
 

   

How to add a Client 
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How to Add a ”Client Relationship”  

“CLIENT RELATIONSHIPS ONLY APPLY TO FAMILY MEMBERS, AND SIGNIFICANT PEOPLE IN THE 
MEMBER’S LIFE. PLEASE DO NOT ADD ANY CAU STAFF. REFER TO “STAFF RELATIONSHIPS” WHEN 
ADDING CAU STAFF.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CLIENT RELATIONSHIPS can be found in the member’s IHP Face Sheet ( 1st page) as shown above. 

 
Step 1: 
In the Client Search field, enter the client’s full or partial name you will be adding a “Client 
Relationship” for and PRESS ENTER.    
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How to Add a ”Client Relationship” (Cont.) 

Step 2: 
Click the ECR button that corresponds to your member. 

 

 

 

 

 

Step 3: 
Hover over Member Tab in the tab bar, then Hover over General Information and click on the “Client 
Relationships” link. 

   

 

 

 

 

 

 

 

 

 

 

 

 

Step 4: 
Select Add Relationship  
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How to Add a ”Client Relationship” (Cont.) 

Step 5: 
Insert the Begin Date, First Name, Last Name, and Select the Relationship for the client. 

Please Note: Begin Date will always be “Today’s Date”.  

 

Step 6: 
Insert the Street Address, APT/SUITE, Postal Code, Phone Number, and any relevant Comments.  

If you have an Email Address be sure to enter in the Comments Box. 

Please Note: Postal Code will auto generate City and State once Postal Code is entered. 

 

Step 7: Click Submit    
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