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1. 

 
Click to open the Control 
Panel. 

 

 
2. 

 
In the menu, select the Contract 
Tracking board. 
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3. 

 
On the upper right, click CREATE 
NEW +. 

 

 
4. 

 
Enter the person’s Name. 

 

 
5. 

 
Enter their Unique ID. 
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6. 

 
Enter their Phone Number and 
Email. 

 

 
7. 

 
Enter their Current Location. 
Alternatively, click Generate Map 
and click the location 
on the map. 

 

 
8. 

 
In the Tracking Information area, 
for each question, click Yes or No.  

Note: If you answer Yes, additional 
questions may appear. 
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9. 

 
Click to add the person to the 
Monitoring or Not Monitoring 
log. 

 

 
10. 

 
Enter any Notes. 

 

 
11. 

 
To add a contact that is connected 
to the person being traced, click 
ADD CONTACT +. 
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12. 

 
If applicable, enter the contact’s 
ID. 

 

 
13. 

 
Enter the contact’s Name.  
 
By default, the contact’s Tracking 
Status is selected as Monitoring. 

 

 
14. 

 
At the bottom, click Save. 
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15. 

 
To manage a contact trace, locate 
the record and, on that row, click 
the ellipsis icon. 

 

 
16. 

 
In the menu, click to View the 
person’s details, add a Call 
log, view a list of Calls, Edit the 
person’s details, view the person’s 
location on a Map, view their 
contact tracing Tree, and/or Delete 
the person. A new page opens. 

 

 
17. 

 
From the corresponding page, 
click < RETURN to go back to the 
tracing list view. 
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18. 

 
On the upper left, click 
Dashboard.  

 

 
19. 

 
That's it. You are done. 

 

 


