Chapter 10: Deleted Clients

A. Deleted Clients
1. To recover a deleted client go to “Screens” then
“Client” then “Client Info.”
2. Choose a client when the “Client Quick Find”
screen appears and click “OK.”
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3. Click “Insert” when the clients screen appears. = N
4. Search the name of the deleted client in the Rep_m @ Dilete Fioc
“Search Results” box. (ex: Haymitch &

Abernathy)
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5. Click “Search.”
6. When the deleted client appears in the search box, highlight their name and

click “Make
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7. An “Ownership Granted” message will appear. Click “OK.”

Ownership Granted |

I-" : | Your agency is now an owner of the selected client. The client wil
! " now be retrieved and displayed.




8. The deleted client’s information will appear on screen.
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9. The Client Quick find list must be manually updated after a
client is retrieved. Go to “Options” then “Update Quick
Find.”
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10. The “Global Search Results” screen roster is updated once a|  Taolbars...

day, so if the client was created and then deleted he/she will not

appear in “Global” Search Results” for twenty-four
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11. Click the “Save” icon before exiting the
window.



