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Posting Program Openings
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EEE ﬁ E Holly Aversano, ) HA

O SEARCH = CASELOAD &b REFERRALS

Posting Openings

Glenn Potter

Sam Wise

~»Post an opening to begin receiving
referrals for program SIOtS Pending Community Queue Completed Denied Sent

Program Availability

->T0 post a program opening:

1 . G O to Re fe rra IS ta b i n to p right < Rapid Rehousing Queue SFHA - EHV Transfer Queue (HSH Only)

corner of Search page
2. Click on the Availability tab
3. F|nd and C“Ck on the Temporary 08/13/2024  UAV slot 2: max family size is 5.

Maximum Household Size (max. # of ppl): 5

S he |te r Q u e u e Does the building have an elevator? : No

ADA Unit : No
Does the building have stairs? : No

4. Click on the 90-Day Family UAV " ot vt

- GF program o gt ey v
5 . CI i Ck Ad d S i n g | e O p e n i n g O R 09/27/2024 UAV opening 3. Amenities: Intake interview schedule

Maximum Household Size (max. # of ppl): 5

Add Multiple Openings D e e

Does the building have stairs? : No
Does the building have a nurse? : No

90-Day Family UAY - GF LIMITED AVAILABILITY

Available Openings

n
Sub-Population: Adult : No
Sub-Population: Youth : No
Sub-Population: Family : Yes

There are no reserved openings

(®) ADD SINGLE OPENING (® ADD MULTIPLE OPENINGS
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Posting Openings
(cont)

After clicking to add a single opening or
multiple openings, you will be prompted
to fill out a form

~> Be sure to fill out as completely and
accurately as possible

-» Helps to ensure accurate referrals

- Click Save Changes to officially post
referral

Tip: Add Multiple Openings if you have
multiple slots that are available with
the same or similar attributes

J Bitfocus

ADD AN OPENING

[ —

< October 2024 >

Additional Notes
Su Mo Tu We Th Fr Sa
1 2 3 4 5§
6 7 &8 9 10 11 12
UnItSIze(#uf 13 14 E 16 17 18 19
bedrooms) 20 21 22 23 24 25 26
27 28 29 30 31

Unit Number

Minimum Household
Size (min. # of ppl)

Maximum Household
Size (max. # of ppl)

What floor is the unit
on?

Does the building have
an elevator?

ADA Unit

Does the building have
stairs?

Is the unit wheelchair
accessible?



Processing Referrals
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Processing
Referrals:
Referral
Notifications

J Bitfocus

mwn .5972 Paul Devencenzi, P D
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£ SEARCH = CASELOAD &» REFERRALS

QD CLARITY

* You will receive a notification via email and
Clarity Inbox when a referral has been sent to
your program

* |If you would like to ensure that you receive
referrals, please reach out to the Bitfocus Help
Desk at onesf@bitfocus.com



TRAIN - Compass Family Services m P e N

£ SEARCH = CASELOAD &% REFERRALS

SEARCH FOR A CLIENT DD CLIENT @ Your recent client searches:

Glenn Potter

Sam Wise

Use full name, partial name, date of birth or any combination.

REFERRALS

" Refe rra IS are processed Community Queue Completed Denied Sent Availability
from ‘Referrals’ dashboard sending Referal
on the homepage

Search Mode Standard

Sort By Default Characteristic -- Select -

Eligible Clients Only

. Referrals will be editable
through ‘Pending’ tab

Alice Wonderland
09/27/2024 Reassigned 18 total

Referral Date Qualified Days Pending

0 pending

Family Coordinated Entry Agency @
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Processing Referrals: Pending — In Process

« ‘Pending - in Process’ = when you want to acknowledge a referral but aren’t ready to make
an enrollment (i.e. you're in communication with referring agency to intake the client)
« To acknowledge the referral, change referral status from ‘Pending’ to ‘Pending - in Process’

REFERRAL: EDIT

Client

Referred Program
Referred Program Opening
Referred to Agency
Referring Agency
Referred Date

Days Pending

In Process

Qualified

Family Shelter score
Referred by Staff
Case Manager

Last Activity
Current Status

Status Date

Alice Wonderland

90-Day Family UAV - GF

08/13/2024 UAV slot 2: max family size is 5.

TRAIN - Compass Family Services

TRAIN - San Francisco Family Coordinated Entry Agency
09/27/2024

18 day(s)

0 day(s)

Reassigned

1

Holly Aversano (3)

Select

10/15/2024 CHECK-IN

Pending

10/15/2024

+/ Pending

S
|

Denied
Expired

Alice Wonderland

Program: 90-Day Family UAY - GF

Referred by: TRAIM - San Francisco Family Coordinated Entry Agency @

Referral color will change to green when status is
changed to ‘Pending - in Process’

Referrals must be changed to ‘Pending - in Process’
within 90 days, or else they will auto-expire



Processing Referrals: Denying a Referral

When you need to deny a referral,
change the status of the referral to
Denied Stﬂtl-ls

Four additional fields will populate that Sand to Comemunity Queve

need to be answered
Denied By Type

Send to Community Queue: Yes/No

Denied Reason

Denied By Type: Provider/Client
Denied Reason: Reason for the denial Denial Information

Denial Information: Provide additional
details explaining the reason for the
denial
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Program Enrollments
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Program Enroliments

Alice Wonderland

PROFILE HISTORY SERVICES | PROGRAMS | ASSESSMENTS MNOTES FILES REFERRALS CONTACT  LOCATION

CLIENT PROFILE

based program. Max capacity is 5. {check with Lashenna for language on program description)

Occupancy (Today) Referrals (90 Days)

* Enrolling a client into your program e
accepts the Community Queue or
Referral

 Be sure to:

» Keep toggle on to link referral to
program enrollment

* Toggle to include family members as
appropriate

J Bitfo C u S iE' PRINT DIRECTIONS



Program Enrollments: Enrollment Form

When enrolling a client, please keep
in mind...

Client information may cascade forward from other
program enrollments - it's important to always confirm
that all details are still up-to-date and accurate, and to
update if necessary

v
v
n
n
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How do | know if | enrolled my household correctly?

« Tip: Check the program enrollment under the ‘Programs’ tab
* |f the enrollment has a link symbol, you can be sure that the enrollment is linked to the referral

Program Name Start Date End Date Type

90-Day Family UAV - GF

Emergency Shelter — Entry Exit 10/15/2024 Active Group

TRAIN - Compass Family Services @
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Program EXxits



Program EXxits

When client leaves your program, record the exit in ONE:
Click on ‘Programs’ tab

Click on the. icon to open the program

Click on the ‘Exit’ button in the top right-hand corner
Toggle to include all appropriate family members in exit
Review cascaded information

Oy W s B

Scroll down and click ‘Save & Close’ to save changes

Alice Wonderland

PROFILE HISTORY SERVICES | PROGRAMS | ASSESSMENTS MNOTES FILES REFERRALS CONTACT  LOCATION

PROGRAM: 90-DAY FAMILY UAV - GF

Enrollment History Provide Services Assessments Notes Files Forms

Program Service History LINK FROM HISTORY
Service Name Start Date End Date
09/27/2024 10/15/2024

inated Entry Agency referral to TRAIN - Compass Family Services

Reservation Service Referral
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Exit Form: Exit Reason and Exit Destination

End Program for client Alice Wonderland

Program Exit Date 10/15/2024

Exit Reason Select

Destination Select

*Important data elements to help system understand what happens to clients upon exiting a
program

Complete as accurately as possible for each client exiting your programs



Helpful Reports
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DS g5 —t mmm Regina Abadajos,
REPORT LIBRARY EXPLORE DATA ANALYSIS [ —] : : : RA

REPORT LIBRARY O SEARCH = CASELOAD

Favorite Reports

Launch Pad: Report
Library

Data Quality Reports 6 report(s)

Administrator Reports 19 report(s)

Service Based Reports 13 report(s) v Report Queue: ShOWS
processing and completed

reports.

Program Based Reports 19 report(s) v
Assessment Based Reports 4 report(s) v
Profile Screen Reports 1 report(s) v

Housing 5 report(s) v

HUD Reports 7 report(s) v

Community and Referrals 8 report(s) v

Agency Management 4 report(s) v
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Damo Agency
Ative within [12/01/2019 - 11/30/202C

Housbng Move-ln: Lindafinod = L o HolH or Move:in is Nul = Man PH Project, A: g s, CHN: Casa MNoles
ro g ra m 0 S e r Chlant Birth Ago Cunrpsnt Enrall Housing

Date | AtEntry| Age Dwte Mavedn A 8 CN | Assignaed St

Program Roster Report

Progrivn; Arches Navigation Cenfer
Favir, FRDC0AA TN Fit i DR F20E0 0 | 0 &, Fialman
Humbar of Clienvis
Humibar of Housahokds:
Program; Coordinated Enlry Access Poinf
Camyon, Bryce 0 [a) I r Rt e b &8 Halfrman
Humbar of Cllenis

[GNRL-106] Program Roster Mumibr of Housaheld

Program; Stree! Dutreach Program

(Program Based Report) ruon2As : - o[ & otman

Jarad, Mwcon Fia70B328 025 B85 B B 4 C 0 b 0 8. Joraa"
Humbar of Cllenis:
Numbar of Housaholds:

® Gives information on clients Dopem Boa oy . o T
who have stayed or are M e osam {oseims ] % | | | ¢ i
Curre ntly Staying in your Caron, Brece AAFEF1 144 L 1 008030 C C 0, Dama

p ro gra m Irr::-'.il:::rm e TETEAABET | 070111808 3 % % 2 . s 0 C S, Haltman

Humbar of Cllents
Humbar of Househalds-

Tatal Humbar of Clients

Tolal Humbar of Housahalds
dorotos Inackeen Assigr

Program Hama Project Type

Arghbi Navigaton Carlai Emadganci Sh
dinated Enitry Acooss Pont Coondinated Entry

Sireal Oulraach Piogam Sirsal Oulrsach

L Housing PH - Parmanand Suppoive Mousing |isabsly rogussd]
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Resources

Bitfocus Help Desk
 onesf@bitfocus.com
e 415429.4211

ONESF Help Center Website:

e onesf.bitfocus.com

J Bitfocus

Help Desk Widget (In ONE System and on
ONESF Help Center Website)

21


mailto:onesf@bitfocus.com

Questions?
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