Al Assisted Contact Notes using CORA

The Al-assisted contact note feature has been developed to support our field social
workers to record contact notes instantly and efficiently. This tool can streamline
documentation and improve productivity.

It is important to note that this is solely meant to be used to support. Social
workers are responsible for verifying the accuracy of their notes before approving
them in final format.

Social workers can perform the following key tasks:

> Create contact notes from existing documents
> Create texts using photos directly into notes
> Use voice dictation to generate contact notes

This functionality ensures that social workers can capture and manage information
quickly with minimal effort, improving both efficiency and service quality.

i) Create Contact Notes from Existing Documents

e Import handwritten or typed notes by uploading a photo or word file.
e The system converts the content into a digital contact note that can be
reviewed and edited.

ii) Create Texts using Photos

o Capture and attach images (e.g., handwritten notes, supporting
documentation) directly into the contact note. The system uses texts from
the photo and attaches it to the content of the contact notes.

iii) Use Voice Dictation

e Record conversations using Microsoft word and add in the contact notes
directly.

e The app transcribes speech into text, which can then be formatted,
summarized, or translated using AI prompts.

Al Prompts

Field social workers can use built-in AI prompts to quickly refine their contact notes.
These prompts save time and make sure documentation is clear and professional.
I. Format as PCAP: Organizes notes into Purpose, Content, Assessment, Plan
structure for consistency.
II. Clean up Writing: Polishes grammar, spelling, and readability.
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III. Summarize: Condense the note into concise summary.
IV. Improve Tone: Adjust the tone of the contact note.
V. Meeting Minutes: It updates the existing contact notes into a structures
meeting minute format.
VI. Bullet Outlines: Break down the content in bullet forms.
VII. Fix Names: Correct misspelled names.
VIII. Translate: Translate the content in different languages.

» Create contact notes from existing documents
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> 3. Choose an assigned referral from the "My Referrals” or search your referral
on the search bar.

Contact Note-Main &2 i

Select Referral / Case to
Continue
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4. Click on Document button to select saved document

Contact Note-Main

[B Document B2 Photo J3 Avdio @3 Open m3es
[
Referral: Winchester - RF00002828  Arthur Winchester, Wayne Winchester, Kylie Winchester +1 more ¥
addir
< Back @ Create

5. Once the document is selected the document texts can be visible on the
contact notes textbox.
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Referral: Winchester - RF00002828  Arthur Winchester, Wayne Winchester, Kylie Winchester +1 more ¥
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During this home visit the social worker checked in regarding the child Wayne Winchester will being in the
home miss Wynn reported that he continues to do well overall she stated that he attended a well child
visit with his pediatrician the previous day which went well during the appointment blood was drawn for
lab work but no vaccines were administered miss Wayne noted that his next appointment will be for his
one year well child checkup and provided documentation of the recent vishi

| < Back | owersi

6. By clicking on AI Cora button user can use built-in prompts.

Contact Note-Main 2

> weest  [3) Document B Photo J3 Audio @) Open m3ss

Referral: Winchester - RF00002828  Arthur Winchester, Wayne Winchester, Kylie Winchester +1 more ¥

o

During this home visit the social worker checked in regarding the child Wayne Winchester will being in the
home miss Wynn reported that he continues to do well overall she stated that he attended a well child
visit with his pediatrician the previous day which went well during the appointment blood was drawn for
lab work but no vaccines were administered miss Wayne noted that his next appointment will be for his
one year well child checkup and provided documentation of the recent visill

7. Choose PCAP Format from the prompt and Al changes existing texts to
PCAP format.
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8. Click on “Create” button to create contact note.
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Confirm Create Note

Are you ready to Create this note in STAAND?

9. Provide the remaining mandatory fields and click on Save button

Contact Note-Main B X
a
Create Contact Note
Provide the key details and finalize the content before saving. Required fiekds are marked.
CFSA WORK AREA * TYPE OF WORK *
QOH Visits v Investigations v
Choose ane or more categories
TYPE OF WORK OTHER TITLE
If other, specify Purpose: - Home visit check-in regarding the
Al suggested taie (editable]
PERSONS DATE & TIME OF CONTACT *
Arthur Winchester, Wayne Winchester, Kylie v 11/14/2025 02:15 PM B
MECHANISM * COMPLETION STATUS *
Virtual v Completed v
PCAP FORMAT
®ves ONo [N
PURPOSE*

- Home visit check-in regarding the child, Wayne Winchester.

b §ioe
v

10. Upon clicking on save button the screen navigates to STAAND, and user can
save the contact note on STAAND.
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Create texts using photos directly into notes

1. Click on Cora AI from iPhone

Compass fleetster

-
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Quickbase STAAND 2.0 CORA Al

2. Click on Contact Note
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y/ Contact Note

Create or draft a contact note with Al assistance

.‘; Ask Assistant

Get tips, answers and context for your case
practice.

D Narrative Helper

Get suggestions for how to complete narratives in
your plans and reports.

E Step-by-Steps

Follow all the steps for completing your key case
documents

Ly Case Management Practice Guide

Open the comprehensive practice reference
(POF)

i@ Case Management Technical User
Guide

3. Choose an assigned referral from the "My Referrals” or search your referral
on the search bar.

Contact Note-Main =]

O

Select Referral / Case to

Continue
My Cases
Winchester - RF00002828
REFERRAL

Continue
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4. Click on photo then click on “Take Photo”

|
o mneest [ | e @
Photo Library 8
Take Photo ©
Choose File B
Persons v

5. User should be able to take a live photo and click on “Use Photo” button
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Use Photo

6. Live photo gets converted as a text on the contact note textbox.
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Contact Note-Main B2

@ INGEST [ | W]

Referral: Winchester - RF00002828

™

Persons v

During this home visit, this social
worker checked

in regarding the child Wayne
Winchester well-being in the

home. Ms. Wayne reported that he
continues to do well

overall. She stated that he attended

a well-child visit '
with his pediatrician the previous

day, which went well. |
During the appointment, blood was
drawn for lab work,

but no vaccines were administered.
Ms. Wayne noted

that his next appointment will be for

7. Now users can use any prompt. i.e. summarization. Click on AI button and
select summarize. This Al prompt will summarize the texts.
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Referral: Winchester - RF00002828

Arthur Winchester, Wayne Winc... o
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Suggested prompts

Format as PCAP

Clean Up Writing

Summarize

Improve Tone

Summarized contact notes
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Arthur Winchester, Wayne Winc... V¥

8. Click on create button to save it.
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Confirm Create Note X

Are you ready to Create this note in STAAND?

Create

Cancel

9. Provide the remaining mandatory fields and click on Save button
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Additional Details

Purpose of Work*

Contact Summary

PCAP format

@ DN

Content*

- Social worker completed a home check-in regarding
Wayne Winchester's well-being; caregiver reports he
is doing well.

- Wayne attended a well-child visit yesterday with his
pediatrician,

- Blood was drawn for lab work at that visit; no
vaccines were administered.

- Next appointment is the 1-year well-child check.

- Caregiver provided documentation of the recent
visit to the sccial worker.

& Font ~ Size - B [/

& & O

Save Save & Close Refresh More

Use voice dictation to generate contact notes

1. Click on Cora AI from iPhone

wees | ()

Compaés FACES fleetster
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Quickbase STAAND 2.0 CORA Al
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2. Click on Contact Note

lcorA) STAAND Assistant
-wr

y/ Contact Note

Create or draft a contact note with Al assistance.

L Ask Assistant

Get tips, answers and context for your case

practice

D Narrative Helper

Get sugg: how to complete narratives in

E Step-by-Steps

v all the steps for completing your key case
ts

Ly Case Management Practice Guide

Open the comprehensive practice reference
(POF

@ Case Management Technical User
Guide

3. Choose an assigned referral from the "My Referrals” or search your referral on

the search bar.

SsTAAND

DC Child & Family Services Agency

16



Contact Note-Main B2

Select Referral / Case to
Continue
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5. Click on Microsoft word Icon

B

Contact Note-Main
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Referral: Winchester - RF00002828
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6. Click on the three dots

Chat

O

=] i e

Top news Topic mastery Plan with me

Nessage Copilot

-+

7. Click on Create button

#» M365 Copilot &
@ cChat
Conversations v
Pages >
Q. Search

|ﬁ@3 Create
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8. Click on Document button

= Create
—=) ()
() 9, \[.]J q';j
Scan Extract Dictate Document
Explore
Shwetal Parmar =z - g
PO BANK

9. Click on “Word”
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< Create document

O

@ o

Word Excel PowerPoint PDF

Explore

O BANK.

10. In the word, click on the “Mic” and start talking, this will dictate on the word
which user can save it on their dc.gov cloud account.

Document (6)

Done b B Q &

©
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11. Once the dictation is complete, save the document, and go back to PowerApps.

Contact Note-Main

> INGEST)|
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Referral: Winchester - RF00002828

o

Persons

¢ Create
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12. User’s saved document should show in the files

Q Search

Scan 16 Oct 25
15-28-35
10/16/25
781 KB

Scans <
0 items

Smith-Williams
Family...5 copy
10/16/25
15 KB

Recents

Document 2
10/16/25
10 KB

New Dictation
10/16/25
14 KB

Shared

Scan 16 Oct 25
11-51-31
10/16/

80

SPANISH
SAMP...T copy
10/16/25
14 KB

Al DEMO <

0 items

Browse
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13. Dictated document is visible in the text box

Contact Note-Main B2

@ INGEST [ H

Referral: Winchester - RF00002828

o

Arthur Winchester, Wayne Winc... ¥

previous day which went well during
the appointment blood was drawn for
lab work but no vaccines were
administered miss wayne noted that
his next appointment will be for his
one year well child checkup and
provided documentation of the
recent passage blood was drawn for
lab work but no vaccines were
administered miss Wayne noted that
his next appointment will be for his
one year well child checkup and
provided documentation of the
recent visit
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