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e Communication Log
0':'0. Log Follow-Up Communication

Link: Communication Log from an Involvement, a Person or for a Service Provider

Note: for v4 Governors Communication Log refer to RG_OL_Governors_Correspondence_Follow-Up.
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2. If the Communication Log has been opened from an Involvement Form, you can view the Subjects that have
been defined for the Involvement by clicking the down arrow next to the Subject’s Log button.
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3. Highlight the required Communication in the
summary list and click the Log Follow-Up button.
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4.To Log Follow-Up:
Select Type and Direction for the
Follow-Up communication
e.g. Telephone Outbound.
Click Continue
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6. If required, click the Add button to display Person Enquiry and select a new Subject, From or To.
NOTE: for Early Years communications, there is no Subject.

7. If aresponse is required, select the Response Required check box to display a tick. Referred To
defaults to initiator of this communication

8. Click the Save button to save the Follow-Up Communication.

@ Related Reference Guides:
Communication_Log_New Communication
EY_Log New Communication
OL_Governors_Record Correspondence
OL_Governors_Correspondence_Follow-Up

Capita One. Tel: 01234 838080. Email: info@capita-one.co.uk. Web: www.capita-one.co.uk.
‘ A P I I A © Capita Business Services Ltd. 2018. All rights reserved. No part of this publication may be reproduced,
photocopied, stored on a retrieval system, translated or transmitted without the written consent of the publisher.

For more detailed instructions refer to the online help file. You can contact the Service Desk via My Account.
This guide is based on the version of the software (Spring 2014, 3.53) in use at the time of publication.



