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Coordinated Entry – File Cabinet Desk Guide 
This guide is intended to walk through the uploading of documentation to an individual/family’s Face Sheet being 

served through Coordinated Entry in the AWARDS Database. (https://cares.footholdtechnology.com/) 

 

Uploading to File Cabinet: From the homepage of AWARDS, select your Coordinated Entry Project.  

 

On the far left you will select Census, then Profile, and then Face Sheet as indicated below.  

Figure 1 

Figure 2 

https://cares.footholdtechnology.com/
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On this screen you can select the consumer you are adding the file to, then continue.  

 

 

 

 

 

 

 

The consumer’s Face Sheet will populate, as shown in Figure 4 below.  

Scroll down to the File Cabinet section of the Face Sheet and select “Update Consumer File Cabinet.” 

Figure 3 

Figure 4 

Figure 5 
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The Consumer File Cabinet will populate, as shown in Figure 6. Select the Paper with the Plus icon.  

New Consumer File will display, as seen in Figure 7 below.  

Figure 6 

Figure 7 
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Enter the name of the file and, if desired, a description.                                                                                     
It may be helpful to name the file exactly what it is and the dates it references, such as “Documentation of Homelessness 

5.1.21-6.22.21” or “Documentation of Disability 6.12.21.”  

Next, select Choose File.  

 

 

 

 

 

 

 

 

 

 

 

 

Choose your file from the file source                                                                                                                             

and select open.  

 

 

 

 

 

 

 

 

 

Figure 8 

Figure 9 
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Once the file has been uploaded, the name of the document will appear next to Choose File, as seen in 

Figure 10.  

Next, hit Save.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After saving, Figure 11 will populate.  
To verify the documents are in the File Cabinet, select Return to the Face Sheet. 
 

 

 

  

 

 

 

 

 

 

Figure 10 

Figure 11 
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Once back in the Face Sheet, scroll down to the Consumer File Cabinet. The document will appear as it 

does in Figure 12. 

 
To view the documents in the File Cabinet, select the document you wish to view and download it to 
your computer.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
To upload multiple files, repeat the process.  
 
 

 

 

 
 
 

Figure 12 

Figure 13 

Figure 14 
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For additional questions regarding this process please reach out to: 
 
Denise Brodt   
Coordinated Entry Unit Director – CARES of NY, Inc. 
HMIS Username: dbrodt   
Email: dbrodt@caresny.org 

Rachel Bradt 
Lead Coordinated Entry System Data Analyst – CARES of NY, Inc.  
HMIS Username: rbradt 
Email: rbradt@caresny.org 
 

Megan Dolan 

Coordinated Entry System Data Analyst – CARES of NY, Inc. 

HMIS Username: mdolan 

Email: mdolan@caresny.org 

 

Stephen Schillat 

Coordinated Entry System Data Analyst – CARES of NY, Inc.  

HMIS Username: sschillat 

Email: sschillat@caresny.org  

 

Coordinated Entry Team  
HMIS Username: ceteam  
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