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Group Encounter

Group encounters will have multiple family members and possibly multiple staff. When tracking events, there is

always a “primary contact”. For group encounters, you may use your agency “contact” as the primary contact

and then add all of the family members in attendance at the group event.

Contact Search
Contact Code

Group

Select from list...
1) Baby TALK
2) Donor

3) Donor Prospect

Selectfromlist..

To find your agency contact, go to Contact tab and search for “agency” contacts. Choose Group =
“Agency” and click <Find>

New Contact
1) Baby TALK v |

Name/Company/Email Adlm== Country

———
—

Source

| Select from list... v

JOB {mmiddiyyyy)  Hide Void Contacts [
Only my contacts |

You will see the agency contact created for your agency/program. Choose that contact code.

Contad ' Code Name/Company/Email Address Country Phone

Group : Source ]
| Agency, v | | Select from list v Seleclfmm list.. v

New Contact
1) Baby TALK

_ Se\ectﬁom list... v

Create

DoB ide Vo i
(mm/dd'yyyy)  Hide Void Contacts

Status
ECEINESS B o conecis B
Primary Contacts ~ Sub Contacts Sort by.

ggé 46 Community Childcare 710 N. Clay, Jacksonville, Ilinois 62651, Agency Agency Active 3(512017 ggg
S S 70 (] Community Consolidated School District 146; Bridges 6535 M Victoria Dr,, Oak Forest, llinois 60452, Agency Agency Active 31512017 g S
g Sg 1 O Decatur 500 East Lake Shore Drive, Decatur, llinois 62521, Agency Agency Active 352017 g Sg
g S 73 O Early Explorations/Early Explorations Too 47 N Research Drive, Edwardsvlle, llinois 62025, Agency Agency Active 3(512017 g S
g Sé 78 (] Early Years Program (Jacksonville) 110 Walnut Ct., Jacksonville, linois 62650, Agency Agency Active 3(512017 g Sg
S S 49 (] East Richland Elementary School 1001 N Holly St., Olney, llincis 62450, Agency Agency Active 31512017 g S
ggé 81 O El Paso Gridley CUSD #11 97 W 5th 5t., E| Paso, llinois 61738, Agency Agency Active 352017 ggg

P =

mwmmm-

Choose “02) Group Encounter. Click <New Event>

Contact View

5§ Print History Face S
& Prnt ), Mistory (3 Face | 02) Group Encounter %NewEvem

Contact Code: DX Contact #32883

01) Personal Encounter

Active ~ | Save

Contact Info:
Demonstration
Demanstration

03) Newborn Encounter

04} Prenatal Encounter

Work Phone:
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The system will take you to this screen that tracks the general details for the event:

Event:

(==l Cemonsiration: Demonsiration (92883) . 0574l 02) Group Encounter + | Edit
Date: [iETL-t- R B manvaciyyyy)

Remind me: _ days before this event.

Description: B

Status:

Division

Program

Program Location

Activity

Assigned To:

OpeniClosed: Access:

Save & Close

Field Value

Event A short description. Not used for reporting. Does appear on the calendar view on
the Event tab.

Date Date on which the event is planned or the date on which happened (or was

supposed to have happened)

Start time/End

Start and end time of the group encounter

time

Description General notes about the group

Status Pending or Complete.
Void is only used to eliminate errors or duplication.

Open/Closed Open for all future events
Closed for all other. Note: If an event is closed, you will be unable to make
changes to the associated contacts and staff. If you need to make corrections, set
the status to “open”, <save>, make changes, and re-set to “closed” and <save>
again

Division “Home Visiting” or appropriate division if not Prevention Initiative

Program Choose appropriate program for your agency

Program Location

Choose appropriate program location for your agency
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Activity For Home Visiting division, choose one:
Farent/Child Group I
Family Fun
Farent Workshop

Community Qutreach/Screening

For other divisions, choose one:

Farent'Child Group

Family Fun

Farent Workshop

Community Qutreach/Screening
Baby TALK Times

Come Sign with Me
Kindermusik

Library Time

GED attendance

Child Education attendance
Adult Education attendance
High school credit attendance

Click <Save>
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5 Now, you can add more contacts
More staff

Event Edit EEtandan:l Summary Vl 4 Print o, Dutlesk Details

Event:

Contact: ion: i Type: m- Encounter

Date: [ETELEREEg 8 (mmicaym) A 5 L f00 JIPM
Remind me: _ days before this event. End Time: m

Minutes: 80 o

Description: E .
Assigned To

Liserid

Notify me if not closed by:
Status: Open/Closed: Access:

Complete " Closed ..

Division

Home Visiting -

Program

Preventicn Initiative .

Program Location

Betivity
Parent'Child Group "t

Available
Forms/Surveys

Create Group Encounter

ose Cancel

You will also see that you can open and create a group encounter form.
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Add more Contacts to Event

Click <Edit> next to the primary contact name or click on the <Contacts> tab on the upper right of the

8 Event screen.

Event Edit FEianters Summary ] o Print g Qutiook [N EE
e

N s o o S
w0 =Td Demonstration: Demonstration [(52883) 0= 02) Group Encounter et

Date: [ilfpet DI BE| | mmicddiy) Start Time: ::
Remind me: _ days before this event. End Time: [[iJee ::

Minutes: ¥ g

Use Search to pull up list of contacts, select each participant in the group, and click <Save Checked>.

Read for Joy

WENHAT 5:00 PM - 02) Group Encounter

Primary Contact
Company First HName Last Name Status Minutes

Demonstration Demaonstration Complete 50

Repeat this to step to get all participants in the group added to the list of contacts.
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On the contact view, you will maintain the status for each person. Note: The primary contact status is the same
status as the Event status. Once you have added and/or updated contacts, click on <Event Details> to get back to
the main screen for the event.

Note: If you do not see all of the contacts you previously selected, click <Update>

Event Edit &4 Print i Outlook

Search Contacts Advanced Read for "‘IDY
WENHAT 3:00 PM - 02) Group Encounter
Contact/'Company/Email
| Find | Primary
Contact
: Last .
Company First Name Hame Status Minutes
Demonstration Demonstration Complete
Additional Contacts
: Last .
™ Company First Name Name Status Minutes
as00en | os:3oen |
Rl
as00en | os:3oen |
0 G
o &
Select All 3 Contacts
Add more Staff to Event

Q When you click on <More staff> (see previous event details screen), you will be able to select additional
staff for the event. Use <Ctrl> key to select multiple staff.

Baby TALK | © All Rights Reserved | Version 2019 02



®

NewOrg

Management System

BabJALK

Description: &

Description: 2

Notify me if not closed by:

Finally, select <Create Group Encounter form>

Group Encounter

Assigned To

Additional Staff:

Assigned To

i Cindy Bardeleben

Amy Malone - admin s
Amy Malone - enduser
April Ingram

Deb Widenhofer

Status Minutes Payroll

Canceled by Cient | [CCTLLY

Additional Staff
Amy Malone -

More Staff
Status Minutes

enduser| Complete

Cindy Bardeleben

| Complete

Home Visiting

Program

Program Location

Activity

Parent'Child Group v

Bvailable
Forms/Surveys

Create Group Encounter
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Group Encounter Event: 02) Group Encounter (5/25/2047) Comments [
Contact: Demonstration , Demonstration (DX)

IMPORTANT: Pisase sick the Save Changes button below 1o save your entries before clasing this window. You can retum 1o camplete the form later. Subject

S [ ]
Date

A (e
Public Ologed O Unlosied
> A
Page

1. Des ‘iptien of Cantent or Agenda/Cumiculum/IELG

2. Are’; of instruction

[Ceh 4 growtn & including prenatal
Dch birth & child care

[ e e P m e

[ e i ey renst

[pre stal & postnatal care for mathers and infants
DPFE ention of child abuse

[Jehy lical, mental, emational, social, esonamic, and
[par nting skill development

Choose <Autosave>

e <Save changes> when complete

= Print

Group Encounter Saved

Return te Group Encounter

You may return to Group Encounter form to edit, print the completed form, or close the tab and return
to the event details and <Save>

When creating the next Group Encounter use the Copy Event and Contacts as a shortcut and then edit
any information such as; date, times, delete/add any additional contacts.

Save & Close Cancel

opy Contacts
f.Copy Event

Created: 02/11/2
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	You will also see that you can open and create a group encounter form.
	Add more Contacts to Event

	Choose <Autosave>

