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Preventing Duplicate Clients 

 
Introduction 
This document will show the steps in creating a client user in HMIS (ClientTrack). 

 
Steps 
Search for the Client 

 

 

Search by partial name  
Enter ONLY the first three letters of the client’s first name and the first three letters of the client’s last 
name. This will search the system to see if the client has an existing HMIS record.  

 

 



 
 

 

If no clients are found with that combination, the system will display “No records found.” 

 

 

If a client isn’t found by searching for name, search by birthday or SSN. 

 

Duplicates 

If you find duplicates, please submit a Spiceworks ticket by sending an email to 
help@housingforward.on.spiceworks.com with the both client IDs. 

If the client information is not the same, please determine which one is correct and edit the client 
information to match before submitting the merge of clients. 
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