Client Photo: Subfolder

The “Client Photo” subfolder menu option gives users the ability to add a picture of the client to their client record to assist in identifying
the correct clientrecord. ClientTrack puts a limit on adding one photo to the client’s record at any time. This means that if a new photo is
uploaded to a client’s record and there is an existing photo already, the new photo will replace the old one. Since these photos are
sometimes used to generate the Client ID Cards for meal lines, etc., it is best to change the photo only when necessary.

Steps to Navigate to the “Client Photo” 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 “Client Photo” subfolder from the dropdown on the secondary sidebar menu option. A “Photo” pop-up window will
appear.

Adding a Client Photo

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/\WWorkspaces 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 “Client Photo” subfolder from the dropdown on the secondary sidebar menu option. A “Photo” pop-up window will
appear.

Step 4: Click on the “Choose file” to add a file or click the camera icon* to use device to capture an image.



*To view a list of icons and buttons used in Client Track HMIS, see Chapter:1: HMIS ClientTrack Basics/Key Terminology and Navigation/Icons and

Buttons in the “HMIS Basic User 2025 Manual”.
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Uploading a Client Photo

Step 5: Click “Save” to save/update photo or click cancel or the exit icon in the top right to close the screen without saving.



