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Pathway:  Main Menu > Contact Log 
 
The Contact Log is a very useful tool for tracking all communication with the parents/guardians of the student and identifying the subject of that 
communication.  This can serve a variety of purposes.  The use and purpose of the Contact Log functionality should be determined by 
District/School policy and from there the necessary security can be assigned to those individuals who should be using the Contact Log to create 
an historical record of communication for each Student Services student. In order to maintain historical integrity, and if there may be any need to 
have this record stand for any use other than regular school use, it would be helpful to include in the use policy under what circumstances an entry 
may be edited. 
 
 

 

To create a new contact, 
click Add and then fill in 
the fields from left to 
right. 
 
To edit an existing 
contact record, first 
select the record in the 
list and then click Edit. 

If a contact is edited, a 
new record/version 
number is created to 
indicate that the original 
was changed. 
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Contact Log Detail screen 
 
 

 

Contact Type is 
selected from a drop 
down list containing 
th ti

Position is selected from 
a drop down list by 
clicking the ? button 

Person Contacted may 
be typed in, or a 
parent/guardian may be 
selected by clicking on 
the P button 
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