QuickGuide:
Adding a New Client in DAARS

Adding a new client is a relatively straightforward process. It is imperative to not create
duplicate records, so the first step to adding a new client is to search the system to ensure that
they are not already there.

Searching for a Client with the Caretool

Client Searches are available in two styles:
J Full Client Searches

o Client File

Full Client Search

ClientFile

Welcome

To Dos & Reminders

@ ltlems assigned to me ® Al clients Typgl =] status ||ncomp\eta |

' Items assigned to other staff " specific Site Date: to

" Specific Client

ApplyFilters [ ResetFiiters

Priority Complete i Date

Select ‘Full Client Search’ in the Caretool

In a traditional ‘Full Client Search’, you will enter Name, Gender, Region, DOB, or other
information and click search. Remember: When searching, less is more. Searching using fewer
parameters and fewer letters means you will get more hits (and avoid missing a duplicate
record with a typo).This will produce a list of client records with names similar to the client you
want to add.
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Full Client Search
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To Add Hew Chent
First use the search 1o make sure the client is not already in the system.

| Please check to see if your client is listed.
| ¥ your client 12 listed, Click on thelr Name 10 Degin working with their file,

| Mote: If you need to change any of the ID Information. click "B, If your cliant is not listed, click “Add Mew Record” at the bottom of the page
Reansign

TRITS Begay. Jones JODD0Z3I1TIA OTOFABIS  Male  MATLINI Navajo Area Agency On Eorm
Aging

30562 Beaay. Jones P 011678409 1UOBME50 Male  CHURCH ROCHK MNavajo Area Agency On Eamm
Aging

102886  BeaawJones [ JODI157H427 07141847 Male  THOREAL Navajo Area Agency On Earm)|
Aging

14018 Ghee. Jones HOOOTA00085 03/20/1931 Male CHURCHROCK Navajo Area Agency On Eomm
Aging

18412 Harrigen. Jones JODOTESIBIZ 0B041935  Male  SANOSTEE Mavajo Area Agency On Eorm
Aging

117082 Jones Jr Georas ODIZGTEISI 04181950  Male  PHOEMIX Area Agency On Aging Earm|

If you have a match that you can verify is correct select that client and edit that record. If you
do not have a match you will add a new client by selecting ‘Add New Record’ at the bottom of
the page.
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Select ‘Client File’ in the Caretool

W Caretoot #  Operations
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In ‘Client File’ the search uses an Ajax search bar. This type of search displays a drop-down list
of results as soon as you begin typing. As you type, the list shortens, displaying only the
appropriate options based on exactly what has been typed at the present moment.

An Ajax search looks like this:

‘
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If you think you have a match off the list, select that client and verify that it is the right person.
If it is you can proceed to edit that record. If you do not have a match, re-enter client’s name
information and then select ‘Add New Client’ at the top of the drop-down list and to add the
person as a new client.
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Adding a New Record

If searching for the client you do not find a match with either ‘Full Client Search’ or ‘Client File’,
you will select ‘Add New Record’ as described previously. Your screen will look like one of the
following, ‘Full Client Search’ (A) or ‘Client File’ (B):
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When adding a new client you must enter in the name, SSN (or select No SSN Provided), and
designate a region. Currently, these are the only fields required to add a new client, but adding
information at this time related to gender, DOB, address, and phone are helpful in determining
if there are existing duplicates already in the system. In order for the client to be created, you
must click Save. If you do not want to save, click Cancel.

If there are existing clients with similar names a list of possible duplicates will be displayed for
you to look through and make sure your client does not already exist in the system. If you have
a verified match, select that client and you can proceed to update that record. If you do not
have a match, select ‘Ignore duplicate(s) & add new record’ at the bottom right corner of the
window.

Adad MMew Cllent
[ ———— [Gonoes
v s [ie

Fossible Duplicates >

Marme Gender Do Lasta ssm e @ Address Teaion Getcars 10 I Slen 15

SOMNE S, MICHACL Rrale FOOAOA04 0402 o 040z
T S AL Rt Amaooam®  asaa Sazas
LR AL [reT AvsmOBOE  Asos 2anue

= . MICHAEL [LENEY TppomsEs  As00

< Pt zoooone  aoos

[P Teramnma s azas
[rEey FOIDOEE0 A0S
[T 10730401 o000

Page 3 of 4
May 2014



QuickGuide:
Adding a New Client in DAARS

Once the client is created you can proceed to add additional information to client’s record by
selecting the appropriate horizontal bar to access the area you want to edit. Here is what your
initial client screen will look like:

® Jonecs, Mike DO 00000000

Client File

Hame [Edit] Jones, Mike SSH Don Agwe
126718 Nickname
CIF I Link ta GIE Homeless? [
AIMS 1D Case manager Search
mternal 10 e
Region [ AREA AGENCY ON AGING REGION OME - I _Browse..
Heeds Emergency Evacuation Assistance? Is there a primary you?

Fligibility category?

Addressi: | Shipping =1 County1: ~] B | | phonet:[Financial =] |
we. srrexscon Frresc. | Valia Dates From [05/01/2014 To [1zm1m9es
=l emait: [Home = [Eran
Valid Dates From [osmizo1a To [1231mees Valia Dates From [sseirzets 1o [Smmees
Directions to Home Notes
| =1 = |

Demographics -

Page 4 of 4
May 2014



