Uploading and Downloading client files.
Now available in Client Track is the ability to upload and download files. This can be useful in many ways, one you can start to get rid of your paper trail, or you can have a backup online. This means faster access to client records and less time wasted looking for a physical file if all you need to do is a quick verification. This would also mean that HPRP sharing clients can share these client files so you can make sure that your records match. 

To upload documents you must click on the [+] next to edit client information and click on Client Files. You can do this from any screen that has the client header.
When the Client Files screen comes up, click on add File to Upload a file
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You will then see this window, Click on Browse .
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Select the File you want to upload from your computer and click open 
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Make sure to Fill out the Document Name please give it a very descriptive name to avoid confusion between documents; especially if you are sharing.

Restrict to MOU if clients is HPRP.  
Restrict to Organization if client is NOT HPRP.

Finally Click Save.
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You have successfully uploaded a file. This file will now be available from wherever you can log in to Client Track. This file upload feature will let you upload any type of file not just images. So if you have digital copies of your files in any format, be it Word or Excel or any other format, you can upload it to the HMIS. 
If your client is part of HPRP you can choose to Restrict to MOU this will make the file available to any other participating HPRP agency. If this is a confidential file, you can also choose to Restrict to Organization. Because sharing is done on an individual File basis you have control over each file in order to preserve your client’s Confidentiality rights. 
When you are finished, you should have a screen like this.

The file should appear with the name you assigned it. The HMIS will also keep track of the Date and Time the file was uploaded. You can now click on the Folder icon to download the file or Click on the recycle-bin to Delete the file. All files uploaded for the client will be displayed here.
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Click Here To Continue
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Don’t forget to Give the File a DESCRIPTIVE Name
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Click Save and You Are DONE
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