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Provider Job Aid (Non-CE Workflow)  [image: ]
	Complete Program Enrollment
	Unit Assignment
	Unit Transfers

	1. Click on the Programs Tab. Scroll down to the Programs: Available section.

2. Select the program and click Enroll. 


3. Complete the program enrollment screen.
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*Please note: Enable the Include Group Members toggle to include family members in the enrollment.

	1. When under the Units/Beds Tab, click Add Unit 
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2. Enter Start Date.

3. Click on Available Units.

4. Select the applicable unit.
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5. Click Save and Close.


	Clients may need to move to another unit due to reasonable accommodations, unit repairs, etc. Follow these steps to transfer a client to another unit.
1. Go to the Units/Beds Tab. 
2. Click edit next to the current unit/bed. 
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3. Add an End Date to the current unit.

4. Click Add Unit and assign the client to a new unit.
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St.Vincent De Paul Emergency Shelter

Active Clients

® 0% Families
® 100 % Individuals

‘ Funding Source
Local or Other Funding Source
Availability

Limited Availability

HOUSING AVAILABILITY:

» Households without children

» Households with at least one adult and one child

Include group members:

D Hazel Test

B PRINT DIRECTIONS

Occupancy (Today) Referrals (90 Days)

4 4

UNITS REFERRALS
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