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Creating a Service Record

Market: House, Senate

Description: In 1Q, services (e.g., Casework, Flag/Tour Requests, etc.) have their own templates yet
share common processes. This enables customization in data entry and uniformity in process
management. These instructions teach users how to create a service record in 1Q.

2.

1. Search for a contact record using the Find and Add a Contact icon

2. Click the radio button next to your existing Contact or, if the Contact does not exist, add in the
rest of their information and click Add Contact.
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3. Click the Add Service button when viewing the Contact.
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4. Select the appropriate service and click Continue button.
a. *Note: If you do not see the Service you need listed, click on Add to New Any
Template.

Create new Service with this Contact as Primary Person

Please select an option

O Add to New Casework

O Add to New Flag Request (Web - Pay.gov)
O Add to New Meetings

O Add to New Tour Request

O Add to New Scheduling Requests

O Add to New Military Academy Nominations
O Add to New Projects & Grants

O Add to New Any Template

Cancel

5. Enter all necessary information in the Edit {service} window. Click through and enter all data
on the additional tabs at the top. Be sure to also include a Service Code.
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