
 

 

Modules Testing – Case Management: Supportive Housing 

Supportive Housing programs provide safe and stable housing for eligible individuals who 
are homeless or at risk of homelessness, with the goal of preparing them for independent, 
market-based housing or other suitable long-term housing. These programs offer life skills 
training, housing readiness supports, and case management to help participants transition 
successfully into stable housing environments and develop the necessary skills for long-
term self-sufficiency.  

When accessing the Housing Placement module, there are two additional lists that assist 
users with accessing records in a timely manner: Follow-Ups Due this Month and Past 
Target Date for Housing Placement from the “Filter options” button above the list. Click the 
name of the list to expand it and view the records.  

On the Housing Placement Details page, the status at the top of the page indicates the 
stage at which the client is in a placement attempt: from housing not secured, to moving 
into their house. This page also lets you see and record details on housing searches and 
follow-ups performed after a client has moved in. 

*Note – Before commencing the process of creating a housing placement record for the 
client, ensure to first review their housing placement history (Front Desk > Clients > Search 
Client > Client - Details > Client Management > Housing Placements) to see if they have 
another open placement of Moved Into Housing status. If they do have an open Moving Into 
Housing status, contact the service provider that entered it or HIFIS Support Desk and have 
the placement closed.  

Similarly, ensure to check the client’s Housing History record (Client > Client Vitals > Client 
Information > Housing History) ahead of time to see if they have an open Housing History. 
The system will not allow a client to be moved into a placement while the system 
shows no End Date for their Housing History.   

Test Modules Action 
1. Housing Placement Record New Record (Create Housing Placement 

Record) in Client Profile 
• Front Desk > Housing > Housing 

Placement > + Add Housing 
Placement 
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2. Edit Housing Placement Record New Record (Edit Housing Placement 
Record) in Client Profile 

• Front Desk > Housing > Housing 
Placement > Housing Placement 
List page > Locate Housing 
Placement Record you want to Edit 

3. Housing Placement - Secure Housing 
Unit 

New Record (Secure Housing Unit for 
Client) 

• Front Desk > Housing > Housing 
Placements > Housing Placements 
List > Action – Manage Icon > + Add 
and Secure Housing Unit 

4. Housing Placement - Record Client 
Move In 

New Record (Record Client Move In) 
• Housing Placement Details > Move 

In 
5. Housing Loss Prevention – HLP Record New Record (Housing Loss Prevention 

Record) 
• Front Desk > Clients > Client Search 

> Client Information > Housing 
History > Add Housing Loss 
Prevention 

6. Housing Rent Supplement New Record (Add Rent Supplement) 
• Front Desk > Clients > Search 

Clients > Client – Details > Client 
Management > Housing Placements 
> Manage > + Add Subsidy 

 

Preconditions to Case Management: Supportive Housing  

Prerequisite  • Client Profile/Record has been 
created in HIFIS.  

• Review client Housing History and 
Housing Placement before 
completing one of the following: 

• Client is unhoused and need to 
obtain housing and/or temporary 
safe shelter or; 

• Currently housed but at risk of being 
evicted/unhoused (Housing Loss 
Prevention) or; 

Allison Moncrieff
From their own units (at Hestia or Riverhouse) 

Allison Moncrieff
Does Hestia charge rent? Would they use this component of the training materials?
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• Client is in transition (moving away 
from unhealthy home situation, 
older and moving out but does not 
have supports at home to transition 
to living away from home etc.) 

 

1. Procedure to Add Housing Placement Record 

 

Action  
1. From the HIFIS 
main page, 
navigate to Front 
Desk > Housing > 
Housing 
Placements > + 
Add Housing 
Placement 
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2. From the Add 
Housing 
Placement page, 
fill in all required 
fields marked with 
a red star 
including any 
optional fields for 
reference.  

 
3. Type the pre-
existing Client 
Name that is 
looking for a 
Housing 
Placement.  

 
4. Select the 
Caseworker 
responsible for 
the housing 
placement.   

 

*Note – The HIFIS system will auto populate the name of the user entering the 
Housing Placement information if they have Caseworker as a role. You may select a 

different user if adding the record on behalf of someone else. 
5. Select one or 
more Housing 
Type(s) Sought 
field 
- Housing Type(s) 
Sought: will 
create a bunch of 
housing units in 
the background in 
HIFIS, ensure they 
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are tagged with a 
“housing type”. 
Select all (+) for 
testing purposes.  
- If you only have 1 
housing unit in 
here, it may be 
difficult for the 
system to detect 
(depending on if 
the housing unit is 
tagged with this 
ahead of time in 
the Housing Units 
List).  
- Will add the type 
of housing your 
client wants to be 
in.  
 
6. Confirm/Select 
the Search Started 
Date for a housing 
placement for 
client, if 
applicable, you 
may change this 
date manually.  

 

7. If applicable, 
enter the Target 
Date by which you 
hope to have the 
client placed.   

 

8. If applicable, 
select the 
program that is 
involved (funding) 
the services 
provided to the 
client.    
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9. Click the Start 
Housing 
Placement button.  

 

 

2. Procedure to Edit a Housing Placement Record 

Action  
1. From the HIFIS 
main page, 
navigate to Front 
Desk drop down 
menu and select 
Housing > Housing 
Placements 

 
 

2. From the 
Housing List page, 
locate the Housing 
Placement record 
you wish to modify 
and click on the 
Edit icon.  
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3. On the Client - 
Edit Housing 
Placement page, 
you can edit the 
existing page and 
add any additional 
information you 
may have missed.  
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3. Procedure to Secure a Housing Unit for Client 

Action  
1. From the Front Desk 
drop down menu, click 
Housing and select 
Housing Placements.  

 
2. From the Housing 
Placement List page, 
navigate and select the 
correct Housing 
Placement record for 
the client and select the 
Manage icon.  

 

3. From the Housing 
Placement Details page, 
you will see the title for 
the client housing 
placement page as 
“Housing Placement 
Details - Housing Not 
Secured”. 

 

4. Select the + Add and 
Secure Housing Unit 
button.  
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5. Fill in all required 
fields marked with a red 
star and if applicable, 
any optional fields from 
the Add Housing Unit 
prompt open text box.  

 
6. Select the Housing 
Type of the housing unit.   
7. Select the Status 
(condition) of the 
selected housing unit.  

 

8. Enter the Status Date 
for when confirming the 
condition of the housing 
unit.  

 

9. Enter the address 
information of the 
housing unit. For 
Address Line 1. 
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10. If applicable, after 
entering the Country of  
which the housing unit is 
located (Canada), enter 
the following fields for 
additional information: 

• Province/Territory 
• City 
• Postal Code 

 

11. Enter the Expected 
Move-In Date by which 
you hope to move your 
client into the housing 
unit.  

 

12. Once all required 
fields have been 
inputted, select the Save 
and Secure button.  

 

*Note – You can End Housing Placement Record after creating and starting a 
housing placement for your client by clicking the End Housing Placement button at 

the bottom of Housing Placement Details page. This option (button) will only be 
available through the Housing Not Secured and Housing Secured stages. 
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4. Procedure to Record Client Move In 

 
*Note – If the client has an active housing history record, a prompted Warning 

message will appear above the Move In fields: 
 

 
Before proceeding with the Move In function, a link is provided in the Warning 

message for you to go to the client’s Housing History and provide an End Date for 
their current Housing History: 

 
 

 
 
 

 
 

 
Select the Edit button at the bottom of Display Housing History and select the End 

Date for when client had moved out of their original housing: 
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Please Note - For reporting purposes, a client is defined as experiencing homelessness 
if any of the following Housing Types are recorded/chosen when creating a new client 

profile in HIFIS (Add Housing History): 
 

- Add Client > Add Housing History > Housing Type or; 
 

- Client Information > Housing History:  
 

  
 
 
If any of the below Housing Type(s) option are selected, the client will display as 
Homeless for their current Housing Status: 
 

• Abandoned Building 
• Emergency Shelter  
• Encampment/Campsite  
• Hostel  
• Hotel / Motel  
• Makeshift/Street 
• Staying with friends/Relatives (Couch-surfing)  
• Trailer/RV without rent  
• Vehicle 
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Action  
1. With he  
Housing 
Placement Details 
page now set as 
“Housing 
Placement Details 
– Housing 
Secured”, select 
the Move In button 

 
 

 

2. Once the above 
function has been 
updated, return to 
the Move In 
function for Client 
and proceed with 
filling in all 
required fields 
marked with a red 
star and if 
applicable, any 
additional/optional 
fields.  

 
3. Enter the Rent 
amount charged 
by the Landlord 
(optional) 

 

4. Enter the Move 
In Date by which 
the client had 
moved into the 
unit.  
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5. If applicable, 
enter the 
Landlord’s phone 
numbers and 
email address 
fields (optional) 

 

6. Change the 
“Use Exact Follow-
up Date” to Yes. 

 
 

7. Enter the 
appropriate 
Months Until 
Follow-up from the 
date you are 
entering the Move 
In for client. This 
will generate a 
scheduled 
reminder for the 
Case Manager as 
first required 
follow-up in HIFIS.  

 

 
 

8. Select the Move 
In button.   
9. On the Housing 
Placement Details 
page, the title will 
now show as 
“Housing 
Placement Details 
– Moved Into 
Housing” 

 

*Note – HIFIS generates a report of upcoming Housing Placements follow-ups that 
are due.  
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5. Procedure to Entering a Housing Loss Prevention Record 

Prerequisite  • Client profile/record has been created 
• Client has existing Housing History 

 

A Housing Loss Prevention Record is to be created by the service provider who is assisting 
a client to maintain existing housing, whether stable accommodations or not (e.g. a hotel). 
A service provider should never create a housing loss prevention record if they assisted a 
client to find stable accommodations and created a housing placement record. This allows 
Follow-Ups to be performed to determine if the client remained housed after the start of 
support.  

Housing Loss Prevention (very similar steps to Housing Placement) – Client has housing 
already; this piece is to help them stay housed.  

o Must already be housed to add Housing Loss Prevention, button will not 
appear if so.  

o Client Information > Housing History > Add Housing Loss Prevention 

Once the Housing Loss Prevention Record has been created, the details of what was 
provided to the client must be recorded/entered as well. This includes options such as 
“Ongoing Rent Supplements”, “One-time Rent Supplements, and/or services such as 
working with Landlord to improve relationship with client and any Housing Maintenance 
performed on the unit they are currently staying in.  

Action  
1. From the 
HIFIS main page, 
navigate to Front 
Desk and select 
Clients. Enter 
client name in 
the Search bar 
and open their 
Client -Details 
page.  
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2. Under Client 
Information, 
select Housing 
History.   

 
 

3. Under Client – 
Housing History, 
select the + Add 
Housing Loss 
Prevention 
button. 

 

*Note – If the + Add Housing Loss Prevention does not appear on the Client - Housing 
History page, this means there isn’t a current Housing History record, or a Housing 

Loss Prevention record has already been created for the current Housing History 
record.  

You can navigate to this function by selecting Client Management > Housing Loss 
Prevention to identify if a record has been created previously: 
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4. If there is no + 
Add Housing 
Loss Prevention 
button, you must 
first create a 
Housing History 
record, select 
the + Add 
Housing button 
from Client – 
Housing History 
page.  

 



 

17 
 

City of Lethbridge 

Testing Guide 

 

5. From the 
Client - Add 
Housing History 
page, fill in all 
required fields 
marked with a 
red star and if 
applicable, 
optional fields.  

 
6. Once you 
have added a 
Housing History, 
you may 
proceed with the 
+ Add Housing 
Loss Prevention 
button. By 
selecting the 
Add Housing 
Loss Prevention 
button, you will 
need to fill in all 
required fields 
and if 
applicable, 
optional ones as 
well.  
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7. Enter the 
Reason for 
Service: 
why you are 
providing them 
prevention 
services 
 

 

8. Enter the date 
the support was 
provided.   

9. Select the 
Caseworker or 
staff member 
who assisted the 
client.  

 

10. If applicable, 
fill in the 
optional fields: 
Program 
(program that is 
funding the 
support or for 
data analysis 
purposes.  

• Follow-up 
(enter the 
first 
follow-up 
date that 
is six 
months 
from the 
start date 
the 
support 
was 
provided 
or 
longer).  
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11. Click Save 
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6. Procedure to Add Rent Supplement & Housing Placement Attempts 

*Note – If the client does not have an Open Housing Placement in HIFIS, see previous 
procedure above (Procedure to Entering a Housing Loss Prevention Record) or; 

If the client has an Open Housing Placement, navigate to the client’s Housing 
Placement Record: Front Desk > Clients > Search Client > Client – Details > Housing 
Placements > Housing Placement List 

Action  
1. From the 
Client- Details 
page, navigate 
to Client 
Management 
and click on 
Housing 
Placements > 
Housing 
Placement List 

 
 



 

21 
 

City of Lethbridge 

Testing Guide 

 

2. Click on the 
Manage Icon 
beside the 
Housing 
Placement 
record.  

 
 

3. At the bottom 
of the client’s 
Housing 
Placement 
Details page, 
select the 
Subsidies tab 
and click on the 
+ New Subsidy 
button   
4. For the New 
Subsidy 
prompted text 
box, fill in all 
required fields 
and if 
applicable, 
optional fields 
as well.  

 
5. For Program, 
enter the 
program that is 
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funding the rent 
supplement.  
6. For the Start 
Date field, enter 
the date for 
when the client 
will start to 
receive the rent 
supplement.  

 

*Note – The Start Date cannot be before the Move In date for the client. 
7. Enter the 
Reason for 
Service  
8. For the End 
Date field, 
ensure you 
enter the date 
for when you 
predict/estimat
e you will stop 
providing the 
supplement to 
the client.  

 

*Note – The End Date must be the last day of the month for when you estimate 
the client will no longer be receiving the supplement.  

9. In the Amount 
field, enter the 
monthly 
supplement 
amount you will 
be providing to the 
client.  

 

10. The Payment 
Date and Pay 
Frequency are 
optional fields to 
fill in if applicable.   

11. Click Save 
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*Note – Ensure you enter the Monthly supplement amount for Rent Supplement for the 
client, not the full amount you are providing for the whole period for which they will be 
receiving supplement. Entering the amount for the whole period will show up on reports 
as though you are providing the full amount monthly (e.g., January Rent Supplement for 
XYZ Client - $8,400.00, and should rather be January Rent Supplement for XYZ Client - 
$700.00). 

 
  

7. After Client has “Moved Into Housing” 

1. Once 
clicking 
Save, you 
will be 
redirected 
to the 
Housing 
Placement 
Details page 
of the client. 
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2. Navigate 
down the 
page and 
click on 
“Attempts”
: 
Housing 
Placement 
Attempt 
button – 
indicates 
when you 
tried to find 
housing for 
client and it 
did not 
workout 
(not a good 
fit, couldn’t 
afford it 
etc.) 
 

 

Note: You will notice that there is no “Housing Placements Attempt” button available as 
the client has their current housing status set to “Moved Into Housing”. The Housing 

Placement Attempt button will only be available to utilize before any point of moving 
the client into housing (i.e, Housing Not Secured and Housing Secured stages).   

3. Follow-
Ups – 
indicates 
you have 
checked in 
with the 
client and 
all is well. 
Can add 
comments 
and date 
you 
followed up 
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and indicate 
if they are 
still housed.  
 

 

9. Procedure for Entering Landlord Information on Housing Placement  

*Note - If the landlord does not appear in the dropdown list you will need to add them in 
the People module (Front Desk > People > + Add Person). 

Action  
1. From the 
HIFIS main page, 
navigate and 
select Front 
Desk and click 
on People.  

 
 



 

26 
 

City of Lethbridge 

Testing Guide 

 

2. From the 
People List, 
elect the + Add 
Person button 
below. 

 
 

3. From the Add 
Person page, fill 
in in all required 
fields and if 
applicable, any 
optional fields.  

 
 

4. *On the 
“Roles” field, 
click in the 
option text box 
and ensure you 
select the 
“Landlord” 
option  
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5. Ensure the 
status of the 
new  
Person profile is 
set to “Yes” for 
the Active field.  

 

6. Click Save.  

 
 

 

8. Procedure to record Maintenance Work 

Action  
1. From the 
HIFIS main 
page, 
navigate 
over to Front 
Desk drop 
down menu 
and select 
Housing > 
Housing 
Units. 

 
2. From the 
Housing 
Unit List 
page, select 
the housing 
unit by 
which you 
want to add 
maintenanc
e work to, 
and click on 
the Edit 
icon. 
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*Please Note – when clicking on the Housing Units List page and no housing unit 
options are appearing, one tip to fix this is by clicking on the “Filter Options” button 

and filtering the “Geographic Region” to Lethbridge. Click on the “Apply Filter” 
button and it will then generate all the housing units under the Geographic Region of 

Lethbridge: 
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When adding a New Housing Unit, always ensure that you fill in the Geographic 
Region field and select Lethbridge. 

3. On the 
Edit Housing 
Unit page, 
select the 
Maintenanc
e tab.  

 
4. Select the 
“+ Add 
Maintenanc
e Work” 
button.  

 
5. From the 
Add 
Maintenanc
e Work 
page, select 
the type of 
maintenanc
e work being 
done. 
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6. If 
applicable, 
add any 
comments 
in the 
“Description
” field for the 
maintenanc
e work being 
done.  

 

7. If 
applicable, 
select the 
Contractor 
who is 
performing 
the work. 
*Please note 
– The 
contractor 
must 
already be 
entered in 
the People 
module to 
appear in 
this field. 

 

8. If 
applicable, 
indicate 
whether the 
work has 
been 
completed 
including 
the 
company 
name and 
additional 
comments 
concerning 
the 
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maintenanc
e work being 
done.    
9. Select the 
date by 
which the 
maintenanc
e work is 
scheduled 
to 
commence, 
and if 
applicable, 
select the 
scheduled 
end date of 
the work.  

 
 

 

10. If 
applicable, 
select the 
Estimated 
Cost of the 
maintenanc
e work.  
 
Additionally, 
select the 
“Actual 
From Date” 
by which the 
maintenanc
e started. 
 
Finally, 
enter the 
“Actual 
Cost” of the 
maintenanc
e work 
performed 
on the 
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housing 
unit.  
11. Click on 
“Save”.   
12. After 
clicking 
Save, user 
will be re-
directed to 
the Edit 
Housing 
Unit page 
and will see 
the entered 
information. 
Ensure after 
reviewing 
the logged 
maintenanc
e work, that 
user clicks 
the save 
button. 

 
 

 

 

 

 

 

 

 

 

 

 

 


