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CLIENTS MODULE 

 
 

Understanding the Results List 

The bottom part the screen will list clients that meet the criteria of the 
Search Filters displaying Name, Chart ID, Status, As Of (effective date), SOC 
(Start of Care), EOC (End of Care), Other ID and Referrer. 

             

 

The Other ID field is only used if you have upgraded from a prior version of 
nHome. 

            

            

 

If a client has more than one Chart ID all of them will be displayed, sorted by 
effective date (As Of field). 

            

 

The Chart ID is the identification number associated for a specific client for 
each admission type that applies to that client.  

 

The Chart ID has 10 positions arranged in a way that make for faster 
identification. See the example below: 

  

The Status field is a numeric value but it has been also assigned a color for 
easier identification. Though your agency can modify the colors at any given 
time, the table below lists the defaults: 
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Your agency can customize the color associated to each status to better suit 
your needs. 

            

            

 

Your agency can modify the name of the Status Name but not its meaning. For 
example: instead of "Pending", it can be re-labeled "Referred". Modifying it to 
"Cancelled" will not change the system’s behavior. 

            

 

SORTING THE RESULTS LIST 

By default, the results list is sorted by Name; however any column can be 
chosen to sort. To do this, click on the column header of the field that you 
would like to sort by. For example, to sort by Chart ID, click on its header. 

 

The column used to sort by is shown with a blue background. The list will be 
sorted in ascending order (a-z, 0…999) and an arrow pointing up displays next 
to the column header. 

  

To sort in descending order (z-a, 999..0), click on the same column header 
once again. The arrow will now point down. 

  

UNDERSTANDING THE ELECTRONIC HEALTH RECORD SCREEN 

Client 

This section contains an overview of the client, personal information, 
contacts (if any), medical information (such as allergies) and directions to 
the client’s location. 
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Chart 

The client’s chart includes information relating to a particular admission 
type such as status, payor information, physician, etc. 

 

Period # 

Detailed information for each date range during which the client is 
authorized to receive care. The system will keep a history of all periods. 

 

Quick Reports 

This section lists all reports available for this section, including documents 
associated to this client. 

 

Warnings 

A special Warnings section will display in case required information is missing 
from the client’s profile. A list will be provided by positioning the mouse 
over this section and the required fields will be displayed with a pink 
background on each of the screens that require them. 

 

PRINTING A CLIENT LIST 

Step Description 

1. On the Client Search screen, use the filters to narrow 
down the results list, or remove all filters to print a 
complete client list. To remove all filters, tap the <F5> 
key. 

2. Click on the Print button, located in the toolbar. 
..... ..... 

..... ..... 

CREATING A NEW CLIENT 

Step Description 

1. Click on the New Client button. 

2. The New Client Wizard is displayed. Type the personal 
information of the client. The only required fields are 
First Name and Last Name. 

3. If the system finds an existing client with the same or 
similar name as the one we are entering, the system will 
identify it and display the following message: 

4. Click on the name of the Company that the client will be 
associated to and click on Next. 
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5. Click on the Location the client will be admitted to and 
click on Next. 

6. Click on the Admission Type and click on Next. 

7. This is the last screen of the Wizard. You may click on < 
Previous to revise what you have entered. To finish the 
wizard click on Finish. 

..... ..... 

..... ..... 

VIEWING AN INDIVIDUAL ELECTRONIC HEALTH 
RECORD 

Step Description 

1. From the Clients Search Screen, use the filter area to 
narrow down the results to search for the client, as 
shown in the example. 

2. Double click on the name of the client to open its 
Electronic Health Record (EHR). 

..... ..... 

..... ..... 

Adding a New Address 

Step Description 

1. On the client’s Personal screen, locate the Addresses 
section and click on the Add button. 

2. A new address record will be created, changing the 
header to “Previous”. 

3. Enter the name this address will be identified with in the 
Name field. 

4. Enter the street address in the Address field. You can 
also specify the apartment number in the Apt. field. 

5. Entering the zip code in the Zip field will auto populate 
the City, County and State fields, as well as the “+4” 
digits of the zip code. 

6. Enter the phone numbers for this location in the Phone 
Numbers, Etc. section. You can record up to 3 phone 
numbers (home, mobile, work), a fax number and an 
email address. If the Mobile that was entered has Email 



  

Quick Guides - Client Module 7 

 
capabilities, check the Mobile Email box. 

7. Click on Set As Current if you want this address to be 
displayed in the Personal screen. This will change the 
header to “Current Address”, as shown below: 

8. Click on Set As Billing if you would like to bill to this 
address. The header will change to include the words 
“Billing Address”. 

..... ..... 

..... ..... 

Viewing all Recorded Addresses 

Step Description 

1. On the client’s Personal screen, locate the Addresses 
section and click on the More Options button. 

2. All the addresses that have been saved for this client will 
be displayed. The current address will be indicated by an 
icon left to its name. 

3. Click on the address you would like to see. 
..... ..... 

..... ..... 
 

 


