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How to Login & Navigate My Workspace
To login:
1. You will receive a “Welcome to CommunityPro Suite” email with a secure link to activate your account.
a. The link expires in 24 hours so please act promptly.
b. Once successfully logged in, please bookmark the URL.
c. If you forget your password, there is a “forgot password” link to reset it.
2. To edit your profile, opt-in for alert notifications and messaging in CPS, click on your name on the top right corner.
My Workspace:
My Workspace is a snapshot of what and who you are working with and what needs your attention. Your My Workspace view provides
unique access to the dashboards/widgets that may include the following based on role:
1. Announcements: Messages sent for the whole consortium or just for your location to be aware of.
2. My Current Students: Students you are currently tracking and the number of these students at each workflow step.
3. All Current Students: Students’ whose records have been touched or had some type of activity in CPS since being ingested or
input and the number of these students at each workflow step.
o Total Number of Students in the database: number of students associated with the location showing in the
drop-down menu because of data ingestion or input since the system was brought up
4. Referrals: A snapshot of incoming referrals made to and outgoing referrals made from the location showing in the user’s
drop-down location menu bar. Incoming Referrals are those that were made to that locations showing in the location bar and
need to be attended to while Outgoing Referrals are those that were made from the location showing in the location bar and
can be monitored for status. The total at the bottom of each of the Referral Columns indicates the number of unique students
that have incoming and outgoing referrals respectively.
5. The tabs at the top right will navigate to different parts of the application as described elsewhere in this document.
6. If you have access and work with more than one location, you will be able to toggle between locations on the top right.
7. If you hover over the icons on the top right, it will indicate their function – edit your profile, sign out, help site-FAQs,
administrative settings, internal communication, alerts, client search.
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Dashboard
Top RIGHT corner:

Your name and the location you are associated with.
If you are associated to multiple locations and have access to more than one site, you will be able to toggle and choose which location
you will be working with or select all locations to view all locations information together.
“Sign Out”: After you complete your session, please sign out using this button.
“?”: Click on the question mark to get to the Help Center to view Frequently Asked Questions, reach Technical Support, provide
product feedback or request training.
“Gear Button”: Click on the Gear Button to get to the Admin Workspace. Settings are role based and can only be edited by users with
the role of Admissions Officer, Transition Specialist, Agency Administrator or Client Administrator. The settings functionality is
discussed further in the upcoming pages.
“Talk Bubble”:  This button allows you to communicate internally with associated users. You can send an email or text message to
specific individuals. (User preferences settings determine how they receive communications.)
“Magnifying Glass”: This button quickly takes you to the student page where you can look up current students or begin a quick intake.

Menu Bar:

These tabs depend on your assigned roles. Your role may hide some of these functions.
When you click on the tab, it will take you to a different part of the application as described elsewhere in this document.

My Workspace
My Workspace is a snapshot of what and who you are working with and what needs your attention.
Your My Workspace view provides unique access to widgets that may include the following based on role.
My Activities
The Activity Timeline is a way for Transition Counselors, Case Managers and Employment Specialists to record and keep track of
activities, follow up interactions and deadlines associated with activities related to the individuals they serve.
Students
This is where you search for existing student records. This can be done with first name, last name, student ID (CPS ID or external
source system ID), or phone number. If there is not a record on file, you can create a new record.
Community Catalog
This is where the resources for each location are listed. This includes class, counseling appointments, orientations, etc. Students are
referred to resources to address their needs and facilitate seamless transitions. Referrals can also be made to external locations
(locations that are not currently part of the CPS network).
Reports
This is where the library of both student and aggregate reports can be accessed.
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How to find a Client, Student, Customer or Student using the Search Function
Used to search for a Client within the Location you have selected or are assigned

1.
2.
3.
4.
5.

6.

Ensure you are in the location you want and expect to find the client.
Click on the Clients tab.
From the Client Search, enter part or all the last name or first name for the person you want to search for at your location. If
the individual has a record on file with your agency, the person will come up.
If you click on the client’s name, the client’s workflow and record will appear.
To track this client as is and have the individual appear as “My Clients” on your workspace, click on the icon that looks like a
target under the client’s last name and ID. The icon will change color from blue to yellow to indicate you are tracking the
client.
To advance to a specific step of editing the record, see locations the client is associated with, and/or to view the AEP data, you
can click on the “Edit” tab on the far-right column of the client results grid.
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How to complete a Quick Intake
Use Quick Intake when your client has not yet been entered into your agency’s main information system database and they need to
be served through immediately.
1. To begin a quick intake of an individual, click on the Client tab.
2. If the client is already in the system, you can search for them with their name or DOB and click next (as described above).
3. If you do not think the client is already in the system, click “Start Quick Intake” button.
a. Fill out the required fields- First Name, Last Name and Date of Birth and click on Next.
b. If a matched record is found in the system, a message will appear that the individual already exists, and you’ll be
taken to the client’s workflow.
c. If no match is found, the individual will be entered into the system and you’ll be taken to their quick intake screen to
continue adding information to their client workflow if you choose to.
4. Please note that all required fields must be an exact match for the customer information to be captured and matched. Each
required field has a red asterisk (*), indicating that you cannot proceed without filling it out.
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How to Sign a Client Release of Information Agreement
CommunityPro requires a signed and dated release of information consent agreement to be on file for customers before sharing
detailed customer information with another Location. This agreement is offered in 10 languages for California.
This agreement is not needed for External Referrals (since limited information is shared) and can also be declined.
There are three methods to signing this agreement:

Sign it electronically.
1. Click on the radio button that says: I would like to sign the agreements electronically.
2. Click on the appropriate agreement for the language the individual would like to sign in and click “Get Started.”
3. Where you see the “Next” arrow, click in the document for the prompts to sign electronically.
4. Proceed to each required field by clicking Tab and filling out the Client fields accordingly until the end, click on “I agree.”
5. You will see that you have completed all required agreements.
Upload a signed agreement from your computer.
1.
2.
3.
4.
6.
5.

Click on the radio button that says: I would like to download, print, and sign the agreements.
Download and print the agreement and have the client sign it in the native language selected.
After the agreement has been signed and dated by the individual, you must scan it and save it as a .pdf, .png, .jpeg, or .jpg file
on your computer.
Click the “Choose File” button to upload the saved agreement by clicking the “Open” button.
Click “Upload” to complete the process. You will see that you have completed all required agreements.
When the file has successfully uploaded, you can click on the download option to view it.

Client Agreement is on file at the school.*
1. Click on Agreement on File (signed agreement on file for audit purposes)
2. Indicate location where the agreement is on file for auditing purposes by choosing from the drop-down menu.
3. Select Submit as On File.
*Note this setting is not available for all sites!
Declining Agreement:
If a student declines having his/her information to be shared and does not want to sign the agreement, you can indicate why.
This will block the student from being referred to another location.

External Referrals:
An external referral is to a location that is not part of the CommunityPro Suite network with your environment. The referral is
more like an email that is tracked in the CPS system. Because only first name, last name, and maybe phone and/or email are
shared, an agreement is not required.
The method of signing (or declining) the agreement, will appear on the Agreement widget with a timestamp of when it was
updated and by whom.
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How to Make a Referral
The Community Catalog is a collection of Resources available at participating Locations. Here is where you find Resources being
offered, when and where they are offered, and content specific to those Resources.
The idea is to connect students with resources in your area and refer students easily and appropriately. No Wrong Door!
The client cannot be referred to a resource at a different location (from user’s association) location without a signed Client Release of
Information Agreement.
1. Login to CommunityPro and find and select a client to refer to a resource.
2. Click on the “Community Catalog” tab in the menu bar to find a desired resource for the chosen client.
3. View resources at all locations and click on the “Details” for more information where appropriate and included.
4. To narrow the focus and resources, click the “Filter” and then select from the available qualifying options to filter the catalog.
You can filter by location, dates/times, categories, types, and/or scores that would be appropriate for the student and click
“Apply Filters.”
5. After the desired items have been checked and the Apply Filters has been selected, the Community Catalog retrieves and
presents resources defined by filters selected and applied. Choose the resources desired by clicking on the '+' next to the
appropriate resource(s) and then click on Choose.
6. Resources, select appointment(s) if requested and click Complete Referrals.
To refer a client to a location that is not currently part of your CommunityPro Suite network of members, you can make an External
Referral. If you don’t see the link, then the student has yet to sign the Agreement and you will be alerted.
1. Select the Refer this student to an external location link and fill out the external referral form accordingly ensuring the
individual’s email address and phone number are entered if appropriate.
2. Click on Submit.
3. Check the Referrals workflow step to view the external referrals made for the individual.
Notes & Tips:
● You can print the referrals after you “Complete Referrals” with a map, point of contact, and necessary information related to
the resource.
● You can see all referrals made for the student from the “Referrals” workflow step.
● You can see all the referrals you have made on your “Outgoing Referrals” widget on the “My Workspace.”

Spring 2019

CommunityPro Suite Desktop Guide

Page 8

How to make a referral, continued
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How to Receive A Referral & Update Status
1.
2.
3.
4.

Login to CommunityPro Suite and ensure you have the referral receiving location selected in the locations drop down menu.
Click on the New Referrals under Incoming Referrals o
 n the Referrals widget/dashboard on your My Workspace.
In the grid that populates, click on Review under the column A
 ctions.
Update the individual's status appropriately and document any notes desired and click on Save.

The following status are available to select from the status drop down menu:
●
●
●
●
●
●
●
●
●
●
●
●

New Referral-A referral has been made. The individual needs to be contacted by the receiving agency to take some action.
Accepted-The individual is deemed eligible to enroll in the Resource. (i.e. the service, class, etc.)
Enrolled-The individual has been enrolled to receive the service or attend the class.
Attended-Individual enrolled and attended at least one session or appointment of the service or class.
Not Accepted-The individual has been deemed ineligible to enroll in the service or class. This status requires a reason.
On Hold- The decision to Accept or Enroll has been suspended pending resolution or provision of information. This status
requires a reason.
Canceled-The referral was canceled. Users are encouraged to add a reason in the Notes section.
Rescheduled-The resource connected to the referral was rescheduled due to any number of reasons which should be indicted
when selecting this status.
Withdrew-The customer withdrew their application to be accepted for the resource.
Redirected-The customer was redirected to another resource.
No Show-The customer didn’t attend the resource and didn’t communicate their intention in advance.
Completed-The customer completed the class, program, workshop, etc.

Notes & Tips:
● You can review, edit and print the status of an individual's referrals from the Referrals workflow step.
● You can also see the details of the referral which include the date of the referral and by whom and from where it was made
from the Referrals workflow step.

How to Receive & Update a Referral Status, continued
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How to Receive & Update a Referral Status, continued
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How to Receive & Update a Referral Status, continued

Spring 2019

CommunityPro Suite Desktop Guide

Page 14

How to Use Academic and Career Transition Plan (AACTP)
1.
2.
3.
4.
5.

Log in to CommunityPro Suite and find and select client by searching from the Clients tab.
Enter the Academic and Career Transition Plan workflow by clicking on the graduation cap icon beneath the client's name
and ID.
If there is an Academic and Career Transition Plan for the client that has been Saved for Later, the whole plan may be edited
except for the student ID that is pulled from the student information system.
If the Academic and Career Transition Plan for the client has been Finalized and Locked, it can be seen by clicking on View and
only Follow-up Notes can be edited at the bottom if desired.
The Academic and Career Transition Plan can be printed by clicking on Print if you are looking at the Academic and Career
Transition Plan History or by clicking on Back if you are viewing the plan and then clicking on Print.
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How to use the Transition Planner
1.
2.
3.
4.
5.
6.
7.
8.
9.

Log in to CommunityPro Suite and find and select student by searching from the Clients tab.
Enter the Transition Specialist workflow by clicking on the handshake icon beneath the student's name and ID.
Work across the tabs and identify the “needs of the client” accordingly to complete the Needs Inventory. The list becomes a
record of what services, support, or next steps would be helpful to the student.
Once all desired options have been selected, user clicks on the Save button to create the Needs Inventory.
User reviews the student’s Needs Inventory by clicking View on each item to determine student's interests, concerns and
next steps.
The Needs Inventory can be filled out multiple times, if/when the client’s needs change. Each will be kept as a unique
inventory with the date.
User can see and edit information about resources and services the client is receiving under Referral History using the Add
Follow-up and Edit Follow-up buttons accordingly to document contact made with client.
User can add additional notes for the student under the Notes section using the Add and Edit buttons accordingly to capture
meeting goals, length, outcomes, next steps.
The meeting notes and needs inventory are also captured on the Comprehensive Student Summary Report.
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How to use the Transition Planner, continued

Spring 2019

CommunityPro Suite Desktop Guide

Page 17

Spring 2019

CommunityPro Suite Desktop Guide

Page 18

How to Add a Resource to the Community Catalog
1.
2.
3.
4.
5.

Login to CommunityPro and select the client settings gear icon in the menu bar on the top right corner of the screen.
Under the Admin Workspace on the right side, go to the Community Catalog section and click on All Resources under
Referral Resources.
Scroll to the bottom of your screen and click Add Referral Resource to being entering a new Referral Resource.
Depending on what Type of resource you select, the number of tabs and necessary information to complete may vary.
Work through the tabs and add necessary information. Click the Save Referral Resource when complete.

Pro Tip! Open two CommunityPro Suite tabs on your browser. Use one to input the resource information into the configuration
screens (as described above) and the other to view how the resource appears to Users. Be sure to “refresh” your windows to see
updates.
Notes & Tips:
●

If the Referral Resource you are adding does not need a schedule, ensure you select a Referral Type that doesn't have a
schedule. You can include days and times in the Referral Resource description using this option if you don't want to have to
sign individuals up for certain times.

●

If you need to exclude dates for your resource, you can enter them through the “Schedules – Excluded Dates” tab of the
Admin Workspace.

●

Users can edit a referral resource by clicking on the edit icon indicated by the icon of a pencil on paper.
Users can
update most fields on the resource if there have not been any referrals made to it however if there have been referrals, the
application will indicate what may be edited.

●

Users can clone a referral resource by clicking on the icon of duplicate papers.
This will copy the resource and rename it
to the same name and will add (Clone) to the name. Users should update the name and resource information accordingly and
Save the Referral Resource when completed.

●

Users can delete a referral resource if no students have been referred to it by clicking on the trash can icon.
Referral
resources can be hidden however if appropriate by editing the resource and de-selecting the ‘Is Visible?’ checkbox from the
Resource Details.

●

A resource that has reached its end date/expiration date set in the Admin Workspace will not show in the Community
Catalog. Users can select to be notified before a resource ends as a reminder.

●

Users may not see all the tabs for which there is information in this document. If something is not seen, this indicates it is not
applicable to your agency or organization.
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How to Add a Catalog Resource, continued
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How to Find Help

●
●

The Green Question Mark
on the right side of most pages is dynamic. Click on it, and it will open a help panel with
information regarding the page the user is currently on.
The Blue Question Mark
 on the top right of the menu bar, near the user’s name, will open a new window with many
support options
1. FAQ – search by topic
2. Extensive user manual
3. Quick reference guides with visuals by top
4. Technical Support Ticket
5. Release Updates
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