KORE Data Capture System (KDCS):

Entering a Client

Quick Reference Guide
Entring a new client:

e When you first log into your account you will be taken to the KORE Data Capture System’s
homepage of which you will see a variety of tabs.
e Locate and right click the “Clients” tab.
o Note: Each client will only appear once on this page, even if they have multiple visits.
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e Client records are usually created automatically when you enter a visit for someone new,
but you can manually add a client from this tab. This is helpful if you know someone will be
coming in soon and you would like to begin entering information.

e To add a new client, click on the “Clients” tab and then click “New Client” button in blue.
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e A popup will appear labeled “Add Client” to which you will provide the client’s basic
information.
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e Begin by selecting the program to which the individual is a client.
o Note: You will only be able to view the programs of which you have been assigned
as a user.
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e Next, you must provide a unique Client ID. You can either enter your own internal ID
or click the “Random ID” generator button in green.
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e Complete the remaining sections of Client Information. Click “Add new client

Information” button in green, then done.
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e Click “Done” in the bottom right of the pop up window.

2, To edit this section, go to the client registry

e The client should now be in the system and appear in the filterable table at the

bottom of page.
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e |f you need additional support or have any questions about the KORE Data Capture

System, reach out to your Implementation Specialist, the Data Coordinator, or email

us at KORE@Kky.gov.
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