
A Tracking Form for Employer 
Relationship Building:

• Allows IPS specialists to save 
information as they job develop in 
the community

• Saves time because it is possible to 
dictate information

• Stores information in a spreadsheet 
so team members can see where 
colleagues have relationships

• Helps IPS specialists remember when 
to follow up with managers and 
business owners
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The following slides will show 
what is in the form that IPS 
specialists will complete.  
(Sample answers have been 
inserted.)

Red asterisks* indicate that a 
question must be answered.  
Others may be skipped.
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Sample answer was  dictated

Sample answer was  dictated
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Click here for summaries
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Click green box to get to spreadsheet
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Click funnel  shape to filter columns



The next set of pictures will show you 
how to download the form to your 
phone so that it will look and operate 
like an app.

Before you do that, you will need to 
open an account in gmail if you do not 
already have a gmail account.
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Step 1: Click Here

This is an email 
message  (that now 
will come from 
InstructorSarahSwa
nson@gmail.com) 
was sent to a gmail 
inbox.
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Step 2: Click Here

Now that the form 
has been opened, 
steps 2 - 4 will add 
it to the home 
screen of your 
phone.
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Step 3: Click Here
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Step 4: Click Here
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Here it is!

Success!  The 
form is a purple 
box with three 
dots and lines.



IPS Employment Center, The Rockville 
Institute

download 

The next few slides 
will demonstrate 
how to download the 
form to your 
computer and open 
the form. 
 



After asking for a copy of the form, open your inbox and look 
for the menu in the upper right-hand 
corner.
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Menu symbol is 9 squares



Click on Drive.

Drive is triangle shape
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Click on the form to open it.

The form

IPS Employment Center, The Rockville 
Institute



Thanks!
To Michael Castillo (IPS 
specialist), Sanford Pearlman 
(IPS specialist), and Jackie 
Pogue (IPS trainer) for 
developing and sharing the 
original version of the form.

And thanks to the IPS teams 
who helped test and refine the 
form!
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