
Points to Remember  

Personal Information 

*All clients require at least minimum 5 client identifiers: ITEMS WITH A * ARE REQUIRED

• Last Name*
• First Name*
• Date of Birth* 
• Gender*

Additional demographics e.g. address, phone number, additional ID’s such as Medical Record number, etc. Additional identifiers should be entered with 
no spaces between the alphanumeric data. The Identifier Type “Citizen/Immigration Identification Number” can be selected for passport or immigration 
number. 

*Only Manitoba issued health card number is entered in the Health Card Province and Health Card Number field.

*  Client Personal Information: Last Name, First Name, Gender, DOB must be updated/modified/changed by the client.  The client will 
need to contact MB Health Client Registry at 786-7101 in Winnipeg or toll free at 1-800-392-1207, 8:30am to 430pm Monday thru Friday 

OR

* Gov.mb.ca/health/ > Right hand navigation > Register for a Health Card | Update Your Health Card > eNotice of Change

* DO NOT update/modify/delete the Health Card Number (PHIN)

* Alternate Name will be visible at the client level on the client header when set as ‘preferred’. 
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 The Client 
Demographics 

-Personal 
Information 
page displaysIf client is

 in context

OR

QRC 

CR.020.02

Scroll to Health 
Region 

Organization section 

Search and select 
client

 
Click Update 

LHN > Subject > 
Client Details > 

Client 
Demographics  

Select radio button 
beside the Health 

Region 
Organization to be 

updated 

Click Update and 
enter the Effective 

To Date
Click Apply Click Add

Start typing the name 
of the Health 

Region 
Organization to be 

added 

The Effective From 
date is defaulted to 

the current date 

Select the appropriate 
Health Region 

Organization from 
the drop list

Click Apply Click Save
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 The Client 
Demographics 

-Personal 
Information 
page displaysIf client is 

in context

OR

QRC

Do you want 
to add another 

Ethnicity?

End

No

CR.020.02

Scroll to the 
Ethnicity 

Information panel & 
expand the chevron

Search and select 
client

Click Update 

LHN > Subject > 
Client Details > 

Client 
Demographics  

Scroll to the 
Ethnicity 

Information panel 

Select appropriate 
Ethnicity from the 

drop list 

Select appropriate 
Ethnicity Reported 

by: radio button 
Click Add

If you select 
Other from the 
drop list, enter 

information in the 
Other Ethnicity 

box

Click Apply Click Save 

Yes
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 The Client 
Demographics 

-Personal 
Information 
page displays

If client is

 in context

OR

Do you want
 to Delete?

Do you want
 to Set 

Preferred?

Do you
 want to Add?

Do you want
 to Update?

Yes

No

No

No

QRC 

CR.020.02

End

No

Scroll to the  
Telephone number 

panel & expand 
<<chevron>>

Search and select 
client  

Click Update 

LHN > Subject > 
Client Details > 

Client 
Demographics  

Select appropriate 
Usage from the drop 

list

Select radio button 
beside the Number 

you would like to 
update 

Enter appropriate 
Number & select 
appropriate Usage 
from the drop list 

Click Add
Enter appropriate 

Number 
Enter Details if 

applicable 

Click Save 

Click Update
Enter Details if 

applicable 

Select radio button 
beside the Number 
you would like to set 

as preferred

Select radio button 
beside the Number 

you would like to 
delete 

Click Delete Click Confirm

Click Set Preferred

Click Apply

Client’s 
Telephone 
number will 

display in the 
client header 
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Is there an 
active1 MHSU2 

address?

Does the address for 
the investigation 

follow-up, match the 
active MHSU 

address? 

Yes

Is the Effective 
From date for the 

MHSU address more 
recent than Effective 

From date for the 
Official Registry 

address?

Yes

‘Client was 
successfully 

updated’  
message displays

Conitnue to 
Page 6

Refer investigation 
information to the active 

MHSU address 

2023-03-07 v2

Footnotes:
1 Active addresses are addresses that do not have an Effective To date specified 
2 There should only be one active MHSU address at a time. Ensure that all MHSU addresses that are no longer applicable have an Effective To date (to mark the 

address inactive).

 The Client 
Demographics 

-Personal 
Information 
page displays

OR

No

If client is

 in context

DO NOT modify/update the 
Official Registry address.  The Official Registry address MUST stay 

as “Preferred” at all times

QRC 

‘Client was 
successfully 

updated’  
message displays

CR.020.02

Search and select 
client 

Click Update 

LHN > Subject > 
Client Details > 

Client 
Demographics  

Select radio button 
beside active MHSU 

address

Select radio button 
beside active MHSU 

address

Click Update, a 
modal opens

Enter current date in 
Effective To date 

field
Click Apply 

Click Save 

Scroll to Addresses 
panel 

Click Save 

No

Yes

Click Update,
 a modal opens

Enter current date in 
Effective To date 

field
Click Apply 



Points to Remember:

• Do NOT update, delete or change the Official Registry address.

• You MUST enter a postal code with an address. Consult www.canadapost.ca to search postal codes. If the address is a landmark (such as a park or bridge), search 
for an address close to the landmark and use that postal code. If the address is a facility, search for the facility street address (if not noted on the form) and enter 
it.  

• Active addresses are addresses that do not have an Effective To date specified. 

• There should only be one active MHSU address at a time. Ensure that all MHSU addresses that are no longer applicable have an Effective To date (to mark the 
address inactive). 
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Does the address for 
investigation follow up, 
match the most recent 

Official Registry 
address?

Continue from 
Page 5

Refer Investigation 
information to the active 

MHSU address 

Refer investigation 
information to the active 

Official Registry address

2023-03-07 v2

Yes

No

QRC 

‘Client was 
successfully 
updated.’ 

message displays

CR.020.02

Click Add,
 a modal opens

Select MHSU from 
Address Type drop 

list

Enter full address 
including postal code

Enter the current date 
in the Effective To 

date field
Click Apply 

Click Save 
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 The Client 
Demographics 

-Personal 
Information 
page displays

If client is

 in context

OR
Do you want
 to Delete?

Do you want
Set Preferred?

Do you want
 to Add?

Do you want
 to Update?

Yes

Yes

Yes

Yes

No

No

No

QRC 

CR.020.02

No

Scroll to the 
Alternate Names 

panel & expand 
<<chevron>>

Search and select 
client 

Click Update 

LHN > Subject > 
Client Details > 

Client 
Demographics  

Click Add 
Enter appropriate 
Alternate name  

Click Apply

Select radio button 
beside the Alternate 
name you would like 

to update 

Click Update
Enter appropriate 
Alternate name 

Click Apply

Select radio button 
beside the Alternate 
name you would like 

to delete 

Click Delete

Select radio button 
beside the Alternate 
name you would like 
to set as preferred

Click 
Set Preferred

Click Save Click Confirm

Client’s Alternate 
Name will display 

in the client 
header 

Do you 
want Clear 
Preferred?  

Select radio button 
beside the Alternate 
name you would like 
to set as preferred

Click
 Clear Preferred

Client’s Alternate 
Name will not 
display in the 

Client Header but 
will be searchable

Yes

End No
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 The Client 
Demographics 

-Personal 
Information 
page displaysIf client is

 in context

OR

QRC 

CR.020.02

LHN > Subject > 
Client Details > 

Client 
Demographics  

Scroll to the 
Additional 

Identifiers panell & 
expand 

<<chevron>>

Search and select 
client  

Click Update 

Click Add
Select appropriate 

Identifier Type from 
the drop list 

Enter the appropriate 
Identifier number 

capitalizing all letters

Select the appropriate 
Effective From date 

Click Apply Click Save 

Repeat for all non-
Mantioba health card 

numbers
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 The Client 
Demographics 

-Personal 
Information 
page displays

OR Do you want
 to Delete?

Do you 
want to Set 
Preferred?

Do you want
 to Add?

Do you want
 to Update?

Yes

Yes

Yes

No

No

No

If client is 

in context

QRC 

CR.020.02

End

Scroll to the 
Languages panel & 

expand 
<<chevron>>

Search and select 
client  

Click Update 

LHN > Subject > 
Client Details > 

Client 
Demographics  

Click Add 

Enter appropriate 
Language 

Select appropriate 
Fluency from drop 

list

Click Apply

Select radio button 
beside the Language 

you would like to 
update 

Click Update

Enter appropriate 
Language 

Select appropriate 
Fluency from drop 

list

Click Apply

Select radio button 
beside the Language 

you would like to 
delete 

Click Delete Click Confirm

Select radio button 
beside the Language 
you would like to set 

as preferred

Click Set Preferred

Click Save

Do you 
want to Clear 
Preferred?  

Select radio button 
beside the Language 

you would like to 
clear as preferred

Click
 Clear Preferred

Yes

No

No

Yes

Select check box if 
Interpreter Required
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 The Client 
Demographics 

-Personal 
Information 
page displays

OR
Do you want
 to Delete?

Do you 
want to Set 
Preferred?

Do you want
 to Add?

Do you want
 to Update?

No

No

No

If client is 

in context

QRC 

CR.020.02

End

Scroll to the Email 
Addresses panel 

& expand 
<<chevron>>

Click Add Click Apply

Search and select 
client

Click Update 

LHN > Subject > 
Client Details > 

Client 
Demographics  

Select Email Type 
from drop list 

Enter Email address

Click Save

Click Apply 

Select radio button 
beside the Email 
Addresses you 

would like to update 

Click Update

Select Email Type 
from drop list

Enter Email address 

Select radio button 
beside the Email 
Addresses you 

would like to delete 

Click Delete

Select radio button 
beside the Email 
Addresses you 

would like to set as 
preferred

Click Set Preferred

Do you 
want to Clear 
Preferred?

Select radio button 
beside the Email 
Addresses you 

would like to clear as 
preferred

Click Clear 
Preferred

Click Confirm

No

Yes

Yes

Yes

Yes

Yes

No
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 The Client 
Demographics 

-Personal 
Information 
page displays

OR
Do you want
 to Delete?

Do you
 want to Set  
Preferred?

Do you want
 to Add?

Do you want
 to Update?

No

No

No

If client is

 in context

QRC 

CR.020.02

End

Scroll to the Online 
Names panel & 

expand 
<<chevron>>

Search and select 
client

Click Update 

LHN > Subject > 
Client Details > 

Client 
Demographics  

Click Apply 

Click Save

Click Add

Select  appropriate 
Site/Service from 

drop list 

Enter Online Name

Do you 
want to Clear 
Preferred?

Select radio button 
beside the Online 

Name you would like 
to clear as preferred

Click Clear 
Preferred

Click Confirm

Select radio button 
beside the Online 

Name you would like 
to update 

Click Update

Select  appropriate 
Site/Service from 

drop list 

Enter Online Name

Click Delete

Select radio button 
beside the Online 

Name you would like 
to set as preferred

Select radio button 
beside the Online 

Name you would like 
to delete 

Click Apply 

Click Set Preferred

No

Yes

Yes

Yes

Yes

Yes

No
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