
DOCUMENTING PARENT PHONE CONFERENCES  

 

Using Outlook Contacts to document phone conferences with parents is quick and easy. Simply make a 

“Contact” with the parent information. You can add as little or as much as you want. When the contact is 

opened, there is a nice big “Notes” section where you can have a written record of parent phone calls. 

 

1. Open MS Outlook.  

2. Click on the “Contacts” button.  

3. Click on “New”.  

4. Fill in the contact information. 

5. Click “Save and Close”. 

 

 

The contact information prints out nicely with the “Notes” section. 

 


