Using the My Events Page: Adding a client to your My Events page listing allows you to quickly access that client.  

The first page of the EIS that appears after logging on is the My Events page.  You can also access this page at any time by clicking my Events in the EIS menu bar.

STEPS

1. After logging in to EIS, you will automatically view the My Events page.
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2. Click the Set My Preferences link.


3. From the SHOW menu, Select CLIENT PREFERENCES.
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4. To add clients to your My Events page listing, click on the client name under Available Clients, then click on the Select button to bring the name to the Selected Clients box.
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5. Click the Save button when finished adding your clients.

Helpful Hint:

Click MY EVENTS in the Header and verify the correct client(s) selected by checking unique identifiers (ie. SSN, DOB, etc.)

Set My Preferences





My Events














Show





Selected Clients





Select





Available Clients





Save


























