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ABOUT MyConnectSV

MyConnectSVis the secure Customer Portal connected to Clarity Human Services, Santa Clara County’s Homeless
Management Information System (HMIS). MyConnectSVis the local name for this module, but you may also see it
referred to as the Customer Portal within Clarity Human Services. MyConnectSV provides people experiencing
homelessnessor receivingservices or housingwith access to components of their HMIS records, tools to
communicatewith providers, and information and resources toempower themintheir journey to permanent
housing. Bitfocus developed MyConnectSVin partnership with Destination: Home, the County of SantaClara, and
individuals with lived experience of homelessnessto address critical concernsidentified in the Technology Needs
Assessment of the Santa Clara County Supportive Housing System.

Participant-Centered Tools

MyConnectSVintroduces new participant-centered tools designed to support participantsin the case
management and housing navigation process by increasingaccessto services andimproving communication
methods between participants and their care teammembers. Key features of MyConnectSVinclude asecure
message center, the ability toupload documentation, sign new Releases of Information, complete assessments, and
more.

Collaborative Approach

MyConnectSVwas designed for participants experiencing homelessness with input fromindividuals with lived
experiences of homelessness, including actively homelessindividuals. Thetoolsincluded canalso help providers
increase coordinationwith participants andimprove the efficiency of the case management process.

ConnectiontoClarity Human Services

Clarity Human Services is the County of Santa Clara’s designated HMIS system. MyConnectSVis the Customer
Portal module embedded within HMIS that provides participants with access to and the ability to update
componentsof their HMIS record, including their personal contactinformation, geolocation, and their Release of
Information. Providers canrequest updated information from participants through HMIS, and participants receive
andrespond to these requests within MyConnectSV. When participants complete actions within MyConnectSV, such
asuploading documentation or completing anassessment, these updates arereflected and accessible onthe
participant record within HMIS in real-time. Many features provide the ability to track participant progressallin
onecentralizedlocation. Providers canalso send mass messages and requests to multiple participantsatonetime,
savingyoutimeandenergy!

‘! Bitfocus



PROVIDER ROLES & RESPONSIBILITIES

Service providers who utilize MyConnectSV will work closely with participant participants. Provider responsibilities
include:

— Participatein training for MyConnectSV workflow and functionality
%%h Trainingwill be providedfor all providers participating in MyConnectSV through the Bitfocus

% Santa Clara County Learning Management System.

Provide training and support to your participants who participate in MyConnectSV
Providersserve asthe primary connection between participants and MyConnectSV, and providers are
\ / responsible for deliveringinitial training to participant participants and offering ongoing support
when necessary. Providers will receive training on the participant onboarding process, andit is
anticipated that MyConnectSV training will require 15 to 20 minutes per participant.

Send MyConnectSV invitation to participants through HMIS

Provider participants are responsible for sending an invitation to participants to participate in
MyConnectSV.Invitations are sent to the participants viaemail,and the invitationisinitiated through a
linkonthe participant’s HMIS profile page. Thisis thefirst step of the account creation process. We ask
providerstoinviteasmanyparticipantsto MyConnectSVaspossible.

@ Utilize MyConnectSV features within the case management process
Provider participants should use MyConnectSVregularly to support participants through the case
management process. This guide provides recommended strategies for using MyConnectSV, and
provider participantswill beinstrumental indiscovering and establishing new use cases to maximize
MyConnectSV'’s impact.

\’ Bitfocus




ACCOUNT
MANAGEMENT

NO Peter v :

Peter Portal




ACCOUNT CREATION: Sending Invitations

Theparticipant’saccount creation processincludes multiple steps toensure the safety and confidentialityof a
participant’spersonalinformation. Theprocessbeginswithaninvitationinitiatedfrom HMIS by the service
provider tothe participant. It also requires the participant to complete atwo-factor authentication process to
gainaccount access. Participants without accessto apersonal mobile device arestill eligible for an account,and
additional recommendations areincludedinthe account creationinstructions for participants usingashared
device.

Sending Invitations to Participants Through Clarity (Note:Ifyoudonotseea

Thefirst stepof the account creation processrequires a SendInvitebutton, the

provider toinitiate aninvitation to join MyConnectSV agencymaynotbe
configuredfor

(the Customer Portal within Clarity). Participant

invitations are generated through the following steps: MyConnectSV Access, and

youshould contactyour
systemadministrator.)

f Send Invite

Navigate to the participant profile pagein HMIS and u;;);se ';2‘3?;" o
click the Send Invitebutton,whichislocatedatthe

Enter the participant email addressin the pop-up
box and Send.MyConnectSV invitation button will

now say Invite Sent.

SEND INVITATION TO THE CUSTOMER PORTAL

Client Email Address

TheInviteSentbuttonwill change to Connected once the
participanthasfollowedthe stepsinthe nextsectionto
createa MyConnectSV account. Ifaparticipantdoesn’t sign
upright away, they’ll receive emails reminding them their
invitationwillbeexpiringsoon. Ifanaccountisnot created
fromtheinvitation email within the number of specified days,
theinvitewill expire andanewinvitation email will need tobe

sent (following the steps outlined above).

UNIQUE IDENTIFIER ®
Wil llda
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ACCOUNT CREATION: Reviewing Account Status

Invitation Status

Hoveringover the Invite Sent button will display the number
of daystoinvitationexpiration, the email address theinvite
wassent to,and the optionstomanually Resend or
Disconnect theinvite.

+ Invite Sent

PENDING CUSTOMER PORTAL

INVITE

This invitation expires in 6 days.
You can resend an invitation

at any time.

email@email.com

Account Statusfor Active Accounts

Oncethe participant has created their
account, clickingon the Connectedbutton
will display asummary of MyConnectSV
accountinformationincluding the email
address and phone number associated
withMyConnectSVaccountaswellasalast
Seendateand timefor when MyConnectSV
accountwasmost recently accessedbythe
participant. Thisisauseful reference for
when aparticipant reaches out for support
accessing their account

CUSTOMER PORTAL CONNECTION

DISCONNECT

CLIENT PORTALTEST

Email
email@email.com [

Phone
888-888-8888 @

Last Seen
Thursday, September 09 2021 01:22PM

DISCONNECT

‘S Bitfocus



ACCOUNT CREATION: Participant Instructions

Participant Email Invitation

After aprovider sends aninvitation to join MyConnectSV, the participant will receive aninvitation from
noreply@bitfocus.com titled "Clarity Human Services - Customer Portal Invitation." Clicking the linkwill

direct the participant tothe MyConnectSV site to register anaccount.

i

Hello Bob,

Grant Ebbesmeyer at System invites you to connect on the Customer Portal Sandbox System
Customer Portal. Please verify your email to complete your registration and activate your

account. This invitation expires in 7 days.

https://stage.portal.clarityhs.com/auth/signup?token=eyJ0eXAiOiJKV1QiL CJhbGciOiJSUz

CREATE ACCOUNT

Hrni

Participant Credentials :lszx;:;rxl:‘te the form below to create
The participant enterstheir first name, last name, email address, mobile phone

number, and password to startregistration. Theemail address will be the First Name

username. Info bubbles appear to provide additional information about field Lot e

requirements.

Thepassword mustbeatleast 8 characterslingandcontainatleastone
special character,oneupper case letter,and one lower case letter.

Termsof Service

The participant will needto click |
Agreetothe Termsof Service to
review thesite agreement. When
the Termsof Service appear, they
will need toscroll to the bottom of
the Termstoclickthe Agree
button. Agreeingtothe Termsof
Serviceisrequiredto access
MyConnectSV.

Email
Phone number
Password

Confirm Password

 agree to the Terms of Service.

+ SignUp

TERMS OF SERVICE

you when you visit our website and online services. Most browsers include a variety of tools to
manage cookies, including alerting you when cookies are sent or blocking them entirely.
However, these and other choices may impact your experience with our services.

California Privacy Notice

Do Not Track (DNT) is an effort to develop a way for internet users to control the tracking of their
online activities. Although the World Wide Web Consortium (W3C) is working to develop a DNT

technology standard, none has been adopted. Bitfocus, therefore, does not use DNT signals.

Bitfocus does not authorize the collection of Personal Identifiable Information (PIl) from our
users for third party use through advertising technologies without separate user consent.

‘! Bitfocus


mailto:noreply@bitfocus.com

ACCOUNT LOGIN: Participant Instructions

Tologintotheir MyConnectSV account at any time, participants should visit the followingweb address:

portal.clarityhs.com

Encouragethe participanttowrite thisaddressdownor saveitintheir device’sbookmarkstoensureit’s notlost.

Authentication Process

MyConnectSV is secured with multi-factor authentication. This means that in addition to entering the
password, the system will send a verification code to the email address used at account creation. The
code sent to theparticipant’s email must be entered into the login screen to access the account. After
authenticationiscomplete,the account will be made active.

SIGN IN Forgot Password? &a*

ARy

Please enter the verification code to

Thereisanoptiontomarkatrusteddevice tolimittheneedto
enteracodefromeachlogintoonceevery 30days. ltis advised

Complete SIgnn; not tomarkapublicor shareddevice astrustedto protect your

personal information and security.Enter the code and click Confirm.
Thiscompletesthelog-inprocess, andyouwill bedirectedto
our Portal dashboard.

Verification Code

TRUSTED DEVICE: Don't prompt me with
two-step login on this device for 30 days

‘! Bitfocus



TROUBLESHOOTING LOGIN ISSUES

Ifaparticipant reports that they are having difficulty logginginto their
MyConnectSV account, youcanstart by tryingthefollowing:

Navigate tothe participant’s profilein
Clarity and confirmthey have a Connected
iconabovetheir unigueidentifier.

CUSTOMER PORTAL CONNECTION

Clicking onthe Connected buttonwill display
asummary of MyConnectSVaccount
informationincluding the email address
associated with the MyConnectSVaccount.
Confirmthey areusingthis exact email
addresstologin.Ifthey needtochangetheir
email address, click Disconnect and send anew
invitationtotheir newemail address.

Resetting Account Password

Ifaparticipant forgets their MyConnectSV password, they caneasily reset
it by visiting portal clarityhs.comand clicking the “Forgot Password?” link
under “Sign In”Onthe next screen, enter the email address connected tothe
MyConnectSV account; the participant will receive anemail witha
verification code, whichtheywill enter onthe next screenandsetanew
password.

»
Email
email@email.com

888-888-88338 @

Last Seen
Thursday, September 09 2021 01:22PM

DISCONNECT

PASSWORD RESET +)

T

Please enter your email, verification code
and new password.

Account Email

EACLARITY EACLARITY

Homanservices [ | SHEHUMANSERVICES o

Username 3 .
d Please use the following verification cqile 751970 tdtomplete the process.

Password

By signing in, you agree to our website
Terms of S and Pr t

T

Verification Code

New Password

Confirm Password

Ifaparticipant with anactive MyConnectSV account isstill havingloginissues after attempting these steps, providers
cansubmitasupport request for ourteamtoinvestigate further by emailing sccsupport@bitfocus.com. Please do

not have participants contact Bitfocus for support directly.

10
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ACCOUNT DISCONNECTION: Provider Instructions

Accountdisconnectionoptions areavailablefor providers and participants. Reasonsfor account disconnection may
includeloss of accesstotheemail address associated with their account, potential security breach, or participant
desire to suspend access. The participant account will still exist, buttheparticipantwillnotbeabletoaccessany
accountinformationafterthedisconnectioniscomplete.

Reasons for Account Suspension
Thereareavarietyofreasonsaparticipant's MyConnectSVaccount mayneedtobedisconnected:

+ UpdatedParticipantEmail Account
Ifaparticipant updatestheir email addressor loses accessto the email address
connected to MyConnectSV, providers will need to take steps to disconnect the current
accountandsendanewMyConnectSVinvitationtoanupdatedemail address.

+ ParticipantRequesttoSuspend
A participant mayrequest todisconnect their accountverbally orinwriting. Providers
areencouragedtorespondtotherequestassoonaspossible.

+ MyConnectSV Account Security Breach
Ifthereisconcernthataparticipant'sMyConnectSV accounthasbeencompromised, their account
should beimmediately disconnected and the systemadministrator should benotified.

Instructionsfor Account Disconnection

Navigate to the participant profile page and click the Connected/Invite Sent button, which is located at the
bottom of the participant photo section. Click Disconnect, the button display under the participant profile picture
will change to Send Invite indicating thereis nolonger aconnection between the Clarity profile and MyConnectSV.
(Note: After adisconnection, if aparticipant uses theemail tologinto MyConnectSV, thedashboard and navigation panel will
notdisplay any Clarityinformation.)

CUSTOMER PORTAL CONNECTION

CLIENT PORTALTEST

Email

email@email.com 1)

Phone
888-888-8888 @

Last Seen
Thursday, September 09 2021 01:22PM

DISCONNECT

Aftertheaccountisdisconnected,aninvitetoanewemailaddresscanbesent. Theparticipantrecordisstoredinthe Clarity

database,sowhenanewemailaddress MyConnectSVaccountis connected, historicalinformation fromthe previous account
willbeavailable.

11 .
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ACCOUNT DISCONNECTION: Participant Instructions

Within MyConnectSV, participants have the option to disconnect their MyConnectSV account. If they opt to
disconnect their account,all information will be removed from their MyConnectSV account. If participants
logbackintotheiraccountafterdisconnect,theywillonly haveaccesstoview the MyConnectSV dashboard
andtheprofilesettings.

Instructionsfor Account Disconnection

Navigate to the participant profile page within MyConnectSV.Under the Community Management
settings,participantswill see the option to disconnect their account. To disconnect, participants
should click the red trash can iconappearing nexttotheinstance name.Whenthe participantselects the
trashcanicon,theywillreceiveawarningnotice confirmingaccount disconnection.

stage.portal.clarityhs.com says

&& COMMUNITY MANAGEMENT You are about to remove the Customer Portal Sandbox community

from your profile? Removing this instance connection will cause
you to log out of your portal account. You will need to log back in
to your portal account after making this change.

Cancel “

Customer Portal

Instructionsfor Account Reconnection

Ifaparticipantwishestoreconnecttheiraccount,itwillrequireanew invitation from a service provider.
After aprovider sendsthe new invitation, the participant will receive aninvitation from
noreply@bitfocus.com titled "Clarity Human Services - Customer Portal Invitation."

Ifthe participant hasprovided the sameemail that they previously used to connect to MyConnectSV, they will
betakendirectly tothe MyConnectSV login page. They canthen utilize the sameemail and password they
previouslyusedtologintotheir MyConnectSV account. Ifthey haveforgottentheir password, they caneasily
resetitbyclickingthe “Forgot Password?” link under “Sign In”” After clicking “Forgot Password?”, enter the
email address connected to the MyConnectSV account; the participant will receive anemail with a
verificationcode,whichtheywillenter onthe nextscreenand setanew password.

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

their account.

You have been invited to the Santa Clara County HMIS System Community. Please click

the "Accept" button below to accept your invitation.

@ Accept Invitation

12 .
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NAVIGATION

O R
Dashboard

Activity

£l Granada CARE TEAM

Redwood City

Palo Alto
Milpitas

Half Moon Bay

Sunnyvale Alum Rock
Santa Clara
San jose.

Campbell
Saratoga

Los Gatos Henry W Coe
State Park

Califorhial|_8ig8a
a ¥ W Coe:
ari
SRien Boulder Creek Morgan Hill
County of Santa Clara, California State Parks, Esri, HERE, Garmin, SafeGraph, FAO, METI/NASA, USGS, Bureau of Land Management, EPA, NPS Powered by Esri

No recent address!
My Provider

Add a new location or view more location details here.

! Bitfocus © 2003-2022 Bitfocus, Inc. +  Terms of Service
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NAVIGATION: Provider Instructions

MyConnectSVisamodule of Clarity Human Services andinformationis easily integrated and exchanged between
MyConnectSVandHMIS. Providerscanissue MyConnectSVrequeststoindividualparticipantsthrough the
participantprofileinHMIS, aswell assend massrequests or messagestomultiple participants at onetime.

Individual MyConnectSV Requests

MyConnectSV Requests are managed through Customer Portal screenwhichis accessed through the Customer Portal
iconintheparticipant'sHMIS profile. Theicononlydisplaysif aparticipant hasanactive MyConnectSV account.
Some MyConnectSVrequests, suchasassessments,canalso beinitiated through aprogramenrollment.

. Marti Phillips, M P

NOTES FILES CONTACT LOCATION REFERRALS SO SEARCH = CASELOAD

= [ O (9

Household Members Manage

No active members
Active Programs
Community Prevention Program

ES Program

fConnected
Adult. Age: 22
Manage
UNIQUE IDENTIFIER Care Team 1 | Manage |

6A10F37E7

SEND MESSAGE

Send & Manage Individual ParticipantRequests

Send new MyConnectSV requests by clicking the Customer Portal icon and Send New Request in the Customer Portal
screen. A pop-up window will display with request options. Use the dropdown to send the desired request to the
participant. There are somelimitations to how manyrequests can be sent for the sameinformation.

Requests and their status can be viewed in the Request History. Providers are able to cancel pending requests by
clickingthe Cancel button next tothe request.

CUSTOMER PORTAL SEND NEW REQUEST (F)

'SEND REQUEST TO THE CUSTOMER PORTAL

Assessments Request History

Documents
Requested By Type Name Date Status

Marti Phillips Marti Portal Test: B
Daniclle's Test Agency  DOCUMeNts  DECATORS 20210913 11:42:51  Pending m

Marti Phill ical:
arti Phillips Documents Health and Medical:

Danielle’s Test Agency Medical Bill 2021-09-0709:01:55  Canceled

14 .
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NAVIGATION: Provider Instructions

Mass MyConnectSV Requests

MyConnectSV requests or messages to multiple participants at one
time are managed through the Mass Sending functionality, which is
accessed through the navigation pad.

REPORTS  CALENDER MASS SENDING

eEADAL

After clicking Mass Sending, choose either Message or

thetypeof massrequestyoudiiketosend

(Document, Assessment, Location, or Electronic ROI).
Detailson Speciﬁc types of requests areincludedin Message  Document  Assessment  Location  Electronic ROI
thenext section (Feature Review).

Use the dropdowns under the request information section to find alist of participants with MyConnectSV Portal
accountswho currently have an Active programenrollment (not exited) or Inactive programenrollment (previously
were enrolled but exited) in the selected program(s)within your agency.

Active v Community Shelter Program v m

Unique Identifier Program Start Date End Date Status

8F425AD2A Daniel Johnson Community Shelter Program 01/24/2022 (not set) Active

Click SEARCH togetallist of participants withMyConnectSV accounts who are currently active inthe Community Shelter Program.

Alternatively, tofind participants who are notcurrently or previously enrolled in programs in your agency select
Noneand Without anyenrollment:

None v Without any enroliment (... v m
Al « Al selected - EZ Youcanalsousethetext

box to searchfor a specific
participant by name:

Unique Identifier Program Start Date End Date Status

28FOD834C Julian Jones (not set) (not set) (not set) None

Click SEARCH togetallistof participants withMyConnectSV accounts who have never beenenrolledin programsinyour agency.

Click the toptoggle buttonto addall participantsinthe current list to the Selected participantslistin the right pane,
oraddand removeindividual participants by clicking the toggle next totheir name:

Unique
& : Program StartDate  End Date Status
Identifier
) ) PREVIEW MASS REQUEST
Community Prevention .
@ 6A10F37E7  SandyBaker o e 01/11/2022 (notset)  Active

@ 630312120  TishRoberts gfo’gg::‘"y Prevention  4/18/2022 03/06/2022 Inactive S810ESTE Sandy Baker
Click PreviewMass Requestin the right pane toreviewand 63D31212D Tish Roberts
sendyour messageor request.
y 8 q v Bitfocus
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NAVIGATION & PROFILE: Participant Instructions

MyConnectSVnavigationdefineshowparticipants movebetweenthevarious MyConnectSVfeatures.
NavigationwithinMyConnectSVis designed to be intuitive and user-friendly.

Dashboard

Upon loggingin, participants will land on their personal Dashboard area of MyConnectSV. Additional information
about the Dashboard is available in the feature review section of this guide.

Y

8:35

&= # stage.portal.clarityhs.com

Peter Portal

Welcome]

Janie Thomas.

.

You are currently on the X
L following queue(s): Housing
Queue

Glendale Pasadend

Los AMgeles

Participant Profile

The participant profileis accessed through the drop-downinthe upper right-hand corner of MyConnectSV.
Participantsareabletoupdatetheirpersonalinformationincludingtheirname,phonenumber.The Participant
Profile alsoincludes Password Settings, Account Preferences, and Community Management.

Profile Information

When aparticipant updates their contact information, the newinformationis made available to providersin

the Contact tab of Clarity. MyConnectSV submitted contact information is indicated with the contact type
"Participant Supplied".

First Name

Lanie

Last Name

Baker

Phone

888-888-8888

USER OPTIONS

Email
Profile 3 laniebakertest@gmail.com

Log Out <]

16 .
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NAVIGATION & PROFILE: Participant Instructions

Password Settings

Participants caneasily update their Customer
MyConnectSV password in the Password Settings
options located within the Participant Profile. To
generateanewpassword, thecurrent passwordis
required.

Account Preferences

The Account Preferences settings allow participants to
select their notification preferences, message
preferences, andsite theme.

Notification Settings

The Notification Settings allow participantsto select to
receive anemail notification, text message, or both
whenever aprovider requestsinformation,schedules an
appointmentorsendsamessage. ltisrecommended that

participantsleave atleast oneof these settings enabled.

Message Preferences

The Message Preference settings allow participants to
disable care teammemberinitiated messages. By default,
thissettingisturnedon.Ifaparticipant disablescare team
member initiated contact, it will prevent all care team
membersfromsending messages.

SiteTheme

TheSite ThemesettingallowsuserstoselectaHigh
Contrast Site theme which converts their view of
MyConnectSV to ahigher contrast. This setting may
beeasiertoviewforsome participants.

CommunityManagement

The Community Management setting allows
participantstodisconnect their Custom MyConnectSV
Account. Account Disconnection will suspendthe
participant's accessto their Customer MyConnectSV
databut not delete the account. Refer to page 10 for
moreinformation.

17

CLARITY

HUMAN SERVICES

&0 PASSWORD SETTINGS

Current Password

Current Password

Password

New Password

Confirm Password

Confirm Password

& PREFERENCES

Notification Settings

() Email Notifications
o SMS Notifications

Message Preferences

() Allow Care Team Member Initiated Contact

Site Theme

0 High Contrast

& @ stage.portal.clarityhs.com

o CLARITY

HUMAN SERVICES

) Resource Directory

@ stage.portal.clarityhs.com
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NAVIGATION & PROFILE: Participant Instructions

New Profile Photo Upload
If a participant wants to upload a new profile photo for

their Clarity profile, they can now do so through
MyConnectSV.

From their MyConnectSV profile, participants will
start by clicking on the current profile photo and
clicking on the blue camera icon.

If their device has a camera, they can take a new photo
(1), or they can choose an existing photo on their
device (2) to upload as their profile photo.

Current photo requirements will appear, so
participants should ensure their chosen photo meets
these requirements, and then click Submit (3).

A MyConnectSV user will see the following banner in
their profile while their new photo is pending
approval:

@ Your profile photo is pending approval. You will receive a notification about the status of the photo.

ﬂ JimmyJohnson

UPLOAD NEW PHOTO

Select a photo from your computer

Choose File | smiling-cartoon-mans-face_1308-174312.png

© ez

PROFILE PHOTO APPROVAL: Provider Instructions

When a Customer Portal client user uploads a profile photo in the Customer Portal, a message is sent to

the client's Care team members via email and Clarity inbox.

When a participant has a pending profile photo for approval, a banner is also visible at the top of the

client’s profile in Clarity:

A This client has uploaded a profile photo in the Portal. Please review the photo and approve ¢

VIEW PROFILE PICTURE
rtal

Photo uploaded to the Por
r deny it

Clicking on this banner will allow you to review and approve or deny the e
photo. The photo requirements will be listed to assist you. If you need to EARD
deny the photo, you can add the reason for denial, which will be sent to

the participant in MyConnectSV.

DENY PHOTO

Photois blurry and does not show full face.

.

APPROVE PHOTO DENY PHOTO
Photos must mee the f cepted foruse:

The participant will be notified based on their notification settings when

their photo has been approved or denied.
18
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NAVIGATION & PROFILE: Participant Instructions

Participant Notifications
Participants will receive anotificationuponloginalerting themto L (Wreeer] (=

any newprovider requests. Notifications areresolved once a I

participantclicksonitandisdirectedtothepage. Thenotification

© You have received a request to

banners at the top of each pagewill remainfor ROls, documentation completeanew Releaseof.

. . . Information (ROI). Please click here.
requests, and assessmentsuntil the requested itemis completed. A
Notificationscanalsobereviewedintheright- side panel of
MyConnectSV
LogOut

Participants canlogout of MyConnectSV through the user options dropdown. Remind
participants tologout at the conclusion of each sessionespecially when using a shared device.
Participants will be automatically logged out after 20 minutes of inactivity,anda
warning will display twominutes before the automated logout occurs.

Q ' Peter v

USER OPTIONS

Profile

Use Case & Promising Practices




FEATURE REVIEW

20

& CLARITY

HUMAN SERVICES

(9 Dashboard

£ Activity

S. Assessments
g Calendar

B Community Info
[ Documents

& Location

& Message Center
© Privacy

2+ Referrals

Q Resource Directory

The next section of the MyConnectSV Provider Training
Manual contains instructions on each of the features
currently available through MyConnectSV. Each subsection
includes featuredetails, user instructions for service
providers and participants, and informationonuse cases
andpromisingpracticesfor eachof thefeatures.
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DASHBOARD

TheDashboardisthedefaultscreenwhenthe participantlogsinto MyConnectSVanddisplaysvarious relevant
information.

$ CLARITY

\ HUMAN SERVICES

5 CLARITY

Welcome!

(> Dashboard

£ Activity

8. Assessments

@ Calendar
B Community Info Care Team &Household Members
Theparticipant’sCare Teammembersaredisplayedinthe careteam
B Documents information box, along with their Agency and Program name (if assigned to a
specific program). Clients can click on the Care Team member’s name to
easily send a new message. Care teammembers must be assignedtothe
Location | d Caret b th dtoth
participantin Clarity to display on the Portal dashboard.
e participant’s Household membersarealsolistedinthe househo
Message Center Th t t'sH hold b Isolistedintheh hold
informationbox.
Privacy
a Your Release of Information (ROI) expired on 1/20/2025. Please c! 1ere or contact a member of your Care
RGSO urce D | reCtO ry Team if you have questions.
n You have been referred to a program. Please click here to view the referral or contact a member of your Care

Team if you have questions.

L You are currently on the following queue(s): Housing Queue

Pending Referral, Expired ROI,and Community Queue Banners

Ifaparticipant’s Release of Information (ROI)is expiredin HMIS, they will see ared banner. Check out the

Privacy (ROI)feature guide for more information.

Ifaparticipant hasapendingreferral toaprogram,theywill alsosee ayellowbanner onthe Dashboard.

Check out the Referrals feature guide for more information.

Ifaparticipanthasanactivereferral onaCommunity Queue or apendingor in-processreferral toaprogramfromthe
Queue, abannerwill display onthe dashboard. No additional functionality or informationis available outside ofthe
statusnotification.

Upcoming Appointments
Upcomingproviderappointmentsaredisplayedintheappointmentinformationbox.Moreinformationon
appointmentsisavailableinthe Calendar sectionof thisguide.

21 .
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ACTIVITY & HISTORY

Activity &History provides participants with achronological listing of project enrollments, including agency name,
programname,participationstartdate,and participationenddate. A greenactiveiconis displayedforanyactive
enrollments,andnewenrollmentdataisavailableintheparticipantviewofMyConnectSVinreal-time.Any groupor
familyenrollmentswillinclude aniconwiththecountof membersenrolled.

The participant viewdoes not include access to project enrollment or exit records, assessments, service history, or
provider notes.

B CLARITY

HUMAN SERVICES Howto ViewActivity &History

Under the participant view of MyConnectSV, the Activity tab
includes adisplay of programenrollment andexitdata.No

(9 Dashboard additional actions areavailable to participantsin the Activity
tab. Therearenorequired actions or instructionsfor providers
tousethisfeature.

; L i Clamy (=

¥ ACTIVITY & HISTORY

ACTIVITY NAME START DATE END DATE

CE Test Program
TRAINING] System

08/17/2021 Active

T 3 Shelter Prograr
raining Shelter Program 07/01/2021 08/13/2021

TRAINING] System

Use Case & Promising Practices
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ASSESSMENTS

The Assessments feature allows participants to complete and submit provider-issued assessments directly from
their personal device and at their convenience. Assessments must be reviewed and approved for MyConnectSV
submission by MyConnectSV Working Group and made available for providers by the systemadministrator. Not all
assessments are appropriate for MyConnectSV submission; some, such asthe VI-SPDAT assessment series, should
only becompleted by providerswithin Clarity.

Bothglobal assessments and program-level assessments can be submitted through MyConnectSV. Participants will
receive anotificationwhenarequest for anassessment has beensubmitted.

: C I_ A R | T Y Sending &Reviewing Global Assessments

5 Global-level assessments are assessments that arenot associated
HUMAN SERVICES oA '

withaprogramenrollment. Tosend aglobal-level assessmentto an

individual, navigate to the participant’s profile screen,open

MyConnectSVrequest screen, and select SendNewRequest.

(> Dashboard 4 a q

Selectthe appropriate assessment from the drop-down menuand

_ press SendRequest. The participant will receive anemail or text

= Activity message notifying them of the request, and anotification and

request banner will appear in MyConnectSV at next log-in.

SEND REQUEST TO THE CUSTOMER PORTAL ()

8. Assessments

g Calendar

Assessments A
B Community Info
Assessment Employment Readiness Assessment v
@ Documents Private

SEND REQUEST

Mass Assessment Request: To send amass Assessment request to

multipleindividuals at one time, followthe processfor Mass
Message Center Requestsdetailed on page 14.

Location

Privacy Oncetheassessmenthasbeencompleted and submitted by the
participant, it will be available for reviewinthe participant’s
assessment history. MyConnectSV SV icon appearsinthe
assessment details sections toindicate the participant completed
itthrough MyConnectSV.

Resource Directory

ASSESSMENT HISTORY

Assessment Name Completed Details

Portal Prevention Screening
Community Partner Network (§)

01/11/2022
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ASSESSMENTS

Sending Program-Level Assessments
Program-level assessments are assessmentsthat are completed through aprogramenrollment. Tosend aprogram-
level assessment,openthe participant’senrollment record and navigate to the assessments tab.

Assessments enabled for submission through MyConnectSV will be indicated with a Request option.Select Request
and click Send Requestto complete the transaction. The participant will receive anemail or text message notifying

them of the request if enabled in their settings, and a notification and request banner will appearin MyConnectSV at
next log-in.

Lanie Baker

PROFILE HISTORY SERVICES PROGRAMS ASSESSMENTS NOTES FILES CONTACT LOCATION REFERRALS

PROGRAM: COMMUNITY PREVENTION PROGRAM

Enrollment History Assessments Notes Files Chart

Assessments LINK FROM ASSESSMENTS

Portal Prevention Screening m

Oncetheassessment has beencompleted and submitted by the participant, it will be available for reviewinthe

participant’s programenrollment assessment history. MyConnectSVicon appearsinthe assessment details section to
indicatetheparticipant completedit through MyConnectSV.

Assessment Name Completed Details

Portal Prevention Screening

01/11/2022
Community Partner Network Q £




ASSESSMENTS: Participant Instructions

Completing an Assessment

Onceaproviderinitiates arequest for anassessment, the participant will receive anotification through
MyConnectSV after their nextloginand mayalsoreceive anemail or SMSif enabled. Participants canrespondto the
request by clickingthe notificationor selectingthe Assessment screeninthe navigation pane.

L You have received a request to complete a new Portal Prevention Screening Assessment. Please click here.
Oncethe participant clicks the banner, the assessment will open and participants canenter their responses and

complete the assessment. After pressing Submit,the participant will receive awarning stating that the assessment
cannot be edited after submission. Participants will need to press Confirmto successfully submit the assessment.

ASSESSMENT

Assessment Date

No date selected Once this assessment is submitted, you will no longer
have access to edit. Please confirm that you would like

to proceed.

Number of members in your household:

Number of members in your household:

Does you household currently have income?

Select

Total monthly income for household

Total monthly income for household

Have you received an eviction notice or a utility shut off notice?

Select

m cancel

Reviewing a Previous Assessment

Participants have the ability to review previous assessments submitted through MyConnectSV. All previous
assessmentsare availableinthe assessment history pane. Participants canclick onthe assessment of interest and
reviewtheir responses. Note: Previously submitted responses cannot be edited by the participant

Use Case & Promising Practices




CALENDAR

The Calendar feature allows providers toschedule participant appointments and post appointment availability
directlywithin Clarity. Participants canschedule appointments with care teammembers based on their posted
available time slots. Appointmentdetailsandnotificationsarethenmadeavailabletotheparticipant throughtheir
MyConnectSVaccount. The Calendar allows providerstomanageall participant appointmentsinonecentralized
locationandensures participants always have accessto appointment details.

| C L A R I T Y Howto Post Available Appointment Slots

e InClarity, navigate to the Calendar inthe launchpad, and then
HUMAN SERVICES clickon“Customer Portal Calendar” intheright sidebar:

(> Dashboard

Calendar options:

I E B @ E‘o General Calendar

£ Activity

REPORTS] CALENDAR MASS RESOURCE Customer Portal Calendar
SENDING  DIRECTORY

8. Assessments

g Calendar

Click “Add New Slot”

B Community Info under thedisplayed
calendar:
2 Documents
First,choosethe ki
& Location Frequencyyou want this i
appointmentslot to — Sl
B4 Message Center repeat:
- Current Instan
Start From 05/27/2024 9:00 AM
© Privacy Next, choose the Start < 2024
Fromdateandtimewhen L Su Mo Tu Wa Th & 0
Q. Resource Directory youwant thefirst e SRARES

12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

OUTPUT: EVERY WEEK FOR m m

appointmentslot tooccur:

Youcanchooseeither anEndOndate whenyouwanttheseriesto end,
orspecify the Countof appointment slots youwant to schedule (Note:
onlyoneoftheseoptions canbeused,soenteringineitheran End On dateor
Countwill causetheotherfieldtodisappear).

Dates 1 Mon May 27 2024 09:00:00 GMT-0500 (Central Daylig|

End On

Youcanalsochoose anoptional Interval between eachfrequency if Count Enter integer here... (default 1000)
desired (for example,to repeat the timeevery 3 daysorevery 2 weeks,
instead of every 1dayor 1week).

Interval Enter integer here...
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OUTPUT: EVERY WEEK FOR 5 TIMES

Reviewthe Outputand Datespreview, and then click Save
topostthe newappointmentslots. After saving,

L. . 1 Mon May 27 2024 09500300 GMT-0500 (Central Daylight T@me)
participants onyour care teamwith MyConnectSV 2 on i 10 2024 052000 GMF0800 (e eylght Tire

4 Mon Jun 17 2024 09:00:00 GMT-0500 (Central Daylight Time)

accountswillbe ableto see yourava ilabil Ity anddi reCtIy 5Mon Jun 24 2024 09:00:00 GMT-0500 (Central Daylight Time)
scheduleappointmentswithyou.

Duration v 15 Min
30 Min

Youwill be notifiedinyour Clarity inboxwhen a participant 45 Min

schedules anew appointmentor cancels apreviously 2 Hour
. 3 Hour
scheduled appointment.

Toremove anexisting series of scheduled appointments, clickon

“ManageSlots”. The choosethe seriesin the dropdown list ADD NEW SLOT SUBSCRIBETO ICALENDAR

and click “Remove Selected”.

Please select Rule
every week for 5 times
MANAGE AVAILABILITY RULES every 2 months for 1time )
every week for 10 times
every week for 10 times
v every week for 5 times

OUTPUT: EVERY WEEK FOR 5 TIMES
000 GMT- -
1 Mon May 27 2024 09:00:00 55y (Central Daylight Tin

2 Mon Jun 03 2024 09:00:00 ST (Central Daylight Tin

3 Mon Jun 10 2024 09:00:00 GhT (Central Daylight Tin

Howto Schedule aParticipant Appointment Schedule
new appointments with participants using the fa—

calendariconontheparticipant’s HMIS = O @

Ifyou’dlike to schedule anappointment tofill anexisting appointment slot, click Customer Portal Appointment.
Ifyoudontwant toschedule anappointment tofill anexisting appointment slot, click General Appointment.

SELECT OPTION: ()

GENERAL APPOINTMENT CUSTOMER PORTAL APPOINTMENT

Completethefields andclick Saveto savethe appointment.

HowtoManageorDelete Appointments

Todeleteanappointment,select the appointment andclickthe trashcanicon. Adjustmentstothe
appointmenttimeor date cannot be madeoncetheappointmentisset. If adjustmentsarerequired, delete the
original appointment throughthe calendar screen,andset anewappointmentwiththe revised appointment
details. More information on Clarity’s Calendar features, including calendar integrations, can befoundinour
Help Center Calendararticle.
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CALENDAR: Participant Instructions

Participants can view a listing of all provider appointments scheduled through Clarity in the Calendar screen of
their MyConnectSV account. Participants can select various views including an appointment list, or view by day,
week,or month. Participants canalsoschedule appointmentswith careteammembersbased ontheir posted available
timeslots.

View upcoming appointments: Participants can

Calendar  Schedule Appointment

viewupcomingappointmentsby navigating June 2024
toCalendar. on s

Clickingon any scheduled appointment will
show apop-up with additional appointment
details, aswell asthe options to Exportor > 0 " ! 1 e 15
Cancelthe appointment. R = . % B H z

92 Appointment with G

© 4p Appointment with G

Exporting appointment information: Participants can click on Exportto
exporttheappointmentinformation asacalendarfile, whichcan | |

thenbeaddedto their phoneorother external calendar. The

Title:
participant must agree to the Privacy and Security Warning prior to | Appointment with Grant Ebbesmeyer
exporting the appointmentinformation. Date:
Thursday, June 13, 2024 1:00 PM
. . .. . |  Location: Ll
Canceling anappointment: Participants can click on Cancel to cancel an 1007 York St

upcomingappointment. Ifanappointmentis canceled, the Clarity user ji  Denver, CO, 80206

will be notified with amessage. B |

Use Case & Promising Practices




CONTACTS

The Contactsfeatureallowsparticipants to view and update information saved on their Contact tab in their
Clarity profile, as well as add new Contact records that they want to share with you and other providers.

&, CLARITY

HUMAN SERVICES

Dashboard

= Activity
Assessments
Calendar
Community Info

i Contacts

Documents
Location
Message Center
Privacy

Referrals

Q_ Resource Directory

Adding New Contact Records

To add a new Contact record, participants will start by clicking New Contact: Phone (42

Participant Instructions

Viewing and Updating Contact Records
To update a Contact Record that is already listed, the participant will
click on the pencil icon in that row.

Family Jim

7] Member

They can then make any updates to this Contact, such as updating the
phone number or email address. They can also report a contact as
Inactive by toggling off the “Active” button at the bottom. Be sure to

click Submit to save any changes.

Participants can also delete Contacts that you have added from
MyConnectSV by clicking the trash canicon in that row. Then click
“Delete” in the confirmation message. However, participants cannot
delete records that have been created by any Clarity users.

ADD NEW CONTACT

Contact Type *

Active Contact

o Active

Please select a contact type

4 Family .
Member Jim

Name *

Enter contact name

Email

Enter email address

Phone (#1)

Enter phone number

Enter phone number

[Z} conTACTS

Contact Date *
New Contact ) Sselect contact date *

8 I - =
Participants should fill in the info in the pop-up window that they want to share
with their care team members. Required fields are marked with a red asterisk (*).
Clicking Submit at the bottom will add the new Contact to the Contact tab on ge:«:"vim

their Clarity profile.
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DOCUMENTS

The Documentation Management feature allows participants to upload key documents at any time, and providers to
request various forms of documentationfrom participants. Participants canthen respondtothe request and upload
their personal documentation directly through MyConnectSV. Participantswill be able toreviewany documentation
previously uploaded through MyConnectSV.

& CLARITY

\ HUMAN SERVICES

(» Dashboard

£ Activity

s8.J Assessments
@ Calendar

B Community Info
2 Documents

&, Location

&4 Message Center

© Privacy

Q. Resource Directory

Typesof DocumentationAvailable

Howto Request Documents

Providerscansend anewrequestfor documentationto anindividual
through MyConnectSV using the “send newrequest” iconin
MyConnectSVscreen. Documentation requestscanalsobeinitiated
through aprogramenrollment. Select thedocumentation type
requestedfromthe drop-downscreenandclick SendRequest.

Mass Document Request: To send amass Document request to multiple
individuals at one time, follow the process for Mass Request detailed
onpagel4.

SEND REQUEST TO THE CUSTOMER PORTAL ®

Assessments v
Documents ~
Category Driver License Class v
SEND REQUEST
Predefined Name Class A License v
Location v
Release of Information v

Participants can nowsubmit multiple photos per request,so to request full
multi-page documents (such asleases or income verification),you
willonly need tosend onerequest per document

Providerscanrequestavariety of documentationfromparticipants through MyConnectSV. Documentation

categoriesmayinclude:
e Family,Social,&Legal
e Finances&Income
e Health&Medical
e Education&Employment
e Personal Identification
e Military Service Records

Eachcategory contains multiple types of documentation availablefor upload. Toadd additional file
categories or documentationitems,contactyoursystemadministrator.
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DOCUMENTS: Participant Instructions

Participantscanupload anewdocument at
anytime by navigatingto Documentsand ) XA S

clickingNewDocument

After doing so,they will use the dropdown arrows to select the
documentcategoryanddocumenttype: | i
Select document category
Finances and Income ™
Select document type
Social Security Benefit Check v
. o o . . o . n' ‘ Choose Files | No file chosen
Ifaproviderinitiatesarequest,theparticipantwill receiveanotification e
throughMyConnectSV.Participantscanrespondtotherequest by U
clickingthe notification or selectingthe Documentation Management
ancel
screeninthenavigationpane.

ooncn e _
UPLOAD NEW DOCUMENT
uploadthe

documentation

requestedfromthe Please upload the following type of document
provider byclickingon Health and Medical: Medical Bill
therequestbanner. [Choose File ] screen shot ..3.18 AM.png

Participants can upload
aPDF ofthedocument

? Cancel
screenshot,oruploada m -
photo (or multiple
photos) using their
mobile device.

Whenaparticipantselectsthefileandclicks Submit,theywill receiveanadditional notificationwarningstating that
submitted documentation cannot be edited. Participants should click Yes,ContinuetoUpload to submit their
documentation or Canceltodiscontinue submission. Participants canviewtheir submitted documentation by clicking
onthedocumentinthedocumentationhistory.

[ DOCUMENTS

FILE SIZE (KB)

Once this document is submitted, you will no longer
have access to edit. Please confirm that you would like
to proceed.

06/01/2021 138.011

06/02/2021
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DOCUMENTS: Participant Instructions

Use Case & Promising Practices




LOCATION

Thelocationfeatureallows participantstosharetheir address or GPSlocationthroughMyConnectSV.

Participantscanaddnewlocations at any time,and providers are ableto send requests for updated location
information through Clarity.

! C L A R I T Y Howto RequestalocationUpdate

\ HUMAN SERVICES Sendalocationrequestto anindividual through

MyConnectSViconontheparticipant's HMIS profile page.
Select LocationUpdate from thedrop-downscreen.

(> Dashboard Mass Location Request: To send a mass Location request to
multiple individuals at one time, follow the process for
= Activity Mass Requestsdetailedonpage14.

SEND REQUEST TO THE CUSTOMER PORTAL
8. Assessments

Assessments

@ Calendar

Documents

B Community Info

Location

Location Update

A Documents

X2 Location

Release of Information

&4 Message Center
ViewingLocationUpdates

© Priva cy Once the participant submits newlocationinformation, it is
availablefor review in the Location screen of the participant's
Q_ Resource Directory HMIS profile.

@ Participant-suppliedlocationupdates aremarkedwith
MyConnectSVicon.

Additionally, if the participant has submitted a Note with their
location, it will appear by hovering over the Note boxicon:

Last Updated

Address Type Location Date
Staff
N 2nd St, San Jose, California, 95112 Jo Lee ’S\Ss;ise‘:'; Client 01/23/2024 [®

This is where | am currently sleeping

01/22/2024 [®

Address: Client

Los Angeles Basin. Los Angeles California JolLee
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LOCATION: Participant Instructions

Participants canupdate their location at any time through MyConnectSV's Location screen. Participants canalso
receiverequestsforlocation updatesfromproviders. Participants should take the following steps toadd anew
locationorrespondtoaproviderrequest. Whenalocationrequestissent,theparticipantwill receiveanotification
askingthemtoaddalocationupdate throughMyConnectSV.

NOTIFICATIONS

© You have received a request to

provide updated location
information. Please click here.

n 4 hours

Participantscanclickthenotificationoropenthelocationfeatureusingthenavigationpanetoaddanewlocation. Add a
newaddressor GPSlocation by clicking the AddLocationicon at the top right-hand corner of the location screen.

&CLARTY IR o T

HUMAN SERVICES

. Mountain City
) Dashboard T
t 1 Bl Rid
Jefferson Parkn
N

il Activity

sments Thurmond
Elizabethton

s} Documents 32 - g

& Location 5 Mulberry
oone

Center Millers Creek
Cricket
North Wilkesboro
Wilkesboro

Participants cansharetheir current location using the GPS signal associated with their device by clicking the Use
CurrentLocationvisible belowthe searchbar.Eachdeviceisdifferent, soyoumayneedtoresearchhowto enable
locationsharingforaparticipant’sdeviceifitis not working as anticipated. The mapwill orient to the participant's
location and anaddress will be displayed. Participants can save their location by selecting the Add icon.
Participantscanalsoenteranaddressintothesearchfield andsave thelocationfollowing the samesteps as above.

| LosAltos History Museum, 51 S San Antonio Rd, Los Altos, o X |
CA, 94022, USA

® Use current location
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LOCATION: Participant Instructions

After clicking ”Add” on a new location, a “Confirm Location” pop-
up box will appear, where participants can also add additional
information.

Participants will need to enter a Location Name, such as
“Sleeping location” or “Daytime location.”

Participants can also choose to include up to three photos to
share with this location to make it easier for you and other
providers to find them. If their device has a camera, they can
choose to "Take Photo,” or they can upload existing photos from
their device.

Participants also have the option to add any additional notes
before sharing the location, like more detailed directions or
other information about the location.

Participants must click "Confirm” to share the new Location.

Updating Location Details

After alocation has been added, participants can add or update
the name, photos, or notes for that location. They cannot change
the location address. If they no longer want to be located at a
location, you should mark that location as inactive following the
instructions on the next page and then add a new location.

To edit a location, the participant will start by either clicking on

the location pin on the map, or in the row listed below the map.
Click Edit in the window that pops up to edit the location..

35

‘ CONFIRM LOCATION

1418 Herald Ave
San Jose, California, 95116

Location Name *

Enter location name

Location Photos

O The maximum file size should be 25MB;
ccepted image file 1€

and heif

jpg. png, gif, tiff, heic,

Location Note (optional)

500 characters remaining (500 max)

Cancel

£

&, 1980 ORLANDO DR, SAN JOSE, CA, 95122

. Location Photos
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LOCATION: Participant Instructions

Ifaproviderinitiatesarequest,the participantwill receivea
notification through MyConnectSV. Participantscan respond
totherequest by clicking the notificationor selecting the
Documentation Management screeninthenavigation pane.

After alocationhasbeen added, it
will bevisibleinthe user’slocation
history tab. After alocation has
beenadded, the usercanchooseto
makeit “Inactive” by selecting the
optioninthe “Status” dropdown.
This allows participants tofilter the
locationout,soitnolonger appears
onthemapandintheirlocation
history.

4. LOCATION

ADDRESS
I0 San Tomas Expy, Santa Clara, CA, 95054

0 N 2nd St, San Jose, CA, 95112

—

CONFIRM LOCATION

N 2nd St
San Jose, California, 95112

Location Name

St. James Park

Location Note (optional)

This is where | am currently
sleeping

463 characters remaining (500 max)

¢ DATE + STATUS $
Inactive |
9 08/10/2023 Active 5

Use Case & Promising Practices




MESSAGE CENTER

The Message Center feature provides asecure communication channel between participants and care teammembers.
Participantsand providers cantrack conversationsin asingle platform,and Message Center retains the conversation
history for future reference. All users also canturn off contact through the Message Center if desired.

! C L A R | T Y Allow Participant Initiated Contact

5 By default, participants and care teammembers canreceive incoming messages
HUMAN SERVICES . . . .. .
but have the optionto turn off incoming messages. To turn off participant initiated

contact, navigatetoaccountsettingsandturnoffthe AllowParticipant Initiated

(® Dashboard Contactinthe My Infopane. Press Save Changesbuttontoensurethe settingsare
updated.
£ Activity
Y Allow Client Initiated Contact ‘
s.J Assessments
SendingaNewMessage

B Calendar Tosendanewmessagetoasingle participant,

navigate to the participant’s Clarity profile and
press the SendMessage button under the
participant’s photo. Draft your message and S
select Send Message when complete. Copies of e
sent messages are availablein the Clarity Inbox.

SEND MESSAGE

B Community Info

2 Documents

Location

Message Center

Privacy Mass Message: To send amass Message to multipleindividuals at one
time, followthe process for Mass Requests detailed on page 14.

Resource Directory

Viewandrespond to

. . ) m Marti Phillips
I ncoml ng messages I n the To Lanie Baker Jan 12, 2022 at 06:12 AM
Clarity Inbox. An alert will s
appear nexttotheinboxicon Hi Lanie, We've identified a housing placement for you! Can you give me a call as soon as possible? | also left you a voicemail. Thanks!
When new messages are Reply from Lanie Baker Jan 12,2022 at 06:15 AM
¥ Thank you! Il give you a call as soon | get off work at 12:30 PM.
received,andany new m ..

messages will bedisplayed
underunread messages. To
respondtoamessage,open
the message of choice, draft
response, and select Send
Response. SEND RESPONSE

!
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MESSAGE CENTER: Participant Instructions

The Message Center allows participantstoinitiate and respond to messages from care team members through a
confidential and secure channel. Participants are able to conveniently track conversations will all providers and view
previous conversation history.

AllowCareTeamlnitiatedContact
By default,aparticipant’scareteammembersareabletoinitiatecontactwithaparticipantthrough MyConnectSV.

Participants canopttoturn off care teaminitiated messages through MyConnectSV'’s Profile Settings by toggling
off the AllowCare TeamMember Initiated Contact option under the preferences pane.

Message Preferences
() Allow Care Team Member Initiated Contact

COMPOSE NEW MESSAGE

Care TeamMember

.. SELECT RECIPIENT
Participantscansend anewmessagetoacare Please select
teammember through the Message Center pane. [
Participants should select NewMessage, select frrermessage here..

the proper recipient, draft amessage,and press
Send.A copy of themessagewill be availablefor
reviewin the participant’sinbox

m S

RespondingtoaMessage
When participantsreceiveamessagefromacare  MESSAGE CENTER @
teammember,theywillreceiveanalertattheir

. o . o Marti, M Thank you! I'll give you a call as soon | get off work at 12:30 PM. 06:15:14AM @
nextloginand may receive anemail or SMSif i I e ok
enabled Participants can Viewthe message by Hi Lanie, Here's the information you requested on the
. . e . . . Marti employment services. | let John know you'd be reaching 01/11/2022 o
clickingonthe notification or navigating to the out. Please let

Message Center. New and unopened messages
willbedisplayedinbold. Torespond, participants
should open the message, draft aresponse, and
selectSend.

Use Case & Promising Practices




PRIVACY

The Privacy Management feature provides anonline resource for easy access and management of Releases of
Information (ROIs). Participants are alsotoviewand download their current and past ROls. Ifthe ROl is already
expired or expiringinthe next 7 days, the Privacy Management feature allows participantstoelectronicallysign a
newROIfromtheir MyConnectSV account, whether or not theyreceive arequest fromaprovider. Providers can
alsoresolve anexpired ROl by requestinganew ROl fromparticipants throughMyConnectSV.

& CLARITY

’ HUMAN SERVICES

(» Dashboard

£ Activity

8. Assessments
@ Calendar

B Community Info
@ Documents

&, Location

&4 Message Center

© Privacy

Q. Resource Directory

Revokingor AmendinganROI

Howto RequestaNewROI

RequestanewROI throughMyConnectSV
Requesticonlocated onthe participant profile.
Select SendNewRequestand thenselecttosenda
request for a“Release of Information” through
thedrop-downmenu.

Mass ROIRequest: To send amass ROl request to
multiple individuals at onetime, follow the
process for Mass Requestsdetailed on page 14.

SEND REQUEST TO THE CUSTOMER PORTAL

Assessments
Documents
Location

Release of Information

Release of Information

ROIRestrictions

Thereareafewimportantrestrictionson ROls that
providersshould beaware of. Providers are only able to
initiate one ROl request per participant at onetime.
Additionally, the participant’s previous ROl must be within
twoweeks of expiringinorder toinitiate arequest.

To ensure proper ROI revocation protocols, participants are not able to revoke or amend an existing ROI
through MyConnectSV. If they need to make changes to a current ROI, they must contact their provider

directly.
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PRIVACY: Participant Instructions

A participant will receive anotificationif their ROl is expiring within seven days,and another if their ROI
hasalreadyexpired. Theywill alsoseeared banner at the top of their dashboardwhentheyloginto
MyConnectSV:

NOTIFICATIONS e

® Your Release of Information (ROI)
expired on 2024-12-18.

3 hours ago

Your Release of Information (ROI) expired on 1/20/2025. Please click here or
contact a member of your Care Team if you have questions.

Ifacareteammember requestsanew ROI through MyConnectSV, participants will receive anotification.
Participantscanrespond tothe request by clickingonthe notification or by opening the Privacy
Managementinthenavigationpane.

NOTIFICATIONS

© You have received a request to
complete a new Release of
Information (ROI). Please click here.

L You have received a request to complete a new Release of Information (ROI). Please click here.

& RELEASE OF INFORMATION

n 4 hours

® Document

& Privacy

No results yet!

Results will be displayed here when they are available

Participantscancompleteanew
ROl byclickingthelinkineither _
Please sign below:

banner shownabove. Theelectronic
signatureformwill be displayed for ~S—r——
the participant tosignelectronically

and submit directly within
MyConnectSV.

After adding anelectronicsignature,

participants must click Signand then Cancel
Savetosuccessfullysavethe signature

and complete submission.
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PRIVACY: Participant Instructions

Participants canviewtheir previously submitted ROIs by clickingtheiconinthe ROl history screen. Itis
important to note that participants cannot modify or revoke any current or previous ROls through
MyConnectSV.Theyshouldcontacttheircareteammemberdirectlytorequestrevisionsorrevoketheir ROl.

i RELEASE OF INFORMATION

B PERMISSION TYPE START DATE END DATE

Yes Electronic Signature 09/07/2021 09/07/2024

Use Case & Promising Practices




REFERRALS: Participant Instructions

CLARITY

@ HUMAN SERVICES

42

( Dashboard

£ Activity

S. Assessments
@ Calendar

B Community Info
@ Documents

&, Location

&4 Message Center

© Privacy

2+ Referrals

Q, Resource Directory

The Referralsfeature provides participants with alisting of their
currentand pastreferralsin HMIS, including the referral date,
agency name, program name, current referral status, and the
datewhenthestatuswas mostrecently updated.

A participant mayhave questionsfor you about what their
referral history means. You canuse the additional information in

HMISto help answer their questions about current and past
referrals.

Ifaparticipant contactsyoubecausetheyseetheyhaveaPending
programreferral, please helpthemconnectwitha  staff memberatthe
referred-to agency asquickly aspossible. You canleave anupdated
referral note or sendthe other provider amessagein Clarity. You
should tell the other provider that this participant hasa
MyConnectSV account and can be messaged through their HMIS
profile to securely communicate withthemabout next stepsto
process their pending program referral.

HowtoViewReferrals

Under the participant view of MyConnectSV, the Referrals tab
includes adisplay of aparticipant’s programreferral history.
No additional actions areavailable toparticipantsinthe
Activity tab. There are no required actions or instructions for
providerstousethisfeature.

&+ REFERRALS

REFERRAL

v

02/24/2025

AGENCY
DATE NAME

System

STATUS
PROGRAM NAME UNIT/BED STATUS DATE
Bayview Homeless Y
N/A Pending  02/24/2025

Services Program
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RESOURCE DIRECTORY

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

lfyouhaveanupdateto any of the resourcesincluded inthe Resource Directory oranewresource toadd,please submit
thisform: https://forms.gle/sdHo1h1Mg93sbSXp9

Provider Instructions

Navigate to the Resource Directory in

|2| E 'B' [} Clarity through the launch pad.
5
MANAGE REPORTS CALENDAR MASS . .
SENDING OnceintheResourceDirectory,
usethe Agency, Program,
E\ Category, and/or City filters to
0 chooseonemoreoptionsto
RESOURCE filter;besuretoclick Searchto
DIRECTORY . .
apply your filters and viewthe
filtered results:
Agency Se v Program Se v Category v City Sele v Status All v w
Title Agency Program [J Homelessness Prevention Assistance Last Updated
N — [CJ Emergency Shelter Hotline
Q Allcove Allcove Support 0 Emergency Shelter 10/03/2023

Agency  Sele v Program < v Category Public Restroo... v+ City

Title Agency Program Category Address

0 Public San Jose Downtown Block by Block
Restroom

Association

Public Restrooms open S Market St, San Jose,
24hrs California, 95113

Youcanusethelettersonthemapto

seethelocationof corresponding
resources inthefiltered list.

Use the Print Previewbuttonto generate
aprintablelistof resources anddetails
forallresourcesincludedin the current
filtered list.

Alternatively, toviewor print
information aboutonly oneresource
includedinthelist,hover overthe
resourcetitle andclickon the

v S 2 > eyeballicon toviewadditional info,
ortheprintbuttontogeneratea

hetve 1ors0/z028 printable view of that specific

43

individual resource.
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RESOURCE DIRECTORY &§ COMMUNITY INFO

Participant Instructions

The Community Info and Resource Directory both allow participants to get up-to-date local information. In
Community Info, participants canviewandfilter articles with additional information, instructions, and/or links
aboutservicesthat maybeavailable orlocal announcements. Inthe Resource Directory, participants canuseamap
withtheir currentlocationtoidentify nearby resources, aswell as view and filter resources by agency, category,
and/orlocation.

Community Info

| C LA R | TY Explain to participants that Community Info

3 ticlescanbesorted by Title, Date Updated, or

HUMAN SERVICES ar : '
filtered using the “Category Filter” dropdown. Click
onthetitletoviewthefull articleand scrolldown to
¢ Dashboard thebottomtocloseor print the information.

E) COMMUNITY INFO CATEGORY FILTER ¥

[County-Wide]

£ Activity

Resource
Hotlines

s.J Assessments

Childcare

g Calendar

B Community Info

2 Documents Resource Directory
Explain toparticipants that the Resource Directory
&, Location can befiltered by clicking “Filter Results.” Clickon

thedirectory itemtoviewmoreinformation, click
“Showmore details” toviewfull information, and
scrolldown tothe bottomtocloseor print the
information.

&4 Message Center

© Privacy

Q. Resource Directory

W FILTER RESULTS

Cascade Center (w/Information)
Danielle's Test Agency

301 Occidental Ave S

Seattle, WA, 98104
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