
FINDING OR ADDING A CLIENT PROFILE 



• If the client already has a profile in CMBHS, the client’s name will appear at the bottom of the 

screen. 

• Click on Client Name and then click on Client Profile to view Client Information and add or edit a 

client profile. 



• Click on Find/Add Client. 

• If the client has not been entered into CMBHS, a “No Records Found” message will appear at the 

bottom left hand corner of the screen. 

• Click on the Add Client button at the bottom right hand corner of the screen in order to create a new 

client profile. 



• There are five tabs to enter information: Client Information, Address, Contacts, Identifiers, and 

Additional Information. 

• Note: Information is entered into Identifiers and Additional Information as applicable. 

 

 



• On the Address tab, after the data has been entered, click Add which adds the record, then click 

Save. 



• Click on the Contacts tab, then click on the Edit button. This will open a new page to enter the contact 

information. 

• After entering the contact information, click Add. 

• Note: This is where the contact information for the legally authorized representative (LAR) is added to 

the client profile. Information for the LAR must be added so that the LAR’s name will populate in the 

drop down boxes on other pages, i.e. Clinical Eligibility, Individual Plan of Care, and Termination. 



 

Completed Contacts record. 



• Proceed to the Identifiers and Additional Information tabs, as applicable.  

 

 



• After data has been added to all applicable tabs, click Save.  

• The ‘Successfully Saved’ message will appear.  




