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Purpose 

This Job Aid provides you with a document that describes how to perform the task. You 
can print this document or save it to your local hard drive.
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Procedure 

1. Follow the steps below to complete the task: 

Colorado Trails - Google Chrome 

2. Click the Search menu item. 
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Colorado Trails - Google Chrome 

3. Click the Client Search menu item. 
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Client Search - Google Chrome 

4. Client Search page displays. 
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The Client Search page displays.

Client Search - Google Chrome 

5. As required, complete/review the following fields: 
Field R/O/C Description
Client ID R  

Example: 
3339258

  
For this activity, enter Client 3339258.
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Client Search - Google Chrome 

6. Click Search. 
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Client Search - Google Chrome 

7. Client displays in the table. 
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The client that matches your search criteria displays in the table.

Client Search - Google Chrome 

8. Click the Full Name link. 
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Client Search - Google Chrome 

9. Client Details display. 
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Client details will display in tabs below the search results table with the General 
Tab displaying by default. By selecting a tab you can view further specific client 
information.

For this process, you will be selecting the Associated Providers tab.

Client Search - Google Chrome 

10. Click the Next link. 
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For this process, you will be selecting the Associated Providers tab.

Since the Associated Providers tab is not in this first group of tabs, use the Next 
link to move to the next group of tabs.

Client Search - Google Chrome 

11. Next group of tabs. 
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This opens the next group of tabs and provides you with a Back link to return to the 
previous group of tabs.

Client Search - Google Chrome 

12. Click the Associated Providers tab. 
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The number of Associated Provider records for this client is shown in the 
Associated Providers tab header. Click the Associated Providers tab to display the 
records.

Client Search - Google Chrome 

13. List of Associated Providers displays. 
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The list of all Associated Providers associated with the client are displayed and are 
sorted by Provider Name alphabetically.

Client Search - Google Chrome 

14. Click the Provider ID link. 
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The Provider Details page can be opened for a specific Provider from the 
Associated Providers list.

Provider Details - Google Chrome 

15. Provider Details page displays. 

The Provider Details page displays.


