***My Clients – Bookmark, search, navigate***

Welcome to the WebITOMS online training tutorial. This tutorial will explain the steps on how Navigate, Search, and Bookmark in the “My Clients” Module.

From the homepage in WebITOMS, click on the “My Clients” link in the “My Options” frame.

Hover over “Demographic Data” to display the dropdown menu and click on “Clients”.
To search, choose one of the 3 options from the dropdown. In the search box, enter search criteria (organization name: 21) and then click on the “Search” box.

The results will be displayed on the table below.

Click the box for any record you wish to bookmark and then click on the “bookmark” button.

You will receive a message stating that “1 bookmark has been created successfully”.

To see the saved bookmark, click on the “My Clients” link under the “My Options” frame.

Click the checkbox for the record you wish to view and click on the corresponding link under the “Organization Name” column.
The page will refresh showing the Client information. Click the “back” button to go back to the bookmark page.

To delete the bookmark, check the checkbox (if not already checked) and click on the “Remove Bookmark(s)” button below.
This concludes the tutorial on how Navigate, Search, and Bookmark in the “My Clients” Module.
