Duplicate Prime Prevention

Locating Past or Current Clients 
**Before setting up or adding anyone to a case, workers must always attempt to locate clients already in system. ** This will prevent issuance of duplicate benefits and duplicate prime numbers.
Use WEBM, FIND to Locate Clients
· Client’s social security number
· The client’s First and Last Name. If they have two last names search for both sets, for example:

· To search for Joshua Jackson Smith 
· WEBM,FIND,SmithJackson,Joshua (no space between the last names)

· WEBM,FIND,JacksonSmith,Joshua (no space between the last names)

· WEBM,FIND,Jackson,Joshua 
· WEBM,FIND,Smith,Joshua
Use MMIS to Locate Clients
· Search MMIS by the Birth Date then sort by First Name
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Using the Locate/Find tool when setting up a new UCMS or SNAP case:

Within CMUP and FSNEW case set up screens, there is an Action field (below the first name) which is the LOCATE action. Using F11, which is a Find tool, you can Locate/Find anyone by using their social security number and/or their Last, First name. Follow these easy steps:

1. Use the client’s social security number or if social security number is not available, search using the Last, First name. 

2. Place an L in the Action field (below first name) in either CMUP or FSNEW.
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3. Hit F11 (this process is for Finding or Pulling over individuals from person list) 

4. If prompted, select the correct person from Person List. 

Please note if trying to add someone using the social security number and you get an error message saying social security number is already in use, please don't just give them a new prime, rather WEBM FIND their social security number. 

These steps will ensure you are selecting the correct person and not creating duplicate primes, which will reduce your workload, reduce administrative costs and improve customer service.

If you have any questions, or need assistance contact CMU at 503-378-4369.

Revised 08/22/16

