Troubleshooting Searches:
Matching Cases and Matching Clients
To find an existing client or case, click the Find Client or Case button. When searching by Client
ID, enter the desired Client ID number in the search box, then click the Search button. (You
may also search using the Case number by selecting “Case ID” from the Search By pull down
menu.)
If that client has been entered, you will see something that looks like the following:

SELECT “MATCHING CLIENTS FOUND” TO

START A SECOND CASE FOR THIS CLIENT.

SELECT “MATCHING CASES FOUND” TO

ENTER SERVICES RECEIVED BY THIS CLIENT.

There are two items that the search returned: Matching Clients Found, at the top (circled in
blue) and Matching Cases Found (circled in red.) You must select the Matching Case
(red) to view all of the information on that client, or to enter services.

Troubleshooting Searches:
Matching Cases and Matching Clients
Selecting Matching Clients Found indicates you want to start a NEW case for an existing
client. Agencies typically enter a new case for an existing client only when a client is a victim of
another, separate incident of crime, such as Sexual Assault and Domestic Violence.
When starting a new case for an existing client, the system presents an intake form that is only
partially completed. Information on Homelessness and Disability, for example, are blank for the
new case, because this information may change over time. Services must be related to a
specific case – services entered for one case will not be shown in the Services section of a new
case.
To assign a new case to an existing client, first search for the client’s ID number as usual. You
will see something like the screen below:

In the example above, we are planning on entering a General crimes case for a client that was
entered under Sexual Assault. Notice that the only option to select is “Matching Clients Found”
because there is not a General Crimes Case yet for this client. (If a different case existed under
General Crimes, we would also see the client’s previous case.)

Troubleshooting Searches:
Matching Cases and Matching Clients
Selecting Matching Clients Found will present us with a partially completed intake form:

NOTICE THAT AT THIS STEP, THE CLIENT ID
CASE ID STILL SAYS
“NONE.”

IS COMPLETED, BUT

SOME OF THE FIELDS ON THE INTAKE FORM
THAT DON’T CHANGE BETWEEN CASES (SUCH
AS THE CLIENT’S YEAR OF BIRTH, RACE,
AND GENDER) ARE COMPLETED.
OTHER FIELDS THAT MAY CHANGE BETWEEN
CASES, SUCH AS

CRIME TYPE AND
DISABILITY, ARE BLANK.
THE FIRST CONTACT DATE OF YOUR CLIENT
DOES NOT CHANGE, AND REPRESENTS THE
FIRST DATE OF CONTACT YOUR AGENCY HAD
WITH THE CLIENT FOR

ANY CASE.

Once the Matching Client has been selected, fill in the blank fields on the partially completed
intake as they pertain to the new case. Once the intake is completed, click the Submit button
at the bottom of the screen.

ONCE THE NEW CASE HAS BEEN SUBMITTED,
ID AND
THE CASE ID COMPLETED AT THE TOP OF
THE INTAKE. NOW YOU MAY ATTACH
SERVICES TO THIS CASE.
YOU WILL SEE BOTH THE CLIENT

Sometimes new users will enter a second case accidentally, when a second incident of crime
hasn’t occurred. This can be confusing when entering services. If you find you have entered a
second case by mistake, e-mail Nicky Gleason at nickyg@cted.wa.gov and indicate the duplicate
case you do not want, and she can delete the duplicate for you.

