
Viewing a Client 

1. Refer to section “Searching Demographics” on page 17 for instructions on how to 
perform a client search. 

2. Upon locating the client in the search results, click on their name to bring up the 
Entity Actions menu shown in Figure 85. 

3. Click on View Client to open the client file. 

Using the Client Shortcut 

1. To rapidly access other areas of the software, simply click on the area identified 
below in Figure 86 to bring up the “Entity Actions” menu as demonstrated above in 
Figure 85.   

2. This allows staff to rapidly navigate across an entire client chart without having to 
return to the CRMS Search Engine. 

3. This client shortcut is available in all client related modules : ie., Forms History, 
Contact History, Client Information, etc,. 

Figure 85 - Viewing Client

Figure 86 - Using the Client Shortcut



Using the Client Identification 

1. To access the Client Identification module, locate the client file using the CRMS 
Search Engine as described above in page 16. 

2. From the Demographics page, click on the blue magnifying glass as identified in 
Figure 87 below. 

3. The Client Identification module will appear on screen as shown in Figure 88. 

4. Figure 89 shows the Client Identification being filled out. 

Figure 87 - Accessing Client Identification Module

Figure 88 - Client Identification Module

Figure 89 - Filling out Client Identification Module



5. Once satisfied, remember to click Save to finalize the process. 

Adding a Client Picture 

1. To add a client picture, access the Client Identification module as described above in 
page 51. 

2. Click on Browse as identified by Figure 91. 

3. The software will then prompt the user to select their picture as demonstrated on the 
following page in Figure 92. 

Figure 90- Saving Client Identification

Figure 91 - Adding Client Picture

Figure 92- Selecting Client Picture



4. Navigate on your computer to locate the desired client file.  Click Choose once 
satisfied to upload the picture to the client file. 

5. A confirmation message will appear to advise the user that the operation was 
successful. 

6. Figure 94 illustrates the Client Identification module once the client picture has been 
added. 

Clearing a Client Picture 

1. To clear a client picture, access the Client Identification module as described above 
on page 51. 

2. Click Clear as shown in Figure 95. 

Figure 93 - Successfully Added Client Picture

Figure 94 - Reviewing Client Picture

Figure 95 - Clearing Client Picture



3. A confirmation message will appear to advise the user that the operation was 
successful. 

Accessing Additional Information 

1. To access the Additional Information tab, open the Client Identification module as 
described above on page 51. 

2. Click on the Additional Information tab.  This is demonstrated in Figure 97. 
3. The Additional Information module allows users to document transportation 

methods, vaccines, type, and medical/physical status. 

4. Once satisfied with the changes, click Save to finalize the process. 

Figure 96 - Successfully Cleared Client Picture

Figure 97 - Client Identification - Additional Information Module



Viewing Address History 

1. Refer to section “Searching Demographics on page 17 for instructions on how to 
perform a client search. 

2. Upon locating the client in the search results, click on their name to bring up the 
Entity Actions. 

3. Click on View Client to open the client file. 
4. Scroll to the “Address” section of the client chart.  Click on View Address History as 

shown below. 

5. The Address History Dialog will then appear. 

6. Note in Figure 100 that there is a Show All Addresses checkmark.  This allows for 
rapid review across all the referrals for a clients’ file. 

Figure 98 - Viewing Address History

Figure 99 - Address History Dialog

Figure 100 - Address History Dialog



Printing a Client File 

If necessary, a user can print off aspects of a client chart. 

1. Refer to section “Searching Demographics on page 17 for instructions on how to 
perform a client search. 

2. Upon locating the client in the search results, click on their name to bring up the 
Entity Actions. 

3. Click on View Client to open the client file. 
4. Click on the Reports button identified in Figure 101. 

5. Depending on the module from which the user clicked the “Reports" button, different 
choices might appear.  This is illustrated in Figure 102. 

Figure 101 - Printing a Client File

Figure 102 - Each Module Offer Different Print Options



6. Once the user has selected the desired print out, click Ok.  The software will then 
generate a PDF copy of the print out. 

Figure 103 - Printing a Client File
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