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Provider Home Page
Click Home to return to home

Search Client allows user 
to search the entire Client 
File for an existing client

Add New Client allow user to 
add a New Client that is not 

already or exist in the Client File

Click Clients… link to view a 
list of existing Clients 

assigned to this Provider



Client Link

Click to view clients 
or add a new client

Step 1: Select “Clients”



Step 2: Add Client to Provider - Select Add Client

Add Client to Provider



Search Existing or Add New

Step 3: Search for an Existing client or Add 
New Client and select “Next”



Add New Client
Step 4:  Selecting “Add New Client” requires 
completion of Questions #1 - #13 on the 
DAAS-101

New

Registration Date a 
Required Entry



Search for an Existing Client

Key last 4 digits of 
SSN or last 4 digits 
of an assigned 
number in the 
current ARMS

Select a client



Assign Service(s) to Client

Step 5: Select the service or services 
to be received by the client



Provider Client Assessment

Step 6:  Complete the Provider Client 
Assessment based on the services assigned

New

All questions must be 
answered.  The system will 
no longer save without full 
completion assessments

Assessment Date a 
required entry



Services…link

Click Services to add Service 
Totals to a SRW

Step 7: Select “Services”



Site Route Worker Codes (SRW)

Click SRWs Link 

Step 8: Select “SRWs” for the service the 
client is receiving.



SRW Codes

Select “Details” to 
add a client

Step 9: Select the SRW “Details” or create 
a new SRW



Add Clients to SRW

Add existing clients to 
the new route, Click Add

Step 10: 
Using the 
dropdown 
choose the 
client(s) 
assigned to 
this route



Service Totals

Once you get clients added 
to the route, Click Service 
Totals to add units

Step 11:  Select “Service Totals” for each 
SRW to enter units of service per client.



Keying Units
Step 12: Units of Service are keyed from ZGA-903 or other input documents



Verify Units Keyed

The Verification reports can be printed to review/verify units 
keyed in ARMS.
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