How to Upload Doc Ready
Documents onto Client Page
in HMIS



Step 1: HMIS Homepage

1. Click Client Point on the HMIS Homepage to search for your client
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(k'))n the client point page — Enter the first 3 letters of the first and last name in the name
oxes

Verify it is the correct client by DOB and last 4 #’s of SSN

S 9 2 : CI Ie nt PO' nt Pa g Once verified click on the client when they appear at the bottom under Client Results

HMIS # is the easiest way to pull up a client
The More information you have the better (last 4 #’s of SSN etc.)
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Step 3: Client Information Page

Client -t —

Release of Information: Expired

Client Information

Service Transactions

Summary Client Profile Households ROI Entry / Exit Case Managers Case Plans Assessments
¢
, Client Record Issue ID Card
Name
Name Data Quality Full Name Reported
Alias
Social Security *
SSN Data Quality Full SSN Reported (HUD) Change Clear
U.S. Military Veteran? No (HUD)
Age 22
p. " Client Demographics rh
Date of birth 03/16/2000
Date of birth type Full DOB Reported (HUD)
Gender Female
Primary race Black, African American, or African (HUD)
Secondary race Black, African American, or African (HUD)
Ethnicity Non-Hispanic/Non-Latin(a)(o)(x) (HUD)

Client Profile Assessment

Exit

When you click the clients name
the Clients Information page will
come up

There are several tabs under the

client information page.

The tab that we want is the
Client Profile tab — click that




tep 4: Getting to Fil

Attachments

* Once on the client profile
tab scroll down to File
Client Profile Assessment - Atta C h m e n ts

No Client Profile Assessment is specified for this Provider

Client Notes

Provider Note Date Note Preview [l

L
* Select Add New File
Note
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y 4 ' Coordinated Entry 11/05/2018 INITIAL NOTES: Client is homeless in...

/]
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File Attachments

Date Added ¥ Name Description Type Provider
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Add New File Attachment

Added From
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Incidents

Start Date  End Date Incident Incident Code Provider

Ban Site Staff
Add New Incident

No matches.

Exit
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* Once you have saved the document that you would like to
upload on your computer and have named It under the correct
naming convention select Choose File

* Choose the Document on your computer that you would like
to upload




Assessment

2ssment is specified for this Provider

Note Date Note Preview

1 Entry 06/29/2021 FILE CLOSED: Client has no contact inf...
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File

 When you choose the document then it will appear next to
choose file and will have the file name that it was saved under
(remember to use the correct naming convention or your
document will be deleted)

* Once you see the document name appear click upload



Step 6: Complete - File Uploaded

Client Profile Assessment

No Client Profile Assessment is specified for this Provider

Client Notes

Provider

Note Date Note Preview

Full
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; ’ ' Coordinated Entry 06/29/2021 | FILE CLOSED: Client has no contact inf... /
4 ¢ ' Coordinated Entry 04/10/2020 | 1st ATTEMPT - There is no way to reach... Il
y ’ ' Coordinated Entry 11/05/2018 INITIAL NOTES: Client is homeless in... /]
Add New Client Note Print

Showing 1-3 of 3

File Attachments

Date Added » Name Description Type Provider Added From
?| o Homeless i :
' A 09/04/2022 Certification. pdf pdf  Resource Connect Solano Client Profile
4 W < 12/03/2018 — " . ROI pdf  Coordinated Entry Client Profile q_.
Add New File Attachment
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Incidents

Start Date  End Date Incident

Incident Code Provider Ban Site Staff
Add New Incident

No matches.

Exit
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