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2. Select Add a new client.
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3. Search to see if client is already in the system.
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The first stap in adding a new client is to saarch exsting client records for possibie matches to avoid duplicate entry. Enter partial identfying information on the cint, and then click Next to search from existing client records
o |fthe system finds no potential matches, you will be taken directly to Step 2

o [fthe system finds potential matches, the searth results wil display below. If an accurate match appears, select and open that existing chent record by cheking on that row

o [fthere are no accurate matches, click Net again to continue fo Step 2in adding a new client record

First Name
Last Name
Social Security Number

Birth Date

David
Smith
77 <77 5585
01011970 0



4. If the client is not in the system, proceed to add the information. Once the information is added
click on saved or finished. If the client has family members enter them in the next screen. Exit
out of the Program Enrollment.

= chent's idemdying information. Name and social secunty number have associated data qualay fields. Dats qualay fields are wsed 1o incicate the reason full information wasnt collected. Name and sockal security numzer |
cata is collecied then ChertTrack sutometicaly records that full date quality was met

Full name reported ~,
7T 77 -5555
* Full SSN

Approximate or partial SSN reported

Chent doesn’t know

Chent Refused

Data not collected

01/01/1970 "5 "
48
& Full DO Reported
O Approximate or Partial DOB Reported
Clhient doesnt know
Chent refused
Data not collected

Ethmicity. * |Non-Hispacic/Latino v %
Race: * American Indian or Alaska Native -
Asian
Black or African American
Native Hawaiian or Other Pacific islander
White
Client doesn’t know
Male ~|
Yes ~|-

T -

Relationship 10 Mead of Household: * | Seif et

5. Select Assessment.

3

) [ ) Add or Edit
= ¢ RHY Project Data Inthke Intake (1259) e

Do you want to add a new client or use the selected client?

@ Add or Edit
[ Add a new client

L J
"E’]’Use the current client
®

=.= HMIS 2017 \eteran Q@ Select another client
Information,

. Notificatighs

Case Ngles




6. Select VI-SPDAT and enter the client’s information.
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