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About MAACLink 
MAACLink is a social service so]ware pla^orm used by nonprofit and social service agencies for client 
tracking, resource monitoring and community data sharing, among other reasons. This online so]ware 
system is easily integrated to the specific needs of agencies, their requirements and unique services. 
This guide will walk users through the Emergency Assistance (EA) funcLonality of MAACLink. 

Log In 

Log In to MAACLink, navigate to the URL provided by your MAACLink Administrator. 

Type in the user name and password provided and click the Log In bu`on. 
 

 

If you cannot remember your Password, click the Forgot your Password? link to receive password reset 
instrucLons to the email address on file for your account.  
 

If you need to update your address on file, contact your MAACLink Administrator. 

Once you are signed in, across the top of the screen there are different tabs (Home, Case Manager 
etc.) depending on your account set up. 
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Each tab will display different Menu opLons on the le] that allow navigaLon through MAACLink. 

Message Board 
Upon login, the Home tab will automaLcally display the Message Board. The Message Board is a place 
where Agencies post messages to communicate with other each other about new programs, funds, 
operaLng hours, and other agency-related informaLon. 

To View a Message, click the blue ellipses icon to the le] of the Message. 

If your Agency created the Message, Delete using the blue trashcan icon on the right when the Message 
is no longer relevant. 

 
To Add a new Message, click the Add Message bu`on above the Messages. Complete the Subject and 
Message fields, then click Finish. 

http://www.maaclink.org/
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User Profile/Logout 
 

The User Profile will display your name and the name of the Agency you are currently logged into. Always 
check the User Profile before moving forward with data entry if you access mulLple sites in MAACLink. All 
informaLon entered will be logged under the Agency name displayed.  

To update your Agency, click the “AcLve Agency” drop down and select the appropriate agency name. 

User Profile is also where you will need to log out at the end of your session.  Simply closing your browser 
window may not end your MAACLink session.  When you are ready, navigate to the User Profile menu 
opLon on the Home tab, then click Logout. 
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Case Manager – Recent Clients 
When you are ready to work with your Client in MAACLink, click the Case Manager tab. 
 
The first screen you will see is your Recent Clients. These are Clients your account has accessed in the past. 
To view a Client’s Profile from here, click the blue ellipses icon on the le] of their lisLng. 
 

Case Manager – Client Search 
If your Client is not a Recent Client, you will do a search of the MAACLink Client database to see if a 
Profile already exists for them. Click the Client Search opLon on the le] menu. 

Search Tips: 

Less is more! You can type parLal names 
(‘Tim’ for example), and your results list 
will include all names that match at least 
that informaLon (‘Tim’ would also show 
‘Timmy’ and ‘Timothy,’ etc. Clients). 
 
Be sure you are spelling the name 
correctly, and typing the name into the 
correct fields. 
 
“ID” is the Client ID – The unique ID for a 
Client Profile in MAACLink. You may 
search with that if the informaLon is on a document you have from previous assistance at your agency (the 
Standard Intake Form, for example). 

When you’re ready, click the Search bu`on. 
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Your screen will update to show your search results. If you locate your Client, click the blue ellipses next to 
their lisLng to move forward to their Client Profile.  
 
If your Client is not on this list, try searching at least one other way before determining the Client is not in 
the database. 

 

Note: There is also a Search funcLon on the right-hand side of the results grid. This feature allows you to 
search and filter the results below. This is NOT a MAACLink database search.  
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Add Client 
If you’re unable to locate your client by searching, you will need to create a new Client Profile. Navigate 
to the Add Client opLon on the le] menu. The process to add a new client is 4 steps long.  

NOTE: Add Client should only be used a]er an extensive search has been completed and the client 
was not found. Refer to Client Search secLon of this guide. 

Screen 1 – New Client 
Complete all fields with an asterisk (*), then click Next. 
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Add Client ConBnued - Screen 2 – Client Info 
Each household must have a designated Head of Household to be able to navigate MAACLink a]er the 
Household is configured. This can always be edited later on as Households change. 

Complete all fields with an asterisk (*) then click the Next bu`on. 
 

Screen 3 – Personal Info 

Complete the required fields (*), then click Next. 
 

http://www.maaclink.org/
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Add Client ConBnued – Screen 4 – Address 
Enter your Client’s Address informaLon (and other contact informaLon if required) then click the Finish 
bu`on. 

 

When the screen refreshes, you will be on your Client’s Profile and can move forward. 

http://www.maaclink.org/
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Configuring Households 
Once you are on your Client’s Profile, either from the search or from adding them new, you’ll review 
their Household members next. Households are configured through the Household Manager.  

To view the current Household configuraLon, click the blue sun-house icon near the top of 
the Client Profile screen to open the Household informaLon. This feature will allow 
you to view Members, Remove Members, and toggle to other Members’ Profiles. 

The list on the le] of the pop-up will display all individuals currently associated with this household. The 
name in green at the top denotes the Client Profile that is currently open in the background. If these are 
already your Client’s current household members, you may click the X to close the pop-up and move 
forward. 
 
To Remove a Member, click 
a name (not your current 
Client) on the le], then click 
the trashcan icon that 
appears on the right. This 
only removes them from 
this household; it does not 
delete their Profile. 

To View/toggle to another 
Member’s Profile, click a 
name on the le], then click 
blue ellipses icon that appears on the right. MAACLink will refresh and you will be on this Member’s 
Profile. 
 
To Add Members to this Household, close the Household informaLon pop-up (if needed), 
and click the Add Members house icon. The acLons here are: 

Add ExisNng Member: Adds a Client to this household who already has an exisLng Client Profile in 
MAACLink. Clicking this bu`on will open the client search box where the exisLng Client Profile can be 
located. NOTE: Try this step first to locate Household Members that might already be in MAACLink. 

Add New Member: Adds a client to this household who does not currently have a Client Profile in 
MAACLink. This will take you to the Add Client workflow. NOTE: Add Client should only be used a]er 
using Add ExisNng Client and the client was not found. 

Note: A]er managing the household, use the blue ellipses icon to navigate back to the Head of 
Household before working with the Assessments and Services. 

http://www.maaclink.org/
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Edit Clients 
To make any changes to any of your Household Members’ Client Profiles, navigate to the 
Edit Client menu opLon on the le] or click the Edit Client icon next to the Client’s name.  

Follow the workflow to make any necessary edits to this Client’s informaLon, then click Finish to save. 
 

Helpful Tip: To update a Client’s relaLonship to the current Head of Household, that field is on the 
Client Info Screen (2). This is also where you can assign a Client AS Head of Household if one is needed 
a]er reconfiguring a household. 

On Screen 4, you will have the opLon to edit the exisLng Address OR enter a brand new Address. 
 

To add a NEW Address, check the “New Address” checkbox first, then enter the new Address 
informaLon. This will add a new Address item to your Client’s Address History. 
 
To edit/correct your Client’s exisLng Address, leave the box unchecked and this informaLon will override 
the Client’s exisLng Address informaLon. 

http://www.maaclink.org/
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To Edit other Household Members, click the blue sun-house icon to open the Household informaLon 
pop-up. Click the next Member in the grid, and click the blue ellipses to view their Profile. 

Repeat the steps of Edit Client for any Household Member that needs to be updated. When you are 
finished, if you are not currently on your Client’s Profile, be sure to visit the Household informaLon pop-
up again to toggle back to their Profile before adding Services. 
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Income Assessments 
To view, edit or create a new Income Assessment, navigate to the Income Assessment opLon in the le] 
menu. All previous Income Assessments for the client appear on the summary list in the grid. 

Income Assessments capture income, non-cash sources, and expenses of a Client. Create separate 
Income Assessments for each Household Member who receives income or non-cash benefits. 
MAACLink will calculate household income automaLcally. The poverty percent will calculate based on 
the combined income for the household and is calculated at the Federal Poverty level. 

To create a new Income Assessment: 

 

  

1. Click the Add Assessment bu`on above the history grid.  
2. Enter the Assessment Date. 

 3. Review/Complete Screen 1 - Income Sources received in the last 30 days. Click Next. 
4. Review/Complete Screen 2 - NonCash Sources received in the last 30 days. Click Next.  
5. Review/Complete Screen 3 – Expense Sources for the past 30 days. Click Finish. 

Tip: On each screen, enter dollar amounts (as digits and decimal points only) in the box 
below the Source. An opLonal note can be made in the Descriptor box. 

To View/Edit an exisLng Income Assessment, click the blue ellipses next to the Assessment in the history. 

http://www.maaclink.org/
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Client Services 
To view, edit or create a new Client Service, navigate to the Client Services opLon on the le] menu. All 
Client Service entries for the client appear on the summary list in the grid. Click on the column header to 
sort the history by that column. Use the “Search” box on the right to filter to a specific keyword. 

CreaBng Non-Managed Fund Services 
To add a new Client Service for a Non-Managed Fund: 
 1. Click the Add Non-Managed Fund Service bu`on above the summary list. 

 2. You will have 3 Screens to review.  
• Screen 1 - AccounNng: 

Service Date – Date service was given.  

Fund – Grant you are paying this service through.  
Service – Service you are providing (opLons based on Fund selected).  
Units – Number of items given (typically 1 for financial assistance payments) 
Unit Value – The value per unit (typically amount of the bill this fund is paying) 
Total field will automaLcally mulLply Units x Unit Value to be the amount for this service.  

http://www.maaclink.org/
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When you’re ready, click Next.  
• Screen 2 – Service Reasons (all opLonal fields). Review and click Next. 
• Screen 3 – Notes (opLonal Comments can be entered here).  

Review then click Finish. 

The page will refresh and you’ll receive a confirmaLon message that the Service has saved. The 
confirmaLon will either indicate that it was successfully submi`ed.  

Your Service will now display on the summary list. 

CreaBng Managed Fund Services 
To add a new Client Service for a Managed Fund: 

1. Click the Add Managed Fund Service bu`on above the summary list. 

2. You will have 3 Screens to review.  
• Screen 1 - AccounNng:  

 

Service Date – Date service was given.  
Fund – Grant you are paying this service through.  
Service – Service you are providing (opLons based on Fund selected).  
Fund Account – Your current available Fund Balance.  

http://www.maaclink.org/
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Vendor – Who receives payment for this service (opLons are based on Service selected).  
Client Account# -- Customer account number for service being provided 
Units – Number of items given (typically 1 for financial assistance payments) 
Unit Value – The value per unit (typically amount of the bill this fund is paying) 
Total field will automaLcally mulLply Units x Unit Value to be the amount for this service.  
When you’re ready, click Next.  

• Screen 2 – Service Reasons (all opLonal fields). Review and click Next. 
• Screen 3 – Notes (opLonal Comments can be entered here).  

Review then click Finish. 

The page will refresh and you’ll receive a confirmaLon message that the Service has saved. The 
confirmaLon will either indicate that it was successfully submi`ed, OR it will noLfy you the 
service was denied. 

Your Service will now display on the summary list. The “Status” column will show you that the 
service is “Pending” for review. Once the service has been paid, the field will update to “Paid” 
with a “Pay Date”.  
 
While the service is in “Pending Status,” you may be able to edit or delete the request. To view 
the entry, click the blue ellipses next to the item. If you make any changes, be sure to move 
through the workflow and click the Finish bu`on at the end. 

*AddiNonal informaNon related to specific Managed Funds can be obtained by speaking with 
your MAACLink administrator. 

CreaLng MulLple Services 
MulLple services is a way to capture more than one service at a Lme for the same client. This feature can 
only be used for Non-Managed Funds. 

NOTE: This feature requires addiLonal set-up by MAAC Staff.  

To add MulLple Services: 
1. Click the Add MulLple Services bu`on on the Client Services screen. 

http://www.maaclink.org/
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1. Select the Date 
2. Select the Service Group 
3. Select the Fund 
4. Select the Service 
5. Adjust Units and Unit Value accordingly 

6. Click the Add Service bu`on 
7. The service will be added to the Service Cart 
8. Repeat steps 1-5 to enter all services for the client, if necessary 
9. Click the Save Service Cart bu`on  

The page will refresh and return to the Client Services summary screen. The newly added services will 
display on screen.  
 
CreaLng Indirect Services 

Indirect Services are used to record services provided without tying the service(s) to a client profile. This 
can be used for meals, holiday giveaways, outreach, etc. where client informaLon and consent is not 
documented. This allows the agency to record services without going to each Client Profile and recording 
the services individually.

To enter Indirect Services: 
1. Click the Add Services bu`on at the top of the summary screen 

http://www.maaclink.org/
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1. Select the Service Date 
2. Select the Fund 
3. Select the Service  
4. Enter the number of Units 
5. Enter Value Per Unit, Request Amount will automaLcally calculate 
8. Click Finish at the bo`om on the right 

The screen will refresh back to view the Indirect Services and the entry will appear at the top of the list.  

Client Case Notes (OpBonal) 
Client Case Notes can be used to capture case management sessions, budget planning, or other notes 
a]er meeLng with your clients. To view, edit, print or create a new Client Case Note, navigate to the 
Client Case Notes menu. All Client Case Note entries that your agency has access to view appear on 
the summary list.  

To create a new Note, click the Add bu`on above the history grid. Complete the Entry Date, Subject, 
and Message fields. If needed, set the restricLon to “By Agency” so that only other users at your 
agency can view the message. Click Finish.  
To View/Edit a Note, click the blue ellipses next to it. To Delete, click the blue trash can next to the 
item. 

http://www.maaclink.org/
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Standard Intake Form 
To generate a Standard Intake Form for the acLve Client Profile, navigate to the Standard Intake Form 
menu opLon. The Standard Intake Form produces a snapshot of client informaLon, services and 
financial assessments given on a certain date. This is a document that is generated and can be printed or 
saved to a computer. 

To produce a Standard Intake Form 

 

1. Enter the Service Date. Only Client Services provided by your agency with that Service Date 
will appear on the Standard Intake Form. Back-date the field if needed if you are generaLng this report 
on a later date. 

2. Check include casenotes to add Client Case Notes that were entered on the Service Date to 
the Standard Intake Form. 

3. Click Submit. The form will generate and open in a new tab or window.  
 NOTE: Pop-ups must be allowed in the browser window 

Client Alerts 
Client Alerts are used to share informaLon about the client with other MAACLink users who view 
the Client Profile. The Alert is not as detailed as a case note, and is brief and objecLve. 

Alerts are found at the top of Client Profile. The blue bell icon is the Alert 
interface. The client has an acLve alert if there is a red flag by the bell with the 
number of acLve Alerts.  

To create an Alert: 

1. Click on the Alert interface (blue bell) 

2. Click the New Alert bu`on 
3. Assign a level of importance by choosing an appropriate Color in the drop-down menu  
4. Enter a brief note in the Text field 
5. Provide an End Date (opLonal). The alert will disappear on the End Date. If no End Date is 
set, it will remain indefinitely. 
6. Click the Save Alert! bu`on 
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To view AcLve Client Alerts, 
click on the Alert Icon. The text will display at the bo`om of the box. If your agency created the Alert, 
you will be able to click the Delete trash can when the Alert is no longer relevant. 
 

http://www.maaclink.org/
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Reports 
Across the top of the screen there are different tabs (Home, Case Manager, etc.) depending on the 
account set up. The Reports tab will be on the far right hand side of the screen. 
 

How Reports Are Calculated 

Reports in MAACLink will report on the clients’ Profile and Household configuraLon at Lme of service. This 
is why it is very important for both the Profile and Household to be configured and corrected before the 
service is entered in MAACLink. 

How to Run a Report 

All reports begin with seqng the parameters. Any parameter marked with a red asterisk is required. 
AddiLonal parameters can be set and will filter the data accordingly. 

http://www.maaclink.org/
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A]er the parameters are set, click the Submit bu`on in the lower le] hand corner to generate the report. 
The report will open in a separate tab. The return to reports link under the Submit bu`on takes you back to 
the Reports menu.

Note: When mulLple reports are pulled in succession the appropriate Report Category must be selected 
before the next parameters are entered. This applies whether the same report is used with new parameters, 
or a completely different report is pulled.

Security of Client Level Data 
Most reports display only aggregate numbers. However, some display client names, SSN, DOB and other 
client level data that needs to be protected. When working with reports that contain this sensiLve 
informaLon, the file must be password protected and must not be shared with individuals who should not 
have access to client informaLon.
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