How to Upload Documents in HMIS

1. Click on the "Client Profile Tab"

Client - (1) Case, Justin A / 8

(1) Case, Justin A

Release of Information: Ends 04/26/2031 (denied) -Switch to Another Household Member- v
Client Information Processing... | ‘
Summary Client Profile Households ‘ I ‘ ntry / Exit se Managers Case Plan ‘ A

| Added to the system 11/05/2004 01:17 PM

Name Case, Justin A Social Security
Date of Birth 01/30/1962 (Age 62) 3'5@?2%”’ Yes (HUD)

Race and Ethnicity ~ Client prefers not to answer

Gender Client prefers not to answer

Homeless Services
Department



2. Scroll to the bottom of the screen

3. Click "Add New File Attachment”

Client Notes

Provider Note Date  Note Preview

Add New Client Note m No matches.

File Attachments

Date Added Name Description Type Provider Added From

| 98D33476-60BE-45C1-
7 B Q 03/30/2020 91D2- jpeg  PDX Metro Area - Level 1 ent Profile
B13B2B651ED7.jpeg

Add New File Attachment Showing 1-1 of 1

Incidents

Start Date End Date Incident Incident Code  Provider

TPI_Exclusion

/‘ i 04/26/2023 Indefinite Violent Behavior (223:}?; Transition Projects (TPI) - Agency

reinstatement)

Homeless Services
Department




Upload Attachment

Name*

Description

@ Open

X
&« v A % 5 ThisPC > Documents

Search Documents r
Organize v New folder

Ey @ @
A e Date modified Type
» Quick access
 Custom Office Templates 5/24/2023 7:38 AM File folder
@, OneDrive - Personal © Zoom 7/19/2023 10:26 AM File folder

= This PC 12/27/2023 419 PM Shortcut

2] D /2024 2:52 PM Adobe Acrobat Dd
P 3D Objects 577, crol

Homeless Services
Department




Upload Attachment 7
S T 0o 7. Write a description of the file

8. Click “"Upload"”

Description D

CONGRATS! You've successfully

uploaded a document in HMIS!

File Attachments

Date Added = i Type Provider Added From

/‘ i Q 05/08/2024 ID.pdf pdf  Portland/Gresham/Multnomah County (OR-501) Client Profile

o 98D33476-60BE-45C1-
7 B Q 03/30/2020 91D2- jpeg  PDX Metro Area - Level 1 Client Profile
B13B2B651ED7 jpeg

Add New File Attachment Showing 1-2 of 2
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