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How To Check Client’s Family Status

Francais County of Simcoe research

1. Open the Client File of the Family Head HIEIS -

Homeless Individuals and Families Information System

a. Use the Client Search Box to type in a client’s Front Desk | Communicaions | PIT Gount v | Reports v | Adminisraton v | Help | My Account +

name, then click Client List

Acive Inactive  Deceased

b. Click on the client’'s name

Showing 1to 1 of 1 entries | Show[10 v entries

) 1 1 ID ¢ FullN Gen Ali Date of Birth A File Numb: Acti
c. Now you’re on the Client — Vitals screen e e fles pecBnh_foe Tetumeer
I1020 Wayne, Bruce Male Batman 1990-01-01 29 0000001020 ft @ I
© Add Client
HIFIS Support

« Simcoe County HIFIS Support Centre

« EmailUs

- Report an Issue

Active - Quality Assurance Build 4.0 57 30 (2019-04-05)
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2. Navigate to the Client “Family” Screen
a. Click on the Client Information menu
a. Click on Family

b. You're now on the Client - Family Screen. If the
Client is NOT currently in a family, the list will be
empty (see the screenshot on the right)

NOTE: You've created a family, but there's only one person in this
household. Please forward to step 4 to add another (existing) client
to the current family or step 5 to add a new client who isn’t in HIFIS
to the current family)

3. Start a New Family
a. Click on the Start New Family button

4. Add existing client to the current Family

NOTE: This function is used to add a new person to this family that
already exists in HIFIS. If they are NOT an existing client, you will
be unable to proceed. To add a new Client, see step 5 (add a new
client to the current family).

a. Click on the Add Member button
b. If the client is an existing client, select their name
from the Family Member Name drop down menu
c. Select the family member's Family Role
d. Select the family member's relationship to the
Family Head in the Relationship drop-down
e. Select the date that this relationship began, and, if
applicable, the date it ended or will end
NOTE: Please do NOT enter the ‘End Date’. Only enter the ‘End
Date’ if the client is no longer part of the family.
f. Click on Save button
g. Repeat this process for each family member

HIFIS Guide — How To Booking in Families
Help Support: HIFIS@simcoe.ca
HIFIS Support Centre: https://www.simcoe.ca/hifis

A

SOCIAL AND
COMMUNITY SERVICES =—__

Client Information - Client - Family El Family History

Consent .
Showing 010 0 of 0 entries | Show [0 ] entries Filter items

Documents
© @ Full Name

Status % Date of Birth @ Role

¢ Relationship & Action @
Einancial Profile No data is available in the table
Various Factors
Client Details
] Bruce Wayne
Client - Family E Family History
Showing 1 fo 1 of 1 entries | Show[10 | entries Filter tems
Status 2 Full Name % Date of Bith ¢ Role ¢ Relationship ¢ Action ¢
2019-10-25 - Present  Wayne _Bruce 1990-01-01 Family Head n/a P

© Add Member © Create and Add Member

Add Member

Family Member Name Woman, Cat (1991-0. ~ %
Family Rele Pariner x v
Relationship to Partner x| %
Family Head
Start Date 2019-10-25 g
End Date =

Page 2 of 6


mailto:HIFIS@simcoe.ca
https://www.simcoe.ca/dpt/ccs/hifis

S
————

COUNTY OF ~ _

SIMCOE 24

5. Add a new client to the current family
NOTE: This function is used to add a new person who isn’'t in
HIFIS to an existing family that is in HIFIS. To add an existing

Client, see step 4 (add another existing client to the current family).

a. Click on the Create And Add Member button

b. Select the family member's Family Role

c. Select the family member's relationship to the
Family Head in the Relationship drop-down

d. Complete the rest of the fields as if you were
creating a new Client

e. 5. Click on Save button

Repeat this process for each family member

—h
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Client - Family E Family History
Showing 1 to 1 of 1 entries | Show[10 ¥ | entries Filter items

Status # Full Name ¢ Date of Birth ¢ Role % Relationship ¢ Action #
2019-10-25- Present  Wayne, Bruce 1990-01-01 Family Head na e

© Add Member © Create and Add Member

Create and Add Member

Family Role

Relationship to Family Head

Consent Type

Consent Start Date

Last Name

First Name

Middle Name

Alias 1

Alias 2

Date of Birth Known

Date of Birth

-k
- %
- %

2019-10-25 =]

*

*

B x
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How To Booking in Families

1. Go to the Admissions List
a. Click on the Front Desk Menu
b. Click on Admissions

2. Go to the Booked In Tab
a. Click onthe Booked In Tab

3. Add a Book-In
a. Click on the Add Book In button
b. Select client(s).

NOTE: If the client is part of a family, once you select the first
family member, a button will appear with the label Book In
Family. If you click on it, it will automatically add all family
members to this book-in record

c. Verify the Start Date and Time.

d. Enter the date when is the client expected to leave
e. Select the reason they are seeking a bed

f. Select the program(s) for this stay

g. Select the organization that referred the client to

you

h. Enter the name of the person that referred the
client to you
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Homeless Individuals and Families Information System

Front Desk Communications

PiT Count + | Reporis ~ | Administration + | Help + | My Account

Calls and Visits Log

Case Management

Service Restrictions

Directory of Services

Homeless Individuals and Families Information Syslem
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A Deinrits A Crart Natn Al

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

Showing 0 to 0 of 0 entries | Show [10_ v | entries

Filter items.

Reason for Service @ Room : Bed 4 Action A4

No data is available in the table

+J Add Book In Express Book In & Manage Rooms and Beds f
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i. If the client is allowed out past curfew, enter the
time they can stay out until

j.- If the client requires a morning wake-up, enter the
wake-up time

k. Indicate whether the client was intoxicated at the
time of intake

. Record additional notes about this book-in

When done, click Next to select a bed

4. Select a Bed

a. Your client(s) will display in blue boxes at the top
left

NOTE: Clients are displayed in the top left, in boxes that contain
the client's name and date of birth. When the Client box is blue, it
is unselected. When the Client box is orange, it is selected.

In order to assign a client to a bed, click on the client's box to
select it, then click on the desired bed.

b. Click on a client's blue box, then click on the light
blue bed you would like to place them in

c. The bed should turn green
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Book In

A Book In Family

Client Name(s) x %

*\Wayne, Bruce (1990-01-

Start Date and Time 2019-10-25

212 PM

Expected Book Out Date

Reason for Service Select an option

o

Program elect an option
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Horeless Indiiduals and Famite:s Infoarmalion Systen
Front Desk iT Count v | Repors w | Administration v | Help v | My Account »
Control Panel
) Book In - Bed Selection ]
Search Client
a Change Your View
i Smailicons B8 Large icons 4Back Msave X cCancel £ Refresh Occupancy
Beds
# Occupis - 2 Wane, Buce
= = (1990-1-1)
B = Bail Program Room 1 o Bail ProgramRoom 2~ @ Emergency Bed Room1 g Emergency Bed Room2 g
= = =8 8= &= = = =
=
[ Family - 18 Eccles o Family - 34 Toronto o Family - 40 Toronto o Large Room 1 o
. = = = = = = =E = s ===
Rooms Large Room 2 o Large Room 3 a Large Room 4 a Motel Voucher Beds o
i =E &S EsEsE=s=s =E =E E s s=s= == =S ss58= E =S sss8=5
Program Room o
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NOTE: A Control Panel can be visible if the mouse is moved
over the left side of the screen that indicates what the icons
mean.

d. Repeat this for every client you selected
e. When done, click the Save button
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