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Client Contacts 

The Client Contacts program allows users to identify designated contacts for the client as an 

emergency, primary legal, or primary family contact.  

From the primary consumer 

screen, select the  tab.  

 

To update an already existing 

contact, right-click to open the 

menu.  

The menu provides various options 

to modify an existing record or to 

view, print, copy or delete the 

record. 
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On the next screen, a table will 

display that lists the client’s 

contacts. 

 

To add a new contact, click on the 

 button. 

 

A window listing the different types 

of contacts will open.  

• Emergency Contact 

• Primary Legal Contact 

• Primary Family Legal 

Contact 

To select a contact, double-click on 

the selection or right-click and click 

select.  

 

After a contact type has been 

selected, the next screen will 

display the client’s relative 

information. This information is 

derived from the relationship tab 

of the client’s record.  

 

To select a relative, double-click on 

the selection or right-click and 

select.   
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If a relative is not listed, click on 

the  button and follow the 

on-screen prompts. 

 

Once the contact has been 

selected, the next screen will list 

addresses that have been added to 

the client’s record. 

 

To select an address, double-click 

on the selection or right-click and 

click select. 

  

If the appropriate address is not 

listed on this screen, click on the 

 button and follow the on-

screen prompts. 
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Once the address has been 

selected, the client contact’s 

information can be reviewed.  

 

To update information or address, 

click on the  button or the 

 button, and follow the on-

screen prompts. 

 

If the contact is a Primary Family 

Contact, on the same screen, the 

contact can be identified to receive 

the NCI Survey.   

To indicate that the contact will 

receive the survey, click on the . 

 

Note: SANDIS will only allow one Primary Family 

Contact to be selected for the NCI Surveys.  

If the contact is a Primary Legal 

Contact, note that users can enter 

more than one legal contact, but 

each record must be a different 

individual.   
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If the contact is an Emergency 

Contact, on the same screen, the 

contact can be identified to receive 

Everbridge notifications.  

 

To indicate that the contact will 

receive an Everbridge notification, 

click on the . 

 

When reviewing and/or editing the 

record is complete, click on the 

 button to confirm any 

changes and exit the record. 

 

 


