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HIFIS USERS 
 
This resource offers training details about the new prioritization process being 
introduced effective August 1, 2025. All clients wishing to be prioritized for 
Coordinated Access resources must have a completed Prioritization Custom 
Table by October 31, 2025. The Prioritization Custom Table eliminates the 
need for a VI-SPDAT assessment. 

The prioritization process determines the order by which people will be offered 
Coordinated Access resources. The information provided during intake and 
through the Prioritization Questionnaire reported in the Prioritization Custom 
Table is used to match clients with available housing supports. A client must 
meet the eligibility criteria for the vacant resource to be considered during the 
matching process.  
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Completing the Prioritization Custom Table 
 

1. Locate the Client’s File in HIFIS 
 
To find a client in HIFIS, use the search bar located at the top right of 
the screen. You can search by entering the client’s first and last name or 
their HIFIS ID, as shown in the image below. 
 

 
 
2. Access the Client’s HIFIS Profile 
 
From the client list, locate the file for which you want to complete the 
custom table. To open the client’s file, click on their full name, as shown 
in the image below. 
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     3. View Client Details 
 
Go to the Client Information menu and select the Client Details module. 
This will display the client’s information, including their consent type, full 
name, gender, file number, and more. 
 
Next, switch from the Vitals tab to the Other Information tab to continue. 
 

 
 

4. Access the Prioritization Custom Table 
 
While in the Other Information tab, you will see the option to select 
Prioritization. Click on it to add a new prioritization record. Refer to the 
image below for guidance. 
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5. Fill out the Prioritization Custom Table 
 
After clicking the plus (+) button, the prioritization questions will appear. 
Go through the form with the client, ensuring all 9 mandatory 
questions are answered. Question 3 includes three sub-questions.  
 

Prioritization 

 

 

 
 

 
Once all required information is completed, click Save to submit the form. 
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6. Editing Existing Prioritization Custom Table 
 
HIFIS users can edit the custom table if any discrepancies are found 
after saving. To do this, open the Prioritization tab, scroll down, and 
click the pencil icon to make changes to the existing record. 
 

 
 
 
 
 


