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Adding Case Notes and Client Notes in HMIS
Learn how to document client progress by adding housing goals, case notes, and 
action steps within the HMIS system. This guide provides a walk through for recording 
notes and logging important client interactions,  helping to better communicate agency 
to agency and keep track of client progress. 

Client notes/Case notes should not be uploaded as an attachment if possible. 
Attachments are for things like signed ROI forms, documents, etc.

CASE NOTES (Goals)

1 Open your client's HMIS profile
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2 Click the Summary tab.

Goal Setup

3 Click Add Goal.
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4 Select the most appropriate Goal from the Classification dropdown.

5 Type the Goal Description into the provided field.
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6 Set the most appropriate status, usually it will be "identified" to start out

7 Select the most appropriate Type.
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8 Click Add Goal to save the initial entry.

Case Documentation
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9 Click Add Case Note. This is where you can include details.

10 Enter a detailed case note documenting the client's assessment results, housing
barriers, and follow-up plan, or whatever relevant information to their situation.
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11 Click Save Case Note.

12 One one note is added under a goal, you can add another note under the same
goal and tell their story or note progress, etc. This helps communicate with other
agencies and keep track of client progress.
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13 Enter note details.

14 Click Save Case Note.
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15 You can add a Case Note under the same goal even if you are from another
agency working with the same client.

16 Search for your agency in Provider Search
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17 You can do this by searching your agency name to show who added the note.

18 Enter a note regarding the client.
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19 Click Save Case Note.

Action Step Tracking
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20 Click Add Action Step, this is optional but helpful if you are working with a client to
track progress.

21 Set the Overall Status to In Progress.
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22 You can add a Target Date for the action step.

23 Click Save Action Step.
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24 Click Save & Exit to close the Goal window. You are done!

CLIENT NOTES

25 For shorter notes, you can add them under the Client Profile tab.



Made with Scribe - https://scribehow.com 19

26 Click Add New Client Note.

27 Enter a client note that will pop up the next time the profile is open.
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28 Click Save to finalize the client note.


