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Editing an existing client

Notes

A – Select SERVICE USER MANAGEMENT
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Welcome to 
Community 

Equipment Services



Editing an existing 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 

B
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Editing an existing client

Notes

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

F - You can now select the service user by clicking on Select service user their tile
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Editing an existing client

Notes

G – Click on MORE INFORMATION & EDIT CLIENT
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Editing an existing client

Notes

MILLFLOW WILL RETURN THE SCREEN ABOVE.

YOU WILL NEED TO SCROLL DOWN THE SCREEN PAST
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See page 8 for further notes on this page
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Editing an existing client
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Notes

Millflow now presents you with all the information fields available for the client record. 
You can now update the record with any new information 

H – Details of the client

I – Details of other contacts

J – The Clients contact details

K – The ability to add additional addresses for the client

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

M – The ability to add some additional information

N – IT IS IMPORTANT THAT UPDATE CLIENT IS CLICKED IN ORDER TO SAVE NEW
        INFORMATION
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