	Delete a Duplicate Consumer

Note!  Consumers should only be deleted when it is a duplicate record entered in error.  Once a Consumer is entered the record needs to stay even after the case is closed.  This allows your database to have a picture of service history.

1. First, Locate and note the Address ID for each record.  The Address ID is found by clicking on the Consumers button on the Main Menu.

2. Decide which record ID to keep and which to delete.

3. Open your DATA part of the database, not the Front End.

4. Click on the Tables Tab

5. Find ConsumerCase in the list and double click on it to open.

6. Click in the column titled Consumer ID: 
7. Click on the Edit Menu and select Find
8. Enter the ID you want to delete and click on the Find Next button.

9. Click Close to close the Find window.

10. Change the ID you want to delete to the value of the good ID.

11. Repeat steps 7 through 10 until there are no more records found.



	
	12. Click on the File menu and select Close.

13. Find Caddress in the Table list and double click on it to open.

14. Click in the column titled ConsumerId 
15. Click on the Edit Menu and select Find
16. Enter the ID you want to delete and click on the Find Next button.

17. Click Close to close the Find window.

18. Click on the Edit Menu and select Delete Record.

If the consumer had any I&R Call records delete those records first.

Stuck in a field

Press the Esc key  on the upper left corner of your key board to cancel the entry.  Note!  You will lose any changes you have made.

1. The Esc key is particularly usefull when you are entering a new record and then decide not to enter it.  Esc key will undo your record before it saves.

2. Click on the Back button.


	User Notes
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Quick Reference Card

Consumers

Contents

· Search for a Consumer

· Add a New Consumer

· View a List of Consumers with Active Cases (by Staff Member assigned to the Case)
Buttons

Add New

Add a new consumer
Back

Close the window
Case Details

Goto Case Details

Goto

Goto the selected consumer

New Request

Create a new request for service

Print

Print Active Consumer List for Staff Member

Reset

Clear the form and show all consumers
Send Email

Send an email to the consumer (Microsoft Outlook only)

Undo

Undo some recent changes (some cannot be undone)
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	Search for a Consumer

From the Main Menu:

1. Click on Consumers button.

2. Enter any combination of; the consumer first name, last name,  Social Security Number and/or consumer Birthdate.

After leaving each of these fields, the system automatically searches for possible matches and displays them in the listbox at the bottom of the window.  Along with names of possible matches, the listbox shows a column with the header ‘Match’.  This column lists an indicator specifying how strong of a match each record is to the criteria you entered.  The more criteria you enter on this screen, the more accurate this indicator and the more likely you are to find the consumer you are seeking.

3. Review the list for possible matches.
4. If you find a match on the list, double click on their name to select it.

5. OR - Click on the name and click the Goto button.
6. If you do not see the consumer on the list, click on the box to SHOW ALL, Check the list again and then click Add New button to add a new consumer.


	If you click on the Add New button, MiCIL may propose that you review possible matches among a list of callers.  As with the consumer list, if you see a match, you may use the Goto button to go to the record.  If you do not see a match, click on the Add New button to proceed.

IMPORTANT NOTE:  If you select a person from the proposed ‘Caller Matches’ list you will be brought to the Consumer screen and the caller will now be showing as though they were a consumer.  They are not actually a consumer in the system until they have a request for service.  If you leave the Consumer screen without giving a ‘Caller’ a request for service, they will not be converted in the system.
Add a New Consumer

From the Main Menu, follow the directions on Panel 2 (Search for a Consumer) to make sure that the consumer does not already exist in the system.  After verifying on the consumer search screen that they are in fact a new consumer

1. Click on the Add New button.
2. Enter as much information as possible about the consumer on the Identification tab.
The only required fields are First Name, Last Name and Gender.  
	It is important to enter as much information as possible about the consumer.

3. Click on the Disabilities and Languages tab.

4. Enter any disabilities that the consumer has and select one as the primary disability by clicking in the Primary checkbox.  Note!  Primary must be checked for the 704 report to count it.

5. Enter any relevant notes about their disability.

6. Enter any languages that the consumer speaks and select one as their primary language by clicking in the Primary checkbox.

7. Click on the Medical Insurance tab.

8. Enter all medical insurance information for the consumer.

9. Click on the Request for Service tab.
10. Click on the New Request button.

11. Follow the directions on the Consumer Requests For Service (Cases) Quick Reference Card for more details on adding a request.

IMPORTANT NOTE: The record you entered is not technically considered a consumer record until it has a request for service.  
	If you were to leave the Consumer screen prior to entering a request for service, the record would be treated as a caller record.  You will still be able to find the record again by searching, however, it would be listed as a caller and not a consumer until a request for service is entered.

View a List of Consumers with Active Cases
(by Staff Member assigned to the Case)
From the Main Menu:

1. Click on Staff (Active Consumer List) button.

2. Select the appropriate staff member from the list.

3. Click on the OK button.

The screen that appears displays a list of all consumers with active cases assigned to the selected staff member.  To view details about a case (including goals, contacts, assessments, situations, etc.) click on the Case Details button.  Follow the directions on the Consumer Requests For Service (Cases) Quick Reference Card for more details on navigating these screens.
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