You will need:
Internet connection
Your JHED ID and password

Web browser: Firefox, Safari or Chrome
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The following custom interactions have been added to the database
for your use:

Contact> Phone Call
Contact> Email
Contact> Meeting

This guide will demonstrate how to add a custom interaction to
a record.
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Click Records.

slate | =
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)
Click Timeline.  Alexander, Jack

vasioua Timeline Profile Materials

Biographic
United States Citizen

Activity History

Click Interactions followed by New Interaction.

hr! Ann Shiu Logout

o
e
Alexander, Jack Prospect 702067258

Dashboard Timeline Profile Materials

o Code Subject User/Status =

New Interaction Interactions
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06/28/2018 Source SoE Prospect Migration final.xlsx .
Campaigns

Search Interactions...

¥ Messages
¥l Sources
¥/ Interactions
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Complete the interaction form; click Save when com-

p I ete : Interaction
User | Shiu, Ann v |
User - this will default to Code | v
the user name | Date |08/03/2018 | Time |12:41:41 PM
Code- select the parent | Subject | | |
code of the interaction. Private Comments

Date - this will default
to the current time, but
can be overridden. Public L} Post to online status (includes subject and public comments)
Subject - the subject will be
visible on the student record.
If the interaction code is sufficient, leave this blank.
Private Comments - private comments are only visible administratively.
Public - Leave this setting unchecked. If checked, comment
here will be made public.

Save Cancel

User/Status Timeline
Interactions

Audit Log

Note—Use the Search Interactions box or toggle on the Cambaians

interaction types by using checkboxes to easily find specific
interactions on the student record. A list of interactions based

on Parent Codes may also be displayed. ¥/ Messages
¥ Sources

Search Interactions...

¥ Interactions
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