Butte Countywide Homeless Continuum of Care

A

How Do | Search for a Client?

Overview

Staff members search for and create new client records from the Client Search page. Before creating a new client record, staff members
should always use the search function to determine whether a record for that client already exists in the system.

Accessing the Client Search Page

To access the Client Search page from anywhere in the system, click SEARCH in the upper right corner of the screen.
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Records you recently viewed will appear in the right sidebar. The system retains this list after you log out and will display it when you log back
in and view the Client Search screen. You can click a client name in the sidebar to view the associated client record.
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https://help.bitfocus.com/how-do-i-create-a-new-client-record?hsLang=en

Searching for Clients

To search for a client record that has been entered into Clarity Human Services, enter any of the following into the search field, then
click SEARCH. You MUST search at least two different ways prior to creating a client in HMIS to ensure de-duplicated client records:

e First name or last name (full or at least first 3 letters)

e FullUnique Identifier

e Full Social Security Number or last 4 digits of Social Security Number
o Date of Birth (e.g. 12/12/1985, 12.12.1985, 12-12-1985)

e Year of birth (e.g. 1985)

A list of clients matching your search criteria will be displayed, with columns for Date of Birth, age, last four digits of the client's Social
Security Number, and date when the record was last updated. If ROl Status on Client Search Page is enabled, an ROI column will also be
included; this column indicates whether the client has an active ROI, and if so, whether the ROI's permission is setto "No" or "Yes."
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Date of Birth Last Four SSN  Last Updated
Anton Smith 02/02/1960 Age: 63 5858 07/12/2021
Bert Smith 01/01/1957 Age: 66 0578 09/24/2018
Lila Smith 03/02/1984 Age: 39 4532 09/29/2021

An Edit icon will be displayed next to each client in the list. Click the Edit icon to view a client's record.
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https://help.bitfocus.com/system-advanced-options-release-of-information-roi?hsLang=en
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