Fixing Demographic Classification

1. Log into your Contractor account on LCPTracker, click on “ANNE ARUNDEL COUNTY |
CONTRACTOR” as seen below.
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2. Click on the “Set Up” tab (circled in red).
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3. Click on “Add/Edit Employee” (circled in red).
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4. Click on the ‘Select an Employee” dropdown menu (circled in yellow), select the applicable
employee. Then Click “Add Classificaon” (circled in red).
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5. When the pop-up window appears, click “Referral Source” on the dropdown menu for “Demographic
Type” (circled in red). Next, click on the applicable Referral Source under the "Demographic
Classificaon” dropdown menu (circled in yellow). If the source is not listed or is not applicable, pick

“Referral Source - Other” adding the applicable informaon in the “Notes” secon provided. Click
“Done” once completed.
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6. If done correctly your screen should look like the below image. If it is correct then click “Save” on the



boom (circle in red). If it does not then repeat steps 3 and 4.
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7. If all is correct with that employee your screen should look like the following:




