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ONE System Training
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Agenda

● Welcome

● Creating New Profiles

● Release of Information

● Uploading Documents 

● Resources
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Creating New Profiles
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Creating New Profiles - Searching for Clients in ONE

● Search for client
○ Search by name , partial name, DOB and SSN 

● If unable to find, create a new profile
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Creating New Profiles 

• Please make sure to collect as much information as possible, and avoid using “Client 
refused” or Data Not Collected” whenever possible

• For existing profiles, confirm that all information is correct and up to date
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Release of Information
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Release of Information 

• When creating a new client profile, ONE will prompt you to have the client sign a Release of 
Information (ROI) or give verbal consent.

• The Release of information enter date, should correspond with both the date that the client signed 
the release and the date you created the client profile. 

• Complete both Homeless Response System (HRS) and Human Services Agency (HSA) ROI
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Uploading ROIs

● To upload an ROI, select the files tab 
● Select the category for Release of Information 
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Uploading Files
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Uploading Files & Documents

From the client profile:

Files

Select ‘Add File’.  

Category

Predefined Name
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Uploading Files & Documents

File Type Categories
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Uploading Files & Documents

● CoC Application Package
● Background Check Release Form
● Form B (Certification of Homelessness)

● Finances and Income
● Personal Identification
● Other

● Rehousing Participation Agreement
● Release of Information

● Homeless Response System 
● Human Services Agency 
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Resources
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Resources

Bitfocus Help Desk 

onesf@bitfocus.com or (415) 429-4211

Bitfocus Community Administration

Onesf-admin@bitfocus.com

ONESF Help Center Web Page 

https://onesf.bitfocus.com/

The Help Desk Widget 

mailto:marin@bitfocus.com
mailto:Onesf-admin@bitfocus.com
https://onesf.bitfocus.com/navigation-centers

