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Welcome!

Creating a profile in HOPE

Enrollments

Assessment and Queue

Coordinated Entry Events

Exits

Reporting

Resources/Questions & Wrap up

Today’s Agenda



Creating a Profile in 
HOPE
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Creating New Profiles in the HOPE system
• Search the client within the HOPE system to be 

sure that a profile for your agency doesn’t already 

exist

⇢ Search for household/ head of household

⇢ Search by name, DOB and SSN

• Complete the fields that the client feels 

comfortable sharing. It helps tell their story and 
ensure that staff using the system know the 

appropriate information for the client.

⇢ If a client chooses not to answer a specific question, 

use "Client prefers not to answer"

⇢ If the client does not know the answer, use "Client 
doesn't know"

⇢ "Data not collected" should only be used in the case 
that question was not asked



Privacy Prompt

⇢ You will see a prompt on the bottom of the client profile screen that says “I/We 
have reviewed our agency's privacy practices with the client”

⇢ Select Yes - if you personally had the conversation with the client

⇢ Select No - if you did not have the conversation because the data entry is 
retroactive
⇢ If the entry is not retroactive, "No" should never be selected

5



Program Enrollments
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Program Enrollments

⇢ Once you’ve identified that a household 
is eligible for Coordinated Entry, you 
can enroll them into your CE program by 
completing the following:

1. Go to the client profile

2. Click on the PROGRAMS tab

3. Scroll down to the Programs: Available 
section

4. Click on the San Francisco Coordinated 
Entry for Survivors program

5. Include group members (if applicable)

6. Clicking Enroll



• Project Start Date is the date that 
client enrolled into the program

• Housing Move-in Date is completed 
when client moves into permanent 
housing (must always be the same as or 
occur after Project Start Date)

• Be sure to…

• Ask all questions and fill in 
answers as completely as the 
household is comfortable 
answering

• Complete enrollment forms for all 
household members

Program Enrollments: 
Enrollment Form



Accessing a program enrollment

⇢ After a client has been enrolled…
⇢ Program enrollments are accessible in the Program Tab of the client profile. You can click the pencil icon 

next to the enrollment you wish to view.



Assessment and Queue
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How to complete the CE Assessment in HOPE
1. Click on the PROGRAMS tab from the client profile

2. Click to edit the client’s enrollment in the San Francisco Coordinated Entry for Survivors program

3. Select the Assessments tab and click to START the assessment

4. Complete the assessment with the client/household

5. Click ’Save’
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HOPE Survivor CE 
Assessment
⇢ Information from enrollment screen will 

cascade forward into the assessment, 
including:

⇢ Prior living situation information

⇢ Income

⇢ Disability

⇢ Survivor of DV question

⇢ Assessment Level should always be 
Housing Needs Assessment

⇢ Be sure to pay attention as certain 
responses may trigger more questions to 
pop up
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How to add a client to the queue
Immediately after completing the assessment and clicking ‘Save’, you will be brought to the Program Eligibility Determination screen

1. Click the REFER DIRECTLY TO COMMUNITY 
QUEUE button

2. Click SEND REFERRAL on the next screen (Do not 
mark Private)

Note that you can only add a client to the queue after 
you’ve completed the HOPE Survivor CE Assessment
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How to add a client to the queue (cont)
⇢ If you didn’t add the client to the queue immediately after completing the assessment, 

not to worry! You can always add them later by following these steps:
1. Click on the Assessments tab within the client’s CE for Survivors enrollment and view the client’s 

completed CE Assessment under ‘Assessment History’
2. Click on the Eligibility button on the CE Assessment, and be brought to the Program Eligibility 

Determination screen
3. Follow the steps of the previous slide
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Community Queue 
Auto-exit Threshold

⇢ Auto-exit threshold determines how 
long a client can be on the queue with no 
qualifying action before being auto-
exited
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Auto-exit Threshold

Community Queue 90 days



How to keep a client active on the 
community queue

⇢ Adding a Service (client level and 
program level)

⇢ Adding an Event

⇢ Adding an Assessment (client level 
and program level)

⇢ Adding a Status Assessment or 
Annual Assessment for a client

⇢ Adding a new contact to the Contact 
tab

⇢ Adding a location to the Location 
tab
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⇢ Adding a File (client level and program 
level)

⇢ Adding a note (client level and program 
level)

⇢ Adding an alert

⇢ Enrolling a client into a program

⇢ Exiting a client from a program

⇢ Creating a direct program referral

⇢ Selecting the “CHECK-IN” button within 
the referral



Last Activity Date
All clients who are currently active on the community queue will have a blurb under their profile photo and UID

⇢ Click ”View Details” to access information about the queue referral, including the Last Activity Date 

⇢ Last Activity Date shows the last date a qualifying action to keep the client on the queue was performed

⇢ You can always use the CHECK IN button on this page to update this date and keep the client on the queue!
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Exits from Coordinated Entry and 
the Community Queue

⇢ The HOPE System will auto-exit a client from a CE program and 
the Community Queue after:

⇢ A user saves a value for the Housing Move-In Date field in the 
enrollment screen of the Head of Household for any permanent 
housing program

⇢ A user saves a permanent housing destination in the 'Destination' 
field for any program exit screen

⇢ Users can also manually exit the client from a program or from the 
Community Queue

⇢ Program Exits will be covered in upcoming slides

⇢ Can manually exit a client from the queue by clicking "View Details" 
under the client profile picture (as shown before), and scrolling to the 
'Remove From Queue' section
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Coordinated Entry Events



Coordinated Entry Events

• Available for Coordinated Entry 
Programs

• Track referrals and other 
Coordinated Entry activities

• Important for reporting in the 
Coordinated Entry APR



How to Submit an Event
While within a program enrollment
1. Click on Events Tab
2. Click on Event Category
3. Click on the appropriate Event item
4. Adjust for appropriate date and write 

note
5. Include group members, if appropriate
6. Click Submit
7. Find Submitted Event in the Events tab 

under History

Event 
Category



Coordinated Entry 
Events

⇢ Be sure to enter any 
details that are 
relevant to a referral



Program Exits
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Program Exits

To exit a household:

1. Go to client enrollment

2. Click ‘Exit’ in the top 
righthand corner of 
enrollment

3. Include household members 
in exit if appropriate

4. Complete Exit form and 
click ‘Save & Close’



Reporting



Reports Library

⇢ Contains ready made or 
“canned” reports

⇢ To access, click 
the Reports icon from 
the Launchpad.

⇢ Ability to “Favorite” 
reports
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Required 
Reporting for CE 
Programs

⇢ [HUDX-235] CE APR
⇢ Found in Reports Library under HUD 

Reports

⇢ Useful for running HUD required CE 
APR report

⇢ Can be downloaded as a CSV-Upload 
file to be uploaded to HUD

⇢ More information about how to run a 
CE APR can be found here
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https://help.bitfocus.com/hudx-235-ad-coordinated-entry-annual-performance-report-ce-apr
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/HOPE%20System%20Website%20Materials/Guide-CE%20APR%20Report%20in%20the%20HOPE%20System_122123.pdf?hsLang=en


Other Useful Reports

⇢ [GNRL-106] Program Roster
⇢ Found in Reports Library under Program 

Based Reports
⇢ Lists program stay and relevant household 

information for selected program(s)

⇢ Useful in ensuring program rosters are 
reflected accurately the database

⇢ [HUDX-225] HMIS Data Quality Report
⇢ Found in Reports Library under HUD 

Reports

⇢ Reviews data quality across a number of 
HMIS data elements

⇢ Useful to ensure data cleanliness for 
reporting
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https://help.bitfocus.com/gnrl-106-program-roster
https://help.bitfocus.com/hudx-225-hmis-data-quality-report


Bitfocus Resources

Bitfocus Help Desk
• onesf@bitfocus.com

• 415.429.4211

• Specify if your request is in regards to the 
HOPE System or the ONE System

Help Center Site:

onesf.bitfocus.com/hope-system

Bitfocus Help Site:

help.bitfocus.com
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Help Desk Widget (On ONESF Help Center Website 
and Bitfocus Help Site)

mailto:onesf@bitfocus.com
https://onesf.bitfocus.com/hope-system
http://help.bitfocus.com/


Questions?


