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[bookmark: MyClients]



[bookmark: _GoBack]
Click on Set My Preferences 
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1. Show Menu DOWN arrow
2. Highlight: Client Preferences
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You will scroll down through the list of available clients, highlight the name of client and move the clients to selected field. 

Be aware that you have limited identifiers (Name, People id, Date of Birth) be sure that you have the correct client.  

1. Scroll DOWN the list
2. Highlight clients name
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1. Move selected clients over with using arrows
2. Click Save
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Click Close 
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Click Close
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My Events Page
Here you will see your client list
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Remove client from list:
You would remove the client from this list in the same manner except you would be using the back arrow to take them off the selected client list.
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