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Overview

The goal of this webinar is to review the Contact Entry and present new features 
designed to streamline compliance with the 15Day Written Notification requirement. 

What is the Contact Entry? 
The Contact Entry is a feature in ServTraq that enables agencies to track all incoming and 
outgoing customer contact. When codes are applied to contact entries, subsequent tasks such as 
document mail-outs can be streamlined, and registered in the system for electronic proof of 
compliance.   

 Generate Barcoded HEAP Applications
 Track Receipt of Incoming Applications
 Streamline Written Notification Letter Compliance



Part 1

Generate a Barcoded HEAP Application



Customer Search 

Step 1: Search for the customer. If the customer is not found, add the 
customer to the database. 



Contact Entry for Barcoded Application

Step 2: Add a Contact Entry Note to generate a barcoded application 
using a mailing code.

Mailing codes can be customized for your agency.

To set mailing codes that generate barcoded HEAP Applications contact the support 
desk.



Printing
Barcoded Applications 

Step 3: Under the Reports menu select Daily Report - Barcoded Applications.

Print Settings Information can be found at:
https://servtraq.freshdesk.com/solution/articles/4000070203-print-settings-for-barcoded-applications

https://servtraq.freshdesk.com/solution/articles/4000070203-print-settings-for-barcoded-applications


ServTraq Barcoded Applications

Front Back  



Mailing Date

Once the Barcoded Application has been printed, this will automatically 
post a Mailing Date to the contact action added.



Send Application

E         AP

Step 4:  Make the application available to the customer. 
If application is mailed, use Double Window Envelopes size 10. 

Intake Staff



Part 2

Received HEAP Applications



Incoming Applications

• Mail

• Fax

• Email

• Walk-In

• Online 
– Caliheapapply.com

• Appointment/Workshop 



Receiving Barcoded Applications

Step 1: Under the Incoming Application Processing Screen, place the curser under 
the Barcode field, and scan the barcode. The customer record linked to that 
barcode number will populate. Verify the customer record in ServTraq and the 
applicant are the same person. If so highlight the customer and click Receive 
Application 



Once the application has been received a green check will appear

Receiving Barcoded Applications



Receipt of HEAP Application 

This will automatically create a Contact Entry Note in ServTraq tracking the receipt 
of the application. This would meet the electronic version of CSD proof of 
notification check. Written approval has been posted to the ServTraq Support 
Portal.

A mailing date is posted to the receipt contact entry when the user processes mailings and marks records as being 
sent. ServTraq mailing envelopes, labels, or e-mails can be generated from the system. 
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Notification Mail-Outs

Mailing Envelopes or Labels with the NL (Notification Letter) mailing code.  



Mail-Out

Step 7: The mail code noted on the envelope  identifies the type of document to 
mail out. 

Pre-Assembled Notification Letters



Notification Letter 



Part 3

Other Information



Miss-Matched Information 

If the barcode brings up a different 
customer record than the person listed 
on the application, search for applicant 
to receive the application under the 
person who applied. 

If the customer is not found, add the 
customer to the database first. 

A new barcode linked to the correct 
customer can be printed and placed 
over the existing one.  



Applications without a Barcode 

For applications without a barcode, a manual search will be necessary before they can 
be marked as received. 
• Under the Incoming Application Processing screen enter the available customer 

information to run a search. 
• If the  customer is found click Receive Application

• click Print Barcode to generate a barcode label (optional). 



Barcode Purpose

Facilitates customer record look-up in ServTraq by quickly 
displaying the customer linked to the barcode number. 



Red: A red message means that a previous application was received  
within the last 24 hours.

Other Possible Messages

Yellow: A yellow message means that the customer has a benefited 
UA application for the current program year. 



Coming Soon
E-Mail Notifications



Scanner 

Barcode Scanner
Recommended: 
Honeywell MS7120 
Orbit Barcode Scanner 
(MK7120-31A62)  



Label Machine
• Recommended: Dymo Label 

Writer 400 

Label Size
• Dymo 30572 (3 ½” X 1 1/8”)  

Label Machine



ServTraq Support

Email: Support@ServTraq.com
Phone: (831) 761-1747

Click the Solutions or Forums link 
to visit our ServTraq Support Portal

mailto:Support@ServTraq.com

