Steps for Searching and Creating Individual in CRM

ROLE: CUSTOMER GUIDE — IDS CREATE
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Customer Guide

1. Go to DODD portal login as you usually do to access the
DODD applications—> Select LOC/IDS

2. You will see Customer Guide Dashboard

3. To access list of individuals > Select Individual tile from
dropdown arrow next to IDS/IMAGINE

4. You will see list of Active Individuals

5. Search for individual by typing name or DODD# in search
box and hit enter or click on the magnifying glass next to
search box

6. Individual record will show up if individual exist
7. Double click on individual record to open individual’s

record and user will land on Individual front page

Create Individual --- starts here
8. If individual doesn’t exist=2>select the Introduction tile
from the dropdown arrow next to IDS/IMAGINE
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9. Click on the +New button to create a new individual
10. Enter all required information to create new individual

and click on Create Individual button.
11. If any duplicate information entered to create individual,
user will get a duplicate error message = Attest to it and

create individual.

User Notes
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