
 

 

 

 

 

 

 

AJC – Adding Contact Tracking Desk Aid 
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1 Click on the  Add button located on the  

right-hand side of the employer page. 

2 

Enter Today’s date in the Contact On area 

and a Recontact On date if you need to 

follow up with a contact  

Select a Staff Visit Reason  Select a Contact Type  

Add Notes for Purpose 

Add Notes for Results 

Click on Save Save 

Check the 

Communication List to 

ensure your contact 

tracking notes have 

been Added 


