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September 24, 2010

To:		ECDD Area Directors, ECDD Field Administrators, and 
WorkFirst Supervisors 

From:		Kelly Lindseth, WorkFirst and OES Director


Subject:  	Instructional Guide – Customer Automated Tracking System - Home Page change: New Customer Contact Information Screen

Effective September 27, 2010, a new ‘Customer Contact Information’ Screen will be available in CATS. 

The ‘Customer Phone Number’ field on the Customer Home Page is replaced with the field ‘Customer Contact Information’. This field is linked to a pop up box that allows staff to enter additional phone numbers and an email address. The use of this new feature is not mandatory; however staff may choose to use it when a more current phone number or email address is available.

To access the ‘Customer Contact Information’ screen, from the Customer Home Page click on ‘Customer Contact Information’ link. A popup box will appear.

[image: ]

Staff may enter a Home phone number, Cell phone number, Message phone number, and/or email address. The ‘Date added/updated’ field will date stamp the date of the last occurrence for the field being updated by clicking the Save button. 
[image: ]

Note: The DSHS Phone Number is the parent’s phone number listed in eJAS and cannot be updated or deleted by an ESD worker.

If you need assistance or want to provide feedback, please call:

Ken Koernke		360-438-3142
Maria D’Ambrosio	360-438-3183
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If you have any guestions or comments for the CATS application,
please contact MDambrosio@ESD.WA.GOV ar call (360) 438-3183.
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Effective September20,-2010 -a-new-Customer ContactInformation-Screen will-be:
availablein CATS

The-Customer-PhoneNumber fieldon the Customer-Home Pageis replaced-with the
field‘ Customer ContactInformation”.This fieldis finkedto-a-pop-up-box that allows staff-
to-enteradditional phone numbers and-an email address. This new-feature is-not
mandatory; howeverstaffmay-chooseto-useitwhen a-more current phonenumberor-
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To-accessthe CustomerContact Information screen, on the Customer Home-Page click
onCustomerContact information’link A popup box will appear §|
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Customer Home Page

Office/C50: 3707047 - BELLTON

Customer Contact Information To-access the Customer-Contact Information screen -onthe- Customer-Home Page-click-

0HS Phone Number:(360) 5551212 onCustomerContact information’link A popup box will appear §|
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If you have any guestions or comments for the CATS application,
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