ENTERING CONTACT LOG

1. Opening Menu:  Services

2. Consumer Services Menu:  Select program from drop down box.  Contacts Log

3. Supportive Services Checklist:  Select client from drop down box.  CONTINUE

4. Individual Supportive Services Checklist Editing Index:  CONTINUE
5. Supportive Services Checklist Settings:  

a) Select date of client contact from drop down box

b) Select duration of client contact from Contact Duration

c) Select the Time of Contact

d) Choose Yes or No for face to face contact

e) Select Location of contact

f) Select Primary Problem Area

g) Check the service(s) being provided in this contact.  Enter the total number of units being provided, the total cost and select the funding source from drop down box for each service provided.

h) CONTINUE
6. Individual Supportive Services Checklist Editing Index:  Opening Menu

