NOTES AND CONTACTS
October 4, 2010
There is a “Notes” field on the Persona page, which is different from the “Notes” field that we are going to discuss here.  The Persona page notes refer to information found on the persona page.  It could be something along the line that the email address, or phone, in the constituent’s email field is actually that of the assistant, or when one of the fields was updated – so an old number is not entered over a newer number.
In the scheme of our database, “Contact” is where you’ll enter information pertaining to some sort of contact with the constituent.  This would reference what was discussed in a phone call – either received or placed – (or other kind of contact, be it a note or invitation) with the constituent.  
“Notes” is for your own information regarding the person, i.e. was not pleased with the speaker, is looking for Puma shoes, just had their first grandchild, etc.
One way to add a note or contact to a constituent record:  
Search for the person, click on the card icon next to their name.  
This will open the pull down menu.  Select Journal.  
At the left edge of screen you’ll see View: List.  Under that, “Add” with a pull down list. 

Choose whether you want a contact (which records a particular type of activity or phone call or email, etc.) or note (which is a good place to keep information about life events or other information about the constituent you may want to refer to.  Complete all required fields and save.

Another way, perhaps quicker, to add a note or contact:

After searching and finding the constituent, use the “Quick Add” icon found on the right side of the search results screen.  Using the pull-down menu, select note or contact and complete the required fields as above and save.  
To view saved notes or contacts, search for the constituent’s record, select Home or Journal.  The notes and contacts will be listed for you to read, or edit by clicking on an item in the list.

Unless you select “final” when creating a note or contact, you may continue to add or change the content of the note or contact.  Deleting notes or contacts can be done only by Terri or Karen.
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