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Bar List 
 
This cheat sheet covers how to bar a client from services and/or programs. 

1. To locate the Bar List option, you must be on the “Clients” workspace. Click on the icon of three people on 
the lefthand side of the screen and then the client dashboard will appear. 

 

2. Find the client that you need to bar so that you are on their dashboard. 

 

 



 
 

 

3. From the client’s dashboard, find the “Enrollment and Services” menu on the lefthand side of the screen, 
then click “Bar List.” 

 

4. The Client Bar List screen will appear. This screen will allow you to view all the services and programs from 
which the client is barred. From this screen, you can either Add New Bar, Bar from Multiple Programs, or 
Bar from Multiple Services. Do NOT use the Bar from Multiple Facilities option. 

 

5. To add a new Bar, click on the “Add New” from the Client Bar List screen. You will receive instructions at 
the top of the screen. Please be sure to review these instructions so that you choose the correct method 
of Barring (i.e. a single service or program or all services and programs). 



 
 

 

 

6. Below the instructions, this screen will appear. Notice that the “Begin Date” will populate for today’s date. 
Change the begin date if needed, and you can also put an end date for the Bar, if applicable. 

On this page, you can either choose a specific service or check the box for all services. You can either 
choose a specific program, or you can check the box for all programs. You do not need to select both. Do 
NOT use Bar from Facility option. 

 

 



 
 

 

7. Also on this page, you will select the Enforcing Agency (you will only see your agency). You can also select 
the Reason(s) for the bar from a list of pre-defined options; to select multiple reasons, simply click all that 
apply. You also have the option of creating a note if needed. When you are finished, click Save. 

 

8. Once you have saved, you will be redirected back to the main Client Bar List screen where you will now see 
the specific service(s) and program(s) that you barred your client from. 

 

9. If you want to bar a client from Programs ONLY, then click on the “Bar from Multiple Programs” option for 
the Client Bar List screen. 

 

10. From the “Bar From Multiple Programs” screen, you can choose which specific programs and for what 
reasons you want to ban the client. Use the restriction column for notes if needed, but it is not required. 
Once you are finished, click Save and Close. 



 
 

 

 

11. If you want to bar a client from Services ONLY, then click on the “Bar from Multiple Services” option from 
the Client Bar List screen. 

 

12. From the “Bar from Multiple Services" screen, you can choose which specific services and for what 
reasons you want to ban the client. Use the restriction column for notes if needed, but it is not required. 
Once you are finished, click Save and Close. 

 

Error Messages 

If you attempt to enroll a client into a program from which they have been Barred, these are the error messages 
you will receive when you try to enroll your client into the program. 

If a client needs to be enrolled into a Barred program, you must first go back to the Bar List and put an exit date for 
the Bar. The end bar date must be on or before the date you need to enroll the client. 



 
 

 

 

 


