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Create a Contact 
 
After finding or creating the person, you will be taken to their Basic Demographics. Find and click on 
the link titled Create a new contact which is located under the Actions heading. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A pop-up may appear asking if you wish to 
proceed. If it does, click on OK. 
 
 
 
 
 
This will start the contact 
process. 
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On the left-hand side of your screen is the pathway for the New Contact 
Record. If an item is in blue, it signifies that this part of the pathway is in 
process and is not complete. Items in white have not been initiated and items 
in grey indicate that a pathway element has been completed. 
 
 
 
 
 

 
 
 
 
 
 
From here you can click on Start Contact to begin the form, however, if you need to include 
information for multiple children within the family, then you will need to click on the tickbox next to 
each child listed. You can also add relationships from this screen if you have not entered them earlier. 
 
 
 
After clicking on Start Contact, you will be presented with a screen like this one. 
 
 
 
 
 
 
 
 
As this is a new child that we have inputted into the system, there are no previous records so we can 
click on Start Blank to proceed. If records did exist for this child, they would appear here with a tick 
box option to select the records we wished to copy forward onto this contact. 
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You may notice that a new icon has appeared underneath the 
child’s name. If you hover your mouse pointer over this, you 
will be informed what the icon means. In this case, it is 
informing us that a contact record has begun. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You should now follow the process outlined in the form. Consider this a script that is advisable that 
you read and adhere to as you are conducting the contact. Items in red must be completed.  
For the Date of Contact field, after inputting a date, add a space after the year and then input the 
exact time that the contact started. This ensures we have accurate times recorded.  
 

 
You should complete as much as you can in this first screen (EHM Contact Record) and then you can 
move on to the next area (Worries and What’s Working Well) and keep following the process 
throughout each section on the left-hand side. Remember that any areas in red text must be 
completed. 
 

 
If you want to know what the phrases say in full, you can either hover 
your mouse pointer over them –  
 
 
 
 
 
 
 
 
 

You must add in the time of the 
contact after the date. 
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Or click on the pin icon to expand the area. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
A date and time must also be entered in the Analysis and Judgement section. 

 
The process will differ depending on what you select from the Suggested Outcomes area.  

 
 
 
 
 
 
 
 

Once you have completed the record, proofread and check your text and then click on Save in the top 
right of your screen IF you are not ready to finalise the record OR click on Finalise Record which will 
save the contact information to the child’s record. 
 
 
 
 

 
A pop-up may appear asking you to confirm that you 
wish to finalise. Click on OK. 


