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Assistance History

"ServWare provides an easily referenced history of assistance given to friends in need. Decisions about future help

I n r W r for the individual or family are facilitated by referring to the history screen where the date, amount, and type of past
] help are conveniently outlined." - ServWare User

Request More Information

window. -

Feature List Already a Member? Learn More

ServWare has been designed specifically for the Society of St. If you are already a member, click below to login. If you need If you are interested in learning more about ServWare features, its

]
Vincent de Paul by Vincentians through a collaborative effort with assistance logging in, please contact help@servware.org or your adoption by St. Vincent de Paul conferences and districts, or to
™ conferences and districts. For a list of features and capabilities, view conference representative. request a demonstration, please complete a brief form by clicking
the ServWare Feature List. on the link below. We look forward to hearing from you!
L]

3. Click Login

View Feature List Request More Information




WORKING WITH
A NEIGHBOR

Click Neighbors Tab from
the menu at the top of
the site.
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Mobile Phone

Search by Birth Date:  mm/dd/yyyy

Search:
SSN (Last 4) DOB History A
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WORKING WITH
A NEIGHBOR

SEARCH NEIGHBORS
by typing in name,
address, phone number,
or even birthdate.



ADDING A NEW
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from searching the Neighbors

neighbor, click ADD ﬂ |
NEIGHBOR button. . \‘@p

st Name *  First Name Street Address Home Phone
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P R O F | | E New Neighbor
Income/Expenses Household Members Accounts Files Programs Follow Up History

General

*First Name *Last Name Maiden Name

Address Line 2 i Postal Code Homeless

Minimally type in the o
followmg information:

0

Employer Emp. Length (Yrs) Education Level Education Institution
O parishioner

-- Select --
O pisabled

]
I I I rSt a | I d I a St N a | I I e Last Four of SSN Drv License/Id Gender Marital Status Birth Date
u
--Select-- -- Select -- mm/dd/yyyy

2 Ad d Military Ethnicity Language Religion Pref

| re S S O Veteran - Select - - Select - -- Select -
O Honorably Discharged

3. Phone Number

and click SAVE button




NEW NEIGHBOR
REQUEST

After saving the new
neighbor, click the NEW

REQUEST, button to add
a new request.

O

on Level Education Institution
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R E Q l | E E | Assistance Request - DEMO DEMO #

Household Members Assistance Req Files History

1 ) I n ta ke P e rS O n : P e rS O n W h O *Status *Request Date Request Notes & Use the scrollbar if shown or click the pencil icon to view all notes.
takes the message - o Lo

2. Request Notes: Any
information received from o | | |
the intake call, ie, the need, e Sl
the SitU ation, the avallablllty T Shm:gjié Time Visit Notes (U the scrollbr ifshown or dlick the pencon to view il notes
of home visit etc. '

3. Visit: Fill in the details to
appear on the calendar,
including date, time, and
visitors.

4. Click SAVE.
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he scrollbar if shown or click the pencil icon to view all notes.

f AFTER VISIT...

1. Update Neighbor Profile
Be sure to fill in the the additional
fields on the General,
Income/Expenses and Household
Members Tabs.

2. Update Neighbor Request

After the home visit fill in the, miles,
hours, etc. notes from the visit, and
click the check the box as
completed

3. Click the EMAIL button to
send details to the conference
to vote on.



EMAIL
ASSISTANCE
REQUEST

1 . Click the box for all
conference members.

2. Write a Message
summarizing the need and
what the team would like the
conference to vote on

3. Click the SEND button.




C H EC K R EQ U EST 1. Someone calls the line,

(OFFICIAL “ASSISTANCE REQUEST” ) leave message, we enter in
the Neighbors Page as new

neighbor or update any
iInformation on an existing
profile.

2. Then, you click "History
Tab" on the Neighbors
Page and click the "New
Request” Button. You type
up the request, schedule
home visit, fill in the home
visit notes.



CHECK REQUEST

(OFFICIAL “ASSISTANCE REQUEST" )

Assistance Request -?? ¢’

General Household Members *Assistance *Req Files History
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v 03/28/2023 Brissette, Kathleen v Needs help. Needs homevisit.

Address Contact Information ~~ Income Level

Visit Details Assigned (1) Assigned (2)

Ho Vi
[ Other
() Telephone Sche
@ Prison | 03/28/2023
[J Ho:
O Eid
0 ¢ch
Re m. (/ formati P )

eeeeee

* After a homeuvisit, we email the
"General Tab" from
the Assistance
Request Page, asking the
conference to vote.

® Once majority votes, it is
denied, approved, or paused. It
IS important to have the signed
release, license, bills, etc.
uploaded to "Req Files" tab.

® Also, filling in all other
information in the general tabs
like expenses, income, family,
etc, as it helps with the vote.

( Click the blue pencil near the
name, in order to get to general
profile.)
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® If approved, we go to the

"Assistance Tab" from

the Assistance Request Page
and add the assistance items.
From there you can email the
assistance request page to
President & Treasurer asking to
release the payment.

It is the lead Vincentian on the
case's responsibility to get all
proper paperwork signed,
check property ownership, etc.
It is also important to have all
additional details for the
payment/bill entered into the
computer - including address to
mail check, etc,



