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PRINTING FORMS 
Basic Printing Functions 
1. To print forms in the system, look for the printing symbol in the right-hand corner of your 

screen. If you DO NOT see the printing icon, then you cannot print that specific screen. 

 

  

 

2. Click on the print symbol, and the printable form page will pop up. Do NOT check the box 

next to “Break between each page”. This page will show up every time you click on the print 

icon.  

 

  

 

3. When you choose “Display as a blank form for manual input” you will be able to print the 

version of the form that blanks all the input fields and leaves a space for manual data entry. 
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4. When you choose “Display the data in a format better suited for printing” you will be able to 

print the actual data on the form. You MUST print each page separately.  

 

 

 
Printing Services  

1. When printing services, you must be on the “Clients” workspace. Click on the two arrows 

at the top of your screen, click on clients and then the client dashboard will appear. 
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2. Find your client.  

 

  

 

3. On your client’s dashboard, click on the services box icon next to your client’s services.  

 

 
 

 

4. Your client services screen will appear. You can print the complete list of services for your 

client from this services home screen.  
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5. If you need to print services separately that include the comment section, click on the 

blue edit service box next to the specific service you need to print.  

 

 
 

6. The service screen will appear, and you will click on the print icon in the upper right-

hand corner. Print your single service with your comments box.  
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Printing Entry and Exit Assessments  
1. From your “Clients” workspace, find and choose your client and then the client’s 

dashboard will open.  

 

 

 

2. To print the list of enrollments for your client, scroll down to your client’s enrollments 

section and click on the enrollment icon box. 

 

 
 

3. Click on the print icon in the upper right-hand corner of the enrollments screen.  

 

 

 



                                                                    HMIS Cheat Sheet 

 
 

4. To print Entry and Exit Assessments, go to your client’s dashboard, scroll down to your 

client enrollments section and click on the blue action button to the left of your 

enrollment. Choose “Edit Project Entry Workflow” to print out the Entry Assessment and 

choose “Edit Exit Workflow” to print out the Exit Assessment. You MUST print each page 

separately by clicking on the print icon in the upper right-hand corner of each screen. As 

you move through the workflow, you can select “no changes” or “save and close” on 

each screen.    
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Printing Case Notes 
1. From your “Clients” workspace, find and choose your client and then the client’s 

dashboard will open.  

 

 
 

2. On the left-hand side of the client’s dashboard, is the Menu Bar. Click on Profile and then 

Case Notes.  
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3. Your clients case notes screen will appear. You can print the case note history without 

the case notes by clicking on the print icon in the upper right-hand corner.  

 

 

4. You can print the full case notes by checking the box next to Print. Checking this box will 

allow you to “print all” case notes. If you need to print only certain case notes, only put a 

check in the boxes next to each case note you want to print. Click on Print Selected to 

print the notes.  

 

 

 
 

 


