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Client Profile (v.1) 
The Profile section has five areas: Client Profile, Additional Profile, Households, File Attachments, and 
Infractions.  Note:  When updating a client be sure to periodically save your changes.  
 
Client Profile: 
 

 
  
Additional Profile Information: 
Complete and/or verify the client demographics. You can complete the Emergency Contacts section by 
clicking on Add. 
 

 
 
Households: 
If you are serving a family you will need to create a household for the client and his/her family. 
 
 a.    Click Add this client to Household.    
 

 
 

b. Complete the client’s household information and click on Start NEW Household. 
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c. The Add Clients To Household section will display.  Enter the next household member’s 
name and SSN.   

 

 
 

d. Click on Search For Client.  The screen will refresh and may display a list of clients that are 
possible matches for the client you entered. 

- If there is a match, click the name of the client who matches your search.  
- If there is no match, complete the household member’s demographics section and 

click on Add Client With This Information. 
 

e. Complete the household relationship data and click on Add Household Member. 
 

 
 

f. You can continue to add household members or click on Exit and return to the Profile screen.  
The household will now reflect the number of clients you’ve added. 

 

 
 

File Attachments:  Used for additional documentation or a photo used for identification cards etc. 
 

 
 
Infractions:  Used to track rule breaking and problem issues with the client. 
 

 


