New Intake Tools 2026
for Conferences


Tools
I. Digital Recording in English & Spanish		678-892-6163
II. Online webform 					svdpgeorgia.org/_________
III. Email address					_______@svdpgeorgia.org
IV. Online email Inbox					Outlook.live.com/mail/0/
V. Dial-back Phone Number				678-250-xxxx
VI. GoTo mobile app					Download from App Store


How Neighbors in Need Reach the Conference

1. A Neighbor in Need calls the SVdP Georgia Statewide Assistance Line 678.892.6163.

2. The Neighbor is asked to:
a. “press 1 for English”
b. “press 2 for Spanish”

3. The Neighbor is asked to:
a. “enter your Zip Code”

4. Callers in Zip Codes ________________ are directed to a recorded message for the Conference.
a. invited to call back on the last Monday of the month,
b. leave a message, or
c. go online to svdpgeorgia.org/________ to complete a webform and submit a request for assistance

5. Voicemails are transmitted as Email to the Conference at _______@svdpgeorgia.org. Each email includes:
a. the caller’s phone number, captured by caller ID
b. a transcript of their voicemail
c. an audio file with their voicemail

6. Webforms that are completed online at  svdpgeorgia.org/_______  are emailed to ______@svdpgeorgia.org

Continued…

How Vincentians Retrieve Messages

7. Intake volunteers retrieve messages by opening the webpage: https://outlook.live.com/mail/0/
a. Login: ----@svdpgeorgia.org
b. Password: 
c. All Vincentians at the Conference will share the same credentials for Outlook. Do not change the password unless you are the Conference President or the President’s designee. 

8. Intake volunteers review the email messages and choose how to respond:
a. forward to a caseworker
b. move to a subfolder

How Vincentians Contact Neighbors

9. Find the phone number in the Neighbor’s email message to call them back. The phone number is in the email Subject Line &/or inside the Body of the email on the completed Webform.

10. Vincentians dial back / call out to the Neighbor from either
a. their personal mobile phone or
b. an SVdP Phone number for the Conference, 678-250-xxxx

11. To dial back / call out from 678-250-xxxx, do the following:
a. Download the GoTo Mobile App
b. Login as ----@svdpgeorgia.org
c. Password: set by first user; select “Forgot Password” and follow prompts. All Vincentians at the Conference will share the same credentials for GoTo. Once the password is set by the first user, do not change the password unless you are the Conference President or the President’s designee.
d. Tap the black icon in the lower right corner
e. Dial the neighbor. Your caller ID will appear as “SVdP ----”

12. If the Neighbor does not answer, leave a message with these instructions:
a. “Please ask for me, [YOUR NAME], when returning the call or leaving a message as many of our volunteers share this same line. Thank you!”

13. Troubleshooting:
a. If GoTo has been ringing at unwanted times of the day, users should do the following:
i. Open GoToConnect to your device.
ii. Tap the icon in the upper Left corner to open “Settings.”
iii. Scroll to “Silence this device.”
iv. Toggle on / green.
v. See the first screenshot below. This means that the caller will be forced to leave a voicemail first, which will appear in Outlook for the Intake team to review. We also have changed the setting on our backend. All neighbors who are calling caseworkers back also will leave a voicemail again. Your Intake volunteer will forward that message to the appropriate caseworker.
b. If you have begun to make a call and you see that another call is active: This is OK, and you can still initiate another call. Up to 250 simultaneous calls can be made from your number. See the second screenshot below. Simply begin to dial, and you will not disrupt the other call.
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Examples (from St. Oliver Plunkett in Snellville)


Outlook Inbox for stoliver@svdpgeorgia.org with a webform from a Neighbor in Need
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Voicemail transcribed as Email and sent to stoliver@svdpgeorgia.org 
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Outbound Message at 678-892-6163 for St. Oliver
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St. Oliver Conference online webform at svdpgeorgia.org/stoliver  
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Focused Other O ( = 10 Help Request from Latanya Turman | ¢ summarize

Today
Latanya Turman <vincentianservices@svdpgeorgia.org>

Latanya Turman [y

Help Request from Latanya T... 417 PM To: SVDP st. Oliver

***This is an EXTERNAL message. Pleas...
***This is an EXTERNAL message. Please handle with caution.***
TURMAN LATANYA - Voicemail b... 2
Voicemail from (770) 377-88... 406 PM See below for a new help request from a neighbor or parishioner in your area. DO NOT REPLY directly to this message
***This is an EXTERNAL message. Pleas... new message.

1) 1768251966-0...
Please select the zip code where you live:

DANIEL BRENDA - Voicemail box... 2 30052
Voicemail from (678) 790-3' 319 PM
*This is an EXTERNAL message. Pleas..

Head of Household Information

&) 1768249154-0... Name

Latanya Turman
EVANS GINA - Voicemail box 0040 2
Voicemail from (561) 352-060...  2:21PM
*#+This is an EXTERNAL message. Pleas.. 3995 Fredricksberg Ct
Loganville, Georgia 30052
United States

Address

&) 1768245529-0...

Map It

Tina Samuels )
Help Request from Tina Sam...  11:35 AM HmarvjEbonelNenboy
**#This is an EXTERNAL message. Pleas... (770) 3778817
Tara TEST en ESPANOL Email
Help Request from Tara TEST...  12:13 AM tonyatuman@yahoo com
**#This is an EXTERNAL message. Pleas...

Date of Birth
Tara TESTING THE FORM 0910511871

Help Request from Tara TES...  12:01 AM
*+This is an EXTERNAL message. Pleas..

Social Security Number

33697
Last month Are you employed?
Tara La Bouff “« o
new phone system for St....  12/11/2025

Linda & Larry, I've just successfully logg... boyoun icter
0 you have a vehicle?

. Yes
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Voicemail from (561) 352-0608 on Jan 12 2026 2:18 PM ' (2 summarize

EVANS GINA - Voicemail box 0040 <noreply@voicemail. goto.com> © 4 Reply € Replyall > Forward | &

To: ® SVDP St. Oliver

Mon 1/12/2026 221 PM

@ Some content in this message has been blocked because the sender isn't in your Safe senders list. Trust sender  Show blocked content

1 1768245529-0000153a.mp3

01k

***Thi

[Z2GoTo logo

is an EXTERNAL message. Please handle with caution.***

You received a new voicemail message

Sinfo  New voicemail message

Time:

From:

Duration:

Voicemail box:

Transcript:

Monday, January 12 2026 2:18 PM
(561) 3520608
51 seconds

0040

Hi, my name is Gina Evans and my telephone number is Six seven eight five eight eight five four nine five. | need some assistance with my rent And | need assistance with
my car. | Need assistance with everything for this month only. I'm in dire need I'm getting ready to get evicted. They're going to file an eviction on me in the next seven days
My rent is very high. My rent, they say what | owe them this month is actually $3,800. Please, someone give me a call back, 678-588-5495. Thank you.

Rate this transcript's accuracy.
l+star rating
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Name

30017 /30039 / 30052 / 30078

Description

St Oliver Plunkett (Snellville)

+ Texttospeech | @ Record audio @ Upload audio

Enter your message Voice| Emma (female) v

You have reached Saint Vincent dehPaul at Saint Oliver Plunkett Catholic Church
in Snellville. We are a small team of volunteers using donations made at this
church to help our neighbors. Our resources are limited and vary week to week.

Please call us on the last Monday of the month to request assistance. Calls
received outside that time may not be returned. Or: you also may request help
online at S, V, D, P:: Georgia. Dot:: O, R, G:: slash:: S, T... Oliver. Again that
website is S, V, D, P:: Georgia. Dot:: O, R, G: slash S, T, Oliver.

Thank you for understanding and may God's peace be with you.

)

ge is read using standard punctuation, like ellipses (...,

610/1500

Language Background music

English (United States) v None v

® o) - e -
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Please fill out the form below to request financial assistance or other aid from St. Vincent de Paul Georgia at St. Oliver
Plunkett Catholic Church in Snellville. A volunteer will contact you via telephone or email to discuss your needs. Thank you.

Please select the zip code where you live:

30017 v

Head of Household Information

First Middle Last

Address *

Street Address

Address Line 2

City State

2IP Code
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< Settings

Available

Tara La Bouff >

Active extension 1038

+1678-892-6174

Status £ Auto-update >

= Seta status message...

@ Schedule 5

Work schedule set.

Silence this device
Z{ Incoming calls and notifications will not ()

ring to this device

R¢ Phone & voicemail >

2 Inbox >
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Primary Phone Number *

Email *

Date of Birth *

mm/ddryyyy

mm/dd/yyyy (]

Social Security Number

Last 5 digits only

Are you employed? *

[ Yes
[ No

Do you have a vehicle? *

[ Yes
[ No

[J No, but I have access to reliable transportation

g Situation *

Homeless
Homeless in Car
Hotel/Motel/Extended Stay
Staying With Friend/Family/Other
Rent Apartment or Home

[ Own Home / Mortgage

ooooo
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Your Household's Needs

How Many Adults In Household (18-59)

How Many Children In Household (0.

-17)

Assistance Requested (select all that apply):

[ Food

[ utilities

[ Rent/Housing
[] Other

Please tell us why you need help at

this time:

Please be as detailed and specific as possible.
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