QuickGuide:
I&R Calls in DAARS

To get to the 1&R module where you will be able to record incoming calls, make referrals, and
provide assistance to callers; you will first go to I&R on the menu, then “New Contact” on the
drop-down list.

7

< 1zR | Wl caretool | # Operations |

Follow-Up & Stats m How did you hear about us? ] l] Date ] osios2014  Time 09:48 AM to 09:52 AM Call length 4 min
Listing Manager .._1

The I&R module can be used in a variety of settings, so the first thing to do is to identify the type
of contact being recorded. Typically, this would be “Phone” for a worker on a call-in intake line,
but could be a “Walk-in” or someone that emailed.
Select the appropriate type of contact from the

<« 13rR | W caretool | # Operations |

drop-down list provided. Next, indicate how the R Cantaet
contact heard about the agency, or how they found Type Of Contact * Phone -] How did you hear ab
you by selecting the appropriate answer from the Caller©  |Person60orover -

drop-down list. The date and time of the call will cating for: ({5 Agency! Professional
be automatically recorded, but the date can be —— Eirn'iﬁ,',“ﬂiwgatekeeper
changed if needed. Select the most appropriate diol st
description of the caller from the drop-down list. Other

Person 60 or aver

Search by | Nee|parson under 60

Once it has been determined if the caller is calling
for “Self” or “Someone Else”, click on the appropriate button and the screen will be modified
based on your choice. Choosing “Self” will open a new box that will allow you to search for an
existing consumer, record a call for an anonymous consumer, or adding a new consumer.

< 1ar | W caretool | # Operations |

New Contact

Type Of Contact Phone :j Howr did you hear about us? _vj Datejnsms:zuu Time 10:30 AM to Call length  min

Caller * Person 60 or over j_J

[tast Name, First Name Phone number [Address [pAsRs 1D SSN Last 4 [Date of Birth | T~ Anonymous

If the caller is calling for “Someone Else”, there will be an additional section to add info on the
caller.

A jar W caretool #  Operations

New Contact

Type Of Contact - Phone | How did you hear aboul us? =] Date §u-..-um-<m Time 10:30 AM to Call length  min

Caller FParsan 60 ar over -
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It is important to understand that the system searches and tracks “Callers” and “Consumers”
differently. “Consumers” are searched against the actual DAARS client database, and when you
add a new “Consumer” you are actually adding a new client to the system. “Callers” are searched
against a separate list of previous callers, and when you add a “Caller” to the system they won’t
be accessible as a client in other modules of DAARS.

If adding information on a “Caller”, simply use the caller’s name or phone number to search to
see if the caller is already in the system. You may either choose to add a new caller, by clicking
on the “Add New Record” link from the search results, or select an existing record. After the
caller has been selected, you can add a relationship to the consumer, and edit the email, phone
and address information. You may also select the “Anonymous” check box if the caller declines
to identify themselves, which will trigger a prompt to ask the caller if they have called previously
within the last six months. If there is more than one caller you may add additional callers to this
call by clicking the “Add Another Caller” link below the “Save” and “Cancel” buttons.

When adding information about the consumer being served by the call, the first step is to use one
or more of the available fields to search to see if the consumer is already listed in the DAARS
database as a client. Use the search list to either select an existing DAARS client, or click on the
link to “Add New Record” to add a new client to DAARS. The consumer that you are choosing
is the individual that needs information, referrals and/or assistance. If you have selected an
existing client to record as the “Consumer” for the call, you will see additional information
displayed on that client, including demographic information. You may edit the demographic
information in this section. If the demographic information is edited in this section, it will be
updated in the client file identification and demographic section.

| & R Record

~ Date 03/13/2014 Time 02:48 PM to 03:25 PM Call length 36 min

Type Of Contact Phone - How did you hear about us?

Person 60 or over -

Caller

Testa, Sandra - m
Edit
E]Testa, Sandra 73837 JOOE0-4632  928-456-9514 () sandrat@test.com 12345 Spring Street Yuma, Az 85364
0
Characteristics Gender Female Transgenderhlo DOB 08231927 Age 86 v
Functionally Declined to Physical Intellectual/Developmental disability Mental Traumnatic brain _
Impaired state Disability (ID/DD) iliness injury DEMETRE  BET T
Ethnicity Hispanic or Latino  Race Other Relationship Status Married Language English
English Fluency Fluent Education Post high school Residence Type House Living Arrangement Owns
#in Household 2 Household With Spouse Length of time Years 12 Month 7 Urban/Rural Urban
Composition at present address
Sexual Orientation Heterosexual Veteran Mo Legal Status Independent Atorbelow 100% No
FPL
Benefits ssl Other Low Income Wedicaid Medicare Case Manager Group Person 60 or over
Contact History Last Contact Date
Enroliments Enroliment Count(0)
Jump to Client File
Add Another Consumer

Below the consumer characteristics, there is a section titled “Information and Referral.” In this
section you can search for listings in the resource directory and provide the information to the
consumer. You may provide the referral to the consumer via email, phone, or in person, if they
happen to be there. Another option is to give them the information about the listing without
referring them to the service.
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Information and Referral

Results(56)
Advanced Search
Searchby Food/Meals - Food Pantries - Quick Search
Service Area | Nation-Wide J=
State-Wide |
Apache
Cochise @

Refer By:

Info Phone Mail In  Email Action E-Refer
Person

Food/Meals | Food Pantries

St. Vincent De Paul Society, Tucson - Food Bank 311 South Central Avenue , Safford, 928-428-0460
Az B5546

United Methodist Church - Food Bank 520-384-4464
Casa Grande Food Bank - Food Boxes 520-836-1347

=

]

=

[Tl cochise County Community Food Bank - Food 520-586-7636

Pantry

[l st.Rose Of Lima Church - Food Pantry 928-348-9400
O] TheFriend 2 Friend Pantry - Food Pantry 928-428-6662
|

]

|

B

First United Methodist Church - Food Pantry, 928-428-4211
Safford

Community Food Bank Of Southern Arizona - 250 E. Continental #1071, Green 5H20-625-5252
Green Valley Community Food Bank alley, AZ

Community Food Bank Of Southern Arizona - 11734 W. Grier Rd, Marana, AZ 520-622-0525
Marana Community Food Bank

O O O OO0 OO Ogl
O O O OO0 oo Ogl
O O O OO0 ooo Ogl
O O O OO0 oo O

O O O OO0 oo Ogl

Community Food Bank Of Southern Arizona - 3003 3. Country Club, Tucson, AZ ~ 520-281-2790
Hogales Community Food Bank

If a follow up is desired you may use the “Follow up/Notes” section to assign a follow up date,
assign a case manager to perform the follow up and also include any notes that may be relevant
for the case manager when the follow up is being done.

Follow-Up/Notes

Hote

Do you want to follow up Yes ~

Assign To Galipeau, Angela

o

Entered Encounter Date * Proposed Follow-up Namh‘

Once you have entered in the information for the call, there are a couple of different options.
You may Save and Complete the call, mark the call as Incomplete, Save the call to finish later,
or Cancel the call if you do not wish to have the information saved.

Delete Call § Incomplete Call Save & Complete m
*  Required field. You must filkout all required fiekds | saving an eting™ a
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