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How to Add a Case Plan and Record Related Activities

HIFIS / SISA

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

Log In / Connexion

Q

User Name / Nom d'utilisateur

*

N

Password / Mot de passe |

Service Provider / Fournisseur de services | v

*
w

H

| Log In / Connexion %3

Forgot Password? / Mot de passe oublié? | 5

1. From the HIFIS log-in screen, enter your User Name.
2. Enter your Password.

3. Select the Service Provider from the drop-down list.

@ NOTE: If nothing appears in the Service Provider drop-

~
down list, click the Refresh button

4. Select Log In.

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

HIFIS

Homeless navaas g

Front Desk
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» Assessments
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6
Clents
Conflicts
Directory of Services

D
Goods and Services

6. From the Front Desk menu, select Case
Management.

© Add Case 7

7. From the Case Management List screen, click the
Add Case button.

Client - Add Case Management

Client Name Temple, Shirley (1964-11-11) = | 8
Caseworker I trainer, site x 'Iir 9
Goal I Employment I 10 =~ *
B Shirley Temple Status I Open - *I 11
Consent Status Active Start Date I 2018.02-19 = *I 12
File Number 0000000272 Target Date =
Current Stay
Gender Female Program *WRS + =|*13
Date of Birth 1964-11-11 (53)
ibutii Selec optio =
Family No Contributing Factors Select an option +
14 M save | % Cancel

8. From the Client - Add Case Management screen, type
to search for an existing client in the Client Name
field. Select the client from the search results.

9. Select the Caseworker assigned to the case.
10.

Select the Goal the client is tyring to achieve from the
drop-down list.

€@ NOTE: If there are several outcomes that are being
pursued for the client, a Case Management record can be
entered for each.

11. Leave the Status field as Open.

12. Enter the Start Date of when the Case Management

record is being entered.

13. Enter the Program funding the services provided to

the client.

14. Select Save.

How to Enter a Case Session for a Client
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Communications v | Reports v

Admissions Group Activities
» Assessments » Housing
Block Operations Incidents

Calls and Visits Log Medication Dispensing

2 Case Management People
Clients Service Restrictions
Confilicts Storage
Directory of Services Waiting Lists

Goods and Services

Help

1. Select Front Desk.

2. Select Case Management.

Case Management List

Y Fiter Options

Showing 1 to 2 of 2 entries | Shaw entries

Client Name % Caseworker & Start Date £ Goal Status

Actions

Employment Open

Maintenance

Smithers, Shelley sited, useri 02/04/2018

Target Date: NIA

3n

3. From the Case Management List screen, locate the
record you want to add session details to and click the

Edit button <

Client - Edit Case Management

Details Sessions Documents Case Comm

Show entries
Activity ¢ Date ¢ case
MNo data is av

4 | @ Add Session | = View All Session Details

4. From the Client - Edit Case Management screen,
select Add Session.
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Client - Add Case Session

Goal

Activity

6 Description

Date and Time

Expended Hours

Expended Minutes

8 Caseworker

Responsibility

Agency Involved ! Referral

Client Present

Family Present

9

Employment Maintenance

Life Skills Training

2018-04-02
4:03 PM

@

Expended Time
0

4k

site2, user] ® v |

Mo

M Save | % Cancel

Select the Activity from the drop-down list.

In the Description field, enter a more detailed
description of what was done.

Enter the Date and Time. This information can be
changed.

Enter the Caseworker who assisted with the activity.

Select Save.
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