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Adding a new client

Notes

A – Select SERVICE USER MANAGEMENT
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Welcome to 
Community 

Equipment Services



Adding a new client

Notes

You have 2 default options

B – Input the Service user ID, if known
OR

C – Input Forename &/or Surname

D – When details input to fields A or B, then Click SEARCH 
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Adding a new client

Notes

E – Millflow will now return the closest matches to the search details input

You can now review all records returned by clicking on Select service user on each tile

F – Should your initial search not return the client you are looking for, then you can click
       on ADVANCED OPTIONS (See page 5)
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Adding a new client

Notes

G – You are now able to refine your search by adding any of the following details
• Date of birth
• Post code
• E-mail
• NHS Code (No.)

H – Once all available information is input, click SEARCH

I – If the client you are searching for is not returned, then you will need to create a
        NEW CLIENT RECORD
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Adding a new client

Notes

J – Millflow now presents you with this screen. Towards the bottom of the page you will
      notice the service user information fields, that you need to populate.
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Adding a new client
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See page 8 for further notes on this page

K

L

M

N



Adding a new client

8

O

Notes

Millflow now presents you with all the information fields available for the client record. 
You now need to populate the as many of the fields as possible.

K – Details of the client

L – Details of other contacts

M – The Clients contact details

N – The ability to opt in/out of SMS notifications

O – The ability to add some additional information

P – CREATE THE NEW CLIENT

P
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