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Background: The Statewide Client Index (SWNDX) database provides authorized workers the opportunity
to locate information about their clients when the intake is received or the workgroup is created. The
Workgroups tab in SWNDX lists all of the workgroups by county that have clients cleared to SWNDX. One
of the advantages of this information is the ability to identify a client that the worker is going to add to their
new intake or new workgroup. The Copy Client process pulls in all associated clients and their information
that is entered from the selected agency. This is a very efficient and quick process.

To access State Person Search, view the State detail, and Copy Client, workers must have the security
functions of:

a. Access Person Index

b. View State detail

c. Copy Clients from Remote County.

Navigation for Person Search from intake:

=

From the Intake Participants folder click the Action button and select Add Existing Client or

2. Click the New or Add Existing Client quick add button. (When creating a new intake check County
Person Search first to see if the client already exists on the county/tribal database.If existing client is
found he/she should be selected into the intake.)

3. If the client is not found in County Person search, the worker should change to State scope on the
person search screen and search.

4. Once the person is found, go to Action, View State Detail.

5. Click the Workgroups tab and expand the county information to view available clients.

6. Highlight the workgroup with the clients to copy.

7. Click the Action button and select Copy Clients. (All workgroup clients are copied)

8. Copied clients display as Participants in the intake or workgroup under the Participants folder.

9. Remove any unnecessary clients from the intake as needed.

SWNDX—Workgroups Tab
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