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Yuba County Health and Human Service Department (YCHHSD) will be 

transitioning the current county visitorlog in the HHSD main lobby, to the 

C-IV/CalSAWs Lobby Management Reception Log by September 

2021. This project will result in an integrated system that connects our 

customers directly with our HHSD staff through the use of C-

IV/CalSAWs, lobby kiosk and monitors. While the visitorlog has similar 

features, the Yuba County IT Department no longer supports it. The 

benefits of using the Lobby Management Reception Log in C-

IV/CalSAWs include better customer service that enhance services, 

minimizing wait times, empowering customers to self-check-in, freeing 

staff to assist with other customers, and fostering teamwork and 

collaboration throughout HHSD.





RECEPTION LOG

Navigating to the Reception Log



Current Visitorlog

While the 

visitorlog has 

similar features, 

the Yuba County 

IT Department no 

longer supports it.

So if the visitorlog 

stops working, we 

will not have a 

visitor check-in 

system in place.





Once logged into    

C-IV/CalSAWs, 

Click “Tools”



Click “Office”



Click “Reception Log”



Jane Doe

Joe Doe

She Doe

He Doe

They Doe

The Reception Log is the hub of 

the C-IV Lobby Management 

System – this is where you can 

search for customers, 

acknowledge, start and end a 

meeting. Everyone will have 

editing rights for the Reception 

Log.

Customers who check in at the 

DUK or with the Tablet will be in 

a Visit Status of “Waiting”.

Customers who check in for an 

appointment will be given a 

receipt with their Number and 

their worker will automatically 

be notified. Notice they are in 

“worker notified” status

For customers who do not 

validate their case at the DUK or 

Tablet, the person name and case 

# will be blank.  



User Notifications

Notification Through Message Center 

and Email





Workers will need to 

remember to put all 

schedule appointments 

with customers into the 

case record. When an 

appointment is scheduled 

the worker is 

automatically notified 

that customer is here 

once they check in with 

the DUK or tablet. If no 

appointment is entered 

the customer will have to 

wait in the lobby to be 

seen by the next available 

worker. 







They Doe

He Doe

Happy Doe

She Doe

Jane Doe

Sad Doe

Once a worker is notified 

of a visitor, the worker will 

need to navigate to the 

Reception Log and click on 

the Edit button to start 

assisting the customer. 

When clicking edit on a 

customer in the Reception 

Log, it will take you to the 

Reception Log Detail page 

where you can take the 

necessary actions. 



Sad Doe

Once you access the 

reception log detail page 

you will want to make sure 

the “hide from monitor” 

box is not checked or when 

you call a customer to the 

booth it will not display in 

the lobby. 

In the Reception Log 

Detail page  there are 

another set of icons the 

worker can use.  These 

icons are used to determine 

what is going on with this 

appointment. 



Sad Doe

To call a customer to an 

interview room, the 

worker will need to select 

a room from the drop 

down box under Location, 

click on the Monitor Icon 

next to it – the icon will 

grey out. 

The worker will need to 

make sure to click Save 

for any action to occur on 

the reception log detail 

page will not update. 

Please note that at this 

time, workers will not 

have the ability to do a 

monitor call asking that 

customers call their 

extension. Workers will 

need to call customers to 

an interview room.  



08/30/2021

08/30/2021

The Monitor Call icon 

updates the status of 

the reception log entry 

to Lobby Monitor 

Call. This icon will not 

display if the 

reception log entry is 

Meeting Started, 

Complete or No 

Response. 



08/30/2021

08/30/2021

The Star Icon updates 

the status of the 

reception log entry to 

Worker Acknowledged 

and replaces the icon 

with a Play icon. This 

icon is typically used 

when the worker sees 

that there is a 

customer here but 

needs a few minutes to 

get ready for the visit. 



08/30/2021

08/30/2021

The X icon updates 

the status of the 

reception log from 

Worker Notified to 

No Response. This is 

typically used when 

the customer leaves 

before the visit gets 

started (aka No 

Show). 



08/30/2021

08/30/2021

The Play icon updates the 

status of the reception log 

entry to Meeting Started. 

This icon only displays 

when the reception log 

entry’s current status is 

Worker Acknowledged or 

Worker Notified. 

Same as the current 

VisitorLog - It is important 

that workers remember to 

start their interviews. This 

helps with the statistical 

tracking and will stop a 

threshold alert from going 

to supervisors. 



08/30/2021

08/30/2021

The Check Mark 

icon updates the 

status of the 

reception log entry to 

Complete and 

customer’s visit is no 

longer displayed in 

the reception log or 

message center. 



On The Reception Log 

Detail page, under the visit 

information section, the 

number assigned column 

will have a drop-down 

selection when adding a 

new Visit Type to an 

existing Reception 

Log record. The user will 

have the option to select 

the previously assigned 

number or a generate a 

new number. 

Jane Doe111



Adding an appointment  

The Reception Log



To add an appointment, 

Click add,



Add the Case 

Number and 

select the 

customer name. 

Click the caret 

next to type, select 

from the 19 visit 

types

111 Jane Doe

Worker58 @co.yuba



EBT was chosen 

for the visit type 111 Jane Doe

Worker58 @co.yuba



To choose the 

Appointment time 

click the caret next 

to Appt. Time

111 Jane Doe

Worker 58 @co.yuba



9:00 Was 

chosen for the 

Appointment 

Time

111 Jane Doe

Worker58 @co.yuba



To choose the 

Program click 

the caret next to 

Program Type

111 Jane Doe

Worker 58 @co.yuba



CalFresh (CF) was 

chosen as the 

Program

Jane Doe

Worker 58 @co.yuba

1111



To choose the 

Appointment 

Location, click the 

Location caret

Worker 58 @co.yuba

Jane Doe1111



Window/Station 

J was chosen for 

the EBT 

appointment.

To save this 

appointment  

click the save 

button. It will 

now notify the 

worker by C-

IV/CalSAWs 

Message Center 

and email

Jane Doe

Worker 58 @co.yuba

1111



Lobby Monitors

Customer Facing Dashboard



Example of what 

the new monitors 

will look like in the 

lobby.  





Reception Management

Notifications

Viewable With Security Rights



Reception Management 

Dashboard

- Must have security 

right to view this – this 

dashboard gives real 

time stats of what is 

going on in the lobby

- Thresholds can be set 

to alert the next level 

of oversight when any 

type of lobby visit is 

not started within a 

specified amount of 

time.





HHSD Lobby Management System   

Go Live 9/2021

Questions ?


