
REFERRAL WORKSHOP
Making and Receiving Referrals in HMIS

+



The Referral process is the most 
effective way to match HMIS 

Client NEEDS with HMIS Projects 
that meet those NEEDS.



When the following four practices in 
place you have the best opportunity 
for a successful Referral



HMIS Provider information 
is up to date, including 
the primary email 
address for receiving 
Referrals.



This information is a part of 
your HMIS Provider Profile.  
An HMIS Provider Profile is 
always preceded by the 
following symbol.  



In your HMIS 
Provider PROFILE, 
your information 
should look like 
this.  
Is it correct?
Where do I find this 
information?
ResourcePoint



Remember, the 
Primary Contact, 
(Contact 1) is the 
one who will 
receive EMAIL 
notifications for 
that Project.



If you have changes that 
are required in your HMIS 
Provider Profile, let your HMIS 
Administrator know by email 
so that the HMIS Provider 
Profile can be modified.  



With some 
exceptions, Client 
information should 
be open.



Check ClientPoint for 
Green (OPEN) locks.



ServicePoint is designed as 
a secure system and is 
protected by both Provider 
and End User confidentiality 
agreements.  In addition, 
each Client should have a 
Valid and Active, ROI.



Tracking progress over time, 
as it relates to issues like 
Housing Status and Services 
provided, can only be 
possible with open 
information in a secure 
system.



Open information also 
provides the Continuum of 
Care information regarding 
a Client’s needs as they 
change and develop.



There are many SERVICE 
CODE choices that 
identify similar NEEDS. Each 
HMIS Provider has a set of 
SERVICE CODES that 
describe the services they 
provide.



Becoming familiar with 
key HMIS Providers and 
their SERVICE (s)offered, 
can make it easier to 
identify a NEED that both 
matches a Client and a 
Provider.



You can easily see 
the SERVICES that 
are provided by a 
Provider through 
Resource Point.



For a Referral process to 
be successful, HMIS 
Providers should regularly 
check for Referrals and 
respond to that Referral 
by providing a SERVICE. 
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If a Referral NEED is not able 
to be met by you, as an 
HMIS Provider, you are still 
responsible to close the 
Referral and provide a 
reason for not being able 
to meet the NEED. 
Closing the Referral Loop



When all HMIS Providers understand 
and follow these four BEST practices, 
the Referral process is relatively 
easy.



+Let’s MAKE A Referral.

If you understand how 
to make a Referral, you 
will better understand 
how to respond to a 
Referral you receive.



When making a Referral for a Client, first 
select the Client.  Make sure you search the 
database before you create a new Client 
and/or household. Be sure the Client is 
open

The Referral process starts here.



Complete/Update the 
a Client Profile 
Assessment and/or
Household Assessment

(If Applicable).

The Referral process starts here.



1. In ClientPoint, click on the SERVICE 
TRANSACTIONS tab

How to create a Referral.

Then select the Add Referrals button 



The Referral page is divided into three 
main steps.

• identify a Need

• Select a Provider

• Send the Referral



Start your Referral.
The Referral page is 
long and can be a 
little confusing.  
Before you begin 
the three steps for 
the first time, look 
through each of
the sections.



Need identified
Unless it is specifically needed, only the Head of 
Household/Primary Client should be selected.







Need identified
Choose the need(s) identified from the SERVICE CODE 
QUICKLIST or go to SERVICE CODE LOOK-UP.  You can select 
up to FIVE NEEDS.  Once you find the need select it and then 
click on ADD TERMS if using the Quicklist or SUBMIT if from Look-
Up..



Once the Term(s) has been added, it will will display at the 
bottom of the Referral Page. 

Need identified



Once the Term(s) has been added a search is done by the 
system to find Provider(s)/Project(s) that have this service listed 
as a primary service they offer. 

Selecting Provider/Project



Select the Provider/ Project from the available Search Results 
by clicking on the Green Plus symbol next to the Provider/ 
Project.

Selecting Provider/Project
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Once Provider has been selected it will appear in the Selected 
Provider section of the Referral. 

Selecting Provider/Project



Complete the Referral Data section by selecting Referral Ranking. 
The Referral Ranking is determined by the urgency of need/service. You 

will make this determination.

You may also create a follow-up on this Referral for yourself by completing 
the two additional fields below the ranking. 

***Note: This is not required for HMIS

Referral Data



Active HMIS Providers always has the following symbol 
and the Check To Notify ServicePoint Providers by 
Email should selected.  If Provider does not have this 
symbol this box can remain unchecked.

Referral Data 



Sending Referral/Creating a Need

Whenever a Referral is created, it also creates a Need 
for the Client.  You can add notes to this need if 
additional information is needed.



Sending Referral/Creating a Need
By clicking Send Summary, you can send a Provider 
Summary to the Client via email, or Print the Provider 
Information of the Referral for the Client.



If making multiple Referrals be sure to Check the appropriate box with the correct 
Referred-To Provider. 



x
This selection is incorrect because the Referred-To Provider does 

not provide the selected need.



Sending Referral/Creating a Need

If the Provider/Project is not active in HMIS. You will 
need to close the NEED by completing the Need 
Status and Outcomes fields.  Then click the SAVE ALL 
button.



Sending Referral/Creating a Need

If the Provider/Project is active in HMIS.  Select the 
SAVE ALL button to continue.



Referrals
Once you have sent a Referral  it is to important to 
remember a warm hand off to the referred 
Provider/Project is preferred and REQUIRED for non 
active HMIS Providers.



+Now, let’s put on our 
RECEIVE A Referral.

There are important steps 
you take when you 
receive a Referral.



How do I 
know if I have 
been sent a 

Referral?



You are notified in Three ways that 
a Referral is pending.
- Email notification
- Counts Report on Home Page.
- Receive a Warm Hand Off



You can run your own Referral report 
as often as you like from the Report 
Tab in ServicePoint.



Receive an E-mail Notice.



See a Referral in your Counts Report.



See a Referral in your Counts Report.

Outstanding Incoming Referrals
Displays Referrals that have not been Accepted 

or Decline for the Provider/Project and time 
range specified.



See a Referral in your Counts Report.

Incoming Referrals
Displays All Referrals that have been Accepted 

or Decline for the Provider/Project and time 
range specified



Let’s take a closer look at what you do 
when you RECEIVE A Referral.  



Click on Incoming Referrals on the Counts
Report on your Home Page

Or…
Click on Outstanding Referrals on the Counts

Report on your Home Page



Click on the Client ID to open Client

Receiving Referrals

Click on the SERVICE TRANSACTIONS tab



Click View Entire Service History

Receiving Referrals

Click on Referrals tab



Find the Referral sent to your Agency. Open this Referral by 
clicking on the Pencil next to it.

Receiving Referrals



Receiving Referrals
Scroll down to the Referral Data section and select the 
responds from the drop down for Referral OUTCOME and 
Reason if Applicable



Receiving Referrals
Since the Client is probably not sitting right there will you, you 
will want to create a Follow Up if services are not able to be 
provided at the time the Referral was accepted.



Receiving Referrals
Update the Need Status and Outcome field(s) to the 
appropriate response..



Receiving Referrals
If the Referral was accepted and service(s) was not able to 
be given at that time, the NEED STATUS should read In 
Progress and OUTCOME OF NEED should read Service 
Pending.



Receiving Referrals
If the Referral was Accepted and Service are able to be 
given at that time, the NEED STATUS should read Close and 
OUTCOME OF NEED should read Full Met.



In the Service Information Section and Click on Provide 
Service.  This Saves all the Responds you entered and takes 
you immediately to the Add Service Screen

 Performing Service



Create the Service as you normally would. This closes the 
Referral Loop.

 Performing Service



Receiving Referrals
If the Referral was Declined. The NEED STATUS should read
Close and OUTCOME OF NEED should read Not Met. Select 
the Reason from the drop down and Save &Exit.

Referral Loop Closed.



The keys to a successful Referral process.
1. Make sure the HMIS Provider contact information

is correct and complete.
2. Make sure the Client information is VISIBLE,

including Client DATA, ASSESSMENT and 
NEED.

3. Make sure the HMIS Provider receiving 
the Referral completes each step
and closes the Referral loop.
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