
Previewing a Document in “Document Check” 

 

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other 
methods available through ClientTrack.  By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***    

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the 
“HMIS Basic User 2025 Manual”.   

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: 
Folder/Search for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.   

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS 
Basic User 2025 Manual”. 

 

Step 2: Select the “Document Check” secondary sidebar* menu option.  ClientTrack will navigate to the “Document Check History” 
workspace container. 

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology 
in the “HMIS Basic User 2025 Manual”.    

 

Step 3: To preview a file, click the action button next to the appropriate file.  

 

Step 4: Select “Preview File”.  A pop-up window will appear with the file preview.   

 

 

 

 



Printing Documents in “Document Check” 

 

Step 1: Select the appropriate client profile via Quick Search*, Find Client: Folder**, or through selecting a client profile through other 
methods available through ClientTrack.  By selecting a client profile, ClientTrack will navigate to the “Client Workspace”.***    

* For instructions on how to perform a Quick Search, see Chapter 2: Navigating in ClientTrack/General Navigation/Home Screen/Quick Search in the 
“HMIS Basic User 2025 Manual”.   

** For instructions on how to perform a Find Client search, see Chapter 4: Client Workspace: Menu options, Folders, and Subfolders/Find Client: 
Folder/Search for Clients Using “Find Client” in the “HMIS Basic User 2025 Manual”.   

*** To learn how to navigate to the Home and Client workspaces, see Chapter 2: Navigating in ClientTrack/General Navigation/Workspaces in the “HMIS 
Basic User 2025 Manual”. 

 

Step 2: Select the “Document Check” secondary sidebar* menu option.  ClientTrack will navigate to the “Document Check History” 
workspace container. 

*For terminology regarding HMIS spaces, go to Chapter 1: HMIS Client Track Basics/General Navigation/General Page Anatomy and Page Terminology 
in the “HMIS Basic User 2025 Manual”.    

 

Step 3: To print a file, click the action button next to the appropriate file and select “Download file”* or use the Multi File Download 
button.  

*For instructions on how download documents in document check, see Chapter 4: Client Workspace: Menu options, Folders, and 
Subfolders/Document Check: Folder/Downloading Documents in “Document Check” in the “HMIS Basic User 2025 Manual”.   

 



 

Download Files in Document Check 



 

 

Download Multiple Files in Document Check 

 

Step 4: A single file download will download as a PDF.  Multiple file downloads will be downloaded as a zipped file.    

 

Step 5: Use local print procedures to print out downloaded documents.  

 


