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Overview

This job aid describes how to record communications with a client on the Person page.

Step-by Step Instructions

1. Navigate to the Person page. Click the Client Contact tab.
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Note: For navigation steps to the Person page, refer to the Searching for Persons job
aid.

2. Click the Communications folder. The communications folder displays.
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3. Click the List Action Menu then select Record Communications.
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4. The Record Communication pop-up appears. Enter/Select the applicable information
then click Next.
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If the correspondent is not registered on the system, please enter the correspondent's
name in the correct field.
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5. The Record Communications pop-up appears. Enter/Select applicable information

then click Save.
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6. The Communication page displays the new communication.
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