ConTrack Overview

ConTrack( is a comprehensive, integrated correspondence management and retrieval system designed specifically to track all communications between you and your constituents who have contacted your office.  With this program, you can track a constituent’s calls, letters, faxes, email or other data communications concerning opinions and requests, and automatically refer the information to the correct department and individual for action. ConTrack will then generate a letter to the constituent detailing what is being done and maintain a record of all of the calls you have received and the final results.

You can track and create reports on turnaround times from various departments, service and opinion summaries as well as review all calls received to note constituent concerns.  You can then make sure that each request is answered satisfactorily.  You can even attach scanned copies of letters or other images.  And all this is done with the click of a mouse button.

The Constituent Tracking Form \Relate "CONTRACK.DOC!0", "The Constituent Tracking Form" 
The ConTrack form lets you add, modify, delete or view all the details of the caller as well as the history of communications and actions of a particular constituent. The constituent information section displays general information on the constituent contacting you, including:

First Name, Last Name and Title XE "title" 
Street Address, 

 XE "state" 

 XE "zip" Home and Work Telephone Numbers

Special Salutation (Mr. Ms. Dr. Rev. etc.)

Along with basic information about your constituent callers, you can track detailed or personal information such as:

Special  XE "date" Contact Information (email address or company mail drop),

Employer or Organization 

Voting District and Voter ID Number

Demographic Information such as XE "district" 

 XE "districts:adding"  Gender, Age, and XE "age"  

Special Notes

This information can be entered during a call or downloaded from existing records or County voting data for your city or county.  Daystar Computer Systems, Inc. can provide conversion services to download these records.  At the time of this writing, there is no accurate way of knowing the time required for these services and any conversion would be contracted for separately.

Contact Information

Contact History

The contact history section contains information on each contact that this particular constituent has made with your office.   XE "contact" 

 XE "history:contact" 

 XE "contact history:adding" In this section you select information that describes the issue or topic and the reason.  You can also track the method of communication as well as any notes the caller expressed on the matter. Information captured in the history section includes:

Nature of communication (such as “request service for,” or “register a complaint about”)
Issue (such as “pot hole repair”, “library bond issue”, or “abandoned vehicle”)

Date response letter was sent

Method of communication (Via phone, fax, etc)

Current status of this call
Referred Section

The Referred section details who this issue was referred to for action to be taken and when the request was made.  Depending on the issue selected, much of the referral information is often automatically entered for you by ConTrack.   For example, the name of the person and department information of who normally receives requests for service to replace a broken street light, is automatically completed by the system with the service that that person is to perform for this call.

You can specify the date XE "date" 

 XE "date: inserting"  that you want the service completed by and any special notes relating to the task.  ConTrack then automatically produces a service request containing all the pertinent information about the call that can be printed, emailed, faxed or even published in Microsoft Word format. ConTrack will also produce a confirmation letter to send to the constituent confirming the receipt of the call and the action that is being taken.

Response Section

Use this section to indicate the response from the service department and the final letter or other confirmation to the constituent. This information includes when the matter was completed or closed, how the caller was contacted (Via letter, fax, etc.) and any other special concluding notes about this particular matter. The final letter is also automatically produced by ConTrack and can be edited before printing. 
Attachments
If the constituent contacts you by email or sends you a letter, photo or newspaper article, you can ‘attach’ these items or scanned images so they can be associated with a call.  You can easily import scanned images from a central imaging location on the network, or on-the-fly from a scanner attached to your computer workstation.

With just a click of the mouse, you can view any additional on-line documents that relate to a particular issue or any document you may have scanned in on your office scanner or across your network.

D

 XE "constituent:tracking reports" ynamic Record Searching

Searching for caller records is fast and easy.  You can search for a constituent at any time while adding records or modifying records. Searches can be based on any field such as phone or name or combined multiple criteria using the built in dynamic search engine.  

For instance if a ‘Ms. Hall’ calls, you can search only the last name and ConTrack will display all the ‘Halls’ in your district.  Double click on the selected one you want and go right to that caller’s information.  With multiple search terms you could, for instance, search for everyone within your district who had expressed a positive opinion on a new bond issue and who also work for a particular employer in the area.

Constituent Tracking Reports

There are a variety of different summary and other reports available with ConTrack which can give you printed information on an individual call or a whole summary of events.  Boilerplate constituent letters and service requests can be edited prior to final printing and all reports can be printed, emailed or saved in HTML format for posting to your Internet home page.

With ConTrack, you have the option to preview your documents before printing; to print a document directly; or to “publish” the report to a Microsoft Word XE "Microsoft Word:publishing reports to" 

 XE "Word"  for Windows document.  Some of the standard ConTrack reports include:

Issue XE "issue"  Summary

Opinion Summary by date XE "date" 
Response Time Summary

Constituent Call Confirmation

Return Letter to Constituent


Service Request

Service Request Tracer

Constituent Profile

And more
