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Approving Contact Logs from the SUPERVISOR DASHBOARD
Supervisor Dashboard:
Contact Logs tab:
1. Select the “Edit Contact” action icon.
2. Review the Volunteer’s contact information.  Edit information if needed.
3. Select “Approve” to finalize the contact.
4. Select “Deny” if Volunteer needs to make changes and re-submit.
5. Select “Save”.
NOTES:_________________________________________________________________________________________________________________________________________________________________________________________________________________
 

Entering a Contact on a Case
Cases menu:
1. Select the “New Contact Log” action icon.
2. Enter the Date of the contact.
3. Select the Activity Type and Contact Type from the drop down lists.
4. Enter a Subject, if appropriate.
5. Enter the Hours spent on the activity, if you record this for Supervisors.  
For 15 minutes, enter .25 (hours), 
For 30 minutes, enter .50 (hours), 
For 45 minutes, enter .75 (hours).
6. Enter Mileage and Expenses, as needed.
7. Check the boxes of people who were directly contacted.  If they do not appear in the contact list, enter them as “Others Contacted”.
8. Enter Notes of the contact.
9. Select “Create”.

NOTES:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ________________________________________________________________________

[bookmark: _GoBack]Entering non-case activities FROM THE VOLUNTEER DASHBOARD
(Non-case activities include anything that is not associated with a specific case. This includes Peer Coordinator activities like emailing all of your advocates with reminders about upcoming deadlines, or something unrelated to cases like helping out at a fundraiser or a training class.)

Volunteers Dashboard:
1. Select the Non-Case tab
2. Select the Add button.
3. Enter the Date of the contact.
4. Select the Activity Type from the drop down list.
5. Enter a Subject, if appropriate.
6. Enter the Hours spent on the activity, if you record this for Supervisors.  
For 15 minutes, enter .25 (hours), 
For 30 minutes, enter .50 (hours), 
For 45 minutes, enter .75 (hours).
7. Enter Mileage and Expenses, as needed.
8. Check the boxes of people who were directly contacted.  If they do not appear in the contact list, enter them as “Others Contacted”.
9. Enter Notes of the contact.
10. Select “Create”.

NOTES:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ________________________________________________________________________________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________

Closing a Hearing
Hearing Outcomes tab:  
    1.    Select “Add” to enter Outcomes if the hearing has concluded. 
    2.    Select a value from the drop down list. 
    3.    Select “Create”.  
Hearing Participants section: (Remember in a future hearing this is capture About Whom the hearing is being held, not Who is in the courtroom
Children tab: 
    1.    Select “Add” to enter the Child(ren) discussed in this hearing. 
    2.    Select a value from the drop down list. 
    3.    Select “Create”.  
Family Members tab: 
    1.    Select “Add” to enter the Family Members discussed in this hearing. 
    2.    Select a value from the drop down list. 
    3.    Select “Create”.  

When resulting out a Hearing, update the following information when appropriate. 
Volunteer Input, Court Order Services, Visitation and Permanent Plan sections: 
    1.    Select the appropriate tab. 
    2.    Select “Add”. 
    3.    Select a value from the drop down list. 
    4.    Select “Create”. 

NOTES:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ________________________________________________________________________________________________________________________________________________ ________________________________________________________________________
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