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Users roles and responsibilities
Referrers
· Obtain informed consent from clients 

· Create outgoing referrals 

· Provide sufficient detail regarding the reason for referral 

· Ensure information provided is as accurate and complete as possible 

· Track progress of referrals to ensure they are being picked up 

· Close referrals once they have been appropriately dealt with 

· Ensure clients’ details are held no longer than necessary 

· Ensure own details (i.e. contact telephone number) are up-to-date  

Handlers
· Follow-up incoming referrals 

· Provide referrers with appropriate level of feedback 

· Input date of first contact 

· Assign the client a referral status so agencies involved are aware of outcome of the referral 

· Close referrals once they have been appropriately followed-up 

· Ensure clients' details are held no longer than necessary 

· Ensure own details (i.e. contact telephone number) are up-to-date 


Points of Contact/Sub-Points of Contact
· Accept/reject referrals on behalf of their agency/department 

· Assign accepted referrals to appropriate handler/department 

· Reroute or reassign referrals if required 

· Create or delete referrers and handlers 

· Maintain an up-to-date list of referrers and handlers 

· Ensure referrals are being appropriately followed-up 

· Monitor system use within their agency to ensure compliance with FRF Information-Sharing Protocols 

· Input/update Terms of Service 

· Promote use of FORT 
Editing your details (all users)
1. Login to FORT and click the "Edit Me" icon at near the top of the screen
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2. Update the details you would like to change 

3. Click the green "Save" button 

Memorable data--this is a word or phrase (e.g. mother's maiden name, first school) that is memorable to you. You will be asked to input this if you forget your username or password. 

If you wish the FORT system emails to be copied to another email address select "Yes" from the "Copy to other email address" field and input the other email address(es) in the field below.  If you wish to input more than one alternative email address, please separate each email address by a comma (,).

Contacting other users (all users)
· Telephone (most users have a telephone icon beside their name, hover over it to display their contact number)

· Sending a message via the FORT message system

Sending a message (all users)
The FORT message system can be used to send a message

· Another FORT user directly involved with one of your referrals 

· FORT Help Desk 

· Another agency involved with your CRMS client (users with CRMS access only)  

Sending a message about a referral
After logging into FORT, to send a message about a referral to another FORT user who is directly involved you can either:

· Click the "Send Message icon" that is displayed under the "Actions" section on the referral (you may need to scroll to the right hand side of the referral to see this
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or 

· Click the "My Messages" icon near the top of the screen (if you choose this option you will need to select the referral reference number from the drop-down menu)
[image: image3.jpg]‘ Fife Online Referral Tracking System & m [S] &

Editme Ses latest changed| My messages Jlog out

wwa @O0

Home  Referrers

s of Contact  Handlers  CRMS

Home



  

1.  Select which user(s) you would like to send the message to
2.  Enter a subject (i.e. Telephone Call) 
3.  Input your message 
4.  Click the green "Send" button
5.  An email will be sent to the user(s) asking them to login to FORT to securely view your message
6.  You can view or delete the message you sent by clicking on the "My Messages" icon and then selecting "Sent Messages" (displayed under the Message list heading) 

Sending a message to the FORT Help Desk 
After logging into FORT, you can send a message to the FORT Help Desk by either:

· Clicking on the Send a Message to the FORT Help Desk icon
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 or 

· Clicking on the My Messages icon near the top of the screen and leaving "System Account" in the "To" field
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1. Enter a subject (i.e. Telephone Call) 
2.  Input your message 
3.  Click the green "Send" button
4.  An email will be sent to the FORT Help desk 
Sending a message about a CRMS client (users with CRMS access only)
1. Login to FORT and select CRMS from the menu
2. Search for the client you would like to send a message about using the client search facility
3. Once you have found the clients details you can either send a message by clicking the “Send message about Client” icon under the “Actions” column (far right hand side) or by clicking the “Send Message about Client” link on the client home page
4. Select which user(s) you would like to send the message to
5. Enter a subject (i.e. Telephone Call)
6. Type in your message
7. Click the green “Send” button
8. An email will be sent to the user(s) asking them to login to FORT to securely view your message
9. You can view or delete the message you send by clicking on the “My Messages” icon (near the top of the screen) and then selecting “Sent Messages” (displayed under the message list heading)
Searching for an existing referral (all users)
You can search for any open referrals currently associated with your organisation (incoming and/or outgoing) by using the Referral Search facility on the FORT home page. 

1. Login to FORT

2. Using the Search facility on the main home screen, fill in the relevant search filters (e.g. Client First Name)

3. Click the green “Search” button
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4. A list of results will then appear

5. Select the referral you wish to view by clicking on the green unique referral reference number
See latest changes (all users)
The "See latest changes" facility allows users to quickly view which referrals have been recently updated 

1. Login to FORT and click the "See latest changes" icon at near the top of the screen
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2. A list of referrals (incoming and outgoing) that have recently been updated will be displayed.
3. Select the referral you wish by clicking the green unique reference id
Create a referral (referrer)
To create a referral you need to be set-up as a Referrer 

1. Ensure client consent has been obtained
2. Login to FORT and select "Referrers" from the main menu 

3. Click "Create Referral" (near the bottom of the page) 
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4. Select the category of advice the client requires from the drop down menu 

5. A list of organisations offering this type of advice will appear.  Select the organisation you wish to refer to. 

6. Click "Continue" 
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7. Fill in the referral form, ensuring all fields marked with an * are completed 

8. Once you have checked all of the information is correct click the green "Create Referral" button 
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9. A confirmation page will appear indicating the referral has been successfully created. 

10. Click the "Terms of Service" link to read or print the terms of service for the assigned organisation 
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11. Depending on the type of consent the client has given, either click the "View/Print Data Protection Statement" or "View/Print Written Consent Form" to read or print the data protection statement/consent form
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If the client is present when the referral is created s/he should be given a copy of the assigned organisation's Terms of Service and the Data Protection Statement.  If the client is s/he should be made aware of the assigned organisations Terms of Service and how to access any information under the Data Protection Act as appropriate (e.g. verbally over the phone or by post). 

The responsibilities of the client to engage with organisation s/he has been referred to (e.g. by keeping appointments, taking appropriate documents with them) should be clearly explained.  Clients should also be advised of their rights to return to the referring organisation if they are not satisfied with the outcome of the referral. 
Attaching a file (referrer)
Attaching a file can either be done when you create a new referral or when you are working on a saved draft referral. 

1. Click on the Browse button (found at the bottom of the referral) 

2. Choose the file you wish to attach by either double clicking on the file or selecting it and pressing the open button.
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The file will be attached when the referral is created or there is a draft version of it saved. 

If you want to add several files, then press the 'Add another' option and follow the above steps for each file you want to attach. 
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If you want to remove a file, then press the 'remove this submission' that is directly underneath the file you want to remove.
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Saving a draft referral (referrer)
To create/save a referral you need to be set-up as a Referrer. 
The 'save draft' functionality is an automatic or manual way of saving the progress of the referral you are currently working on. 

The following steps should be met, before you will have the opportunity to use this function. 
1. Ensure client consent has been obtained 

2. Login to FORT and select "Referrers" from the main menu

3. Click "Create Referral" (near the bottom of the page) 

4. Select the category of advice the client requires from the drop down menu 

5. A list of organisations offering this type of advice will appear.  Select the organisation you wish to refer to. 

6. Click "Continue"

 Following these steps will lead you to the blank referral form.

Once you have entered this form, the automatic save draft function has already begun to work.

The form will automatically save your work every 3 minutes. You may not notice this happening but there will be a notification at the top of the form and the bottom of the form informing you of the time the draft was saved.
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You may want to manually save a draft version of the referral you are working on. This can be done by scrolling down to the bottom of the form and clicking on the blue 'save draft' button. Again, a notification will appear at the bottom and top of the form informing you that your draft has been saved. 
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Your saved drafts can be found on the referrer's home page, in a section called 'Draft Referrals'. The referral's home page can be found by clicking on the referrer's tab at the top of FORT. 
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The drafts shall stay there, allowing you to continue with the creation progress for as long as need be and you may save as many drafts as you want. Saving a draft only updates the current form, it does not add a new version of the referral with older versions still accessible. 

Once you have completed the draft version of the referral, you click 'create referral' as normal.
Once you have done this, the draft will be automatically removed from the draft referral section.
Dealing with a rejected referral (referrer)
As FORT was designed to encourage advice workers to take increased ownership of clients, when a referral is rejected it is the Referrer's responsibility to take further action.  The reason why the referral was rejected will be emailed to the referrer.
2. Login to FORT and select Referrers from the main menu

3. The referral will be sitting under the Declined Referrals section. Click ‘View’ to display the referral.
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4. From here there are two options

· Delete the referral and remove it from the system

· Send it to another agency


It is important you either delete the referral or send it to another agency.  A failure to do so is a violation of Fife Rights Forum's Information-Sharing Protocols.


To delete the referral
1. If you decide to delete the referral from the system simply click the delete referral icon under the "Actions" column on the far right-hand side (you may need to scroll along the bottom of the page to see it). 

2. A grey dialogue box will appear asking you to confirm you wish to delete the referral. Click OK. 

3. It is good practice to contact the client to notify them the referral was unsuccessful.
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To reassign the referral to another agency
1. Ensure the client has given his/her consent to being referred to the new agency

2. Click the referral reference number to open the referral details

3. Near the top of the referral details is an 'Assigned Organisation' field. Choose the name of the organisation you want to send the referral to.

4. Click "Update Referral" at the bottom of the page.
5. If you go back to the main Referrer's page, the referral should now appear under the 'Referrals Awaiting Acceptance' section.

Please note: - If either the agency that rejected the referral or the agency you wish to reassign the referral to has a custom form (i.e. Fife Council Money Advice) you must delete the referral and create a new one. You should not reassign the existing referral. 

Closing a referral (referrer)
1. Login to FORT and select Referrers from the main menu

2. Click View beside Active Referrals
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3. Select the referral the Handler wishes to close from the list and click the green referral reference number to display the referral details. (The unique reference number of the referrals appears in the referral close request email)
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4. Near the bottom of the page is a field ‘Referrer Close Request’. Select ‘Yes’ from the drop down box and then click the ‘Update Referral’ button.

If you would like some more information about the outcome of the referral before you agree to close it please contact the Handler.  Otherwise it is good practice to close the referral within 5 working days. 
Handling an incoming referral (handler)
1. Login to FORT and select Handlers from the main menu 

2. View your assigned referrals under the 'My Referrals' section 
[image: image23.jpg]Home  Referrers  Points of Contact

» Handlers

® Opportunities Fife Client Action Team

Handler's Homepage

Hy Referrals

Handlers

CRMS.

4]

[}




3. Add any notes using the Add note box and click "Update Referral" to save
4. Once you have made contact with the client input a date of first contact, update the notes section and select a referral outcome status (e.g. Client With Us).  The referral outcome allows the agencies involved in the referral to assess whether the referral was successful. 

5. Click "Update Referral" 

Please remember it is your responsibility to ensure the referrer/referring agency receives sufficient feedback regarding the progress or outcome of the referral. 
Closing a referral (handler)

1.    Login to FORT and select Handlers from the main menu
2.    Click View beside My Referrals

[image: image24.jpg]Home  Referrers  Points of Contact

» Handlers

® Opportunities Fife Client Action Team

Handler's Homepage

Hy Referrals

Handlers

CRMS.

4]

[}
















3. Select the referral you wish to close and click the referral reference number to display   the referral details
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4. Select Yes from the ‘Handler close request’ field

5. Click Update Referral

The referrer will get an email letting him/her know you have dealt with the referral.  Once he/she has viewed the referral under Active Referrals section and has agreed to close it, it will be taken off the system.

Please note: - Before closing a referral please ensure you have selected a Referral Outcome status, input a date of first contact (if appropriate) and provided a sufficient level of feedback for the Referrer in the notes section. 
Accepting a referral (P.O.C.)
1. Login to FORT and Select Points of Contact  from the main menu
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2. Look under the Incoming Referrals section (about ½ the way down the page) and click View beside the referral awaiting acceptance
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3. Select the referral you wish to view by clicking the unique reference number 
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4. View the details and click the green “Accept Referral” button
Please note:- Once a referral has been accepted it needs to be routed/assigned, to a member of staff (a Handler) to deal with (even if this is yourself).  Unless a referral is assigned to a Handler it looks to the referrer that the referral has not been dealt with.
Rejecting a referral (P.O.C.)
1. Login to FORT and select Points of Contact from the main menu
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2. Look under the Incoming Referrals section (about 1/2 down the page) and click "View" beside Incoming Referrals Awaiting Acceptance.
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3. Select the referral you wish to view and click the green referral reference number to display the referral details
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4. If you wish to reject the referral after viewing the details, click the red "Reject Referral" button

5. A page will then appear asking you to input your reason(s) for rejecting the referral

6. Input your reason into the box and click the green "Reject Referral" box
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7. The referrer will receive an email notifying them of your reason(s) for rejecting the referral
Assigning a referral (P.O.C.)
1. Once you have accepted the referral click on Points of Contact from the main menu to return to the Point of Contact screen 
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2. View the referral under Referrals Awaiting Routing 
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3. Click the green referral reference number to display the referral details
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4. Using the "Handler" field select the name of the person you wish to assign the referral to (even if this is yourself)
5. Click Update Referral

Adding a new user (P.O.C.)
1. Login to FORT and select Point of Contact from the main menu

2. Click 'Create User' from the Users section 
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3. Input the user's contact details and assign him/her a username and password (passwords must be at least 7 characters long) 

4. Under the memorable data field input a word/phrase (e.g. mother's maiden name, first school) that the user will be required to input to access the forgot username/password feature 

5. Tick the boxes to select the relevant role(s) (e.g. Referrer/Handler/Point of Contact) and CRMS access (if applicable) 

6. If you wish the FORT system emails to be copied to another email address select "Yes" from the "Copy to other email address" field and input the other email address(es) in the field below.  If you wish to input more than one alternative email address please separate each email address by a comma (,) 

7. Click the green "Save" button

Editing/viewing users (P.O.C.)

1. Login to FORT and select Points of Contact from the main menu 

2. Click view beside the User type list (e.g. Referrers) 
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3. Click the "Edit User" icon under the action column (far right hand side) 
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4. Update the details you would like to change (if applicable) 
5. Click the green “Save” button (or click “Cancel” to return to the user list page without making any changes)
Generating reports (P.O.C.)

1. Login to FORT and select Points of Contact from the main menu 
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2. Click the green "View" link under the Reports section (near the bottom of the screen) 
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3. Under the "Date Range" section, select the dates you would like the report to cover.  If you do not select any specific dates, the system will generate a report covering the last 30 days.  Please do not run a report covering more than three months at a time as this may affect the performance of the system (e.g. it will slow FORT down for all other users). 
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4. Under the Report Type sections select the type(s) of information you would like to include in the report by ticking/un-ticking the appropriate boxes.  The system automatically selects all of the tick boxes.  To de-select any of the options un-tick the box.  
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5. Input an appropriate file name in the "File Name" field (e.g. FORT Q3 Report) 

6. Click the green "Generate Report" button 
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7. A dialogue box will appear to allowing you to either open the report or to save the file.  Select the option you prefer. 

The report is generated as an Excel document--this is to allow users to manipulate the data in a way that will meet their own reporting requirements.  

Please note: The FORT reporting facility was upgraded in March 2011. Full reports are available for the period from 1 March 2011 onwards. Depending on the type of report required only partial data may be available for periods before 28 February 2011.
Using the logs (P.O.C.)
1. Login to FORT and select Points of Contact from the main menu
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2. Under the Logs section (near the bottom of the page) click "View"
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3. This will bring you to the main logs page

4. From here you can either use the simple search field or the more detailed filters below

Using the simple search field
1. Input your search criteria (e.g. Referrer name or referral reference number)

2. Under the Date Range section, select the dates you would like the report to cover.  If you do not select any specific dates, the system will generate a report covering the last 30 days.  In order to avoid affecting system performance, please do not run a log query covering more than one month at a time. 
3. Click the green Search button
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4. The results will then be displayed below

 Using the detailed filters
1. Select the type of main activity type from the "Module" field (i.e. Referral)

2. A drop down "Action" menu with the specific actions relating to the module you selected will then appear

3. Select the appropriate option from the "Action" menu (i.e. Create)

4. You can change the period of the report by using the date range filters.  If no date range is selected the system will automatically display records for the last 30 days.

5. Click the green Search button
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6. The results will then be displayed below

 Once you have selected the appropriate options from the drop down Module and Action menus you can filter the logs further by entering a specific search term in the Search field.  For example if you wanted to view the details of all of the referrals created by one of your Referrers for the period from 1 March-10 March 2011 you would:

1. Input the Referrer's name in the Search field (e.g. Selma)

2. Select Referral from the Module menu

3. Select Create from the Action menu

4. Select 01/03/2011 and 10/03/2011 in the To and From date fields

5. Click the green Search button

Downloading the Logs
1. If you wish, a copy of the logs can be downloaded by clicking the "Download Logs" link in the middle of the page
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2. A dialogue box will appear.  Select whether you wish to open or save the file and click ok.

The logs are generated as an Excel document--this is to allow users to manipulate in a way that will meet their own individual reporting requirements
Please note:  The FORT log facility was upgraded in March 2011.  Full log information should be available for the period from 1 March 2011 onwards.  Depending on the type of information required only partial data may be available for periods before 28 February 2011.
Exporting referrals (P.O.C.)
1. Login to FORT and select Points of Contact from the main menu 

2. Click the green "View" link under the Reports section (near the bottom of the screen) 

3. Under the "Date Range" section select the dates you would like the report to cover.  If you do not select any specific dates, the system will generate a covering the last 30 days 

4. Scroll down to the Export Referral section (near the bottom of the screen). 

5. Select whether you would like to export incoming and/or outgoing referrals by ticking the appropriate box(es) 

6. Input an appropriate file name in the "File Name" field (e.g. Incoming Referrals Q3)  

7. Click the green "Generate Report" button 

8. A dialogue box will appear to allowing you to either open the report or to save the file.  Select the option you prefer

The report is generated as an Excel document--this is to allow users to manipulate the data in a way that will meet their own reporting requirements. 
Please note that the Export Referral facility was implemented in February 2011.  Data for January 2011 or earlier may not be available.
Please also note that, in accordance with the Fife Rights Forum Information-Sharing Protocols (http://www.fiferights.org/information-sharing) export referral information is retained on the FORT for six years from the date the referral episode was closed or identified as inactive by the Fife Rights Forum Data Controller and/or Systems Administrator.





Searching for a client (CRMS users only)

1. Login to FORT and select CRMS from the main menu 
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2. Fill in the relevant search filters (e.g. First Name, Surname) 

3. Click the blue "Search" button 
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4. Any results will be displayed below

Adding a new client (CRMS users only)

1. Login to FORT and click on CRMS from the main menu 
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2. Using the Client Search facility, check the client is not already on the CRMS database 
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3. If the client is not already on the database, click the blue "New Client" link (near the bottom of the page) 
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4. Fill in the client's details form, ensuring that all fields marked with an * are completed 

5. Check the information is correct 

6. Click the blue "Save" button 

7. Once the details have been saved you will be taken to the Client Home screen.  From here you can Make a Referral, Add a Communication or update the client's details
Archiving clients (CRMS users only)
There are two ways to archive a CRMS client record 

Using the "Archive" action icon
1. Login to FORT and click on CRMS from the main menu 
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2. Using the Client Search facility, find the client's details 

3. Click the "Archive Client" icon displayed in the "Actions" section (far right-hand side) 
4. A grey dialogue box will appear asking you to confirm whether you wish to archive the client. Click "Ok"
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From the "Client Details" screen
1. From the client's home screen click on the blue "More client details" link 
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2. Click the red "Archive" button at the bottom of the screen
3. A grey dialogue box will appear asking you to confirm whether you wish to archive the client. Click "Ok"
Editing clients details (CRMS users only)

1. Login to FORT and click on CRMS from the main menu 
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2. Using the Client Search facility, find the client's details 
3. Click on the 'Go to client home' icon in the action menu
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4. Update the fields you would like to edit and click the blue "Save" button 

Please note--if you are not part of the client's lead organisation and wish to change some of the client's core details (e.g. name or address) the changes must be approved by the Lead Organisation (http://www.fiferights.org/quick-instruction-guide/860)
Editing a clients core details: Non-lead organisation (CRMS users only)
If you do not belong to a client's "Lead Organisation" and wish to change his or her core details (e.g. name or address) the changes must be approved by the Lead Organisation. 

1. Login to FORT and click on CRMS from the main menu 
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2. Using the Client Search facility, find the client's details 

3. Update the fields you would like to edit and click the blue "Save" button 

4. A message will appear confirming the change request has been submitted to the lead organisation and an email will be sent to the lead organisation notifying them of your request 

5. The changes will appear once they have been approved by the Lead Organisation  

6. Click the blue "Save" button 

7. Once the details have been saved you will be taken to the Client Home screen.  From here you can Make a Referral, Add a Communication or update the client's details
Accepting or rejecting core detail change requests: Lead organisations (CRMS users only)
If a user out with a client's lead organisation wishes to change any of the client's core details (e.g. name or address) an email will be sent to the main Point of Contact for the Lead Organisation requesting the changes to the client's core information be approved. 

1. Login to FORT and select CRMS from the main menu 
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2. Fill in the relevant search filters (e.g. First Name, Surname) 

3. Click the blue "Search" button 
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4. Click the "View Version" icon 
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5. A page listing the different versions of the client's record will be displayed 

6. The "Status" column shows which version of the client is currently used (or is "Enabled") 

7. Other versions of the client will be marked as "Disabled" 

8. Click on the "View Version" icon under the Action column 
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9. The requested core detail changes/differences are highlighted in pink 

10. Click the blue "Accept" button to accept the changes or click the blue "Reject" button to reject the changes 

Please note--if you reject a core details change request the details will not be saved and an email will be sent to the person who requested the change(s) informing him/her of your decision.
Making a referral via CRMS (CRMS users only)
There are two ways of making a referral via the CRMS 

Using the "Create New Referral" action icon
1. Login to FORT and click on CRMS from the main menu 
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2. Using the Client Search facility, find the client's details 

3. Ensure informed client consent has been obtained 

4. Click the "Create New Referral" icon displayed in the "Actions" section (displayed on the far right-hand side) 
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5. Select the category of advice the client requires from the drop down menu 

6. A list of organisations offering this type of advice will appear.  Select the organisation you wish to refer to. 

7. Click "Continue" 
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8. The client's name and address should be pre-populated.  If you wish to use different contact details tick the "Alternative Address" box and fill in the alternative details. 

9. Complete any remaining unpopulated fields as required. 

10. Once you have checked all of the information is correct click the green "Create Referral" button, then click on OK in the confirm box
[image: image67.jpg]Micrasoft Internet Explorer

=

sub

her





11. A confirmation page will appear indicating the referral has been successfully created. 

12. Click the "Terms of Service" link to read or print the terms of service for the assigned organisation 
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13. Depending on the type of consent the client has given, either click the "View/Print Data Protection Statement" or "View/Print Written Consent Form" to read or print the data protection statement/consent form 
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From the "Client Details" screen
1. Login to FORT and click on CRMS from the main menu
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2. Using the client search facility, find clients details
3. Click the "Go to client home" icon displayed in the "Actions" section (displayed on the far right-hand side) 
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4. On the clients home screen click on the blue “Make a referral” link (half way down the page)
5. Select the category of advice the client requires from the drop down menu 

6. A list of organisations offering this type of advice will appear.  Select the organisation you wish to refer to. 

7. Click "Continue" 
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8. The client's name and address should be pre-populated.  If you wish to use different contact details tick the "Alternative Address" box and fill in the alternative details. 

9. Complete any remaining unpopulated fields as required. 
10. Once you have checked all of the information is correct click the green "Create Referral" button, then click on OK in the confirm box
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11. A confirmation page will appear indicating the referral has been successfully created. 

12. Click the "Terms of Service" link to read or print the terms of service for the assigned organisation 
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13. Depending on the type of consent the client has given, either click the "View/Print Data Protection Statement" or "View/Print Written Consent Form" to read or print the data protection statement/consent form
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If the client is present when the referral is created s/he should be given a copy of the assigned organisation's Terms of Service and the Data Protection Statement.  If the client is s/he should be made aware of the assigned organisations Terms of Service and how to access any information under the Data Protection Act as appropriate (e.g. verbally over the phone or by post).
The responsibilities of the client to engage with organisation s/he has been referred to (e.g. by keeping appointments, taking appropriate documents with them) should be clearly explained.  Clients should also be advised of their rights to return to the referring organisation if they are not satisfied with the outcome of the referral. 
Adding a client communication (CRMS users only)

There are two ways of adding a Client Communication to a CRMS client record 

Using the "Add Client Communication" action icon
1. Login to FORT and click on CRMS from the main menu 
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2. Using the Client Search facility, find the client's details 

3. Click the "Add Client Communication" icon displayed in the "Actions" section (telephone symbol located on the right-hand side) 
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4. Select the Communication type (e.g. Telephone In) 

5. Add a note (e.g. Telephone call from client to confirm appointment on Monday) 

6. Click the green "Save" button 
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From the "Client Home" screen
1. Login to FORT and click on CRMS from the main menu
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2. Using the client search facility, find the clients details

3. Click the “Go to client home” icon displayed in the Actions section (displayed on the far right-hand side)
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4. From the client's home screen click on the blue "Add Communication" link (near the top of the client home page)
5. Select the Communication type (e.g. Telephone In) 

6. Add a note (e.g. Telephone call from client to confirm appointment on Monday) 

7. Click the green "Save" button
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Generating a CRMS report (P.O.C. with CRMS access only)
1. Login to FORT and click on CRMS from the main menu 
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2. Click the blue "Generate Report" link (about 2/3 way down the page) 
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3. Select the CRMS version(s) you want to include in the report and whether you want to include the clients' names, dates of birth etc. 

4. Assign the report an appropriate file name (e.g. FORT CRMS Q3 Report) 

5. Click the blue "Generate Report" button 
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6. A dialogue box will appear to allowing you to either open the report or to save the file. Select the option you prefer. 
The report is generated as an Excel document--this is to allow users to manipulate the data in a way that will meet their own reporting requirements. 
Generating an individual client report (P.O.C. with CRMS access only)

1. Login to FORT and click on CRMS from the main menu 
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2. Using the Client Search facility, find the client's details 

3. Click the "Report" icon displayed in the "Actions" section (far right-hand side)
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4. Select whether you want to include the clients' names, dates of birth etc. 

5. Assign the report an appropriate file name (e.g. Mr Smith June 2010) 

6. Click the blue "Generate Report" button 
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7. A dialogue box will appear to allowing you to either open the report or to save the file.  Select the option you prefer. 

The report is generated as an Excel document--this is to allow users to manipulate the data in a way that will meet their own reporting requirements. 
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