Family
9% Resource Centers

Directions for Downloading the Housing Intake Form for METAR

1. On the CRM homepage, check the top left corner to ensure it shows “ASO
UI”. Then, select the family you are looking for (this view is the training CRM).
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2. Select, “Family Members”.

m Family: Family: Daniels - Dynamic X + -
= C Y & umassmedcwmO6.crm.dynami % Incognito

B UMASS Links WideningTheLensT...

L g 9 + ¥ @

= « | B Save @ Save & Close

&% OpenOrgChart % Connect | v = Addto Marketing List (%1 EmailaLlink () Refresh € Check Access

fr Home

Daniels
© Recent ~ Family
' Pinned v Family Information | Family Members _
Family Forms Family Last Name* B Family ID
Daniels FAM-510437

I B Families

Household Type
R Family Members

Two-Parent
Other Phone
FRC Forms Main Phone
€} Event Participation -
Your family is:*

{2 Contact Logs
Living in their own apartment or home (owned or rented)

Reporting What is your total household income?

£ Monthly Reporting -

£ Monthly Reporting N...

Reports
Primary Contact Address

February 2021 1




3. Select the family member you are looking for.
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4. Select the 3 dots, then select “Housing”.
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5. Enter a new housing form or select a saved housing form from the list. If entering a new
form you will need to save and close it before you can print it. Select the form you want to
print so that it has a check next to the row as seen below.
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6. Next, select the 3 dots in the top right corner. Then select, “Word Templates”. Make
sure that you are accessing the "Word Templates" on this top navigation bar and not
the one right above "Housing Associated View".
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7. Under Word Templates,

5 Family Member: Family Member X +

€ > C 0

B UMASS Links

@ umassmedcwm06.crm.dynam

WideningThelensT...

= <« H Save [@ Save & Close

e Ariana Daniels

(@ Recent o Family Member - Family Member

S Pinned ad Family Information  Family Member Info
Eamiiomns B showChart ¢ Edit D Activate
8 remilies

Housing Associated View

ional Ad

FRC Forms

v Kaela
€% Event Participation

¢ Contact Logs

Reporting

€3 Monthly Reporting

¢ Monthly Reporting N...
Reports

=
"

>
o
(5]

5 Family Member: Family Member: X+

€3 cCcn

B UMASS Links

& umassmedowm06.crm.dynan

WideningTheLensT...

« | H Save @ Save & Close

R Ariana Daniels

@ Recent o Family Member - Family Member

¢ Pinned e Family Information  Family Member Info
Family Forms @ ShowChat & Edit [ Activate
8 ramilies

Housing Associated View
I R Family Members

FRC Forms

£  Event Participation

{» Contact Logs

Reporting
€} Monthly Reporting

4 Monthly Reportin...
1-10f 1101 selected)

n Forms v =]

Active

VB Housing 2-10-20...docx

T Add to Marketing List

select “Housing”.

Q © i % Incognito

Q + ¥ 2

7 Add to Marketing List (%] Email aLink () Refresh € Check Access &) Exportto PDF 4 Process ~  1# Share
¢ Back ting User
Create Word Template
Contact Information  Family Status ~ Ethnicity Race Primary Language | 7T Upload Template
i Download Template
¢ D vate 0@ ail 2 il RunReport v @B W |
[3 Deactivat 2 Em: Link @ RunReport lord Templates Word Templates
[ & s | o
Yes ‘ Training Test ‘ 2/10/2021 9:20 AM
F G H 1 J K L M N o 3 Q R s T u v w X X z

o @ Incognito

L g 9 + ¥ @

(2 EmailaLink (O Refresh € Check Access & Exportto POF Bd Process 12 Share

Training User

Contact Information  Family Status  Ethnicity Race Primary Language Housing

[% Deactivate [® Emailalink 0 RunReport ~ @& Word Templates ~ B} Export Selected Records

2/10/2021 9:20 AM

Training Test

Successfully Downloaded.

February 2021




9. This will be the final product.
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: FAMILY INTAKE FORM FOR THE EVICTION DIVERSION INITIATIVE
7] REFERRAL TO METAR, HOMEBASE, OR EMERGENCY ASSISTANCE

) Family Member Requesting Services | Program | Initial Contact Date  6/18/2020
- Name Arizna Daniels Household size 3
Additional adult name  Kaela Number of children 1
-] Proof of MA residency Are any household members pregnant  yes
Us citizen Pregnant household member
N Housing status Living in their own apartment or Due date 2/17/2021
- home (owned or rented)

Family Member Contact Information

Street Address 45 Main 5t ‘ Apartment Number
City/Town Worcester | State  Massachusetts ‘ Zip code 01609
Home phone Cell phone [ Email

Additional Family Information

7] Emergency Contact Name Region the Family is Applying From
Emergency Contact Number Housing Instability due to COVID-18  No
| Income Primary Language Mandarin Chinese

Reason for Homelessness

] Eviction due to No-fault, non-renewal of
- tenancy -

Page1of 1 197 words B B - 1 + 100%

Tips:

1. Click on the "Enable Editing" at the top of the page.

2. Save it to your computer.

3. Once downloaded on to your computer complete the Citizen and MA Residacy questions located
in the top section of the form and save.

4. METAR Intake forms are to be emailed to the 3 emails at the top of the form

5. Remember to include the RRRA Referal form
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