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1. Phone call happens 
 

2. Program Director can go to Clubhouse Sign In form to enter member ID, OR they can go to 
Member look up and search for a member to sign them in (see screenshot): 

 
 

3. Once signed in, user can go to the assistance and supports: 

 
 
 
 
 
 
 
 

4. Then create new activity: 
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5. Fill out appropriate info:  
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6. Scroll to bottom of form to “Create new activity” 
7. The form will populate fields with what was entered. Scroll to bottom to enter date (same date 

that the staff signed member in, likely same day). From here, the form will populate members 
who are currently signed in. You can select said member and click “Add Selected”: 
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8. After the name goes to the “Selected” box, then click Create Event: 
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9. Go back home and sign out member—you can do this by either (1) looking them up and clicking 

sign out… 

 
 
Or (2) you can do this by going back to the Clubhouse sign in form, and double clicking their 
name in the sign in list.  
 

10. Now that the “Phone Call” activity was created in the assistance and supports form, you can re-
use it, or you can have staff create a new event each time. Just remember, if creating new 
events, they need to make sure the name of the event is different each time. We advise to 
create a standard phone call activity, so that others can use the template instead of having to 
create new each time, but it’s up to how the clubhouses want to track these (separately, or 
using same info each time).  

 


