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Important terms
Activity Timeline – a tool to track interactions with a client
Care Dashboard/Care Menu – main page of the Pollywog database
Clara/Vistalogic/Pollywog – Clara is the system that houses Pollywog, and it was designed by Vistalogic
Info Only Referral – a referral that cannot be sent digitally but can be printed out for the client
Locked account – Pollywog accounts become locked when they aren’t used for more than 30 days
Orange butterfly – click on the butterfly to go back to the Care Dashboard
Review/Approval/Completion – levels of required engagement with a service request by receiving partner
Referrals – a referral is sent to another community partner
Service Request – a service request is received from another community partner
Vendor – the Clara/Vistalogic term for a community organization or partner
Icons used:

Files

Click to see downloaded files

Magnifying glass

Click to search for service requests or referrals

Orange plus sign

Click to add a referral or activity

Orange info dot

Click to view 211 information for a partner

Updates

Click to update service requests
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Your Pollywog Account
Log into your Pollywog account at clara.vistalogic.net
Important! – You must log out after every session! This is required for
security and the availability of use licenses for other users.

Log into Pollywog at least every 30
days, otherwise your account will
be locked due to inactivity. If that
happens, let us know and we can
unlock it for you.

Care Dashboard – this is the first and main page for the database.
Orange Butterfly – located in the upper left-hand corner of each page. Clicking on the orange butterfly will take
you back to the Care Dashboard.
Work Items – these are quick links to current Service Requests and Referrals. The number in the green bubble
represents how many of each item needs attention.
1. Service Requests – Pending Review – incoming requests from another community partner.
2. Service Requests – Pending Completion – requests that have been reviewed but not completed.
3. Referrals – Pending Review – referrals you sent that have not yet been reviewed by the other partner.
4. Referrals – Pending Approval – referrals you sent were reviewed but not approved by the other partner
5. Referrals – Pending Completion – referrals you sent that have not yet been completed by the other partner.
Care Menu – located on the left-hand side of the Care Dashboard.
1. Service Requests Search via the magnifying glass icon;
2. Service Requests Add via the plus sign icon;
3. Referrals Search via the magnifying glass icon;
4. Referrals Search via the plus sign icon.
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Pollywog Database Care Dashboard

Being a Pollywog Partner means
checking and completing Service
Requests and Referrals regularly.
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Service Requests
Service Requests – Service Requests are received from other partners,
requesting servicers from your organization. Review pending Service

Service Requests must be
reviewed and completed
in the timeframe in your
Pollywog agreement.

Requests by clicking on a Work Item on your Care Dashboard.
Pollywog will display a list of related Service Requests.

An example list of Service Requests that have been received.
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Update Service Request
From the list of service requests, click the orange ‘Open’ button to open and update a Service Request.
When the Service Request is open, click on the update symbol, which is two arrows in a circle. This is in the light
blue ribbon menu across the top of the page.

Pro tip: Note the link for ‘Contact’ in the left-hand grey column. Click here to view and edit contact information for
the client.
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Update the Service Request with dates and comments for reviewing, approving, and completion. This information
is important to the organization who sent the Service Request so be as thorough as possible.

Reviewed – this date is entered automatically the first time a Service Request is accessed.
Approved – approval is based on partner eligibility criteria and determined by the receiving partner.
Completion – completion is an important step to close the referral loop and let the referring partner know it is
completed.
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Enter a Contact Activity for the Activity Timeline
After updating the Service Request, it’s also possible to create an Activity Timeline and Send a Referral.
Hover the mouse pointer over the orange plus sign on the right to see two options to add to this client’s record.
Click on either option to select it.
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The Contact Activity window has options to enter details about how and when interactions with the client have
occurred. Click Save & Close when finished or click the caret to the right to save the activity and enter another.
More on adding a Referral on page 12.
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Search Service Requests
To search for a service requestor requests by client name or other details, use the links on the left in the Care Menu.
(Hint: click on the orange butterfly to return to the Care Menu and Care Dashboard.)
Click on the words Service Requests or the magnifying glass to go to Service Request Search.
Enter data in the fields on the left and click the Search button.

Pro tip: Leave all the fields blank and click the Search button to return all Service Requests received.
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Download Search Information
Search results can be downloaded into an Excel file after searching. To do this, hold the mouse pointer over the
orange gear symbol in the upper righthand corner. A menu will pop up with the option to Download.
Click Download to get current search results in an Excel file. They are also available for a short time in the Files
section. The Files icon is directly above the Gear icon. The number in the bubble on the Files icon shows how many
files are ready for download.

Files downloaded from Pollywog will
contain private health information.
Take care to ensure that files remain
secure and HIPAA-compliant!
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Referrals
Referrals: Referrals are sent to other partners, requesting their services for a client.
To send a new referral to another Pollywog partner, click on the plus sign (+) in the Referrals line in the Care Menu.
The window will open with options to create a referral for an existing client (someone already entered into
Pollywog) or a new client.
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Referral for a New Client
Enter the new client’s information to start the referral.
Note: An orange bar on the left of a field means that information is required. There are some fields where this
requirement can be overridden by clicking on the check box next to the title, like for Address, Phone, and Email.
Click Save & Continue when complete. (Continued on page 15)
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Referral for an Existing Client
To make a referral for an existing client who is already entered into Pollywog, click on the linked words ‘Select an
Existing Client’ and enter search criteria in the fields on the left. Click the Select Client button to begin the referral.
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The next step in the Client Referral process is to select the needed services. Services can be searched by name,
the location, or keyword. Click the chosen service or location to proceed.
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When a service or location is clicked, the available services and vendors appear in the middle section.
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The information in the middle of the screen gives two important items of information.
First, clicking on the orange dot with an ‘i’
in the middle will display the organization’s
211 listing. Each organization is responsible
for maintaining their 211 listing for partners
reference. A 211 listing can include
contact information, who is eligible, fees,
languages, and other information.

Second, underneath the service is the
Location and the vendor, or partner. A
vendor listed as ‘Info Only Referral’ means
that the partner is not able to accept an
online referral. Instead, the referral can be
entered for reference and the information
printed out for the client.
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Click on the orange Add button to add services to the referral. Services that are added will appear on the right
side of the window. More than one service can be referred at a time.
Click Save & Continue when the desired services are selected.
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On the next screen is the option to skip the digital service request and instead create an offline referral. This is
necessary if the vendor was listed as ‘Info Only Referral’ and cannot accept digital service requests.
Request this Service – this option will continue the process of sending a referral.
Skip – this option will note the referral in the client’s record in Pollywog and create a printable referral for the client.
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In the next step, indicate the level of urgency and the reason for the referral. Try to provide as much information as
possible for the partner receiving the referral. Click Save & Continue.
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The final step is to confirm the client has given their permission to send the referral, and click to submit the referral.
You will not be able to submit the referral until you confirm the client has given you permission to release their
information to the partner.
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Putting Service Requests and Referrals Together
A time-saving step allows partners to view and update a Service Request for a new client and then submit a
referral for that client from the same page.
Follow the steps on pages 6 and 7 to update the Service Request and then click the orange plus on the upper
righthand and select Referral. Then, follow the steps on pages 14 to 21.
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Logging Out
Don’t forget to log out when you are done! This is important because all partners share a certain number of
‘floating’ licenses. If you do not log out, the license you are using will not be available for someone else. More
importantly, logging out guarantees that private health information for clients is secure.
Logging out is simple. At the top of all pages within the database, click on the small arrow next to your name in the
ribbon menu, then select log out.
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