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Adding A Client Photo Using The ID And Photo Tool 
 
The Photo and ID Tool provides an array of information and a digital photo to enable a 
staff user to quickly confirm the identity of a client in question. 
 
Note: Photos uploaded to the HMIS must not be larger than 134 pixels width x 165 pixels 
height. Please contact the administrator if you require assistance with resizing your 
images. 
 

1. Click the Photo & ID Cards Icon from the Client Summary screen  
(page 1 of the Client file). 

 

 
 
2. To add a new photo click the New Photo Icon. 
 

 
 

Note: A common ID number may also be 
generated from this screen and will be 
associated with the uploaded photo. 
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3. Title and date the photo and set the status to Active. 
 
4. Then click Browse to select the photo from a file on your computer. 
 

 
 
 

5. Locate and double-click on the Client photo. 
 

 
 

Again, please note that the image must not be larger than 134x165 pixels. 
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6. Then click Upload Photo and Save. 

 
 
 
You should now see the photo displayed and the ID Record listed below.  
The photo can be edited/deleted anytime by opening the ID Record file. 
 

 
 
The Client Summary screen (page 1 of the Client file) will also now show the uploaded 
image each time the Client file is opened. 
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