	These instructions start on the Contacts screen.  For instructions on how to get to the contact screen, see Panels 4 and 5 of this Quick Reference Card.
Add a Fee for Service Contact

From the Contact screen:

1. Click on the Contacts tab.

2. Select a service type.

3. Enter the number of units.

4. Select Fee for Service as the funder.

5. Click on the Funding Details button.

6. Select the appropriate agency.

If you don’t see the agency on the list of options, you must go to the case screen to assign agencies to the case.  Only those agencies assigned to the case will appear as options on the drop-down list here.

7. Select all appropriate topics.

The topics selected here will show up as line item topics on the invoice.

8. Click on the Close button.


	These instructions start on the Service Request (Case) screen.  For instructions on how to navigate to the case screen for a consumer, see Panel 2 of the Consumer Requests for Service (Cases) Quick Reference Card.
Print a Goal Summary Report

From the Service Request (Case) screen:

1. Click on the Goals tab.

2. Click on the Print Goals button.
Print a Contact Summary Report

From the Service Request (Case) screen:

1. Click on the Contacts tab.

2. Click on the Print button.

3. Enter a date range to limit contact records.

4. Click on the OK button.

	User Notes
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	Buttons

Add New

Add a new consumer
Actions…

View details for the goal and the actions assigned to it

Back

Close the window
Delete Record

Delete the current contact record

Details…

View details for the contact record

Fee for Service

View Fee for Service details including Billing Agency and topics to print on the billing Invoice (only available when Program/Funding Source is Fee for Service contacts)

Goto

Goto the selected consumer

New Record

Create a new record

Print

Print a contact summary report

Print Goals

Print a goal summary report

Referrals

Record any referrals made during contact.

Topics

Record any topics discussed.  Note!  Topics must be entered for the 704 report to record Individual Services
Undo Record

Undo some recent changes (some cannot be undone)


	These instructions start on the Service Request (Case) screen.  For instructions on how to navigate to the case screen for a consumer, see Panel 2 of the Consumer Requests for Service (Cases) Quick Reference Card.
View/Update an Existing Goal

From the Service Request (Case) screen:

1. Click on the Goals tab.

2. Click on the Details… button.

3. Review and/or update relevant information.

4. Click on the Back button.
Add a New Goal

From the Service Request screen:

1. Click on the Goals tab.

2. Click on the New Record button.

3. Select a Goal Category.

4. Select an appropriate goal (using either the small goal drop-down list or the larger goal drop-down list below it)

5. Enter the date the goal was defined.

6. Enter all relevant actions.

7. Click on the Back button.

	These instructions start on the Service Request (Case) screen.  For instructions on how to navigate to the case screen for a consumer, see Panel 2 of the Consumer Requests for Service (Cases) Quick Reference Card.
View/Update an Existing Contact

From the Service Request (Case) screen:

1. Click on the Contacts tab.

2. Click on the Details… button.

3. Review and/or update relevant information regarding services provided, funding sources, topics and/or referrals.

If any of the funding types are Fee for Service, you may click on the Fee for Service button to view/update details.

4. Click on the Notes tab.

5. Review and/or update notes regarding this contact.

6. Click on the Back button.

	These instructions start on the Service Request (Case) screen.  For instructions on how to navigate to the case screen for a consumer, see Panel 2 of the Consumer Requests for Service (Cases) Quick Reference Card.

Add a New Contact

From the Service Request screen:

1. Click on the Contacts tab.

2. Click on the New Record button.

3. Enter a Contact Date and select a Staff Person.  Note!  Enter Staff person before you enter any of the other areas.
4. Select all appropriate service types for the services provided, enter the number of units, and the Program/Funding Source for that Service Type.

Program/Funding Source:

If you select Fee for Service as a funding type, you will need to click on Fee for Service button to enter the Billing Agency and any Topic information you wish to print on the invoice.

5. Click on the Topics and Referral tab.

6. Enter any topics discussed. Note!  Topics are required for the 704 report.
7. Enter any referrals made in the Referrals area.

8. Click on the Notes tab, enter relevant notes regarding the contact.

9. Click on the Back button.

Esc key to cancel entry of contact record

10. 
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