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Coordinated Entry Navigation Services
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Navigation 

● Housing Referral Status households will be assigned 
a navigator who will:
▪ Assist household in getting “document ready”
▪ Help the household navigate the housing 

application process

● The Navigators should assign themselves as the 
navigator in the ONE System 



Confidential and Proprietary | © Copyright 2022 Bitfocus, Inc., All Rights Reserved. 

Assigning Navigators in ONE
There are two ways you can assign a navigator in ONE

Method 1:
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Assigning Navigators in ONE
Method 2: is better when you are making a referral at the same time 
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Navigation Services 

Navigation services track interactions related 
to the housing process

Allow other staff to be informed of the 
household’s progress in the housing process 

Navigators assist the household in getting 
their documents ready for housing

Copies of documents should be uploaded 
into ONE
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Navigation Services
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“Checking in” households
Checking in a household is one way to keep them active on the CQ
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Remember...

You must complete the new 
Current Living Situation 
Assessment at every direct 
contact with a household 
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Release of Information 

NOTE:
The ONE will prompt you 
to have the household sign 
a new Release of 
Information if the current 
ROI is set to expire

Don’t forget to upload a 
copy of the ROI form 
signed by the client to the 
system.
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Uploading ROIs

1. To upload an ROI, select the Files tab 
2. Select the categories for Release of Information

▪ Homeless  Response System
▪ Human Services Agency  
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Matchmaking
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Matchmaking

● Matchmaking is identifying and referring households to 
available housing 

● How does it work?
▪ Program eligibility is configured for every housing 

program participating in CE
▪ Responses from the assessment and profile screen 

cross references with a program’s eligibility criteria  
▪ The Eligibility Engine will generate a list of 

households who meet the program eligibility 
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Open Unit Report 
Units that have been open the longest should be filled first 
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Matchmaking 
Three filters can be used when matchmaking to narrow eligibility 
criteria

▪ Search by agency and program eligibility

▪ Search by assessment type 

▪ Search by predetermined characteristics
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Matchmaking 
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Making the Referral in ONE
● Households are sorted by highest vulnerability score and days pending on the CQ
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Making the Referral in ONE
● Select the correct program and unit number
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Tracked Characteristics 

● Certain units buildings/programs in the system 
have additional eligibility criteria that only 
pertains to a portion of the units in the 
building

● You will need to add additional filters to the 
search criteria when matchmaking for these 
units (called tracked characteristics)

● Providers will indicate in the unit posting when 
additional eligibility criteria is required for a 
unit
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Example of an Open Unit Needing Tracked 
Characteristic  
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Tracked Characteristics 
Example: The Evergreen PSH Apartments has 24 units. 20 units require an adult who is experiencing homelessness and 
has an income less than 30% of the AMI. The remaining 4 units require the same eligibility but are dedicated to 
individuals with a mental health disability. The program eligibility was configured in ONE including the homelessness 
and income requirements. 

When searching for one of the 4 units that are dedicated to individuals with a mental health disability,  we will need to 
include an additional filter. 
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Things to Know About Referrals 

Providers will 
receive notification 
when a referral is 

sent to their 
program

The provider is 
expected to change 

the status of the 
referral from 

pending to pending 
in-process as soon 
as they receive it

The Access Point 
staff who sent the 
referral will receive 
a notification that 
the referral status 
has been updated
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Exits
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Exits 
● Access Point staff are responsible for exiting households from 

the CE program

● Household should be exited from CE for the following reasons:

▪ Successfully problem solved
▪ Been housed by CE
▪ Known to be housed
▪ Deceased
▪ Household is lost to follow up (90 days)
▪ No longer experiencing homelessness in San Francisco
▪ Declined three housing offers

- Staff entering third refusal should exit household
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Exits
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Exits
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Removing Exits 
● If a household has been auto-exited but re-engages prior to the 6-month expiration of their assessment, you will 

need to reactivate their program enrollment.

● This is done by selecting “Reopen Client” at the very bottom of the exit screen.
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Auto-Exits

Auto-exits from the CE may occur if:

● The household is permanently housed through CE.

● Any household enrolled in the CE program that had no activity 
in ONE for 90 days.

● Exit Destination will be marked as “Unknown”. 
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Auto-Exits from CE when Housed

Example 1

The household is referred to a PSH program. The 
household is enrolled in the program with a move-in 
date of 7/30/21.

Auto-Exit from CE= YES

Example 2

The household informs their case manager they are 
going to live with their aunt in Oregon. 

Auto-Exit from CE=NO
The household needs to be manually exited from CE.
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The following events will trigger an auto-exit from CE Program:

• A staff member saves a value for the field Housing Move-In Date in an enrollment screen for any program 
enrollment with a permanent housing program type.

• A staff member saves a “housed" exit destination for any program exit screen.
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Timelines/Thresholds in ONE 
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Resources

ONESF Help Center Website 
https://onesf.bitfocus.com/coordinated-entry

Bitfocus Helpdesk
onesf@bitfocus.com  

415.429.4211

mailto:onesf@bitfocus.com

