Recording Contacts in Host Family Contact Logs

When working with a potential or current host family, it is important to record each time you make contact with them. You can create contact records in the host family’s contact log in Global Link by following these steps:

1. Click on “Service Ref” number:

[image: image1.png]=HUAIDEET TR Er Ui TeL bt =L iing hese sEatt i Lietal

Service R

F-F20456260

F-F20476206

10-02407

Assigned To
Area Team:
Ohio River Valley Area Team
Area Team:
Ohio River Valley Area Team
Area Team:
'Ohin River Valley Area Tearm

Apy
Colan, Jason
(Colon, Jason)
Wellman, Sheila
Weliman, Sheila)

Culley, Lucia
lCulley Lucia)





2. Under Service Case Detail click on “Person Info”[image: image2.png]Service Case : Detail

Foninre b,

Service Ref.

[F-F20456260

10€ Code

Close Date

Head of Family Name
Colon, Jason (Colon, Jason)

Program Code.

3000NH10 v | B

Close Reason

Close Reason Detail

e

Destination

Service Status
® open O closed
Selection Status

Selection Stage

[—

Off Program Date

E—




3. You can find all contact information for your lead in the person Detail.
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4. Enter a comment in the contact Log each time you contact the family, and/or attempt to, by clicking on the “Contact Log” tab on the Person Detail page.
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5. In the Contact log you can see all comments or emails for this Lead. To leave a comment Click on “Create Contact Log”
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6. Type your comments and click save:
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