conduct another screening for the same client, you can select “Add
Row” at the bottom of the form.

AHCM Scoring

==

If you wish to remove the screening, select the “X” at the bottom of the form.

AHCM Scoring

If you are viewing a client and accidently select “X,” do not submit the interaction and
select “Undo” to prevent saving the interaction and permanently deleting the screening.

m Client Details Referrals Contact Details & Notes Follow-Ups Document Uploader Screening Request AHCM Screening Tool

AHCM Screening Tool

This CIE Screening row has been marked for deletion. Once the form has been submitted the data will be permanently deleted.
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