
How To: Add Client 
 

1. This is your Home screen. Go to the Household 
tab to select desired Household.   

 
 

 
 
 

2. Click on the desired Household.  
 
 

 



3. This is the main screen for your selected 
Household. 

 

 
 
4. Mouse over to Individuals. A menu will show up. 

Click on the submenu New Individual  
 
 

 
 
 



5. Once you have clicked on the New Individual tab 
you will be presented with the following screen, 
Individual Edit page. Press Save when done. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
6. One you have pressed Save you will not have 

created the client. You can edit as much as 
possible by pressing the Edit button.  

 

 



7. To view the created Client, go to the selected 
Household and mouse over to the tab Individuals. 
A submenu will appear showing you the name for 
the Individual/client we have just created.  

 

 


