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Client External ID Field 

The external Client ID Field should be used to add a series of numbers or letters associated with an IC.  

 

Adding External ID while in Enrollment Grid 

To add External ID while IC is enrolling in the Enrollment Grid, click the external ID Icon in the Action 
Column. 

 

Type unique IC ID#, which can consist of any combination of letters and/or numbers, then click Update 
Client Code. Click OK when message appears.  
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Viewing Code in Enrollment Grid 

The external ID will be visible in the Client Code Column in the Enrollment Grid. 

 

Adding External ID while in Contractor Grid 

To add External ID after IC has been contracted, go to the Contractor Grid, click the external ID Icon in 
the Action Column. 

 

Type unique IC ID#, which can consist of any combination of letters and/or numbers, then click Update 
Client Code. Click OK when message appears.  
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Viewing Code in Contractor Grid 

The external ID will be visible in the Client Code Column in the Contractor Grid. 

 

Viewing External ID in Reports 

External ID will be visible in any report where Client Code Column is available. 
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