The reason you want to follow this field search in order as it is shown is that the date of birth and Social Security Number (SSN) are normally unique to individuals. In terms of uniqueness, the SSN is the primary, but some clients we serve do not have SSN or they have forgotten their SSN; hence, use the Date of Birth (DOB) first, then the SSN.







[bookmark: _GoBack]Helpful Tips
 
 Look at the client’s phone number and that of the person for emergency contact, also look at prior addresses and address of contact. This may give you the area from which they are relocating.
 Look at the client’s physician and the location of the physician. If the diagnosis is from a private physician chances are the client is not in the system, and you are receiving the error message for another reason. 
When searching for a client on your ARIES certificate, your ability to see if the client has been seen elsewhere in the HSDAs of Texas is limited. Therefore, I highly urge you to contact your data manager to search for you. 
 
If you select to search on your own, and there is a duplicate, a paragraph will appear above the screen alerting you that there is already a client with that name in ARIES.
CLIENT SEARCH PROCESS
 
The Client Search screen allows the user to search for clients.  
 
TO SEARCH FOR A CLIENT:
Enter the following information in the appropriate fields in the following order:
1. Date of Birth
2. Social Security Number if the client has one, if they do not have one, then leave blank.
3. Last Name
4. First Name
 
If you opt not to search in the above manner, and you have a client with a dual last name, then you will need to search the client using 5-6 additional search methods. If you search by the preferred steps above, you will save a lot of time and effort when inputting the client into your GSA. Dual last name search steps:
1. Ford
2. Carter
3. Ford Carter
4. Ford-Carter
5. Carter Ford
6. Carter-Ford
 
 

