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This training module provides an overview of case management processes within the HIFIS
system. It covers the fundamental aspects of client intake, assessment, case planning, and
documentation within the system. By the end of this module, case managers will be equipped
with the knowledge and skills to effectively use HIFIS for managing client data and supporting
individuals experiencing homelessness.

The Case Management module allows the service provider to keep records of the activities done
with a client to reach pre-determined goals. Each goal (desired outcome) that a caseworker and
client work towards is a separate record in the Case Management module. For example, if a
client has a mental health issue they would like to work on and they would also like to find
employment, two Case Management records would be created for the client.

Quick steps to become comfortable with for Case Management in HIFIS:
1. Case Management Summary List - (Front Desk > Case Management)
- Shows a list of all case plans under your agency created at the site for a given period of time.

2. View All Client Case Session Details or Add Session — (Front Desk > Clients > Seach Client
> Client Vitals > Client Management — Case Management > Sessions > View All Sessions Details
or Add Session).

- Displays all case session details for a client’s case plan or add a new case session.

Training Module Action
Case Management New Record (Add Case/Goal) in Client
Profile — Case Management List is created
e Seach Client > Client Vitals >
Client Management — Case
Management > Client — Case
Management List > Add Case.
Case Management New Record (Add Session) under the
Sessions tab in Display Case Management
is created
e C(lient — Case Management List >
Sessions > Add Session.

Enter a Consent for Client

*Note - This process will be performed before entering the Case Management and Group
Activities.



Client calls/walks up, they want to proceed with formal Intake - Client search /

creation:

e Add Explicit consent with an expiry for Intake appointment

e C(Client comes back forintake meeting —then add CA + Explicit and record efforts as

Case Sessions in CM Module.

Action

1. From the
HIFIS main
page, navigate

ﬁ HOMELESS INDIVIDUALS AND
FAMILIES INFORMATION SYSTEM

Front Desk Communications + PiT Count v Reports v Administration v | Help v | My Accol

Seach box and
click Search.

Admissions Goods and Services  [IRONMENT
tO FI’O nt Des k » Assessments Group Activities
an d se l_eCt Block Operations » Housing
C“ents Calls and Visits Log Incidents
’ Case Management Medication Dispensing
Conflicts People
Coordinated Access Service Restrictions Client Name(s) M
Directory of Services Storage No data is available in the table
Diversion Turn Aways
Encampments Waiting Lists
Terms of Service
Food Banks
» End-User Licence Agreement (EULA)
= HIFIS « Data Provision Aoreement (DPAY
2. Fromthe
Clientsearch | Client Search
page, typeina
random name Client Search i
Elizabeth
at the top of
your headin
the Client Q search

*Please Note - The reason for this process is to ensure there is not already a pre-
existing client in the system with the same name to avoid any duplication of Client

Profiles/Records.

3.0nce
clicking
Search, the
page will re-
direct to the
Client List
page and will
see that there
are no results

Client List

ﬂ Active Inactive Deceased Archived

Showing 0 to 0 of 0 entries | Show |10+ |entries

ID @ Full Name © Gender © Alias © Date of Birth © Age © File Number © Housing Status °

No data is available in the table

© Add Client




forthe name
entered.

*Please Note — By performing this function the system (HIFIS) will detect that there
client profile/record already in the system with the name entered.

is no current

4. From the
Client List
page, user will
see that the “+

Client List

Add Client” .M Active Inactive Deceased Archived
button has
i i Show |10 +|entries
populated and Showing 0 to 0 of 0 entries |
can now ID ¢ Full Name <
proceed with
clicking + Add
Client button
to add new © Add Client
profile/record
to the system.
5. Add Explicit .
Consent with Add C"ent
an expiry date
for Intake Consent Type  Explicit xv ¥
Appointment.
Consent Start Date = 2025-01-25 &=
Consent Expiry Date | 2026-01-25 &=
Attachments | Select afile... Browse




6. Continue to Last Name *

fillin the rest of

First Name *
the required
fields marked Middle Name
with a red star
and click Save Allas 1
when done. Alias 2

Date of Birth Known JRES

Date of Birth B x
Information Verified m
Gender | Select an option v *

*Please Note - Once the client profile/record has been created, from this point on,
the user will return to the client profile/record when they return for intake meeting
and can change their Consent to Coordinated Access.

7. When

searching up Client Information - Cllent - Detal IS
previously Client Details

entered client Consent Vitals Contact Info Physical Appearai
profi le{ record, Contacts [+ Consent Type
user will Documents o

navigate to the Education (+] Full Name
“Client Eamily

Information” Financial Profile Gender

drop down Health Information [+ Allas

menu from Housing History o

Client - Details Identification [+ File Number

and select Indigenous Status Date of Birth
“Consent” -




8. Client Client - Add Consent
returns for
Intake Meeting Consent Type Coordinated Access x v %
—add Start Date 2024-12-25 & *
Coordinated
Access + End Date =]
EXpliCit for Attachments Select afile... Browse
Consent Type.
Comment Edit~ Insert ~ Format~ View v Table ~

+ ™ FontSzes ~ A~ A~ B [ U S

Client returned for Intake meeting, client's new consent has chnaged to Coordinated Access.
3. Click Save. ,

M save

*Please Note — User may now proceed with performing Case Management and

Group Activities module for client.

1. Case Management - Procedure to Add Case Goal

Prerequisite

Client Profile/Record has been created in
advance.

Benefits of Case Management in HIFIS:

e Enables user to create goal setting (i.e. Child Welfare, Crisis Intervention, Conflict
Resolution, Employment, housing Placement, Financial Stability etc.).
o All session details can be recorded.

Action

1. Fromthe HIFIS

main page, navigate

to Front Desk >
Clients> Search
Client >Client -
Details.

Client Search

Client Search Bruce Wayne

Q Search




2. Fromthe Client
Management drop
down menu, click
on Case
Management.

Client Management

3. From the Client -

Case Management © Add Case

List page, select the

+ Add Case Button.

4. Fromthe Client - Caseworker Select an option v | %
Add Case

Management page, Goal Select an option -
fillin all required status [ Opon —.
fields marked with a

red star and any StartDate | 2024-11-13 = | 1000AM
additional/optional Jarget Date =
fieldstofillin on

behalf of client. Program  Select an option +

The optional field
Referred From
needs to be
populated at this
time.

To filter: Press the
filter button, and
select Geographic
Region — Lethbridge.

See the Referral
training materials
for more details on
Referrals in HIFIS
(www.lethbridge.ca
/hifis)

Referred from

Referred to

Contributing Factors

Select an option

Select an option

Select an option -+

M save X Cancel

5. Select the case
worker that is
working with the
client.

Caseworker

Select an option



https://www.lethbridge.ca/hifis
https://www.lethbridge.ca/hifis

6. Select the
appropriate goalthe
clientis trying to
achieve.

Goal Select an option v

*Note - If there are several goals that a client is trying to pursue, a Case
Management Record will need to be created for each goal.

7. Leave “Status”

x v
field set to Open Status Open

8. In Start Date
field, enter the date | StartDate  2024-11-14 g S10AM 0 *
the Case
Management record
is being created.

9. In the Program
field, enter the
program thatis

Program Select an option + -

funding the services Reaching Home Funded
provided to client erred from
(Reaching Homes or | 055l Funded
OSsl).
10. Pick the o .
Contributing Factors  Select an option + -

Contributing
Factors that are Anger Management
related to the main e e

Goal.

*Note — Contributing Factors will only appear in the dropdown box if they have been
pre-entered in the Various Factors option, see example below:




11. Various Factors
(Contributing
Factors) option,
navigate to Client
Information drop Showing 0 to 0 of 0 entries | Show entries
down list > Various
Factors >+ Add
Contributing Factor No data is ava

Client - Various Factors

Contributing Factors Behavioural Risk Factors !

Contributing Factor

© Add Contributing Factor

*Note - Once selecting a Contributing Factor from Various Factors page, return to
Client - Add Case Management page and will see the selected option from Various
Factors show up when inputting Contributing Factors.

12.ClickSave | ;lient - Add Case Management -
Caseworker Manager, Case xv ¥
Goal Conflict Resoelution X v
Status Open %~ ¥
Start Date 2024-11-14 B  83AM O *
Target Date B
Program | [x0SSI Funded| =

Referred from Select an option v
Referred to Select an option v

Contributing Factors | x Anger Management:\ + -

M save X Cancel

e The Process presented above is one of 2 ways to create a Case Management profile
in HIFIS. Another quick process to add a Case Management profile is navigating to
Front Desk > Case Management > + Add Case.

e Once the Goal for case management has been inputted, activities performed to
meet the goal can be entered as a Case Session.




*Note — To perform this process there must already be a pre-existing client profile
already entered in the system.

2. Procedure to Add a Case Session

Action
1. From the Client | Client - Case Management List
Management
Closed Al
drop down list, W
click on Case Show[10_v]entries Filter items |

Management. Caseworker € Service Provider ¢ Goal @ Status ¢ Action

This will display _ _ _ . G

A Manager, Case City of Lethbridge Conflict Resclution [
the Client — Case Target Date: N/A
Management List ‘
with the case you
had just
previously
entered and save.
2. Select the
Displayiconto
enter the Display
Case
Management
page.

3. Fromthe Display Case Management
Display case
Management Details Sessions Documents Case Comments
page, select the
Sessions tab and Showing 0 to 0 of 0 entries | Show [10_v] entries Filter items I:
clickon + Add
Session button.

Activity 4 Date ¢ Caseworker &

No data is available in the
table




4. From the Client
- Add Case
Session page, fill
in all required
fields marked
with a red star
and any
additional/option
alfields to fillin
on behalf of
client:

Goal  Conflict Resolution

Activity Select an option AR
Description
A
Date and Time 2024-11-14 B 903AM ® *
Expended Time
Hours 0
Minutes 0
Caseworker Select an option v %
Responsibility Select an option v
Agency Involved / Select an option M
Referral

Client Present m
Family Present u

*Note - The selected Goal from adding a Case Goal will automatically populate

when adding a Case Session.




5. Select what the .. .
Activity was Activity Select an option k.1
scription
Accompaniment to Appointments / Services i
Advocacy
Assessment
Assistance with Decision Making
Case Conferencing / Consultation
6. Input any Description
comments or
details towards the
activity (optional)
7. Select the Case :
Worker that was Caseworker Select an option v
involved in the
Activity
8. Click Save .
M Save

*Note — Once the Session has been saved to a Case Management record, the goal
cannot be changed.




3. Procedure to close a Goal

Action

1. Navigate to client
record/profile and
navigate to Client

Client - Case Management List

W Closed Al

Details page, navigate
down to Status drop
down field.

The optional field
Referred To needs to
be populated at this
time.

To filter: Press the
filter button and
select Geographic
Region — Lethbridge.

See the Referral
training materials for
more details on
Referrals in HIFIS
(www.lethbridge.ca/hi

Management drop Show[10_v]entries Filter iters | |
down lISt and SeleCt Caseworker € Service Provider ¢ Goal ¢ Status o Acti
Open

Case Management’ Manager, Case City of Lethbridge Conflict Resolution [al
select Editicon. Target Date: NIA
2. Onthe Client - Edit

Status Select i . %
Case Management > elect an opuon

fis)

Contributing Factors

Closed - Success

Start Date

Closed - Goal(s) not met

3. Change Status field
to Closed - Success
or Closed - Goal(s)
not met.

Status

Closed - Success x v I



https://www.lethbridge.ca/hifis
https://www.lethbridge.ca/hifis

4. Click Save

M Save

5. Navigate back to
Case Management
main page - Client
Management > Case
Management > Client
Case Management
List to review Open,
closed or All entries.

Client - Case Management List

Show entries Filter items I:
Caseworker ¢ service Provider ¢ Goal @ Status @ Actio|
Substance Closed - Success
Case Manager, Shelter City of Lethbridge . ) L
Abuse/Addiction Target Date: N/A
Closed - Goal(s) not met
IManager, Case City of Lethbridge Conflict Resolution Ea
Target Date: N/A
Closed - Goal(s) not met
Manager, Case City of Lethbridge Crisis Intervention sl

Target Date: N/A

4. Procedure to Administering a Survey

*Please Note — Ensure you stay in the Client’s Profile/Vitals page to begin proceeding the
step for administering a survey as you will need to access the Survey through Client

Management.

*Please Note — When performing the “Housing Referral — File Change” survey, when
referring out to a housing support, this is another step in closing a case file.

|

Action |




1. From the

Client Information

Client - Details

Client -
) Client Management -
Details Vitals  ContactInfo  Physical Appearance  Languages
Admissions
pag.e, Appointments © Consent Type Explicit
naVIgate Bulletins
over to the Calls and Visits Log ) Full Name Jack Sparrow
Client Case Management [+] Gender Male
Ch
Managemen ores e
Conflicts [+] Alias
t drop dOWI'\ Coordinated Access
menu and oi ] File Number 0000000003
iversion
select the Eood Banks e Date of Birth 1975.07-17
« Goods and Services [+]
SU rveys” ) Date of Birth Known Yes
. Group Activities
Optlon ° Housing Loss Prevention Approximate Age 49
Housing Placements [+]
Incidents ) Information Verified No
Medication Dispensing Country of Birth N/A
Programs
Service Restrictions [+] Disability No
SPDAT MedicAlert No
Storage [+]
sSurveys Veteran Status Not a Veteran
Turn Aways . . . .
Citizenship/immigration Canadian Citizen -
VAT Status
2.Fromthe | Client - Survey
Client -
Survey page, Complete New Survey
click on the
drop down Show entries Filter items |
arrow next to Survey ¢ Service Provider ¢ Date Taken ¢ Action
the No data is available in the table
“Complete
New Survey”
tab.
3.Inthe Client - Survey
“Survey”
field, clickin Complete New Survey
the text box
Survey Select an option -
“Select an
Option” and
select Follow-Up Interview
“Housin g Housing Referral - File Change o
Show entries Filter items |
Referral - , )
Survey ¢ Service Provider ¢ Date Taken ¢ Action

File Change”
and then

No data is available in the table




click “+

Begin
Survey”.
4. After Take Survey
selecting
this option Housing Referral - File Change
)

the survey Date Taken 2025-02-06 g x
will prompt Filter items [

#
open an_d % Question % Response
can begln 1 Have you been providing case management services to this “
fillingin all partcipant?
the f|eld3 2 Are they currently engaged with your organization? “
available.

Select an option
3 Isthis:
Select an option

4 What organization are they being transferred to?

5 What is the current CAAT score?

6 What is the date of the file status change? =

M save X Cancel
5. Once you =
have filled in s
all the fields
of the
survey, click
Save.
6.Once Complete New Survey
clicking
Save, you Show [10_v] entries Fiiter items |
Wlll be Survey ¢ Service Provider ¢ Date Taken ¢ Action
redirected Housing Referral - File Change City of Lethbridge 2025-02-06 E 7 1@ i
back to the n
Client-
Survey page
showing that
the survey
has been
completed.

Group Activities - Process and Procedure




This module enables users to record group activities conducted at the agency/service

provider for clients. This includes activities such as a hot/cold meal, alcoholics

anonymous, transportation etc.) that can be recorded. Community Links utilize the Group

Activities Module for clients that do not consent for a follow-up intake appointment —to

record ‘interactions’ (light-touch)

Action

1. From the
HIFIS main
page,
navigate to
the Front
Desk drop

"Bl T,
ﬁ HOMELESS INDIVIDUALS AND

FAMILIES INFORMATION SYSTEM

Admissions

> Assessments
Block Operations
Calls and Visits Log

Case Management

» Housing
Incidents

Medication Dispensing

Front Desk Communications « | PiT Count v | Reports v | Administration v | Help v | My Account v

Goods and Services IRONMENT

select the “+
Add
Activity”
button to
begin the
process.

Clients Outreach
down menu Contics peope Fierens [
d l t Coordinated Access Service Restrictions Client Name(s) @ Priority © StartDate ¢ EndDate 9
a n se e C Directory of Services Storage No data is available in the table
Grou p Diversion Turn Aways
e e Encampments Waiting Lists i .
erms. ervice upport.
Activities. Food sanis _ " .
= End-User Licence Agreement (EULA) « Homelessness Learning Hub
« HIFIS « Data Provision Agreement (DPA) « HIFIS User Guide
« Release Noes
« Contact
Active - DEV ENVIRONMENT Build 4.0.60.4 (
A H a
2. From the Group Activity List
G rou p T Filter: 1 Week(s) -
ACt |V|t es Show [10_v] entries Fiteritems [ ]
List pa e Activity Name ° Location @ Date @ Attendees ¢ Geographic Region ° Action <
ge,
After Care Group 2025-01-16 10:54 AM o a o

© Add Activity




3.Fromthe | Add Group Activity
“Add Group
ACtiVity” CroIpactyity Select an option b ¢
age, fillin

page, . Program Select an option + =
all required
fields Location Select an option Y
marled with
ared star StarhiBateandgiime 2025-01-22 8  1020AM o *
and any Hours 0
Optlonal Minutes 0
fieldsif
applicable Description
for Reason for Service Select an cpt\on . %
additional
information. Referred from Select an option T

Referred to Select an option b 4

Geographic Region Select an option =

Capture Service Location Q Get cument location Coordinates

M save % Ccancel
4. Select the i
Group SRty Select an option . %
Activity Program
provided.
For After Care Group -
Location
Community Alcoholics Anonymous
Links, Start Date and Time Cocaine Anonymous A
choose
“|nf ‘i Meal - Hot/Cold
nrormaton Hours

& Referral.” Mental Health Support Group
5. If Program Select an option +
applicable,
select the Locati
program ocation Select an option ol I 4
thatis
funding this
process and
Location by
which the

activity took
place.




6. Select the
Start Date
and Time for
when the
Group
activity
commenced
, and the
number of
hours or
minutes
expended
for this
activity.

Start Date and Time

Hours

Minutes

2025-01-22 @ | 1020 AM

7. Select the
Reason for
Service for
activity.

Reason for Service

Select an option

8.If
applicable,
filter the
Geographic
Region for
Referred
From and
referred To
as
Lethbridge
to select the
drop down
options.

For
Community
Links,
please
select either
“ICA System
Partner”,
“Non-ICA
System
Partner”, or
“Self-
Referred”

Referred from

Referred to

Referral Filter

Geographic
Region

City

—|

Select an option v

-

Select an option ’

Lethbridge % a

M Filter




10. Click
Save.

M save




