
IR Specialist or SHINE 
Staff

Search for existing client 
record or add new

Client > Demographics 
> Search

IR Specialist
Add Contact Record

Contact Type = Information
Reason for Contact = blank
Contact > Contact Details

IR Specialist
Add SHINE Referral 

Contact > Resources 
Provided

SHINE Workflows in eCIRTS
7/5/24

IR Specialist or SHINE Staff
Complete SHINE Data 

Form 
Contact > Forms

Status = Complete

SHINE Liaison
Monitor incoming SHINE 

referrals 
My Work > Referrals/

Notifications

SHINE Liaison
Monitor incoming SHINE 

referrals 
Provider > Referrals/

Notifications
Provider = SHINE

Status = Notification

IR Specialist or SHINE Staff
Add SHINE Referral 
Client > Referral to 

Providers 
Worker = SHINE Liaison or 

Generic PSA Worker
Status = Notification

SHINE Liaison
Assign SHINE Counselor 

Clients > Referrals/
Notifications

SHINE Counselor = name
Status = Referral Complete

SHINE Liaison
Send SHINE Data Form to 

Counselor 
Clients > Forms > Print or

Reports > SHINE Form 
Data Report

SHINE Counselor
Contact client and 

record progress  
Outside of eCIRTS

SHINE Counselor
3 Unsuccessful Contact 

Attempts = Send No 
Contact Letter   

Outside of eCIRTS

SHINE Counselor
OPTIONAL: 

Ask Liaison to record 
unsuccessful contact in 

eCIRTS.  
Outside of eCIRTS

SHINE Liaison
Update SHINE Referral Record
Status = Referral Incomplete

Comments = unsuccessful 
attempt details 

Clients > Referral to Providers

IR Specialist
Close Contact Record 

Contact > Details
Status = Complete


