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Add a New Person 
 
When adding a new person on Mosaic, you first need to thoroughly search the system to 
ensure that the person is not already there, to avoid creating duplicate records.  
 
Once you are satisfied that adding the new person would not cause duplication, you can 
proceed to create the record, searching by last name, date of birth, or postcode. 
 
 

1. Find the person 
 

• To initially search for the person, click on People in the top toolbar and select Find 
Person.  

 

 
 

• A search box will be displayed, and as a bare minimum you will need to use one of 
the search fields that has a mandatory hashtag # next to it.  

 
It is best to search one field at a time just in case the last name, date of birth, or postcode is 
incorrect.  
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2. Add a new person 
 

• After you have entered into the search field/s and selected Find, Mosaic will display 
the search results. Once you are satisfied that the options appearing (if any) are not 
the same as the person you wish to create, you can select Add New.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• In the new screen Add new person, Mosaic will prepopulate details you have entered 
already when completing your search. For example, I searched by last name and it 
prepopulated in the last name field: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• You can now complete all the remaining sections that you have knowledge of (as a 
minimum, you will need to complete the mandatory sections). Then select Next.  
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• The next page is adding address details. Add the postcode and select Find addresses. 
If you wish to find an address outside of the borough of Camden, you will need to 
tick the Search through all addresses in the UK box, opening up the search wider.  

 

 
• A list of addresses will be displayed and you can select the correct address for the 

person: 
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• Once you have selected the address, the details will be displayed below, and you can 
add additional details such as household structure and tenure type.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Once you have completed everything that you can, select Finish.  The new person 
has now been created. They now have a unique Mosaic reference number, which 
can be used to search easily for them in the future (e.g. 2209582) 

 
 


