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How to View Consumer Call Notes in SAMS IR

All ADRC staff can view notes from a consumer who has contacted the ADRC previously. In
this manner the ADRC staff is aware of all previous contacts.

When a consumer calls, type the name of the consumer in the search bar in Social Access
Management System Information and Referral (SAM IR.)
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When a name is typed in this box, a list of possible matches will appear.
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Advant! Consumer: Dos, John {1324365465) Quasi Arma fgency

E Consumer: Doe, Janet P {1349465600) CQuesi Ar=a Sgency

Once the consumer’s name appears below the box, click on the correct consumer. There may be
several names that appear. Only the consumer listed in the ADRC service area can be viewed
and opened.
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\:\d vanced If necessary, an advanced search can be completed by
clicking on the blue word Advanced below the box.
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Next, select Calls to bring up all the calls and notes that have been entered on the consumer in
the system. A list will be generated of all past calls with this consumer.

Hold down the Control key and click on all the calls to read at a glance. Holding down the

Control key and clicking on a single cell will highlight the call line in blue. Notes that exist for
each highlighted call line can be printed.
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~ 3| Consumer - Doe, Jayne (1384250636) SwitchTo... * =%

Details Activities & Referrals Calls Journals Service Deliveries

Sorted By Start Date/Time Add New | fint * | Format Columns | Print Grid | Refresh | Export Grid |

ow Actions | Start Date/Time W | End DatelTime W | Agency Y | Call Type 7 | Caller W | Caller Type W | Complete? ¥ | Refel
[ ™= % 06/30/201504:01:40 PM DE/30/2015 04:06:37 PM Incoming Doe, Jayne |:|

% = 3 08/22/201509:46:31 AM 089/22/2015 09:48:46 AM Incoming Doe, Jayne |:|

Microsoft Excel

Microsoft Excel data

Microsoft Word
Text
XML
Next, go to Print. Click on the drop down arrow and select
“Adobe PDF (consolidated).”
Select Caller Details and Print.
Print Call x
Print
Consumer Details |
Caller Details [ el
Raterrais | Select All_
Topics | Dhesmi=ct AII_
ADRC Activilies |
Activities | |
Servios Deliveries |
Caller Azzmszments
Related Conzumer Calls |
All the notes from the selected call lines can be previewed.
Call Summary 9/22/2015
Call Details
Call Type: Home visit Start Time: 7/9/2015 2:17:44PM End Time: 7/9/2015 2:22:38PM
User: Lechner , Quasi Rhonda
Caller Details
(Anonymous) []

9/24 Rhonda called to ask if the meals have started. A follow up will be done within the week.
10/1 Follow up was completed to see if additional services were needed at this time.....

The above action will generate a list of calls selected for the specific consumer. It will display
the calls and notes beginning with the most recent. This helps ADRC staft to review the notes
quickly when talking with the consumer.
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