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1 Revision History 
 

Version Prepared By Date Created Description 
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3 Create a New Client 
 

ACDHS Staff Provider Staff 

Admin Super User Supervisor Worker Read-Only Super User Supervisor Worker Read-Only 

    --    -- 

 

Refer to the ClientPath Referral User Guide to see how to create a new Client through the Information Referral 

Tool (IRT). Clients can also be created through the Clients tab. 

1. Click the Clients tab to view a list of all Clients in ClientPath.  

2. Click the New button to open a pop-up to input Client details. The Client’s screen is separated into 3 

sections: Individual Info, Additional Demographic Information, and Contact Info.  

3. Enter/select information for the new Client.  

• Required Fields: Only the fields marked with a red asterisk (*) are required to Save the Client record. 

• Duplicate Check: If the First and Last Names are a fuzzy match to an existing Client record, a warning 

message will display with a list of possible duplicates where you can select an existing record or 

proceed with creating the new Client. If the SSN is an exact match to an existing Client record, a 

message will display with a link to the existing record, and you will not be able to proceed with 

creating the new Client with the same SSN.  

4. Click the Save button to create the new Client record. If the mandatory information to MCI-clear [First 

Name, Last Name, DOB, Legal Sex and SSN (optional)] has been entered in the Client record, an MCI Client 

Search pop-out will be displayed with a list of potential matches (with the highest percent match on top, if 

any). Refer to Section 5 below for more information on MCI Clearance. 

4 View a Client 
 

ACDHS Staff Provider Staff 

Admin Super User Supervisor Worker Read-Only Super User Supervisor Worker Read-Only 

         

 

All users can view all Client records within ClientPath. 

 

1. Click the Clients tab to view a list of all Clients in ClientPath.  

2. Click the Client ID of the Client record you wish to view. The Client record will open with the Details tab 

displayed. The Client’s related Household(s) and Relationships are also displayed on the right side of the 

Client record. 
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4.1 Details Tab 

Upon navigating to a Client record, the Details tab will be displayed.  

The Details tab consists of: 

• The Client’s Individual Information such as their Name, Legal Sex, SSN, DOB, etc. 

• The Client’s Additional Demographic Information such as Race, Ethnicity, etc. 

• The Client’s Contact Information. 
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4.2 Referrals Tab 

1. Click the Referrals tab within the Client record. A list of all Referrals associated to the Client (that you 

have access to) will be displayed.  

 

2. Optionally, click column headers to sort data (ascending/descending). 

3. Optionally, click View All under the respective related list to view all records. 

4. Optionally, click the Referral ID (link) for the record you wish to open/view. 

 

4.3 Services Tab 

1. Click the Services tab within the Client record. A list of all Services assigned to the Client (that you have 

access to) will be displayed.  



ClientPath · Client Management · Version 1.0 

Page 7 of 13 
 

 

2. Optionally, click column headers to sort data (ascending/descending). 

3. Optionally, click View All under the respective related list to view all records. 

4. Optionally, click the Assigned Service ID (link) for the record you wish to open/view. 

 

4.4 Client History Tab 

1. Click the Client History tab within the Client record. The History tab of a Client record displays a related 

list of changes to data within the Client record. This includes the: 

• Date the change was made 

• Field that was changed 

• User who made the change 

• Original Value that previously existed 

• New Value that was entered 

2. Optionally, click View All to view all records. 
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4.5 Relationships 

Within a given Client record, a list of all existing 

(whether current or ended) relationships are 

displayed. See example screenshot to the left. 

The Name of the related Client, the Category, 

Summary, and Relationship ID are displayed for 

each related Client. The Summary describes the 

Client in focus and their relationship to the related 

Client. 

1. Click the Relationship ID. The relationship 

record will be displayed. 

2. Optionally, click the Secondary Client’s name 

to view the related Client’s record and see 

the reciprocal relationship.  

 

For example, Cameron Edward’s Client record includes a relationship where Sullivan Edwards is listed as his 

Nephew, and therefore Cameron is Sullivan’s Uncle. Similarly, Sullivan Edward’s Client record will list Cameron 

Edwards as his Uncle, and therefore Sullivan is Cameron’s Nephew. 
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5 MCI-Clear a Client 

ACDHS Staff Provider Staff 

Admin Super User Supervisor Worker Read-Only Super User Supervisor Worker Read-Only 

    --    -- 

 

ClientPath is integrated with Allegheny County’s Master Client Index (MCI), which is system of citizens, each 

assigned a unique identifier – a MCI ID. MCI  ID is Allegheny County’s version of a Social Security Number and helps 

ACDHS keep track of services and supports a individual receives over their lifetime.  

The MCI Clearance process consists of either locating the existing Client within the MCI system, or creating a new 

one, and syncing that MCI ID into ClientPath. The MCI Clearance process is NOT required at the Referral stage but 

is required to assign Services. 

If a Client does not have a MCI ID (displayed within their Client record), users (besides Read-Only users) can obtain 

the MCI ID from the Master Client Index system. 

1. Click the Get MCI ID button. If the mandatory information to MCI-clear [First Name, Last Name, DOB, 

Legal Sex and SSN (optional)] has been entered in the Client record, the MCI Client Search pop-up will be 

displayed.  

Otherwise, if the mandatory information to MCI-clear is NOT entered, a message will appear stating that 

MCI clearance cannot be completed until [missing information] is entered. 

2. If the proper MCI match exists, click the radio box next to the appropriate Client, and click the Update 

MCI ID button. The newly created Client record in ClientPath will be updated with the selected MCI ID. 

Otherwise, if the proper match does NOT exist, click the Create New MCI ID button. The Client record in 

ClientPath will be updated with a newly createdMCI ID. 
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6 Edit a Client 

ACDHS Staff Provider Staff 

Admin Super User Supervisor Worker Read-Only Super User Supervisor Worker Read-Only 

    --    -- 

 

You can edit Clients that have an association to your provider through a Referral and/or Service. Edit access to a 

Client record can take a few minutes if the Client was just created and/or if the client was associated to a Referral 

or Assigned Service with your Provider for the first time. 

 

6.1 Edit from Within Client Record 

1. From within a Client record, click the Edit button. The Client record will open in a pop-up screen in 

editable mode. 

 

2. Update data as required and click the Save button to save your changes. Any changes are captured in 

the Client’s Client History tab. Any changes to core elements (First Name, Last Name, Date of Birth, Legal 

Sex, SSN) will automatically update the respective Client record in the ACDHS Master Client Index (MCI) 

System. Refer to Section 5 above for more information on MCI. 

 

6.2 Edit from List View 
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1. From within the Clients tab list view, click the drop-down arrow at the end of the row for a given Client 

record and click Edit. The Client will open in a pop-up screen in editable mode. 

 

2. Edit data as required and click the Save button to save your changes. Any changes are captured in the 

Client’s Client History tab. Any changes to core elements (First Name, Last Name, Date of Birth, Legal Sex, 

SSN) will automatically update the respective Client record in the ACDHS Master Client Index (MCI) 

System. Refer to Section 5 above for more information on MCI. 

 

7 Delete a Client 

ACDHS Staff Provider Staff 

Admin Super User Supervisor Worker Read-Only Super User Supervisor Worker Read-Only 

  -- -- -- -- -- -- -- 

 

Only Admins and ACDHS Super Users can delete a Client.  

1. Navigate to the Client record you wish to delete. 

2. Click the drop-down arrow next to the group of buttons and click Delete Record. A pop-up will be 

displayed with a confirmation message and the option to click Yes, No, or X to close the screen. 

 

 

3. Click Yes to proceed with deleting the Client. The Client record will be soft-deleted (along with any child 

data) and marked as Inactive. History tracking captures who soft-deleted the record and when. All 

Inactive Clients are removed from list views and searches. Only Admins can view Inactive Clients and 

restore Clients back to an Active state. 
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Otherwise, click No or Cancel to not proceed with soft-deleting the Referral.  

8 Upload/View Documents 

ACDHS Staff Provider Staff 

Admin Super User Supervisor Worker Read-Only Super User Supervisor Worker Read-Only 

         

 

All users can Upload/View Documents associated to Client records. Read-Only Users do not have access to upload 

documents (only view). 

 

8.1 Upload Documents 

1. Within a Client record, if needed, click the drop-down arrow to access and click the Upload/View 

Documents button toward the top right of the screen. The Document Collection screen will be displayed, 

along with any documents already associated to the Client in focus. This includes documents uploaded 

directly to the Client record, as well as documents ‘Attached’ via a Referral or Assigned Service.  

 

 

2. Select a Document Type from the drop-down provided. Upon selection, the Document Type Description 

will appear for your reference. 

3. Optionally, enter any Notes about the document.  

4. Click the Upload Files button to search and select a file from your computer. Upon selection, the file will 

be uploaded.  
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5. Click the Done button once it is available. A row will be created for the attached file that includes a link to 

the file, Doc Type, File Name, Notes (if any), Upload Date, and Created By. 

 

8.2 View Documents 

1. Click the Upload/View Documents button to open the Document Collection screen. 

2. Click the Go to File link next to the document you wish to view. The Preview tab of the File record is 

displayed.  

 

3. Click the Download button to download the file. 

4. Optionally, click the Details tab to view details of the document. 

 

9 Assign Referrals and Services 

See the ClientPath Referrals and Services User Guides for details. 


	1 Revision History
	2 Table of Contents
	3 Create a New Client
	1
	2
	3

	4 View a Client
	4
	4.1 Details Tab
	4.2 Referrals Tab
	4.3 Services Tab
	4.4 Client History Tab
	4.5 Relationships

	5 MCI-Clear a Client
	6 Edit a Client
	5
	6
	6.1 Edit from Within Client Record
	6.2 Edit from List View

	7 Delete a Client
	8 Upload/View Documents
	7
	8
	8.1 Upload Documents
	8.2 View Documents

	9 Assign Referrals and Services

