Performing a Search to Retrieve Case/Referral 

1.  To open Client Services click on the Teddy Bear icon.
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2.  Click on the Search menu option and from the drop down menu select Start Search.
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3..On the Search dialog box enter the Last and First Name.  Click the OK button.
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4. Highlight the client and double click to open the Client Abstract page. 
Note: To access clients in your county who are marked as ‘Sensitive’, you must have the ‘Sensitive Persons’ privilege set up in Resource Management.  
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Referral History:
On the Client Abstract page click on the Referral History tab.
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Highlight the Referral ID number in the Referral Specifics frame, right click to Copy.
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Click the File drop down menu option and select Find Folder.
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On the Find Folder dialog box, check the radio button for Referral (default is Case) and in the In the Identification frame right click the mouse and select paste the ID Number.  
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Click the OK button.
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The Referral for the chosen client opens on the Referral ID page.
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Case History:

Follow steps 1 thru 4 above on pages 1-2.
On the Client Abstract page click on the Case History tab.
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Write down the Case ID number shown in the Case History frame. There is no copy/paste function available for a Case.

Click the File drop down menu option and select Find Folder.
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On the Find Folder dialog box, click in the ID Number field and enter the ID Number you previously wrote down from the Case History page.
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Click the OK button.
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The Case for the chosen client opens on the Case ID page.
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