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ADDRESS INFORMATION  

A home address is mandatory in CIPS. It is the responsibility of each provider user to 

ensure the information is entered and current. 

o Log on to CIPS. 

 

o Enter the client’s Social Security number or full name. Each type of search must 

be done separately. We recommend an ssn search first and a name search 

second if the client is not found. 

 

o Click Search. 

 

o Click the row for the client you would like to enter address information for. 

 

o Click the Show button to access the Client Demographic screen. 

 

o Scroll to the bottom of the screen. 

 

o The address is entered under the Common Demographics grid. 

o Click on the chevron circled below to populate the fields. 
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o Proceed with the following: 

 

 


