Quick Intake 
	Step 1
Login to the system.
Click on the Intake Tab. 
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	Step 2
Click on the New Quick Intake button. 
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	Step 3 
Fields outlined in pink are mandatory fields. 
a. Look under the blue heading Date Reported & Reporter Concern. Enter today’s date in the Date Report Received field. (It should auto populate.)
b. Enter fictional information in the What is the Concern You Want to Report field on the right of the screen.

	
b.
a.
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	Step 4
Scroll down the screen 
to the Reporter Details section. 

Click on the Lookup tool (the spyglass symbol). Search for your reporter’s name. A new pop-up window open with the Lookup tool.
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	Step 5
In the search field, enter the last name of the Reporter from your datasheet. Click the Go! button. A list of names will appear or you will receive another error because that person is not yet in the system. 
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	Step 6
Close the window 
(click on the X box at 
the top-right). To return to the Quick Intake screen.
	
[image: ]

	Step 7
Enter data from your datasheet for the Last Name and the Reporter Demographics fields, Reporter Relationship menu. Choose “Familial” and “Self” from the the Reporter Category and Type drop-downs. 

Notice that the What is the Concern You Want to Report? field on the right moves as you scroll down.
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	Step 8

Click on the Lookup tool (the magnifier symbol). Search for your victim’s name. A new pop-up window open with the Lookup tool.

**All individuals with intellectual/development-al disabilities served by ODDS will be preloaded to CAM.**
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	Step 9
Under Alleged Perpetrator Details, at the Alleged Perpetrator Name field, click on the spyglass and repeat the above steps to use the Lookup tool. 

Fill-in the 
Alleged Perpetrator Demographics section from your datasheet information.
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	Step 10
Under the Incident Details area, choose fictional information for the remaining fields of your choice. Fill in at least the Present Location of Victim, Incident Date, and a drop-down choice for Incident Address.

If you wish, enter fictional information in the Other Incident Location field.
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	Step 11
You must save your Quick Intake using one of two buttons on the bottom of the page, otherwise your information will be lost. 

You have two options.
1. If you click on Save and Stay on This Page, you will notice the system will assign an Intake Number you can give to your caller. 
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	2. Click on the Save and Continue button. This advances you to Full Intake or you can do another fictional Quick Intake for practice. Notice an Intake Number was assigned. This shows up on your Feed/Posts.

You made it!
	

2.
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