The following information is provided concerning how to generate a manual System ID
number.

CLIENT INFORMATION
NAME: Johnathan Paul Smith
DATE OF BIRTH: July 1, 1955

Normally, a System ID is created by OPUS (or can be manually done): SYSID sequence is
as follows: "S" + first six letters of the clients first name + month,day,year(MMDDYY) of
the clients birth date.
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In the rare event that this duplicates another SYSID# in the system the SYSID must be
created manually. The accepted practice for this situation is the following. Manually
enter into SSN/Sys# (DO NOT USE CREATE ID BUTTON) the following sequence: "S" +
first five letters of the clients first name + first letter of the clients middle name +
month,day,year(MMDDYY) of the clients birth date.
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