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Creating a New Customer 
Folder

Toolkit 2004

If you work in multiple counties, select the county for which 
you wish to add a new customer folder. Check to see if the 

customer is already present in the NCPDB, click Go.
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Customer folders presently in the 
NCPDB appear in the left window. If 
the customer is not present, click the 
Create New Customer Folder icon.

You will be taken to the 
SCIMS application to select 
the customer. Note: if you are 
not already authenticated 
through WebCAAF you will 
have to enter your WebCAAF
credentials. Enter information 
about the customer to search 
the SCIMS database. If the 
customer has not been 
added to SCIMS, you will 
have to go to SCIMS to enter 
the customer information.
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Once the customer is found in SCIMS, the 
information will display on the screen. Click on the 
customer’s name.

Enter the name of 
the business.
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Enter an identifier for the 
customer. Do not use spaces or 
any of the special characters 
listed on the dialog box. Click 
OK.

A message confirming 
the addition of the 
customer folder appears. 
Click OK.
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The new 
customer folder 
appears on your 
workstation.
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