SvdP Database for New Members

The three most common activities involving interaction with the SVDP
Database by active advocates are:
Searching the Database - to determine if there is an existing client
record established for someone who has left a message on the hot line
so that the responsible advocate can be notified
Creating/Updating Client Records for someone who has contacted
the Help Line asking for help and meets the criteria of either residing in
our Zip Code or is a Parishioner.
Creating/Updating History Records associated with the client
interactions that occur each time there is a request for help
Searching the database is most commonly used to locate a client record
for existing clients or to determine if a client record exists for a potential new
client. Some conferences use the Find function to search for an existing
record by looking not only for the name, which might be misspelled, but also
for a matching phone number or DOB.
The initial screen presented upon logging into the database provides several
access / search options.

Most useful when searching for a client record is the “Find” function. Some
members also find the alphabet very useful. By clicking on the first letter of
the last name, a list of records is displayed. Scrolling through the list or
using the Ctrl F keys to further search for a name is easy to do.

Note: When entering search criteria into the find record screen spelling and
hyphenating must match what exists in the record in order for the search /
find to be successful. The whole string does not have to be entered.
Examples: The first 4 or 5 letters of the last name or the last 4 digits of a
phone number may be sufficient. DOB must be a complete date in the
format: MM/DD/YYYY.
The My Cases function is useful for displaying the records that have the member’s
name in the advocate field. The records are displayed so that those being worked
on are displayed before those that are “done”.

Creating a new Client record is required when a prospective client makes
contact, typically through a call to the Hot Line and meets SVDP criteria for
being helped (qualifies by either living within the Conference geographic
boundary or is a Parishioner). Typically the Hot Line Advocate who has
interacted with the prospective client creates the base Client Record utilizing
the Add Record screen followed by the New Client screen. Entering all
applicable detail information about the client is done by the Advocate(s)
following the meeting with the new client.

Enter the name (first and last name are required) and click on the Add
Record button for a client or Add Member Record button for a member.
Entering “Please” in the last name and “Help” in the first name and clicking
on Add Record resulted in the next screen in the Demo database. Note that
only the name is displayed and the record is in edit mode (yellow
background). The user can enter the rest of the data and then click on the
Save button.

The data filled in by the helpline person is defined by the conference but is
generally the following:
Email Address: (This makes it possible for advocate to share resource
book)
Process: Assigned
Advocate: Lead Advocate on the schedule for the day
Address: including Apartment, City and Zip Code
Telephone number: Home or Cell field whichever applies
Apartment Complex: if applicable
Referred by: Select who gave them our number to call.
Parish: if applicable(in case they are a registered parishioner of
another Catholic Church)

Help Line Comments: Start with the day of the call, the reason they
gave for the call and any other comments that you think will help the
Lead Advocate.
Updating Client Record occurs anytime there is additional contact with
the client by either the Help Line or Client Advocate and changes need to be
made to the base record. As is typical with any database record it is required
that the “Modify”Function be selected before making any changes and the
“Save” function be selected when the changes have been entered in the
record.
In addition to the previous screen shot, the following fields are displayed.

The following screen shot shows the fields that are only displayed if the
conference deals with food delivery.

Creating/Updating History Records is where the specifics of what the
recommendation(s) are for each interaction with the client when an
Advocate is asking for action usually involving the expenditure of conference
funds. The fields that are displayed are defined by each conference. For
example, a conference may decide they do not need the Organization help
field.

The payment request field is defined by the conference and can contain the
information for two or more payments. It is a text field, so the information
can be copied and pasted by an advocate for additional payment requests.
All relevant fields must be updated including the details for each payment
request so that the Treasurer can effectively make all payments that have
been approved. The Treasurer will update the top part (check # check date
and amount).
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