Find Client

To search for clients in CAREWare, follow these instructions:

1. Click Find Client.

. Customize
Provider Summary

Find Client

Reports

My Settings

System Information
System Messages
Administrative Options
External Links

Switch Providers

Log Ofi

2. Enter at least one search term.

Find Client

Client Search Help Close

Find Client

Last Name: | Jones

First Name:

Preferred Name:

DOB:

URNorEURN:

Encrypted UCI:

|
|
|
ClientiD: | |
|
|
|

State No (eHars):

Active Only:

Legacy eUCI: |

Legacy URN: |
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3. Click Client Search.

Find Client

Client Search | Help Close

Find Client

Last Name: | Jones

First Name:

Preferred Name:

DOB:

URNorEURN:

Encrypted UCI:

|
|
|
ClientiD: | |
|
|
|

State No (eHars):

Active Only:

Legacy eUCI: |

Legacy URN: |

4. Click a client.

Find Client = Search Results

View Details Custom Forms Back Print or Export  Hide/Show Columns

Search Results

Search: |
Last Harile First Name DoOB Client ID Encrypted UCI
Jones Bob 047011970 TEOG0BCOTAC
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5. Click View Details.

Fing Client = Search Results

View Details  |Custom Forms Back  Print or Export  Hide/Show Columns

Search Results

Search: |
Last Nar;le First Name DOB Client ID Encrypted UCI
Jones Bob 010111970 TEBOBOBCOT4C

View Details: Open the record for the selected client.

Custom Forms: Quick link to open Custom Forms tab in the selected client record.
Back: Return to the client search screen.

Print or Export: Print or export the list of client results for the search.

Hide/Show Columns: Hide or show columns in the Search Results.

Active Only Setting

By default, search results are limited to active clients only based on enrollment status in the client record. If the search
results need to include active and inactive clients, uncheck the box for active only. Active clients are clients without a
case closed date. When client records have an enrollment status other than active, they still need to have a case closed
date for them to be excluded from Find Client results if Active Only is checked.

The default setting can be adjusted in the Common Storage Settings in Central Administration.

1. Loginto Central Administration.
2. Click Administrative Options.

Customize
Provider Summary

Find Client
Reports

My Settings
System Information
System Messages (320)

Administrative Options

Switch Providers
Log Off
My Links
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3. Click Server Management.

Active Grantee Funding Sources

Currently A
White Fund:

Service/Contract Setup

Manage Col

Custom Features

Manage Cu:

Advanced Security Options

Manage Ad\

Data Import and Export Features

(PDI, PDE, +

Data Oversight

(Client Merg

Message Alert Scheduler

Manage Me:

Employee Setup

Link a user

Manage ser

Cap On Charges setup

Cap On Cha

Manage Referral Setup

Manage exti

HOPWA Setup

Manage HO

4. Click Common Storage Values.

Administrative Options » Server Managemer

Back

®Server Management

Search System Logs

Tum diagnostics On or Off

Get Diagnaostics File

Backup/Restore Options

Clear Caches

SMTP Settings

Activity Recorder

| Common Storage Values

Attachment Settings

Omphan Records Cleanup

Server Permission Locks

JPROG

Search throug

Tum diagnost

Search and dc

The database
DATABASE, o
contact your «

Clears cachet

Manage SMTF

The activity re
assistance wi

Edit common

Attachments !
.exe;.dll;.vbs

Delete Orphar

View and Cop
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5. Type Active in the search field.

Administrative Options » Server Management > Common Storage Values

View Back Printor Export Hide/Show Columns

Common Storage Values

Search: | active| |
Variable Name Value
ActiveClientsOnlyDefaultvalue 1
EnforceMDCActiveDate 1
UseHUDValsForHousing 0

6. Click ActiveClientsOnlyDefaultValue.

Administrative Options = Server Management > Common Storage Values

View Back Printor Export Hide/Show Columns

Common Storage Values

Search: | active

Variable Name Value
|Actil.reCIientsOnIyDefault\faIue | 1
EnforceNDCActiveDate 1
UseHUDValsForHousing 0

7. Click View.

Administrative Options > Server Managemeni > Common Storage Values

View | Back Print or Export Hide/Show Columns

Common Storage Values

Search: | active

Variable Name Value
ActiveClientsOnlyDefaultValue 1
EnforceNDCActiveDate 1
UseHUDValsForHousing 0
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8. Click Edit.

Administrative Options = Server Management > Common Storage Values

Edit |Back

Common Storage Values

Variable Name: | AcliveClientsOnlyDefaultValue

Value(StringValue): 1

Can Update: EDITAELE IN LIST

Description: Sets default value for 'Active Clients Only' option in

9. Change the Value(StringValue) to 0.

Save Cancel

Common Storage Values

Variable Name:  AcliveClienisOnlyDefaultValue

Value(StringValue): |2

Can Update: EDITABLE IN LIST

Description: |Sets default value for 'Active Clients Only® option in client search

10. Click Save.

Save |Cancel

Common Storage Values

Variable Name: | ActiveClientsOnlyDefaultValue

Value(StringValue): (8

Can Update: |EDITABLE IN LIST

Description: |Sets default value for 'Active Clients Only' option in client search
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At this point, Active Only is unchecked by default when users click Find Client.

Find Client

Client Search Help Close

Find Client

Last Name:

First Name:

Preferred Name:

ClientlD:

URNorEURN:

Encrypted UCI:

|
|
|
DOB: |
|
|
|
|

State No (eHars):

Active Only: [

Legacy eUCI: |

Legacy URN: | |

Users will need to check the box to limit the search results to only active clients.

Searching by Custom Fields
Custom fields can be added to the Find Client screen.

1. Click Administrative Options.

Customize

Provider Summary
Add Client

Find Client

Reports

Rapid Entry
Appointments

My Settings

System Information
System Messages (23)

Administrative Options

Switch Providers
Log Off
My Links
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2. Click Custom Features.

Administrative Options

@®Administrative Options

Provider User Manager Manage Provider and User
Clinical Setup Manage Available Clinical [
Provider Setup Manage Provider Settings

Service/Contract Setup Manage Contracts And Ava

Custom Features Manage Custom Fields and

Data Import and Export Features (PDI, PDE, HLT)

3. Click Custom Fields.
Back
@Custom Feature Setup

Custom Fields Create customn

Custom Service Data Entry Rules Manage Custc

Form Designs Manage Form

4. Click Demographics Tab Custom Field, one of the Custom Tabs, or Central Custom Tab.

Administrative Options » Custom Feature Setup > Cus

Back

@Custom Fields

Custom Control Setup Add/Edit/Delete Cu

Demographics Tab Custom Field Manage custom fie

Dental Manage Dental
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5. Click an active custom field to highlight it.

Activate Deactivate Move Up Move Down  Toggle Search  Toggle Rapid Entry  Toggle Client Add  Toggle Duplicate Wamning Back Printor Export  Hide/Show Columns

Custom Demographics Control Activation

Search: | |

Active Name Control Type Search By Description Show On Rapid Se Include on Add Cli Warn about dupl
Yes HMAP ID TextBox Yes HMAP ID
Yes Client Documentation Altachment Altachments

Yes Ash's Custom Field TexiBox This is & custom field for Ash. We

Activate: Activate (i.e., add) the custom field in the selected tab.

Deactivate: Deactivate (i.e., remove) the custom field from the selected tab.

Move Up: Move the custom field up in the list. This also affects the order of the custom fields in the client
record.

Move Down: Move the custom field down in the list. This also affects the order of the custom fields in the client
record.

Toggle Search: Show or hide the custom field on the Find Client screen.

Toggle Rapid Entry: Show or hide the custom field in the Rapid Entry screen.

Toggle Client Add: Show or hide the custom field in the Add Client screen.

Toggle Duplicate Warning: Turn Duplicate Warning on or off for the custom field.

Back: Return to the Custom Fields menu.

Print or Export: Print or export the list of custom fields for the tab.

Hide/Show Columns: Hide or show columns in the list of custom fields.

6. Click Toggle Search.

Activate  Deactivate Move Up  Move Down | Toggle Search | Toggle Rapid Entry  Toggle Client Add  Toggle Duplicate Waming Back  Print or Export  Hide/Show Columns

Custom Demographics Control Activation

Search: | |

Active Name Control Type Search By Description Show On Rapid Se Include on Add Cli Warn about dupl
Yes HMAF ID TextBox Yes HMAP ID
Yes Client Documentation Attachment Attachments

Yes Ash's Custom Field TextBox This is a custom field for Ash. We

The custom field is included as an option in the Find Client screen.

Find Client

Client Search  Help  Close

Find Client

Last Name: || E'I@:l

FirstName: [ |
Preferred Name: :
B
cClientn: [ ]
URNorEURN: [ ]

Encrypted UCIL: |

B E—

Active Only:

Legacy eucl: |
e E—

JPROG 11/21/2025



