
 

                      Quick Reference Guide  

 

How to Change or Update the Release of Information: 

Please remember:                                     

-ROIs are good for 7 years 

-Clients can only have one ROI per agency on file at a time 

-An ROI signed by a client for one agency covers data sharing for all agencies statewide 

 

Click on the yellow banner on the top of the profile screen, or on the privacy shield in the right side 
panel. 

 

Click on Documentation and choose the appropriate type. 

 



 
   
For Electronic signature, you must scroll to the bottom of the pop up window and sign with the mouse, 
stylus, or touchscreen, depending on the type of device used. After each signature, click “Apply”. When 
done, click “Save”, then “Add Record” 

 

 

 

For Attached PDF, you must have scanned the paper form in and have it waiting in PDF form. (you will 
not be able to upload any other file type). Clicking “Select File” will open your computers’ file explorer. 



 
   

 

Select the file you want, then click “Open” on the bottom right of the pop-up window, then click “Add 
Record” 

 

 

For Signed Paper document, simply type the location the physical document will be stored. 

(Note: This method requires you to be able to furnish the document on request, as there is no digital 
record in Clarity) 



 
   

 

 


