MVLC Client Database Guide for Volunteers
www.theMVL C.force.com

1. Search client last name in search bar.

Intakes

MVLC Visits MJC Forms Visits M-LINC Intakes

M-LINC Visits

2. Determine whether the client is already in the system. Click SHOW MORE to see additional
pages of results. To see similar names, search a few letters followed by an asterisk. For
example, search “Sm™” to see all names starting with those letters.

T
=4
Action CllenE \WHICH CLIENT IS ITN
Edit 138 & CHECK FIRST NAMES,
0000 BIRTH DATES, PHONE
Edit 0000;  NUMBERS, ETC. TO

Edit 0000  DETERMINE IF THE

smmgocnl CLIENT IS ALREADY IN
OUR DATABASE. ‘

Intakes (25+) Show Filiers

Edit

Last Name
Smith
Smith v
Smith

Date of Birth Meead Interprater SEE OFFICE NOTES! Phone

Jackson-Smith

Smith

Work carefully to avoid duplicating a client that is already in the database. If you notice
duplicates in the system, tell a supervisor.

You can also search by a client’s phone number or confirm whether the client is already in the
system by looking at the phone number and birth date.

If you cannot find a client, you need to make a new profile. Skip ahead to step # 6.

3. If the client is already in the database, open their intake profile by clicking on the Client ID.

% Intakes (2) Show Filters

Action ClientiD
cdit  Client-00008665

Full Name

Sam (for training) Jones (for training)

G Client-00026542 Sam Jones (for training)
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4. Confirm with the client that the information in their intake profile is still accurate. Make

updates as needed using the “Edit” function.

y Intake

» Client-00008665

MVLC Visits [3] | MJC Forms Visits [0] | EPC Visits [0] | Upcoming/Past Appointments [0] | Calls [0] | Small B

take Detail

Delete

Sam (for training)

iformation
First Name
Middle Name
Last Name
Suffix
Business Name
A KA
Date of Birth (xx/xx/xxxx)

Jones (for training)

12/1/1972
DOB Not Provided

Consent to receiving text v
messages?

Language for Survey  English

Preferred Mobile Phone  (414) 222-2222

Home Phone
Email sam@email.com
Address 1234 Main Street
City Milwaukee
State  Wisconsin

Zip 55555

Mr. Jones, are you still on
Main Street? Is your phone
number still 222-2222?

Gender Male

Race  Mixed
Marital Status  Single

Public Benefits  Food Share

Housing Type Rent

Number of Adults in 1
Household

Number of Minors in 2
Household

Monthly Household Income
(before taxes)

$501-$1,000

Do you currently havea Yes
paying job?

Veteran/Active Duty Service
Member

Wufoo #

5. When a client has been here before, review their recent visit notes with the volunteer attorney
by clicking on the Visit ID for each prior visit date. You may need to step away to consult with

a supervisor. Then, jump to step 8.

MVLC Visits New MVLC Visit
stion VisitlD Visit Date Legal Issue 1 Service Location Status

i D 8192021315 ccson  mLc @HOP  SOTPISS
oo M NN N wcaver Szve
it |Del SMLC.  D82018407 pbate  MvLc@HOP  gomPleted.

MIVLL VISILS nep

ALERT NOTES

Mr. Jones has been calling frequently asking the same questions
repeatedly. He may need extra patience from volunteers if he returns.
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6. If the client is not in the system, create a new client. In the INTAKE tab, select NEW.

@ Visits MJC Forms Visits ~ M-LINC Intakes ~ M-LINC Visits

Intakes Help for this Page &
% Home

View: 5 Gol | Edit| Create New View

Recent Intakes Recently Created

ClientiD

00001134

7. Enter as much data as the client would like to provide. Press SAVE.

Intake Edit Help for this Page €@
New Intake
Intake Edit Save | Save & New| Gancel
Information | = Required Information
FirstNamo | Gender | __none--
Middle Name Race --None--
Last Name I Marital Status. -

Dato of Birth | /251977 | [ 9/26/2017 ] Public Benefits

Chosen

BE

Zip
SEEOFFICE
NOTES!

8. Select NEW MVLC VISIT.

Action VisitiD Visit Date Legal Issue 1 Service Location Status
Edit 00000555 TA22017 2:00 PM Small Claims MVLC @ UCC Completed, Seen

9. Review the Explanation of Clinic Services with the client. Ask if they have any questions. The
client keeps the paper version. Check the box in Salesforce showing the client receive it.

<« MVLC-00018839

« Back Custom Object Definitions

MVLC Visit Detail Edit Delete

v For Volunteers
Client Name
Visit Date  6/19/2021 1:00 AM
Status  Completed, Seen
Service Location  MVLC @ Remote Services

If Special Clinic

Received Explanation of Services v
ase Category  Family & Safety
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10. Take clear notes for future use by clinic staff and the client. Use the Notetaking Guide as a
reference. Press SAVE which will allow you to see the “printable view” button.

MVLC Vier fan

" New MVLC Visit

MVLC Visit Edit

For Volunteers

Bervice

¥ Speciel Chmie

Lecation

| rore

@»..... —
H

Voluntesr Law Student

Volontess Lawywr

Inturpeates Naevw (F prenent)

Statersent of Fa

cta

Lope Oueanons Presanted

Lage Advice Provided

11.

1+ Regured riomaton

Viaa Date | | 9252017 245 P\ )
Cane Category | —oicre 8
Loge! leace 1
Lagal lssse 3
Reter s Wade

Second Referrs’ Viade

Lawyer wit foflow up after viet

Fon Wavier Compated

Print notes for the client. After you press SAVE (as instructed above), you will select today’s

visit from the MVLC Visits list. You will now have the option to open the notes in a printable

view.

_m MVLC Visits  MUC Forms Visits  M-LINC Intakes  M-LINC Visits

Intake
% 00000530

= Back to List

MVLC Vigts 1] | MAIC Forms Visits 0]

Intake Detail Edit
* Information
FirstName  WWanda
Middie Mame  Joyco
Last Nama Smith
Dateof Birth  57/1954
Phone  (414) 240-8548
Email
Address 8436 Sorvite Dr.
Gty  Miwaukee
State  Wisconsin
Zp
SEE OFFICE NOTES! |

= MVLC Visits

Action VistiD
Edit | Del 00000

R TH22017 200 M

Edit

New MVLC Visit

Logal lssue 1 Service Location
Small Claims MVLC @ UCC

Status

Printable View | Holp for this Page &9

Gonder  Female
Race  Whiie or Caucasian
Marital Status  Single

s Food Share; SSUSSDI

MVLE Visits Halp (7

Offica Notes.
Completed, Seen  Chient could return to fill out small claims form ONLY case beyond own scope
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12. Select Printable View. Take a few moments to discuss your notes with the client and provide

any necessary clarifications. Print one copy for client to take with them.

W MJC Forms Visits  M-LING intakes  M-LING Visits

| MVLC Visit
<« 00000555

= Back to List: Intakes

MVLC Visit Detail

¥ For Voluntears
Barvios Locathsn
I Epacial Clinie
Weduntesr Law Sludar
Volumtear Lawyer
Inferpreter Mama (if presand)
Biniwmani of Facis

Lagal Quastians Prasanied

Legal Advice Provided

Ot Tirma

Law Studees - Post Vigil B
Edit
MVLEG & UCC Visit Date
Casé CHlagaTy
Kendall Lagal laws 1
Jake Legal lssue 2
Refurral Mads
Tendnt éviched Jx Second Refarral Mads

Wigeripd that her Belongings heve bean sioken;
case worker claims they are a1 old {groug?) home,
‘whit shis and & Triend wanl o houss 1o S6e iems,
tha woman nener mad her Bnd cannct contact
aryons olsa
Larmiyar will fallow up afier
wialt

Fim senall claims fooms 1o gol belongrgs back Foe Wavier Competad
Contact nursing homa lawyers, sinco legal action
would not bike your cise

THEEDAT 3:00 PM Win
Living Wil

PO for Finances

POA far HEsithomne

Printatdhy Vipw | H

13. Go back to the Intakes page. Make sure you never leave a client’s information pulled up on the
screen for others to see.

Intake Edit

= New Intake
Intake E@ Save | |Save & New | |Cancel
Information
First Name | Gender —-None--
Middle Name Race —-None--
Last Name | Marital Status | _-Nope--
Date of Birth | 9/251977  [9/25/2017] Public Benefits

Email

Address

City  Miwaukee

State  wisconsin

Zip

SEEOFFICE [
NOTES!

Housing Type | —_None--
Number of Adultsin | 1

z
[}

ran/Active Duty
Service Member

Save | |Save & New | | Cancel
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