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Quick Reference Card

Callers
(Information & Referrals)

Contents

· Search for a Caller

· Add a New Caller

· View a Call Record for a Caller

· Add a Call Record for a Caller

Buttons

Add New

Add a new caller
Back

Close the window
Consumer Case

Goto the Consumer record (only available if the caller is also a consumer)

Goto

Goto the selected caller

New Call

Add a new call record for the caller

Reset

Clear the form and show all callers
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	Search for a Caller

From the Main Menu:

1. Click on the Callers (Information & Referrals) button.

2. Enter the first name of the caller.

3. Enter the last name of the caller.

After leaving each of the name fields, the system automatically searches for possible matches and displays them in the listbox at the bottom of the window.  If the caller you are searching for shows up on the list, then they are in the system.  Along with names of possible matches, the listbox will inform you of the status of the individual in the system (Caller or Consumer).

4. Review the list for possible matches.

5. If you find a match on the list, click on their name to select it.

6. Click on the Goto button or double-click on the name to go to the caller record.

7. If you do not see the caller on the list, click on the Add New button to add a new caller.

	Add a Caller

From the Main Menu, follow the directions on Panel 2 (Search for a Caller) to make sure that the caller does not already exist in the system.  After verifying that they are in fact a new caller:

1. Click on the Add New button.

2. Enter as much information as possible about the caller on the Caller Information tab.

The only required fields are Last Name, Gender, and Ethnicity.  All other information is valuable to enter, as it can help to statistically analyze demographics and get an understanding of the needs of your callers so that you can more effectively serve their needs.

3. Follow the directions on the Panel 5 to log a call for this caller. 


	View a Call Record for a Caller

From the Main Menu, follow the directions on Panel 2 (Search for a Caller).  Once you have located the caller and are on the caller screen (Information & Referrals):

1. Click on the Call History tab.

2. Double-click on the date associated with the call record on the list.

3. Review all relevant information on both the Call Information and Notes tabs.

4. Click on the Back button to close the call window.

	Add a Call Record for a Caller

From the Main Menu, follow the directions on Panel 2 (Search for a Caller), or if necessary, follow the directions on Panel 3 (Add a Caller).  Once you are on the caller screen (Information & Referrals):

1. Click on the New Call button.

2. Enter as much information as possible about the call including any Referrals and/or Information Given.

3. Click on the Notes tab.

4. Enter any relevant notes regarding the call.

5. Click on the Back button to close the call window.
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