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To add a client to the waitlist, first you must search for the client. Click on the word “client”. This 
will open up your agency’s client list. 

 

 
Click the “Add Client” button. 

This will open up the search for existing clients in the 
ARMS Database. 

 
 
 
 
 
 
 
 

 
Click the radio button for ‘search existing’ 
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Add your client’s details and search. 

Even though you do not have to add all the 
details for this search, it does give better 
search results if you add all the details. 

Click the box beside your client’s name, and 
click the “Next” at the bottom of the screen. 

 
 
 
 
 
 
 
 
 
 
 
This will bring up your agency’s budgets. Choose which service the client will be added to the waitlist for 
and check the box to the left of it. 

 
 
‘Active’ is automatically going to be showing in the dropdown list. Click the arrow-down located beside the work 
‘Active’ and a dropdown menu will show up. Highlight the word ‘Waiting’ and click ‘Next’.  
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The screen will now go back to the client record and show the client ‘waiting’ for service.  
 

 
 
To run a report of clients waiting for service, go to the Reports tab in ARMS. Click ‘Client/Waiting Lists’.  
 

 
 

The ZGA600 report will list clients by name and service. 
The ZGA625 report will list a total number of clients by service. 
 

 
The above Screenshot of reports menu may differ between Provider User and Regional User. This is a Regional User screenshot, 
which has options for Regional totals versus Provider only totals. 


