Introduction: Callers/Consumers Button

-How to enter Information and Referral Calls/Notes
Use the Callers/Consumers Button to enter I&R calls/notes.  
Caller is our term for a casual person that is not yet a Consumer.
I&R is: Anytime that information is given to either an individual with a disability or to a member of the community.  
First! search to see if the person is already entered into your system.

Use the fields on the right to search by name or even by phone number or birth date if desired.  

It is very important to search because we don’t want to enter a duplicate person in the system.
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Last Name: | v
First Name: v il
Full Name (Last, First Middle) Phone Birth Date Caller/Consumer
s s A, Anonymous Female Caller
Birthdate: A, Anonymous Male Caller
People ID: a, Gloria Caller
o Aaker, empty Delete | (480) 986-3056 | 07/18/1926 | Consumer
Organization: v Aanenson, Michael (623) 8486329  08/09/1959 Consumer
SSN: Aaroe, Elyse 3390841 02/09/1997 Consumer
Search All v Abadi, Sarvenaz (480) 235-5130 | 07/26/1947 Consumer
Abalos, Ralph G (480) 338-8208  04/02/1962 Consumer
My Consumers: M Abarca, Sonia (520) 4056844 | 08/16/1974 Consumer
Abarinov, Lyudmila (602) 265-3429 02/28/1920 Consumer
Abbas, Ahmed (602) 621-7075 | 11/19/1972 Consumer
Consumer Quick Filters Caller Quick Filters. Abbey, Edwin (480) 834-9477 07/03/1930 Consumer
Abbitt, Ruth delete (602) 841-6023 | 02/20/1960 Consumer
Active 2251 Total 1&Rs 1 Abbitt, Ruth delete (602) 841-6023 | 02/20/1960 Consumer
Closed 161 Follow Ups 0 Abbott, Gary 02/02/[1949 Consumer
Abbott, Karen (DELETE) (480) 287-1913 ' 09/08/1950 Consumer
Contacts Overdue 1897 Volunteers 198 Abbott, Sarah (970) 285-7554 | 03/30/1934 Consumer
L. 5 Abbott, Vernita 14088885583 | 08/05/1951 Consumer -
Missing Data 1907 Active Volunteers
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If you find the name, double click it to open the record.

If you don’t find the name, click “Add New Person…”
After you have the record open, there are 2 tabs to complete:
Complete the Caller Demographics Tab with any information you have.  It can be common for I&R records to have limited information.  

Step 2: Add a “New I&R Call…”  This is where you enter the date and note.
· 1. Caller Demographics: Gender, First and Last Name are required to begin saving the new record.  Enter these first.  If there is no Last Name, you can enter “Z” or “NA” for Not Available.
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alutation: ¥ | “Gender: Female v Caller Type: | v
“First Name: A Middle: Learned of Services: \ v
“Last Name: Caller Suffix: v “County | v
Address: Race: | v
Address2: Birthdate: |
City/ST/Zip: v o v Find Zip Age: Estimated Age: Estimate Birthdate
Is Homeless?: ¥ NO MAILINGS: O Marital Status: | v
Email: | Registered to Vote?: | v
School: v Is Veteran?: (] Status: v
Title: Communication Preference: | v
Organization: v Other Notes:
Other Org: ‘

Disabilities

Disability

Phone Numbers.

Phone Type Phone Number  Primary Comments

PRIMARY





· 2. Click on I&R Calls Tab or Click “Step 2: Add IR Calls” button.  Or use key combination ‘Alt+I’
This is the final step to adding a I&R record.
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Follow Up ID: 770 [ x]

Date s Call Details

‘Date: 09/09/2021 @ Callback Needed?: ()
Suff: (MCLsupport ] Callack Result a2

o

Barrier Exists Outcome |
Office: Sioux City v Callback Date: | (=] [

Success story?: () 1&R Call Report...

Notes:
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Info Provided Funder Time  Units. Service Provider To/From  Total
| 0





Notes:

Success Story? Check box will flag this note as a success story to be retrieved later for use in writing narratives.

Callback Needed? Check box will put this record as a reminder on the Staff person’s Staff Center.

Need and Outcomes- Used on the Federal PPR report
Enter If there exists a Need or Barrier and if you improve their access with information or referral enter that in the Outcome box.  

Your I&R record is complete.  Each time you have communication with the same person, click “New I&R Call.”
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