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Admin Tools
New User Set Up
As an Entity Admin you can set up your own users. From the Admin tools select User Admin.

Then click + Add New User.

Follow the guide on the right to make sure all required fields are filled in then click submit.

For User Role there are 3 Options:
1.

Navigator: Permissions include: Search CRN Registry, Search MPI Database, Create New Clients, Obtain
Consent, Send Client Package, Client Profile Access, Joining a Care Team

2. Case Worker: Includes all Navigator Permission plus the following: Add/Remove in Agency Users
3. Level Y: Agency Admin: Includes all of the above plus the following: Edit Agency Information, Create Users,
Edit Users and soon to be available, Create Forms, Edit Forms and Delete Forms.
ProTip: You can add additional permissions to users by clicking on the appropriate permission. But not all permissions
are available to all user role.
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Admin Tools
Deactivate a User
Deactivating users is found in the admin tools and may be performed by QHN/CRN team members and Entity Admins.
To access this feature, select User Admin form the Admin Tools dropdown.

Locate the user from the user list either by scrolling or searching by first or last name. Access Deactivate user from the
three-dot menu located to the left of the user entry.

When a user is deactivated their entry is greyed out and the status is changed to Inactive.

ProTip: The search field is very powerful. Search by any of part of any filed in any column to find what you are looking
for. Just start typing and watch your results change.
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Care Team
Inviting users to the Care Team
There may be times when you would like to invite another user in CRN to be on a client’s care team. You can do this
without having to send a referral to the other user.
Pro Tip: You must be on the clients care team, and they must have given consent for you to add care team members
First, navigate to the client’s profile Overview & Care Teams page and click + Add Care Team Member.

You will then select if you want to add/invite a co-worker or a user from another entity. Selecting “Add or invite a coworker to the Care Team” will show a list of participating co-workers you may invite to or add the care team. Selecting
“Invite another agency to join the Care Team” will allow you to select an entity and then participating users from that
entity to send an invite to. Inviting someone to the care team requires the corresponding user to accept, where adding
directly adds them to the care team. You can only add users from your own entity.

One an invite is sent a care team invite will show in your task feed.

ProTip: You task feed updates in real time. Keep track of the status of you invite to track if the
recipient has accepted declined or has not replied yet.

Care Team
Accepting a Care Team Invite
Sometimes in CRN you will be asked to join a care team before a referral is sent to you. This is done when a someone
on a client’s care team, requests another user to join that client’s care team. If you are invited to join a client’s care
team you will see a care team request show up in your task feed.

Click on the task to open up the Invite to Care Team details pane. WARNING: Clicking the client’s name or profile
picture will send you to the clint’s profile.
Once the details pane is open select from the possible action to Accept, Assign, or Decline the invite. NOTE: Assigning
the invite passes it along to another user within your entity.

ProTip: Want to stay up to date? Your alerts and notifications can be set to deliver real time
alerts and notifications to your email inbox or directly to you phone via text.

Case Load and Client List

In your Case Load & Client List, you can quickly view your comprehensive client list and see any flags, household
structure and consent status.

To reach your Case Load & Client List use the top navigation bar and hover over Case Mgmt Tools. From the drop-down
menu click Case Load & Client List.

ProTip: Clicking on the client’s name or profile pic and you will be directly navigated to the client’s profile.

Referrals
Sending a Referral

1.

From the Client Profile page, click on Find Resources

2.

Select the service category for the referral and click Search for Services

3. Select the agency you wish to send the referral to and click Add to Referral Package
Pro Tip: You can add as many agencies to the referral package as needed.

4.

Click on Compile Referrals

5.

Pro Tip: You can send the referral package to the client via text message or via email. If they have provided their
contact information, it will automatically populate. If not, you can enter it yourself.
a. Please note: Do not enter any PHI information into the Message. This message will be sent to the client and
will not be encrypted.

6. At the bottom of the page click on Prepare Form next to the agency name.
Pro Tip: Referrals you make will show on your task feed with the current status.

7.

Choose one of the 3 options
a. Electronic Referral – Can only be made to CRN Partner Organizations.
b. Paper Referral

c.

8.

Hand-Off – This is where you can Log a Referral for non-partner organizations, or make an express referral
for network partners.

Fill in all required information and click Send/Save.

Pro Tip: Make sure to double check if any additional documentation may be needed for the receiving organization.

Referrals
Log a Referral from the Launch Pad
Pro Tip: In order to log a referral from the Launchpad you must have selected agencies and added them to your favorites
list. This function is only available for Care Team clients as well as clients you entered in the system.
1. From the Client Launch Pad, click on My Resources. You will then see your list of favorite agencies.

2. Click on the + next to the agency in which you wish to refer to

3. You will have 2 options:
a. Add to Referrals - For adding multiple agencies to a referral

i. Once all agencies are selected you can click on any of labels “Go to referrals”
ii. This will bring you to the resource directory to send the client the referral package
and prepare any forms for electronic and express referrals.
b. Log Referral – This allows you to quickly log a referral for anyone in your client list.
i. Select the Client in which you made the referral for and the agency that you
referred the client to.
ii. Fill in the required information and any notes you wish to add and click Save

Referrals
Receiving a Referral
At setup, an agency will identify a gatekeeper that will receive all incoming referrals. When a new referral comes in for
your agency it will show in gatekeepers task feed as a bolded new task.
Pro Tip: An Agency can identify more than one individual to be the gatekeeper. This is recommended so if the main
gatekeeper is on vacation or out of the office, the agency will still be able to work the referrals.

Clicking anywhere, other than the client’s name or profile picture, will open up the referral details panel. In the referral
details panel, you have options to act on the referral.
Forward:
Forward the referral when you know that the referral is not appropriate for your entity but you know who could
provide the service.
Select FORWARD from the dropdown menu. Another dropdown menu will appear where you can select the entity to
forward the referral to. Once a selection has been made, click Submit to forward the referral.

Assign:
Assign the referral to yourself or a coworker when your agency is going to process the referral. This will allow you to
assign the referral to anyone in your agency.
From the dropdown menu, select ASSIGN. Another dropdown menu will appear where you can select yourself or anther
user from your entity to assign the referral to. Once a selection has been made, click Submit to assign the referral.

Accept
Accept is a way you can show you have received the referral and/or are in process of working the referral prior to or
after assigning the referral to another user in your entity. Once selected, another dropdown will appear with a list of
possible referral resolutions. Select form the from the drop down, then click Submit to Accept the referral.

Decline
Sometimes the requested services are not able to be provided to the client. If you are unable to serve the needs of the
client for the referral choose Decline.
To decline a referral, select DECLINE from the dropdown menu. Once selected, another popup will appear with the
option to select a decline reason. Select from the dropdown menu and click submit to decline the referral. Once the
Referral is declined it is then sent back to the entity who sent the referral to you. They can then make additional
determinations regarding the referral.

ProTip: Prior to forwarding, assigning, accepting or declining the referral, you can click Go To Case Record to navigate to
the client’s profile to aid in deciding how to proceed with the referral.

Searching for a Client

1.

Enter client last name and date of birth in the Client Launchpad on the
right-hand side and click Search

2. If client is already in CRN they will appear in the Potential Matches in CRN.

From here you can go directly to the Resource Directory by clicking “Find Services” or “Go To Case Record” if you
want to access the clients profile.
3.

If no client exists, or the matching client is not the one you are looking for click on “See More Matches”, to search
Quality Health Network to see if client is in the Health Information Exchange database.
If no results are found in the HIE, You will receive a blank return. At this time double check the last name
and date of birth. If everything looks correct you can select “Create New Client”.

If potential matches are found in the HIE you can click on “Display Results” to see if you client match.

You will receive a list of potential clients. If the client you are searching for is listed , click on “Create CRN
Case or “Find Services”. If the match is not the client you are looking for, click on “Create New Client”.

4.

Fill in all required (and other info you have available) for the client. There will be 3 choices to choose from:
a. Discuss CRN Team Approach – Use this option if the client is with you and you are able to discuss consent, or
if you have already discussed consent with the client
b. Find Services – Use this option to go directly to searching for services for the client

c.

Create Case Record – Use this option to create the case record when there is no other
interaction with the client at this time.

Obtaining Consent

When a client already exists in CRN you may obtain consent at anytime by completing the following setps. If the client does
not exist in CRN already, please see “Searching for a Client”

1. From the Client Summary page, click on Obtain Consent just to the right of the clients name

2. From the Consent landing page you can select: Yes, I want to participate in the CRN Team-based Care.

3. Discuss each option with the client:
a. Full CRN Network-wide Authorizations
b. Yes, Only with Team-Member Approval
c. Yes, Only with Client Approval

4. Choose the Preferred Delivery Method: This is how you are getting the form to the client
a. Print Consent – Use this option if pre-printed forms are being utilized
b. Text – Use this option if the client would like the consent sent via SMS message. They will be able to
authorized directly from their phone
c. Email - Use this option if the client would like the consent sent via email. They will be able to authorized
directly from their email
d. Voice Recording – You may record the consent on a device and upload to the system. Please note if this
option is selected you must record the reading of the entire document and them stating they authorize.

5. After selecting and sending the consent for approval from the client, you have the option to join the care team.
*NOTE Access to the full client profile is not granted until your client returns an approved consent (for SMS, and
Email Consent).

6. To upload the signed document go to the clients profile and click on Upload Consent

7.

Browse to the location on your computer where the digital file is located and click on Save.

