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Quick Look at Creating Referrals

Use this Quick Look Guide to learn how to send referrals
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Referrals are asks for help, sent to an organization to request their
resources for a resident.

Consent is not required to create a referral in kynect resources.

This guide will review creatin? areferral from the Client Search
function, the Resident Detail Screen, and from My Favorites.

kynect Q, Search Keyword Search By Category ~ Referral Inbox (&)

My Workspace

Referral Inbox
Referral Inbox
Referral Outbox Client Location Resource

Search C, 1items selectad L 0 items selected -

Referral Dashboard

Status Craated Cays Open
Repcrts 3itemns selectad - & Mane -
Client Search

=3

My Favorites

Crganization

N S T I o = S
Brand

REF-2462 Ay &I22022 26 day=ago Animal Shefters Adbany, Tri-Counk... In Prograss -
Resources ) B . )

REF-2451 Ay Brand &272022 26 daysago Animal Adoption Albamy, Tri-Count...  New
Staff REF-2450 Ay Brand &272022 26 daysago Cizbetes Educstio..  Albamy, Tri-Count..  MNew
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To begin, click the Client Search link in My Workspace.
Enter the resident’s First Name, Last Name and Date of Birth.

Click Search
I@neé‘t Q, Search Keyword Search By Category « Referral Inbox | a)
My Workspace .
Client Search
Referral Inbox
Beferral Outhaox Search Full Profile My Clients

Referral Dashboard

‘ | oo

SVOITIES

Organization
Resources NOteZ
e « DOB must bein a 01/01/1990 format.

* Use care not to create a space after each entry.
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Confirm the correct resident is populated and select the drop-
down arrow in the View column.

My Workspace .
Client Search
Referral Inbaowx
Referral Outbox Saarch Full Profila My Clignts
Referral Dashboard * First Name “Last Name *DoE
Reports
S ____—
o020 amy brand@mailfnatoncom (707) 244-9958
My Favorites

Organization

Search Tips:
« If noresults populate, check spelling or try full spelling of First Namae. (i.e.
Staff Search Thomas instead of Tom).
* Residents will only populate if they are known to kynect IEES system.
« If theresident is not currently in the kynect system, they must create a KOG
account to be searchable in kynect resources.

Fesources
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Select Create Referral from the View options.

Client Search

Search Full Profile My Clients

* First Mame * Last Mame = OB
017011990 Vi
——_—
O1/0111990 amybrand@mailinatorcom {707) 244-9953 meguast Lonsent
Note:

Consent may be initiated from the View option to
request access to the Resident Detail Screen.
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On the Create Referral screen, enter the name of the Organization
to receive the referral in the Organization field. Select the
Organization from the dynamic search results.

My Werkspace 4 Bz to Chants

Referral Inbox C reate Referral Cancel

Referral Outbox

Resident Name
Referral Dashboard Ay Erand

Reports

Client Search

My Favorites

Organization
Resources

Staff
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Enter the Location, then select the Resources being sought.

Some organizations offer many services and programs, while others may only
offer a single resource.

If desired, add any relevant Notes that may be helpful for the receiving
organization.

My'\h'orlupacu #= Bmok to Chent=

Create Referral

Referral Outbox

Resident Mame
Referral Dashboard ez Ciale
Reports
Salact from your favortes -
Client Search
. Organization Location
My Favarites
Aloany, Tri-County Animal Shetter b4 Alzany, Tri-County Animal Shelter
Organization
Animal Shelters
Mot
Resources == Arnimal Adaption
Diabetes Education Session
Staff
Referred by Erril Addrass Phone

Juliz Macaron juliemzcaron@dispostable.com (2395) 412-3695
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Organizations who have built a list of favorite organizations or resources,
may select from their Favorites list raltlht%r than searching for the Organization
each time.

Click the Select from your Favorites link to display the list of Favorites.
(This guide will cover Favorites in more detail after this section.)

My Workspace ¢ Bmak to Chants

Create Referral

Referral Outbaox

Resident Mame
Referral Dashboard Alevis Dale
Reports
Salect from your favorites -
Client Search

Organization Rent Payment Assistance. 23 Cedar Creel Drive, Gatewsy Community Action - Statewide Expansion
My Favarites Rent Payment Assistance, 498 Georgetown Strest, Laxington Fayette Urban County Government
Alpany, Tri-Cou Gas Money, 180 East Maxwell Street, Maowvell Street Presbyterian Church
Famiies/Friends of Individuals With an Alcohol Use Disorder Support Groups, 843 Lane Allen Road, Al-Anon/Alatesn
Perinatal/Postpartum Depression Counseling, 1410 Royalton Rosd. Mountsin Comprehensive Care Center - Statewide Expansion
Motes Berezved Parent Support Growps, 2200 2%9th Street, Two Hearts Pregnancy Care Centar

Organization

Resources

Ciapers, 330 Morth Limestons, The Mest - Center for Women, Children and Famiias

Personal/Grooming Supplies. 166 Market Street, Christ Church Cathedral
Staff {LIHEAF) HOME ENERGY ASSISTAMCE - 2021 - SPRING SUBSIDY PROGRAM, 109 Scuth Madison Strest, NORTHERM KENTUCKY COMMUNITY ACTION COMMISSION
Transportation Expense Assistance. 1204 Morth Limestone Strest, Independent Transportation Network Bluegrass
Referred by Family Support Centers/Outreach, 161 Brucs Street, Fayette County Pullic Schools
Prescriplion Expense Assistance, 273 East Main Strest, Mentucky Prescription Assistancs Program

Julie Macaron
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The sent referral is displayed in the sending organization’s

Referral Outbox and is captured for Dashboard metrics.

My Workspace

Referral Inbox

Referral Sent

Referral Outbox Client Oirganization Resource
Seanch o
Feferral Dashboard
Status Created Cy= Open
Eepurts 3 tems selectad - & Mane -
Client 3earch
My Fawvarites

Crganization

Fesources

REF-247C ) F2 Bereaved Paremt 5. TwoHeartsPregn.. g Mot in System

Staff REF-245% Armry Erand AF2N20E2 2 dayvsago Famnilies/Friends o, Al-fAnon/flsteen Mew v
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Add Favorites

e — Creating a Favorites list is an
* - excellent way to quickly create
/i ‘ referrals, send several referrals
at once, and reinforce
community relationship
between partners.

To add organizations to My

Favorites in My Workspace,

upon log in, navigate to the
kynect resources home screen.
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Note:
Success
banner will
display that
the resources
has been
added
successfully
to the My
Favorite list.

CpenWeekends

Creating Referrals:

Success

Displaying 30 results

Masowell Street Presbyterian Church

Rent Payment Assistance
0.3 Miles

Foundation for Affordable Housing

Low Income/Subsidized Rental Housing
0.8 Miles

KY Partner

Lexington, Sahation Armmy

Rent Payment Assistance
0.9 Miles

Mew Beginnings Bluegrass

Rapid Re-Housing Programs
1.2 Miles

S
One Parent Scholar House v m
Supportive Housing
1.4 Miles

AT

KY Partner

Lexington Fayette Urban County Government
Rent Pavment Assistance

“fiou have succassfully added resounce Supportive Housing at Cne Parent Scholar House to your favorites Est

» B2

Referral Inbox [ &)

G = Lancaster
_‘9 EI Keyboard shorbouts || Map data £2027 Googla  Tarms of Use  Repart a map ermor

resources

s
kynect

Search for
resources by
archetype, Keyword
or Category to
create search
results.

Click the Heart icon
next to the listed
resource to add
them to the My
Favorites list.

There is no limit for
number of favorites
that may be added.
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To create referrals from My Favorites, click the My Favorites link
in My Workspace.

Check the box for each resource to send and click Create
Referral(s).

s
kynect

My Workspace .
Favorites Create Referral(s)
Referral Inbox
Referral Outbax K Pertner
Gateway Community Action - Statewide Expansion v - Lexington Fayette Urban County Governmer nt v
Referral Deshboard Rent Fayment Assistance Rent Payment Assistance
A A
Reports
K¥ Partner
Mazowell Sireet Presbyterian Church v Al-Anon/Alateen
Gas Maoney Families/Friends of Individuals With an Alcohal v
~ Use Disorder Support Groups
Crganization ~ Tip'
.
Resources MD..I"IB-iI'I Comprehensive Care Canter - Statewide v T\'D Hearts PI'F_:g"IEﬂC}' Care Cetlter v TO remove a favorite'
st Expansion Bereaved Parent Support Groups

Perinatal/Postpartum Depression Counseling v

° simply click the heart
icon. The icon will gray
out and the resources
will be removed from

KY Partner

Chist Church Cathedral
Personal/Grooming Supplies

The Mest - Center for Women, Children and Families
Diapers

A A

NORTHERN KENTUCKY COMMUNITY ACTICON Independant Transportation Metwork Blusgrass

COMMISSION
(LIHEAP) HOME ENERGY ASSISTAMCE - 2021 -
SPRING SUBSIDY PROGRAM

Transportation Expense Assistance

R

the My Favorites list.
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My Workspace

Referral Inkox
Referral Outlbox
Referral Dashboard
Reports

Client Search

My Favorites
Crganization
Resources

Staff

After clicking Create Referral on previous screen, the Create Referral screen
displays.

Click the Client Name search field to conduct a Client Search for the resident.

= Smok

Create Referral

Client Mame
u]

Client Search

resources

p—,
kynect

Mountain Comprehensive Care Center - Statewide Expa...
The Mest - Center for Women, Children and Families

MORTHERM KENTUCKY COMMUNITY ACTION COMMI..

Motes

Referred by Ermail Addrass Phone

Juliz Macaron juliernzcaron@dispostable.com (3%5) 412-34%3

Click
Select
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-~ e - — Click Select next

to the resident
name in the
search results.

4= S=ak

Create Referral

With the
Resident’s name
populated, click

S b it MMountzin Comprehensive Care Center - Statewide Expa..  Magoffin County Comples, Mountzin Comprehensive Cau.
u Ill .

Tha Mest - Center for Women, Children and Families The Mest - Canter for Wormen, Children and Families

MORTHERN KENTUCKY COMMUMNITY ACTION COMMI..  CWEN COUNTY NEKZHEORHCOOD CENTER

This sends a
referral to each
organization.

MNaotes

Referred by Email Addrass Phone

Juliz Macaron juliermzcaronSdispostable com {895) 412-3493

resources

s
kynect

Cancel

Perinatal/Postpartum Depression Counseling

Cizpers

{LIHEAF) HOME ENERGY ASSISTANCE - 2021 - SPRING ..
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Next, let’s look at another way to create referrals.

On the Client Search screen, Residents who have already provided
Consent are found in the Full Profile section.

Residents who have been previously added to My Clients, may be easily
searched from that screen.

kynect Q. Search Keyword Search By Category Referralinbox (&)

ryHerkspace Cllent Search

Referral Inbox
Referral Outbox Search Full Profile My' Clients

Referral Dashboard * First Name *Last Name * DB
:
Reports
= == = == = =
Client Search
My Favarites

Crganization
Resources

Staff
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Under either Full Profile or My Clients, the list of residents who have
given previous Consent are displayed.

Users have the option to select View to navigate to the Resident Details
screen, or select Create Referral to navigate to the Create Referral

screen
My Workspace .
Client Search
Referral Inbox
Referral Outbox Search Full Prefila My Clients
Reports Cale OI011990 alexizdale@dispostable.com (707) 244-9958
a Search Army Brand OO0 amy brand@maifinatorcom (707 244-9358
ient Sea
My Fawvaorites

Crganization
Fesources

Staff



@ne?:’t

resources

Together for a better Kentucky.

resources

Creating Referrals

Clicking View from the previous screen, navigates

s
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My Workspace
y nbo ¢ ook to Clent= Referrals View My Plan
erarral IMSox
Amy Bra nd Mewr In Progress Closed
Referral Cutbox Cl hd k h c
Referral Dashboard [ Send Email ” Add MNote ’ Create Referral ] I lLssessments ” Remawe from My Clients 5 11 29 lc t e re.a'te
Reports Client Infoarmation Contact Needs - SDOH Wienar Al Referral aCtlon
Client Search Client ID Gender Email Address Contact Preference ® Adult Education button to na‘Iig ate
Fernale amy-brand@mailinatorcom  Email @ Employment
My Favortes - to the Create
i OB Maobile Phone Address
Organizstion 010141990 (707) 244-2953 ® Memien Referral Screeno
Resources ® Mobility
Staff Housshold Enrclled Programs Sty et

to the Resident Detail or OneView screen.

Food
RN |
Housing
There are no records to display There are no records to display Legsl
Parenting Skils
Aszsessmen ts View All Mot Wieww All
R
3552022 Maeads Asses.. HenryCass LanguagePr.. 518202 Indie Mason
222022 Meads Asses.. HenryCass
&S 28201 Meeds Asses . Chris Mathew

S/e202 Needs Asses...
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Next, let’s look at how to create a referral for residents in the Referral Inbox.

Retuning to the Referral Inbox in My Workspace, referrals may also be created
for residents who have not provided consent to access their full detail screen.

To create a referral, click the Edit button and select View.

k}'l"l ect @, S=arch Keyword Search By Category Referrallnbox (&)

Referral Inbox

Client Location Rescurce
Saarch ] 1ems selected L 0 items selected v

Referral Dashboard

Status Craated Cays Open
EertE 3tems select=d * ] Mone -
Client Search

=3

My Favarites

________

Crganization

REF-2442 Armry &S2r2022 246 days ago Animal Shelfters Aldbany, Tri-Count... In Prograss
Resources ) i ) .
REF-2451 Armiy Erand &f2F2022 26 days ago Animal Adoption Albany, Tri-Count...  New
Staff REF-2440 Ay Brand &S2r2022 2& daysago Dizbetes Bducstio..  Albany, Tri-Count.. Mew
b SEEQ b
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Click the blue Resident name.

My Workspace  Smok to Refarral Inbox

Referral Inbox Referral Details: REF-2462

Referral Cuthaox

Referral Source Infermation

Referral Dashboard

D Phone Number p— Erramil Address
Reports (707) 244-9955 e amybrand @mailinatorcom
Client Search aes. Referral Date ﬁ Referral Source Referral Made By
B o 7 days ago Albamy, Tri-County Animal Shelter Julie Macaron
My Favaorites
Organization Referral Information
Resources Resource Name
Animal Shelters
Staff
Status Assignedto
In Progress - Julie Macaron -

e ——— e

Diszase Mansgemeant Ay is in need of support for Di.- Julie Macaron Gf285 2022 GF28S 2022

Referral Crested Julie Macaron SF2M2022 SS2M2022 -
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The next screen will display the option to Request Consent or
Create Referral. Select Create Referral to begin the create
referral steps.

fack o Clients

- Znch o Lhents Needs — SDOH
Hequest Consent Create Referral ‘ -

Client Information Contact

iClimet 1D (Semcer Errmdl Ao rmese iZontmot Prefensnoe

DO Mobile Phone
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As a reminder, all created referrals are sent to the Referral Outbox.
Metrics for sent referrals may be viewed in the Referral Dashboard.

My Workspace

Referral Inbox

Referral Sent

Referral Outbox Client Organization Rescurce
Search 0
Referral Dashboard
Status Created Days Open
RepmtE 3 ftems selected - & Mone -
Client Search
=3
My Fawvorites

________

Organization

REF-2471 Armiy A52952022 O days ago Supportive Housing  One Parent Schol
Rescurces

REF-2470 Armiy Erand AS2022 ddaysago Bereaved Parent5.. Two Hearts Pregn..  Ong Not in System b
Staff REF-245% Armry Brand &SN2022 g daysago Families/Friendso..  Al-Anon/alsteen New b
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Thank you

For additional support, please use the Help section in
kynect resources or email kynectresources@ky.gov
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