
Address History: Subfolder  

 

The “Address History” page will keep track of each address associated with the client.  It pulls this data from the “Basic Client 
Information” form (to access, click on the “Edit Client” menu option), and the “Universal Data Assessment”.  

 

The information captured in the “Address History” section is the following: 

• Address 
• City 
• State 

• Zip 
• Home Phone 
• Begin Date (will automatically populate) 

• End Date (will automatically populate) 

 

Steps to Navigate to the “Address History” Subfolder Menu 

 

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 “Edit Client” secondary sidebar* menu option.  ClientTrack will navigate to the “Client Information” workspace 
container, and a dropdown menu will appear under the “Edit Client” folder. 



*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:  Select the “Address History” secondary sidebar menu option.  ClientTrack will navigate to the “Address History” workspace 
container.  

 

Adding an Address to the “Address History” Subfolder Menu 

 

 

Tips and Tricks – Editing/Adding Addresses through “Edit Client” vs. “Address History” 

 

Adding/Editing Current Addresses using the “Edit Client” folder 

 

To edit/add current addresses using the “Edit Client” folder instead of the “Address History” folder, navigate to Chapter 4: Client 
Workspace: Menu Options, Folders, and Subfolders/Edit Client/Accessing/Editing Client’s Basic Information in the “HMIS Basic User 
2025 Manual”.    

Each time this information is changed or edited; a new record will appear on this page with the most recent address entered becoming 
the “Current Mailing” address.  Any older addresses entered will be labeled “Previous Mailing” by default.   

 



Steps to Adding an Address to the “Address History” Subfolder Menu 

 

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 “Edit Client” secondary sidebar* menu option.  ClientTrack will navigate to the “Client Information” workspace 
container, and a dropdown menu will appear under the “Edit Client” folder. 

*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: Select the “Address History” from the dropdown on the secondary sidebar menu option.  ClientTrack will navigate to the “Address 
History” workspace container.   

To view addresses, stop at Step 3.  To add/edit addresses, continue to Step 4.  

 



 

Tips and Tricks – Using Address History to Add New Address(es) 

 

Step 4: To add/edit addresses, click the “Add New Address” button. 

 



 

Add New Address History



 

 

 

 

Add New Address History 

 

Step 5: Complete the applicable information.  Required elements are marked with a (*).  

    



 

Add New Address History Form 

 

Step 6: Click “Save” at the bottom right side of the page when all applicable information is completed.  ClientTrack will navigate to the 
“Address History” workspace container where the recorded address will be visible.    


