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Person-Centered. Data-Driven.

Create Contact List

From guardian, parent, relatives to advocate and employers can be added to an individual’s
contact list.

1. From Dashboard click on the Admin tab
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2. Click on the New link beside Contact.
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Individual Demographics
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. Select an individual from the Individual Search page.



Individual Search

The first 200 reoonds are shown heve Please wse the search page 1o find a specific set of reconds
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Person-Centered. Data-Driven.

Users may also click on the Contact List link at the bottom of an individual’s Individual
Demographic Form (IDF).

idual Program

4. Individual Contact page will appear. Enter the First Name, Last Name, and
Relationship To Individual fields. Users may also enter Comments and the Address
section of the page.

Fields mark with Red Asterisk (*) are required and must be filled in.



Individual Contact wew @

Indiwidual

e * First Name
Middle Hame

e RElAGIOASHIE To
L= [0 PR T)

Emergency Contact

Comments

Is Guardian

Attention or in care of

Primary Phane
Secondary Phone

Additional Phone

Mailing Address.

Attention or in care of

Primary Phane
Secondary Phane

Additional Phane

Hilgy Chowedhury
Marium e Last Name
Anita Ageney
Parent -

@ Yes O No Mailing Contact

Mrs. Marium s Kiloy's molher who is also isled as his emergency contact

About 2626 characters lefi

Chowdhury

® Yes O No

B same as Residence Address

House# T34, Road # 86, Bashundhara F/A

Strewt 1 Streel 2
Deaka State - 1510 Bangladesh
City Stale Ip Code Country
01122334455 Exension & same as Primary Residence Phone
0122334455 Extersson & same as Primary Residence Phone
Extension Fax Humbar
Web Address

House# 734, Road # 95, Bashundhama A

Street 1 Sireet 2
Omaka Stawe » 1510
cny Stale Ip Code
0122334455 Extefrsion
1122334455 Exiension
Exension Fax Number

Couniry



5. Click on the Save button at the bottom of the page.

6. A success message will show up at the top of the screen.

| Contact 'Marium Chowdhury' has been successfully saved for individual 'Niloy Chowdhury'




