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AI Assisted Contact Notes using CORA  

 

The AI-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 

• Import handwritten or typed notes by uploading a photo or word file. 

• The system converts the content into a digital contact note that can be 

reviewed and edited. 

ii) Create Texts using Photos 

• 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 

• Record conversations using Microsoft word and add in the contact notes 

directly.  

• The app transcribes speech into text, which can then be formatted, 

summarized, or translated using AI prompts. 

AI 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 

1. Click on CORA AI App from Agency iPhone  

 

➢ 2. Click on Contact Note  
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➢ 3. Choose an assigned referral from the “My Referrals” or search your referral 

on the search bar.  

 
 

4. Click on Document button to select saved document  

 

 
 

5. Once the document is selected the document texts can be visible on the 

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

 

 
 

7. Choose PCAP Format from the prompt and AI changes existing texts to 

PCAP format.  
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8. Click on “Create” button to create contact note.  
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9. Provide the remaining mandatory fields and click on Save button  

 

 

 

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  

 

2. Click on Contact Note  
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3. Choose an assigned referral from the “My Referrals” or search your referral 

on the search bar.  
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4. Click on photo then click on “Take Photo”  

 

 
 

5. User should be able to take a live photo and click on “Use Photo” button  
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6. Live photo gets converted as a text on the contact note textbox.  
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7. Now users can use any prompt. i.e. summarization. Click on AI button and 

select summarize. This AI prompt will summarize the texts.  
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Summarized contact notes 
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8. Click on create button to save it.  

 



                                                                                                                                 

14 
 

 
 

9. Provide the remaining mandatory fields and click on Save button 
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Use voice dictation to generate contact notes 

 

1. Click on Cora AI from iPhone  
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2. Click on Contact Note  

 

 
 

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

the search bar.  
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5. Click on Microsoft word Icon  
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6. Click on the three dots  

 

 

7. Click on Create button  

 

 



                                                                                                                                 

19 
 

8. Click on Document button  

 

9. Click on “Word”  
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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.  
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11. Once the dictation is complete, save the document, and go back to PowerApps.  
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12. User’s saved document should show in the files  
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13. Dictated document is visible in the text box  

 

 

 


