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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. Select an individual from the Individual Search page.



Individual Search

The first 200 recands are shown have Please wsa the search page 1o find a specific set of reconds

IDF-DEMOTPHL-
JIMAISPWUMULF

IDF - DEMCTPHL
MAVENDKWRE3

IDF-DEMOTPHL-
KIVANHPIDMULY

IDF-DEMOTPHL-
LBBNDYW28335

IDF-DEMOTPHL-
HIRANGEBYIMULH

IDF-DEMGTPHL-
LABIMTAYEMULT

|OF -DEMOTPHL-

IDF -DEMOTPHL-

JEBANLVITMULT

IDF-DEMOTPHL-
HTDANGTIRMUL

IDF-DEMOTPHL-
LTRANMEZMMULS

IDF-DEMOTPHL-
JICANHLISMUL

Individual HNumbar . Binth Date
. v [ ] ¢

Aacharya, Admitted

Manah

A, Admitied 04021597

Raheman

Abrgham, Admitted 0zm20m

Isanc

Abeaham, Discharged

Kwin

Abraham. Admitind  0EMTR010

Pau

Achiitios Pending

Acadamic Admission

Alrean, Admitied

siha

Ahmad. Admitied 05051581

Alicia

Ahmad, Pending

Anindita Admission

Ahmad. Admitied 0e

Ashik

Ahmad, Admitied 0512010

Ienran

Ahmad Déschargad

Karkm

Ahmed, Admitted 02m12010

Md Farhan

Shraing 1 8o 15 of 200 entries

£ Excol Exporis

Last
Entored By Admined p h
= By : By % Date & Humber
Bajagain, Bajagain,  Aktar, OTNTE20
Makesh / Mahesh / Amina |
Train the Traie the Acadermic
Trairess Traines Cocedinator
e, Afrean, Afrean, N0
Sonia / Sonia [ Sonia [
Tescher Teacher Teacher
Hoszain, Hessain, Rahwnan, R0
Anwar | Arviar | lervran |
= Cosedinatorn
E
Ak, Rahman,
A | leniran |
Academic Acadamic
Cooedinator Cosedinator-
£
Rakman. Ao, Ole020
I lmean | Amina !
fcademic  Academic  Acadomic
c c [
IE IE
Rahman, Rakman,
feiran | lenirain |
A ademic Academic
Coordinatai- Cocedinator-
IE E
Hossain, Rahman_ Rakman. 060172022
Anita / lmean | Benran /
Academic  Acsdemic | Academic
C C
IE K
ki, Torahim, Rwahim, 1222022
A | Amit A
Academic Supervisor | Supervisor
Coordinatar
Ak,
Ariira |
Acaduimic
Coordinator
Hossain, Hoss sin, [wabirn, 3T
Anwai | A | A |
Supeerisor  Supersor | Supardsor
fbeahim, Trah i, Rgbal, ae2es
At | Amif Prattay |
Superrisor  Supardsor | Tharap
Ademin
Ibeahim, Rahman,
it | lenvan /
Superdisor Acadomic
Cosrdinator.
E
Ibwahim, Hossain, Hossain, MMET22
A | Mariam [ Mariam /
Supserisor  Special Special
Educalor [Edhscator

n
& Time Zona

AsiaManila

AslaManila

AslaManila

Asla/Manila

Asla/Manila

Pmi:ml.l 3|46



Users may also click on the Contact List link at the bottom of an individual’s Individual
Demographic Form (IDF).
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Custom Fields Default Individual Program Diagnosis List Guardian List
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Insurance Pending Admission Motes Program Enroliments Shared Contact List
Team Members

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.
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Emergency Contact

Comments

Is Guardian

Attention or in care of

Primary Phone
Secondary Phone

Additional Phone

Mailing Address.

Attention or in care of

Primary Phone
Secondary Phone

Additional Phons

Hilgy Chowdhury

Parent -

@ Yes O Mo

—fe * Last Name Chowdhury

Mailing Contact @ Yes (Mo

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

About 2525 characters lefl

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

Strent 1
Dhaka State:
City Stale
01122334455 Exliension
122334455 Exlension

Exlerson

Houses 734, Road # 86, Bashundhar RA

Streel 1
Dnaka Stare
cny Stale
OM22EI4455 Extefsion
1122334455 Extensian

Exiension

& Same as Residence Address

Street 2
1510 Bangladesh
Ip Code Country

B same as Primary Residence Pnone
& same as Primary Residence Pnone
Fax Number

Web Address

Street 2
1510 Bangladesn
Ip Code Country



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

Cancel Back

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

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




