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[bookmark: _GoBack]A Case should be created for each appointment you have with a student.. The aim of a case is to keep everything stored together about that particular student/meeting – e.g. details of things discussed, documents, appointments, emails. If the student later came back and wanted another appointment, another ‘new’ case should be created. 

There are a number of ways in which a Case can be created in CRM. However, you should only need to create cases from the appointment, which will be covered here.

1. Creating a Case from an Appointment

Once you have marked the appointment as Attended or No Show, you can convert the Appointment to a Case.

Open up the Appointment.
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Click on ‘Convert To’ field
Select ‘To Case’ from the menu.
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A Convert to Case window will appear. 
The student will pull through to fill the ‘Customer’ field from the ‘Required’ field on the Appointment form. 

[image: ]
You now need to pick a Subject.
The Subject Header is Careers.
There are many different Subjects you can drill down to depending on what the meeting was about. Use the Notes that have been added to the appointment to assist you. You can drill down into sub-subjects by clicking on the triangle:
[image: ]
Click Select when you have picked the correct Subject
A ‘Convert to Case’ window will again appear. 
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Please ensure that you update ‘ Change the Task Status to Completed and close the form’ to ‘No’.
Then click Convert.
The Case will be created and will now appear under My Active Cases on your Dashboard.
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[bookmark: _Toc47429717]
Assigning a Case

You can assign a case to another member of your team. Whilst in the case, on the menu ribbon at the top right of the screen click the 3 dots 
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Click Assign, the following box will open up
Assign to - select either Me or User or Team
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If you select User or Team, you can then search for the staff member. Click on the magnifying glass, Look up more records and the following box will open
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Look for – should default to User
Look in – User Lookup View
Search – start typing the name of the team member (using * to wildcard), search
Select the correct person from the search results (the tick will appear next to their name once selected) and click Add, then Assign. 
Save



1

image1.jpeg
X | [VERPOOL

JOHN MOORES
UNIVERSITY





image2.png
B SAVE v MARKCOMPLETE [ CLOSEAPPOINTMENT & PROCESS ~ & CONVERTTO ~

APPOINTMENT ¥

Booked Appointment - Debbie Smith -
@odmasnitisuasietisine

Appointment Number @ -- Description
Subject™® Booked Appointment - Debbie Smith Employab
Appointment Type B Careers 1-2-1 relating to:
. N <p>
1-2-1 Telephone o ooking f
Appointment Subject  Employability Advisor internships
* -CVsand ¢
Outcome ™ Attended preparing f

Appointment Directio  Outbound application




image3.png
[ To Opportunity
/ To Case




image4.png
Convert to Case

Specify the detals of the new case.

Customer * X Deborah Jane Smith
Subject -

Open the new case Yes

Change the task status to Yes

Completed and close the

form

Convert

Cancel





image5.png
Subjects

O None

b Advice

4 Careers

|» et
b Employabilty Adviser
b Trainers

o33

Counselling

Default Subject
Disability

Discretionary Funds
Funding/Money
International

Mental Health

vvvvvvvvw

Select Cancel





image6.png
Convert to Case

Specify the detals of the new case.

Customer *

R Paul Dawson

Subject

CV/ covering letter

Open the new case

Yes

Change the task status to

No

Completed and close the
form

Convert

Cancel





image7.png
amics 365 Student Servic... v [ Cases Booked Appointmen... >

Enable Now

EF SAVE&CLOSE 4+ NEW I SAVE 4, CREATE CHILD CASE [ CANCEL CASE CASE DETAILS REPORT B, ADDTO QUEUE & PHONECALL [ QUEUE ITEM DETAILS === A ¥ A

CASE : CASE (WELFARE) ¥
Priority Created On Status Owner®

BOOked AppOintment - Debbie Smith k Normal ﬁ11/01/2021 15:24 New Case & Deborah

v Date Case Created & 11/01/2021 15:24
Client Contact Method * click to enter
v/ CFE or Careers Indicator ™ Careers

SA (Active for 1 minute) Next Stage @

SummaM

CASE DETAILS POSTS ACTIVITIES NOTES Welfare Contact
student™ £ Deborah Jane Smith Al « | AddPhone... Add Task 2 4
Contact - Booked Appointment - Debbie Smith Full Name* Deborah Jane Smith
Brief Description™  Booked Appointment - Debbie Smith Employability Advisers provide practical help for all of your queries relating to:
D B CAS-60068-G4Q2Y6 Completed by Deborah Smith Today Known As Miss Deborah Jane Smith
Subject ™ CV / covering letter Student Number 704042

SSIN -

Follow Up/Target R ==
Tune® Issue A Primary Personal | DJSmith@ljmu.ac.uk.local




image8.png
QUEUE & PHONECALL [ QUEUE ITEM DETAILS . r» ¥

&2 Assign





image9.png
Assign to Team or User

You have selected 1 item. To whom would you like to assign it?

Assign To

User or team

3

Assign

Cancel

»

<




image10.png
Look Up Record

Enter your search criteria.

Look for. User
Lookin User Lookup View
Search diane*taggart™

| Full Name A | MainPhone | primi &

« I ,
1o ) W apage
New Cancel Remove Value





