0 BC HOUSING

How to Enter Rent Supplement for a Housing Loss Prevention

Once a Housing Loss Prevention Record is created, details of the support provided to a client must be entered.

Enter an Ongoing Rent Supplement (for Rent only)

HIFIS / SISA 1. From the HIFIS log-in screen, enter your User

Homeless Individuals and Families Information System / Systéme dinformation sur les personnes et les f: Name

Log In / Connexion 2. Enter your Password.

User Name / Nom d'utilisateur

Q
w

Select the Service Provider from the drop-
down list.

Password / Mot de passe |

*
N

@ NOTE: If nothing appears in the Service
Provider drop-down list, click the Refresh button

e
[

Service Provider / Fournisseur de services |

*
w

H

I Log In / Connexion %3

Forgot Password? / Mot de passe oublié? | 5

4. Select Log In.

5. If you have forgotten your password, you can
request to have it reset by selecting Forgot
Password?

- —— 6. From the HIFIS Home Screen, in the Client
Francais Training Site 2 site2trainer Search dialog box, enter the client’s first and

last name.
i . T
Shelley Srn|1heri.| |E‘ 7. Click the Search button to see if a client

record exists.

8. When the client’s name comes up in the Client
% HIFIS List, click on it to select them.

romasieh gl g Famile) Rt Syl

Fronl Desk » | Comfunicalions « | Reports « | Halp « | My Accound «

Client List

u Active  Insctive Decessed

Showing 1ta 1 of 1 entries | Show [10 | entries
Datw o
-
ID % Full Hams Gender  Alias Birth Rge
B' 26 Smithers. Shelley Female 130119588 &0
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Client Information - 9. Select Client Management.
Client Management - | 9 10. Select Housing Loss Prevention.
Admissions

Appointments [ +]
Callz and Visits Log &
Caze Management €
Chores [ +]
Conflicts [ +]
Goods and Services €
Group Activities

Housing Logs Prevention 10

Housing Placements &
Incidents [ +]
Medication Dispensing
Programs

Service Restrictions €
Storage
SUNVeYs
VAT

o

Waiting Lists [ +]

Housing Loss Prevention List o
11. Select the Manage button beside the
Active housing record.

Y Filter: 1 Week(s) ~

Show entries Filter items ql

Service Provider < StartDate & Caseworker ¢ Status & Acti ¢

Training Site 2 2018-04-01 site2, trainer Next Scheduled Follow-up: 2018-09-01 Wl o] ~
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Housing Loss Prevention Details 12.

Caseworker site2 trainer

Program HOP

Housing Type Single Room Occupancy

Rent Unknown
12

Follow-ups Subsidies Documents

Showing 0 to 0 of 0 entries | Show entries

Program Name <  Service Provider ¥ Am

Mo data is available in the
table

© New Subsidy | 13

13.

Select the Subsidies tab.

Select New Subsidy.

New Subsidy 14.

Program HOP ® v 14 15
Start Date 2018-04-01 @ |x 15 16
Reason for Financial - Crisis 16 x v | 17
Service |
— 17

End Date 2019-04-01 ol R 18.
Amount $ 25000 e 18 19
Payment Date = 20.

Pay Frequency Monthly x v Jk 19

Comment

Enter the Program funding the rent
supplement.

. Enter the date when the subsidy started in the

Start Date field.

. Select a Reason for Service from the drop-

down list.

Enter the date when you think the subsidy will
end in the End Date field.

Enter the amount of the subsidy in the
Amount field.

. Select Monthly for the Pay Frequency.

Select Save.
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Enter a One-Time Rent Supplement

If you are assisting a client to address their immediate housing concerns such as paying for utilities to ensure they keep their
housing, follow the steps outlined in HIFIS Guide Sheet - How to Enter a Good Provided to a Client.
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https://www.hifisbc.ca/files/user_support/PR21%20HIFIS%20Guide%20Sheet%20-%20How%20to%20Enter%20a%20Good%20Provided%20to%20a%20Client.pdf

