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PROOF DOCUMENTS – HOMELESS APPLICANTS FOR ID AND FOR FEE WAIVER

HOMELESS IDENTITY VERIFICATION 
PICTURE ID THROUGH HMIS

HOMELESS MANAGEMENT INFORMATION SYSTEM

Note: If you are a non-HMIS agency we ask that you partner with a local HARA or shelter in your community.

Presenter
Presentation Notes
With the changes that the fee waiver for those who are homeless provides, there is a little more flexibility to allow additional alternate documents. This also allows for a fee waiver. MCAH will speak about how to create a Service Point HMIS Card. The HMIS ID Card is an acceptable form of documentation to assist an individual in securing a state  identification card.  HMIS participating agencies will use the workflow noted belowAn organization working with homeless individuals may fill out this paperwork, as long as they are 1. able to complete an HMIS ID OR  2. Partner with an agency that makes HMIS ID’s, 3. Has a mailing address for the potential program participant to receive mail (may want to use the shelter). 



OVERVIEW

• Learn how to upload a photo of a client in HMIS

• Learn how to create ID card for one client

• Learn how to create ID cards for multiple clients



OBTAIN PHOTO OF CLIENT

1. Take a client photo, in front of a plain background in good lighting. 

2. Save the Client’s Photo to your computer using the following naming convention:

File Naming Convention: Client_Photo_Year_Month_Day_FirstInitialFullLastName

Example: Photo of Hand Bag taken on 3/24/25 “Client_Photo_2025_03_24_hbag”



UPLOAD THE JPEG AS A FILE ATTACHMENT 

Open the client’s record. From the Client Profile tab, scroll down to the File Attachments 
section. Click on Add New File Attachment.



UPLOADING THE CLIENT PHOTO

a. Click on Choose File.

b. Enter a Description if desired: For Example: Client Photo

c. Click on Upload.



UPLOAD THE JPEG AS A CLIENT’S PHOTO

Scroll back to top of Client Profile tab. Click “Change” on the left-hand side. 



UPLOADING THE CLIENT PHOTO

a. Click on Choose File.

b. Enter a Description if desired: For Example: Client Photo

c. Click on Upload, dialog box will close and the image will appear



PRINTING A SINGLE HMIS ID CARD

Select Issue ID Card, ID Card Print Options dialog box will open. Make the selections as indicated, 
Click Generate ID Cards. 



PRINTING A SINGLE HMIS ID CARD

A new window will open in the browser and generate the ID in a pdf. 



PRINTING MULTIPLE CLIENT IDS:
CREATING A CLIENT LIST 

• From the Scans tab in the left hand menu

• Select “Manage Client Lists”
• Create New List
• Name the List

• Add Clients by ID or search by name



PRINTING MULTIPLE CLIENT IDS:
GENERATE ID CARDS

• Select “Generate ID Cards” tab

• Click the plus on right hand side 

• Check clients names to be included 
or select “Check ALL Clients”

• Click “Print ID cards for Clients”



PRINTING MULTIPLE CLIENT IDS

• ID Card Print Options dialog 
box will open. 

• Make appropriate selections 
and click “Generate ID Cards”

• A new window will open in 
browser, can print 



Printers must be able to print at 600 DPI or greater.

Monochrome laser printers are recommended.

Inkjet printers must be high quality and capable of printing at 600 DPI.

Paper stock should be 50-75 lbs. Xerox quality paper may not produce 
readable cards. Label spacing varies based on the printer used.

Run a test printout on the printer of choice.

If spacing requires adjustment, contact your customer support specialist for assistance.

PRINTER RECOMMENDATIONS



QUESTIONS & ANSWERS
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