
How to add clients into CIE
 
1. Once the client signs an authorization form, scan and upload the form to a drive for 

temporary storage. 
 

 
2. Login to CIE (Visit ciesandiego.org and hover over “Partners”. Click “Login to CIE”) 

Note: You will need to enter your username and password on the next page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Once you login, click “Search Client” in the top right corner. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. On the next screen, enter the client’s first and last name and click “Search.” 



If the client’s name appears under Results with a matching DOB and/or last 4 of SSN/Pin, they 
have already consented. To view the profile, click on the Name. 
If the client’s name does not appear, CONTINUE… 

5. Enter the client’s profile information (As found on the Authorization form)
a) First Name (Required)
b) Last Name (Required)
c) Last 4 of Social Security Number/Pin (Required)
d) Birthdate (Required)
e) Phone Number (recommended)
f) Email Address (recommended)
g) Full Social Security Number (recommended)

6. For Privacy Method, select “Paper”

a) Click “Choose File” and select the correct Authorization form for the patient

7. Select the Language: English or Spanish

8. Select “Yes” or “No” for “Enroll in Care Team?” (Selecting yes  means you will get Alerts)

9. Click “Create Client.”
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The Client Profile 

This is the DETAILS view of the Client Profile. 

On the left side, scroll down to view Contact Information, Demographics, 
Household, Income and more.  

Scroll down to view the following on the right side: Care Team members, 
Alerts, Program Enrollments, Past Referrals, and more.  



 

If available, select “Direct Referral”
and this will send an electronic
notification to the CIE Partner

Or  
For non-direct referrals, select 

 “Provide Program Details,” then… 

Choose a domain (area of need)
Write any important notes for the
receiving party
Select related Taxonomies and
Target Populations (if applicable)
Select “Next” and/or “Save” to finish
sending the referral.


