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1 Navigating the I&R Main Page
Section 1 will look at the features on the I&R page.

The I&R main page has multiple stacks or columns with different controls on the page for
searching or displaying records.

I&R Main Page Features

1.1 Search Records

The first column has to do with searching records.

I&R Main Page - Search Records
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By default, when you look for a record, it will only look for your consumers or I&Rs, and it will
only look for ones that are active

If you would like to do a wider search, there a couple of options you can use:

● Search All Record Types: will search Consumer and I&R records at the same time
● Ignore Other Filters When Searching: looks at both active and non-active records, and at

records assigned to other staff members

Search All Record Types

When you check both boxes, that is the broadest search you can do.

—To search for records, start typing the name on the record in the “Search for” box

Search for box

The results of the search will have the name, location, staff member, last contact, and status.

After the name, in parentheses, it will say whether the record is a Consumer or I&R.
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I&R Main Page

—When you’re done with your search, click “Clear” and that will take you back to your default
set up

Clear Search Records

You can search for a record by choosing one of the following: all name fields, first name, last
name, nickname, ID, zip code, Birth Date, SSN, Medicaid Number, etc.
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Search Records By Dropdown

1.2 List Options

If people are members of a program, you can narrow it down to display only people who are in
that specific program:

View List Options
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1.3 My Filters

This section will let you override our default settings.

My Filters

For example, you could change the page layout, sort order, or settings for dropdowns to what you
prefer.

—Click “Select a Filter”
—Type a new filter name
—Click “Save New Filter

Search Using My Filters

To use a saved filter, select it from the drop-down list, then click the “Apply Filter” button.

1.4 Record Management

This is the section you use to create a new I&R Record.
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Record Management

There are two buttons you can click to add a new record:

● “Add I&R”: very detailed, 3 pages long, lets you capture things about housing,
employment status, etc. that the Quick I&R doesn’t cover

● “Quick I&R”: doesn’t cover all those things, if it’s just a phone call, in many cases you’ll
want to use the Quick I&R

*See 2.1 for how to create a “Quick I&R” record

2 Creating an I&R Record

This section will show you how to create an I&R record using “Quick I&R”

2.1 Create a Quick I&R

—Click “Quick I&R” to create a new record

You will be taken to this page:
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Quick I&R Add

—Click “Contact Type” dropdown to determine what type of contact you are adding the record
for.

*If there are any contact types not listed that you would like added, contact your local Admin.

I&R: Contact Type

—Input the First, Middle, and Last Name

*If you don’t enter a first or last name, the system will automatically use the name of
“Unknown I&R”
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2.2 Duplicate Record Message

After entering a name, if it is a duplicate record, this message will appear:

I&R: Duplicate Record Message

—Click on links to view possible duplicate records

*For those using Jaws, or other screen readers, you will get a popup dialog box instead of
a written field.

2.3 Enter County and Contact Information

—Select a county if they give you that information

The counties that will appear in the dropdown are all those that exist in your database.
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County Information

If they give you any other contact information, you can add that as well.

—Click “Show/Hide” Contact Info to input additional contact information

I&R: Show/Hide Contact Info

Additional contact fields will appear:

I&R: Contact Info

For each phone number section, you can indicate if the phone number can receive texts or not.
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There are additional sections for address, city, zip code, email.

They may opt in/out of the mailing lists and bulk emails.

*Duplication checks are performed on phone numbers and email addresses in addition to
the name.

2.4 Choose a Primary Staff Member

—Indicate who will be working with this person moving forward by clicking on the dropdown
list of staff members.

I&R: Primary Staff Member

You may be able to tell which staff member it should be assigned to based on the question being
asked by the consumer. For example, if the person has a question about housing, you may have a
staff member dedicated to housing questions and concerns.

When you assign a staff member, this staff member will get a reminder notification that they
have been assigned as a primary staff member for someone and the notification will include a
link to the newly created record.

2.5 Choose Contact Method

—Choose how to contact the I&R by clicking on the dropdown list for contact method.

I&R: Contact Method
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*This list of contact methods is under the control of your local database Admins, so if
there are options you don’t do or would like to have on this list, contact them.

2.6 Start Date

—Input the date by either typing the date directly or you can use the calendar pop up to select the
correct date. This will default to the current date.

I&R: Start Date

*This record can be backdated if needed.

2.7 Requested Service
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I&R: Requested Service

Because this is an I&R record, all services attached to that record automatically go under
Information and Referral Services.

—Click the dropdown to see a list of services they may be asking questions about.

I&R: Requested Service Dropdown

This section is helpful for follow-up and so that local admins can run a service report looking at
typical areas of concern for I&Rs.
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2.8 Increased Access Area

This section feeds into the federal reporting system.

—Click the dropdown to see a list of access areas they may need. If none of them apply, click
“No Increased Access Area”

I&R: Increased Access Area

2.9 Note Field

This page will create both the I&R record and a service request. All service requests require a
note.

—Add your follow-up notes in the note field.

I&R: Service Note Field

2.10 Allow Time Tracking and Create Time Entry
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This allows you to track the time you spent offering services.

—Click yes to allow time tracking.

I&R: Allow Time Tracking

*You might not have this on your database. If you would like this section added, talk to
your local database admins.

—Change “Log Time Entry” from “No” to “Yes”
—Indicate how long you spent in hours or fractions of hours (for example, if you spent 30
minutes, the time should be indicated as 0.50)
—Add a note to the “Time Notes”
— Click “Add Another Service to Note” to select additional service types and add a batch of
services at the same time. All of them will refer to the Service Note, so make sure it includes
everything you discussed with the I&R.

I&R: Time Entry
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2.11 “Referred By” Dropdown

This section is populated from your center’s Referral Contacts page and this will indicate which
organization referred this person to your center.

I&R: Referred By Dropdown

—Click on the dropdown for “Referred By” to indicate who referred the person
—Check the box for “At Risk for Institutionalization” if needed
—If you would like to create another I&R record right after this current one, check this box that
says “Check this box to create another I&R after this one.”

2.12. Custom Fields

If you would like to create custom fields, such as a vaccination status field, etc. then you can
contact your local database admins to request those fields be added to the I&R intake form.

2.13 Create Record

To create the record, you have two choices:

1. “Log Open I&R” – creates an active record, meaning you will do follow-up with them,
they may call back, or you are not sure if the record should be closed or not.
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2. “Log Closed I&R” – creates a record that closes automatically on the following day
(most centers only use this if it’s completely anonymous, there is no way to follow up
with the record)

I&R: Log Open/Closed I&R

—Click “Log Open I&R”
Great job! You’ve created a brand new I&R record.

Here is the basic layout of an I&R record:
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I&R Record

3 Create a New Consumer Record
—Click “Consumers” in the main menu bar on the left:

Main Menu: Consumers
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The Consumer main page has the same basic page layout as I&R (see tips in Section 1 of this
document for how to navigate this page.

There are two options for adding a new Consumer Record (just like in Section 1.4):

● “Quick Consumer” form: won’t use that often, will give you a very basic consumer form
but only has very limited information – won’t be able to capture housing/employment
status or other things

● “Add Consumer” form: used more often

New Consumer Record Options

—Click on “Add Consumer”

Add Consumer

3.1 Consumer Information – Page 1 of 3
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—Click “Show All Intake Fields” if you’d like to see all possible intake fields that could
possibly be on the form.

Please note that all fields not marked as “(required)” are optional. Not all fields are used by every
center. Your local database admins can decide which fields should be visible and which should
be required, using the “Custom Intake Forms” feature in Configuration.

Page 1 starts off with a few checkboxes:

● Count as Consumer – this box is automatically checked. If you uncheck the box, it will
create a third type of consumer record that is called a non-consumer record.
Non-consumer records aren’t counted on federal or state reports.

o Some centers use “non-consumer” records to account for aides, family members,
attendants, etc. that may accompany the consumer to some activities.

● PPR/704 Record – this box is automatically checked. This makes sure this record gets
counted on any state or federal reports.

● Older Blind (OIB) – this checkbox will be on your database if the center provides the
specific services available to people 55 years and older with significant sight impairment.

Consumer Information Step 1

—Click on “Start Date” to enter the date. (See section 2.6, same as I&R record)
—Enter “First Name” and “Last Name”
—Enter a “Nickname” if they have a preferred one
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Consumer Information Step 1

—Input phone number information (Title, Instructions, and Phone Number)

Consumer Information Phone Info

—Input address information (see explanation of address information below)
● Title Field – can describe the address (homeless, care facility, apartment complex, etc.)
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● Instructions – field to input information for what would you need to know if you’re doing
an in-home visit, accessibility of the residence, reminder that they have pets in the house,
etc. or anything you need to know before you do a home visit with them.

● Physical Address – Fill in the address. May need to manually fill it in if it doesn’t
automatically populate the county and zip code options.

— The “Mailing Address is same as Physical Address” box is checked by default. If unchecked,
a second set of address fields will appear for you to input the mailing address.

Consumer Info Address

— Input a Record Number, if desired (the number doesn’t have to be just numbers; it can hold up
to 50 characters. This field can be used as an additional information field.)

—Input email address (there is a section for a secondary email if necessary)

Consumer Info Record Number

—Input additional information such as:
● Check box to exclude from mailing lists
● Check box to exclude from bulk emails
● Check box if they are head of household
● Indicate the size of the household.
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Consumer Info Exclude Lists

3.2 Demographic Info – Page 2 of 3

—Move to Page 2 by clicking on “Step 2”

Consumer Info Page 2

—Input “Date of Birth” by typing it in or using the pop-up calendar.

Consumer Info Date of Birth

*If you put the date in as younger than the OIB category (see page 1) and you’ve checked the
box for OIB, you will receive the notice.
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Consumer Info OIB Notice

—Input Social Security number
—Input Medicaid number

*Your center may or may not have these fields.

Consumer Info Social Security

—Input Veteran Status by clicking on the dropdown
—Input ILP Status (this field is required) by clicking on the dropdown. There are three options:
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Consumer Info: ILP Status

—Input ILP Target Date

Consumer Info: ILP Target Date

—Indicate the gender by clicking on the dropdown:
● Federal system only allows male and female

—Enter the “Pronouns” into the text field

—Enter the “Ethnicity” by clicking on the dropdown. The dropdown shows either
“Hispanic/Latino” or “Other”. If you choose “Other” you choose from the “Race” list below.
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Consumer Info: Gender/Ethnicity

—Indicate the “Primary Language” by clicking on the dropdown.
—Click the “Languages Used” checkboxes for any additional languages they speak.

Consumer Info: Primary Language

—Indicate the following by clicking on the dropdowns:
● Marital Status
● Housing Status
● Employment Status
● Education Level
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● Contact Method
● Registered Voter
● Income Level
● Income Sources

*List of required fields might be different than the list above. These fields are added by your
local admins so they may vary according to your center.

Consumer Info: Additional Info

3.3 Consumer Info for Dora Duck – Page 3 of 3

—Move to Page 3 by clicking on “Step 3”

Consumer Info: Page 3

—Click on Show All Intake Fields
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Consumer Info: Show Intake Fields

—Type in the organization that referred them in the “Referred by” box
—Check the box if the consumer is At Risk for Institutionalization

Consumer Info: Referred By

If you have checked the box for “Older Blind (OIB)”, the section for “Older Blind (70B)
Information will be on page 3.

—Click on the dropdown to indicate the following:
● Living Arrangement
● Visual Impairment Severity
● Visual Impairment Major Cause

Consumer Info: OIB Info

—Click Done to complete the record
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Consumer Info: Done

3.4 Consumer Info (Services, Goals, Disabilities, and Programs)

— Input their services, goals, disability information, and program memberships, if desired. (This
will be covered in another section of the User Guide.)

Consumer Info: Services

— Press “Skip”

Consumer Info: Skip
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3.5 Consumer Demographic Information Page

This page shows you all the information that you put into the system on pages 1-3 on one page.

Consumer Info Page

4 Features on the Consumer Record
In this section we will go through each of the features on the consumer record.

4.1 Show Preferred Fields Only/Show All Fields

—Click “Show All Fields” to see all fields

Consumer: Show All Fields

—Click “Show Preferred Fields Only” to see only the fields you’d like to see. This is set up
using the “Preferred Demographic Fields” page in Configuration.

Consumer: Show Preferred Fields
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4.2 Set Reminder

—Click “Set Reminder” to set a reminder for yourself or other staff members

Consumer Info: Set Reminder

—Assign to a staff member by checking the box

Reminder: Assign Staff Member

—Click “Show Other Staff” to assign to another staff member

Reminder: Other Staff
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—Set the date for the reminder
—Check the box for “Reminder Stays Until Complete” if desired
—Enter text for the reminder in the “Contact Note” field
—Click “Set Reminder”

Reminder: Contact

4.3 Make Private

—Click “Make Private” to make the record private so that only the assigned staff members and
local database administrators would be able to see this record.

Consumer: Make Private

By default, anyone at your center who is authorized to work with consumers can look at this
information, so if you would like to restrict who can see the record, click “Make Private”.

“Make Private” could be used for situations if someone is:
● Underage
● Has a disability that is sensitive in nature
● Sensitive topic on their record such as in a situation of domestic violence

The person’s name on this record will still appear on the consumer list page, but if someone who
is not authorized tries to access their record, they will receive a notice saying that they don’t have
access to view the record and asking if they would like to leave a Contact Note.

4.4 Edit Record

—Click “Edit Record” if there is something you need to update on the intake form.

Consumer: Edit Record
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4.5 Change into I&R

—Click “Change into I&R” to change this consumer record into an I&R record.

Consumer: Change into I&R

4.6 Record Document Center

—Click “Record Document Center” to upload electronic documents related to this individual.

Consumer: Record Document Center

The format or quantity of documents doesn’t matter, but there is a max file size per document of
5 megabytes.

4.7 Delete Record

—Click “Delete Record” to delete the record.

Consumer: Delete Record

*Only the primary staff member or administrator will be able to delete the record.

*If you delete a record by accident, there is an audits area in which deleted records can be
restored.
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4.8 Body of the Record

Within the body of the record, there are a few extra buttons.

Consumer: Body of Record

4.8.1 Additional Information

—Click “Edit” by “Additional Information” to input additional information that staff members
would need to know about this record.
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Consumer: Additional Info

Consumer: Additional Info Note

4.8.2 Consumer Image

—Click “Manage Image” under Consumer Image

Consumer: Consumer Image
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—Upload an image of the consumer by selecting “browse” and then upload the image that is
already downloaded on your computer.

Consumer: Upload Image

4.8.3. System Numbers

(This feature can be used to create an anonymized identifier for the consumer. It may not be in
use at your center.)

—Click “Manage Numbers” under “System Numbers” to input a system number.

Consumer: System Numbers

—Click on the dropdown to select a prefix. These prefixes will be different for each center.
—Click “Add Prefix”
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System Number: New Prefix

The new number will then display on their record.

Consumer: System Numbers

4.8.4 Center Surveys

This section is where surveys that your local database administrators have made can be found.

Consumer: Center Surveys

4.8.5 Templates

Some forms may have a “Templates” dropdown. This will allow you to generate a form letter.
Your local database administrators can create these documents.
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Consumer: Templates

4.8.6 Print Eligibility

—Click “Print Eligibility” to generate a pdf file with a record containing the consumer’s
disability situation and services they have requested.

Consumer: Print Eligibility

Print Eligibility: PDF

4.8.7 Print Intake

—Click “Print Intake” to generate a pdf that contains the consumer’s contact and demographic
information.
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Consumer: Print Intake

The generated PDF can be seen here. Note there is a signature line for the consumer to verify
that the information is accurate.

Print Intake: PDF

4.8.8 Print Record

—Click “Print Record” to see notes from the consumer record.

Consumer: Print Record

The page will then give you multiple checkboxes indicating the notes from the record that you
would like to print.
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Print Record: Section Options

You can also decide the format you would like the notes in. The default format is PDF, but you
can switch to other formats as well.

Print Record: Format Choices

You can also filter by:
● Choosing the staff member who entered them.
● Choosing a date range of when the notes were entered.
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Print Record: Notes/Date

4.8.9 Print Mailing Label

—Click “Print Mailing Label” to format their mailing address into a label.

Consumer: Print Mailing Label

4.8.10 Complaints

(This feature may not be installed at your center.)

—Click “Complaints” to see any complaints this consumer is involved in.

Consumer: Complaints

When the number says (0), it will take you straight to the page where you input complaints.

If there is a non-zero number in parentheses, you will find the list of complaints there.
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4.8.11 Reset Last Contact Date

—Click “Reset Last Contact Date” to reset the date that this person was last contacted.

Consumer: Reset Last Contact Date

4.8.12 Select Last Contact Date

—Click “Select Last Contact Date” to manually input the last contact date.

*This will override any automatic dates that the system may input

Consumer: Select Last Contact Date

4.8.13 Merge Record

—Click “Merge Record” to merge duplicate records into a single record.

*The merged record will contain all the information and notes from both records

Consumer: Merge Record
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4.9 Consumer List Page Filters

—Click “Consumer List”

Consumer List

There are several ways in which you can filter the consumer list page.
● Last Name or First Name
● County
● Staff Member
● Last Contact Date
● Status

Consumer List Filters
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