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Login Quick Reference Guide
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Key Things to Note

• Demo and live environments have different logins

• CIE team will add new users to both demo and live environments 

• Production environment will not be accessible until after training and go-live

• Service directory is the same for both environments

• If you are having difficulty logging in, see Troubleshooting Guide on Common Issues in 

the Training Participant Guide

Demo Environment Production Environment

“Sandbox”: practice and play! Real working environment

Referrals cannot be sent or received Referrals can be sent and received

Reporting feature not active Reporting feature active

Not real client data Real client data
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Step 1: Locate or Enter in Community Member

Intake Quick Reference Guide

From the main screen, click on Community Search. Enter the community member’s name and 

click on SEARCH. If the community member’s name is displayed, select PROFILE and start the 

interaction. If this is their first visit, click on ADD.

If you click on ADD to enter a new community member, a box will appear for you to complete their 

information. Once all required information has been entered, click on SAVE.
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Step 2: Start Interaction

Once you click SAVE, the interaction box will appear. Click on the globe icon, and choose 

Organization from the drop-down menu.

Use the drop-down menu to select the type of interaction, then click on START INTERACTION.
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Step 3: Consent

The Consent window will appear. Complete the necessary information. Consent forms can

be customized by your organization administrator based on your organization’s requirements. 

Once completed, click on SAVE.

Step 4: Intake Completion

This completes the basic Tier 1 intake workflow. At this point, the community member would be 

directed to Tier 2 engagement with a case manager or appropriate organization staff member. 

The intake workflow is customizable through the company profile set-up done by the organization 

administrator.
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