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GM Squared – User Guide 
Telephone Information System
Information and Communications Team Remit

· To signpost and give information that is available on the Manchester Community Central website 

· To signpost and give information on One Central Place

We provide information that is available on the Manchester Community Central website, One Central Place or factual information, not subjective information 

The following information is to act as a guide to using GM2 case management system is logging calls that the Telephone Information Service receives.

All log in details currently used to access the Manchester Community Central website will be the same for logging into the system. 

To access the system
· Open Manchester Community Central website

· Click on admin 

· Enter username and password

· Under user navigation (right hand side of the page) click database
· This will open GM2 system and display Home Dashboard

Note: Home dashboard will be configured once more data and activities are started to be inputted into the system.
The menu on the left of the homepage will show you who has recently been on the system

To find contact individuals / organisations -  search for the individual name first then the organisation as second priority.

· Click on database menu which will display a drop down menu

· Click on find contacts which will open a new page

· Using the search box at the top of the CiviCRM taskbar enter the name of the individual or organisation. This will create a drop down menu list of possible matches already stored in the system against the information supplied.

· Using the cursor keys or mouse to select the possible match.

Note: This will then display that organisation / individuals details to ensure correct match has been chosen and will allow a new relationship / activity to be added.

OR

· Using the search box in the middle of the page enter the name of the individual or organisation.

· Click search this will create a chart of possible matches against the information supplied.

· Click on the potential match to display the details (see NB above)
To create a new activity / relationship (log a call) for an individual / organisation already listed within the system.
· Locate the individual / organisation using the above steps

· On the summary / events / activities / relationships / profile page drop down the –new activity- menu and choose the appropriate option.

Note: in terms of logging a telephone call this will be the telephone option

· Choose the correct option and this will automatically open a new screen entitled activities.

Within this screen will be the following headings – items with red stars are compulsory fields:
Added by – should already have your name attached

Assigned to – this is if the call is to be referred to the programme manager / 


     training co-ordinator

Subject – Enter 0333 

Location –  leave blank

Date – should be automatic 

Time – should be automatic

Duration – leave blank
Status – use drop down menu to choose options
scheduled – keeps the activity open i.e referral to programme manager /   training
                     co-ordinator 
completed – closes the activity i.e. dealt with the enquiry no further assistance 
                           required 
Details – use this box to give description / overview of the call 

Priority – keep as normal unless it is viewed as urgent

Type of Support​ – click down the menu and choose appropriate option

Action Taken – choose appropriate option

Note: There is the option to complete the action taken detail / attach attachments / schedule follow-up

Attachment – to upload (maximum of 3 documents) click on the arrow this will show three browse search boxes. Click on browse and locate the file you wish to attach. 
Note: This document should be saved within your folders on your computer. 
Schedule follow up – click on the arrow to display schedule follow up activity. Choose the appropriate activity from the drop down box and the number of days. Enter text within the subject heading.
At the end of this screen ensure that save is clicked to save the information.

Once save is clicked and a referral is to be made then an automatic email will be sent by the system to the referred Manchester Community Central team member as identified in the assigned box.

To create a new relationship within an organisation – find the organisation within the system.

On the summary / events / activities / relationships / profile page 

· Click on the relationship tab

· Click on new relationship which will open the new relationship page

Relationship Type  - click on the correct relationship type from the drop down menu
Find Target Contact – type in the individual name (this must already be on the system) – if not then exit and follow steps to create a new individual.
Once the individual has been located then you can create the relationship 

· Click on save
To add a new individual
· Click on database menu which will display a drop down menu

· Click on add new individual which will open a new page

Enter the data into the fields as much as possible ensure first name and last name are entered 

· Click on check for matching contacts
Note: This is compulsory to ensure that there are no duplications entered into the system.

If there is a matched entry on the system click edit to use the matched contact 
If there are no matching individuals then continue with adding all the data and click save

To add a new organisation

· Click on database menu which will display a drop down menu

· Click on add new organisation which will open a new page

Enter the data into the fields as much as possible ensure organisation name is entered

· Click on check for matching contacts
Note: This is compulsory to ensure that there are no duplications entered into the system.

If there is a matched entry on the system click edit to use the matched contact 
If there are no matching organisations then continue with adding all the data and click save

To edit details for already existing organisations / individuals

· Follow instructions to locate the organisation and /or individual

· On the summary tab click edit to open a new page and allow for changes to be made

· Contact details – this will be open to make changes to the contact details such as name / telephone number 
Note: Ensure that you click ‘check for matching contacts’

· Custom Data (click on the subheading) – this will give options for data protection and McrCC Where Do They Work? 
Note: 
· Address (click on the subheading) – this will allow changes to be made to the address data

· Tags and Groups (click on the subheading) – this will allow a ‘tag or group’ be entered onto the system for future statistic usage

After each amendment ensure save is clicked

To edit an existing activity
· Follow instructions to locate the organisation and /or individual

· Find the relevant activity to be edited

· Click on edit this will then allow amendments / editing to be made
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