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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

To Do
Care
m T-Log Mew | Search | Archive
Health Mew | Search | Archive |
Case Note Bulk PDE
Agency
General Event Reports (GER) Mew | Search
Billing Mew | Unaddressed GERs |
GER Resolution Open Resclutions |
g Open Investigations | Search
Admin
Witness Search
Agency
Reports Event Summaries View
i Mew | Search | Report |
II'I':J'::II‘I‘:':II’I::IE;::E L Search Report | Dashboard
Staff Action Plan Mew | Search | Review | Archive
Settings
Mew | Search |
e L Acknowledgement Report

2. Click on the New link beside Contact.




Care

Individual Demographics

List | Search | Custom Fields

Individual Intake

New | Pending Admission Notes
| Import from Excel |
Search Imported Excel

Enrollment

By Program | By Individual |
Import from Excel |
Search Imported Excel

Contact

List | Import from Excel |
sarch Imported Excel

3. 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

Yo L] « Records
Sockal
Security  Madicaid Medicare  Siatus Cosa Laat
Individual Number  Number  Number ”_mmmmwmm L A o
Form 1D B - v = 2 & s s By i By %+ Date ¢ MWumber 2 Time Zone
IDF-DEMOTPHL-  Aacharya, Admitted Bajagain,  Hajagain,  Akler OTAZOR0 Aslatanila
HENANJAZSMULE  Manab Mahesh/  Mahesh/  Amina /
Taain the Train the Acadermas
Tralresr Tranes Cocedinator
IDF-DEMOTPHL-  Abdur, Admitied 040211957 e, Afrean, Afresan, NI AslaManila
LOGANEHITEIZD  Rahman Sonia | Sonia [ Sonia [
Tescher Teacher Teacher
IDF-DEMOTPHL-  Abrsham, Admimed 02012011  Actve  Hossain, Hussain, Raknan, LA herlrir ] AsinManila
JIMAISPWUMULF  |sane Anwar | Anvat | Imran |
2 Cooedinator-
E
IDF-DEMOTPHL:  Abraham, Discharged Alkter, Rahman, AsiafManila
MAVENDKWREIIS  Kesin Amina | tmran |
Academic Academic
Coordinatar Cooedinator
£
IDF-DEMOTPHL-  Abraham. Admitied  054TR010 Rahman, Rahman. At SION20 Aslatdanila
HOVANHPIDMULY  Paul Tnran | lmean / Amina |
Academic  Acsdemic  Academic
C C C
IE [
IDF-DEMOTPHL-  Activithes, Panding Rahman, Rakmman, Aslafanila
LBBINDYW2R33S  Academic Admission fmran Imran /
Academic Acadpmic
Coordinatar- Coosdinator-
IE iE
IDF-DEMOTPHL-  Adresn. Admitied Hossain, Rabman. Rakeman. DRI AslaManila
HIRANGEYIMULH  suha Anita / lmeam | Benran |
Acsdemic  Academic
[ C
IE iE
IDF-DEMOTPHL-  Ahmad. Admited 0505119849 Akt Torahim, wahim, e Agiafania
LABMTAYEMULT  Alicia Amiria | Ami | Amit {
Academic Supervisor | Supervisos
Cooedinatar
IDF-DEMOTPHL-  Ahmed, Pending Ao, AsinManila
MEGJANTEIYBAZY  Anindita Admission Arvira |
Acaduimic
Coordinator
IDF-DEMOTPHL-  Ahmed, Admitied 03012010 Hossain, Hessain, Ttahim QAT T AsinManila
JEBMNLYITMULT  Ashik Anwai At | Amit |
IDF-DEMOTPHL-  Ahmed, Admitied 05012010 Ibwahim, srahim, ighal, Ll ] Aslafanila
HICANGTIRMUL  Imran A | Ami | Prattay /
Superrisor  Supardsor  Tharap
Admin
IDF-DEMOTPHL-  Ahmad. Dischargad Ieahim, Rahman, Aslaanila
LTRANMIZIMMULS  Karkm Amit | lemran |
Superdsor Acadomic
Cocndinator
E
IDF-DEMOTPHL-  Ahmed. Admitied 02012010 Ibwahim, Hossain, Hosaain, 10162022 Aslaianila
JICANHLISMUL Md Farhan Al | Wawriam [ Mariam !
Supserisor  Special Specisl
Educator Eduacator
Shiorwing 1 ta 15 of 200 entries. Pm..: 3 04 6 14 Mext

3 Excol Exports



maobal

Person-Centered. Data-Driven.

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

Insurance Pending Admission Notes Program Enroliments Shared Contact List

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'




