DEPARTMENT OF
HOMELESSNESS AND
SUPPORTIVE HOUSING

OVT & ONE Vacancy Training
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Agenda

> Qverview — Purpose (10 min)
>~ Review of OVT and ONE process for vacancies (10 min)

> Process for entering vacant units (non-batch referrals) (20 min)
* Vacant units that will be offline for 15+ days
* Vacant units that are ready for referral

>~ Data Entry Expectations (5 min)
> Q&A (15 min)

> Part 2: Batching (only for providers participating in batch referrals)
(15 min)



DEPARTMENT OF
HOMELESSNESS AND
SUPPORTIVE HOUSING

Part 1: Vacancy Tracking



Vacancy Tracking: ONE & OVT
T ONE - Online Navigation & Entry | _____OVT— Offine Vacancy Tracker

Purpose HMIS system of record to track clients across all To track offline units (units that will not be ready for
HSH service areas; also used to track and match a referral for ~15 days or longer)
vacancies that are “ready for referral”

Developer Bitfocus HSH IT Team
Access Multiple users per agency with different access Generally one user designated per agency or
roles portfolio

Used by Property management and support services staff  Property management staff

How units Programs are listed by funding/subsidy type Housing sites are listed under property
are listed  under service provider agency management agency
Links ONE System Offline Vacancy Tracker



https://onesf.clarityhs.com/clients
https://apps.gov.powerapps.us/play/4cfc0868-e123-464e-810f-f1689a988074?tenantId=22d5c2cf-ce3e-443d-9a7f-dfcc0231f73f

OVT and ONE Process for Vacancies (1:1 Referrals)

Person moves out 15 Ut 5 "eaely 140 Post opening in
referral within 15 P 8

of unit - ONE system

If unit needs to go
offline for longer
than 15 days
(for repairs, etc.)

Unit repairs are
Enter unit in OVT finished (hopefully
15-30 days)

Post opening in ONE System
+

Close out unit in OVT




OVT: Accessing the OVT

(63
»

onesf.bitfocus.com

415.429.4211 ONESF@BITFOCUS.COM

Home About Us w Getting Started w Training Materials v Resources v Reports v Policies & Procedures w Vacancy Tracker v Contact v

On your web browser, go to: News &Events oesilicision
https://onesf.bitfocus.com/ and click e ot
on the “Vacancy Tracker App” link. __
Do not attempt to log into ONE. A -ﬁ——r

SHE A



https://onesf.bitfocus.com/

OVT: Entering Units into the OVT

Power Apps | HSH Offline Vacancy Tracker

Department of Homelessness and Supportive Housing (HSH)
City Wide Offline Vacancy TraCker Units Processed/Removed from Tracker

Upon logging in you will see units

associated with your property. To
add a new unit to the tracker,
select “New” on the right side of Please use the New button to report a new vacant unit.

the tracker. or

Hello Valerie Okelola,

Pick an unit on the vacant list to Edit/Update the unit.

1 Vacant Unit(s) Found 3/31/2022




OVT: Entering Units into the OVT — Unit Number

Department of Homelessness and Supportive Housing (HSH) s

';: ¥ . . . OVT Provider Batch Referrals Dashboard
i CIty WI de Ofﬂ Ine Va can cy Tra Cker Units Processed/Removed from Tracker
Use the Progra m na me e Program name Hotel California

Hotel California unité# 123 >
il b 1360 Mission

dropdown to select the
correct program.

Unit number 123

Status

Move out reason Voluntary Surrender-Other

Enter information for
all the fields in the

form. The fi rSt Of WhiCh Expected date available 4/4/2022
is the unit number.

Date of vacancy 3/28/2022

Update
Unit size




OVT: Entering Units into the OVT - Status

Enter the status of the unit using

. Department of Homelessness and Supportive Housing (HSH QVT Prenider Jashbozrd
the Status d rop down men u . @ M p City Wide Off"ne Vaca :Ey Tracker g ( ) OVT Provider Batch Referrals Dashboard

Hotel California Report a new vacant unit

Units Processed/Removed from Tracker

Please note, Hold for Transfer is w 12 Program name [otel catforia
used for internal transfers - e

Hotel California unitg 124 > Unit number 125
4 days vacant 1BD CNC... AdultVET, Ready for Batch ...

property holds unit for an internal
transfer at the site while HSH Hold
for Transfer, is meant for external

Status

Delayed (Please Explain)

Move out reason
Excessive Property

transfers (HSH holds a unit for a Defe phwacincy Hold for Transfer
RA transfer, Life Safety transfer, Expected date available J”S“t“'l" forrenster
etc.) Maintenance
MedicalExaminer Hold [ save |
Information about OVT status Pest Contro
options are available in the OVT e i

PI‘OCEdures and GU|d€||neS 2 Vacant Unit(s) Found 4/1/2022
document here.

B



https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Vacancy%20Tracker/Vacancy%20Tracker%20Procedures%20and%20Guidelines_August%202022.pdf

OVT: Entering Units into the OVT — Move out reason
and Date of Vacancy

Department of Homelessness and Supportive Housing (HSH) VT Provider Dashboard
OVT Provider Batch Referrals Dashboard

City Wi d e Offl i ne Va can cy Tra C ke r Units Processed/Removed from Tracker

hotel california Report a new vacant unit - CLONE

Mgy _ Program name Hotel California
Hotel California Units 123 >

4 days vacam 18D CNC... AdultVET, 1360 Mission

Select the reason why the unit is now
vacant from the move out reason

Unit number

dropdown menu. Status

. M t Volunt S der-Oth
Enter the date the unit became vacant i B p—————
as well. This field is used in HSH Date of vacancy 3/28/2022
dashboards for tracking and reporting

Expected date available

purposes.

[ save |

Unit size

1 Vacant Unit(s) Found 4/1/2022




OVT: Entering Units into the OVT — Expected Date of
Vacancy

Department of Homelessness and Supportive Housing (HSH) VY Provider Dashboard
W " . . OVT Provider Batch Referrals Dashboard
CIty Wlde Offllne Vacancy TraCker Units Processed/Removed from Tracker
L : . Program name Hotel California
Hotel California Unit# 123 >
4 days vacant 1BD CNC... AdultVET, 1360 Mission
Enter the expected date that the unit Unit number 123
will be available. This date helps the
. Stat
transfer team prepare to get a client . i
referred to the unit once it is Move out reason Voluntary Surrender-Other
available.

Date of vacancy 3/28/2022

Update this date if the expected date

. Expected date available 4/4/2022
available changes.

Unit size

1 Vacant Unit(s) Found 4/1/2022 Last update: Okelola, Valerie (HOM) - Friday, April 1, 2022 11:41:57 AM




OVT: Entering Units into the OVT — Notes

Department of Homelessness and Supportive Housing (HSH) VY Provider Dashboard

W " . . OVT Provider Batch Referrals Dashboard
CIty Wld e Offl Ine Va can Cy Tra c ke r Units Processed/Removed from Tracker

hotel california Update an existing unit

100 (TEST) Program name Hotel California

Hotel California unitt 123 >
4 days vacant 1BD CNC... AdultVET, 1360 Mission

Use the notes field to provide Unit number 123
additional relevant information the
unit such and any additional

ellglblllty requirements for the unit. Move out reason Voluntary Surrender-Other

Status

Date of vacancy 3/28/2022

Use the notes filled to provide
context regarding delays in getting
the unit online and ready for a client.

Expected date available 4/4/2022

Unit size

1 Vacant Unit(s) Found 4/1/2022 Last update: Okelola, Valerie (HOM) - Friday, April 1, 2022 11:41:57 AM




OVT: Entering Units into the OVT - Unit Size and

Occupancy

Department of Homelessness and Supportive Housing (HSH) OVT Provider Dashboard
OVT Provider Batch Referrals Dashboard

City Wide Offl I ne Va can cy Trac ke r Units Processed/Removed from Tracker

Hotel California

100 (TEST)

Select unit size from the dropdown HotelCalifornia = v 123 )

100 (TEST)

menu Bl Hotel california units 124 >

4 days vacant 18D CNC.. ADUILVET, Ready for Batch ...

Unit size

Enter the minimum and maximum
occupancy for the unit Minimum occupancy

Maximum occupancy
Amenities

Populations

Subsidy funding source
Minimum income

Maximum income

2 Vacant Unit(s) Found 4/1/2022

Report a new vacant unit

Bathroom Elevator Roll-in Shower

Adult VET

CNC GF HCVVA




OVT: Entering Units into the OVT — Minimum and
Maximum Income

Department of Homelessness and Supportive Housing (HSH) OVT Provider Dashboard

OVT Provider Batch Referrals Dashboard

City Wide Offllne Va cancy TraCker Units Processed/Removed from Tracker

Hotel California Report a new vacant unit

100 (TEST)

Hotel California units 123 >
ddzys vacant 1BD CNC.. AdultVET,

100 (TEST)

B Hotel california units 124 >

4 days vacant 1BD CNC... AdultVET, Ready for Batch ...

Unit size

Enter income information L e
associated with the unit

Maximum occupancy

Amenities Bathroom Elevator Roll-in Shower

Populations Adult VET

Subsidy funding source CNC GF HCVVA

Minimum income

Maximum income Cancel

2 Vacant Unit(s) Found 4/1/2022




OVT: Saving and Cloning a Vacant Unit

Saving and Cloning a Vacant Unit

To avoid reentering the same information for
each vacant unit, clone the unit and update
cloned units with the appropriate unit
information (e.g., unit number, unit size, date of
vacancy, expected date available).

After entering information for a unit select
update to save changes. Thereafter, select the
clone button on the right-hand side of the
tracker form.

Upon selecting the clone button, a new form
will appear where you can enter and edit
information for other vacant units.

&~

OVT Provider Dashboard
OVT Provider Batch Referrals Dashboard

Department of Homelessness and Supportive Housing (HSH)
City Wide Offline Vacancy Tracker

Update an existing unit

Units Processed/Removed from Tracker

%
hotel california

100 (TEST) Program name ‘ Hotel California
Hotel California Unit# 123 >
4 days vacant 1BD CNC... AdultVET, 1360 Mission
Unit number ’ 123 ‘ Clone
|
Move out reason | Voluntary Surrender-Other

Department of Homelessness and Supportive Housing (HSH) QVT Provider Dashboard

Sy City Wide Offline Vacancy Tracker

Report a new vacant unit - CLONE
100 (TEST)

Hotel California
4 days vacant 1BD CNC... Adult,VET,

OVT Provider Batch Referrals Dashboard

Units Processed/Removed from Tracker

<

Program name | Hotel California

unit# 123 >

1360 Mission

Unit number I|

Status |

Move out reason | Voluntary Surrender-Other

o < <Jil

Date of vacancy |3/28!2022




OVT: Updating Status to Ready for Referral

ST Department of Homelessness and Supportive Housing (HSH) VT Provider Dashboard
ol @
p =g

OVT Provider Batch Referrals Dashboard

City Wide Offline Vacancy Tracker

Hotel California Update an existing unit

100 (TEST) Program name ‘ Hotel California
Hotel California Unity 123 >
4 days vacart 18D CNC... AdultVET, 1360 Mission
Update the status of a vacancy g ST
h Hotel California :"";h B‘|t2;|1 > Unit number 123
W en: 4 dlays vacant 18D CNC... Adult,VET, &3 rEatch ...

100 (TEST)

Hotel California unite 125 >

31 days vacant 1BD CNC... Adult,VET,

Status Ready for Referral

* Ready for Referral: (Unit is
available for occupancy)

Move out reason Voluntary Surrender-Other

Date of vacancy 3/28/2022

Expected date available 4/4/2022

®

Date posted to ONE

ONE posting ID




OVT: Updating Status to Ready for Referral

>\When an offline unit becomes Ready for Referral you must do both of
the following:
1. Post the unit to ONE
2. “Close out” the OVT entry

>~Both of these steps are necessary so the vacant unit is listed in either
ONE or OVT

* If a single unit is listed in both systems it is double-counted




ONE: Posting Available Unit

o> Navi gate to: Department of Homelessness and Supportive Housing Lehua Asher

O SEARCH = CASELOAD &b REFERRALS

* ONE
° Agency REFERRALS
* Referrals

. ope Dashboard Pending Community Queue Analysis Completed Denied SentOpen Units
 Availability —_—

* Perma nent Program Availability
Housing/

R R H < Pandemic Prioritization Permanent Housing/ RRH SFHA - EHV Stabilization Rooms Queue 5 B Pending
Queue (HSH Staff Only) Queue (SFHOT Management Only) . Complated
omplete
Queue
* Program

FULL AVAILABILITY
Bayview Flexible Housing Subsidy Pool- Prop C

FULL AVAILABILITY
Camelot Hotel - GF

LIMITED AVAILABILITY v
Empress - CoC




ONE: Posting Available Unit

Empress - CoC FULL AVAILABILITY I LIMITED AVAILABILITYI NO AVAILABILITY A

There are no available openings

There are no reserved openings

@ ADD SINGLE 0PENING® ADD MULTIPLE OPENINGS

>~ Make sure program is set to Limited Availability

> Click “+” to add a single opening or multiple openings




ONE: Post Available Unit

> Enter actual/
expected date unit
will be available

> Add as many
details as possible

* Fields outlined in
red are required

> Important: you
must also add the
unit number to
the Additional
Notes field

ADD AN OPENING

I Date

-

f

| Additional Notes

I Unit Number

Unit Size (# of
bedrooms)

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?

Does the building have
a nurse?

Shared Bathroom

Does the unit have a
shower?

Does the unit have a
toilet?

Sub-Population:
Veteran

Sub-Population: Adult

Sub-Population: Youth

Sub-Population: Family

» ¢ .

Select at least 1
Sub-Population

You may select
more than 1 if
applicable

HDAP

HAT Referral

MHSA

Access Point Staff
Responsible for Filling

SAVE CHANGES CANCEL

20




OVT: Closing Out When Unit Posted to ONE

Department of Homelessness and Supportive Housing (HSH) N Pravider Dashboard

O"If the unlt you JUSt pOSted to f City Wide Offline Vacancy Tracker SR e
ONE had been listed in the OVT:

:::r;sza“fomia Program name ‘ Hotel California
* Change the Status to “Ready for
Referral” & complete the two
a d d it i O n a I fi e | d S t h a t a p p e a r : ;fg;;;za{]foﬁgéa CNC.. AdultVET, ;j:t::: Move out reason Voluntary Surrender-Other

254
100 (TEST)

1. Date posted to ONE Date of vacancy [2r23r2022

Enter the date the unit was posted to Expected date avaiable  [4129/2022
ON E Date posted to ONE @

2. ONE posting ID —_—

To simplify the workflow, this is no
longer required, instead, please enter _
the name of the person that posted
the unit to ONE in this field

(this field name will be updated)

1360 Mission

Hotel California nit# Unit number | 100
S8 days vacant 28D LOSP, FAM, Maint

Status | Ready for Referral




OVT: Viewing Processed/Removed Units

OVT Provider Batch Referrals Dashboard

C ity Wi de Offl i ne Va (of ] ncy Tra C ke r Units Processed/Removed from Tracker

O”The Unit yOU jUSt CIOSEd OUt ,@ Department of Homelessness and Supportive Housing (HSH) T Ee e

(Hotel California Unit #100)
will no longer appear on the ame [t cattoni
vacant unit list in OVT Brocicaiioma e 1o

[ <

>The unit still resides in the otcotos o oo

OVT however s

. . |4f4/2022
>Click “Units Processed/

Removed from Tracker”
(upper right corner of screen)

g p< i

Unit size

&~



OVT: Viewing Processed/Removed Units

Processed Units - Posted To ONE and Transfer Completed Units

City Wide Offline Vacancy Tracker

Search

100 (TEST)

|

Deleted

Move-In ...

Withdrawal ...

Property AUnit | Processed Status Date Post to ... | ONE Post ... | Transfer C...
Hotel California 1 Yes HSH-Hold for Tr...
Hotel California 1 Yes Batch Move-In
Hotel California 100 Yes Ready for Referral 4/22/2022 1234
Hotel California 101 Yes Batch Withdrawn
Hotel California 101 Yes Batch Move-In
Hotel California 102 Yes Ready for Batch ...
Hotel California 102 Yes Ready for Referral 9/2/2021
Hotel California 103 Yes Ready for Batch ...
Hotel California 103 Yes Batch Withdrawn
Hotel California 103 Yes Ready for Referral 12/3/2021 7069
Hotel California 104 Yes Ready for Batch ...
Hotel California 105 Yes Ready for Referral 3/24/2022 6789
Hotel California 124 Yes Ready for Referral
Hotel California 124 Yes Ready for Referral

&~

8/26/2020

4/29/2021

4/29/2021

4/29/2021

3/31/2022
3/31/2022

4/13/2021

6/24/2021

4/20/2021

6/24/2021




ONE: Accept Referral — Property Management

>~Change referral status to

'{] M H ”
‘ I l I I l g I l l ro C‘ S S Dashboard Pending Community Queue Analysis Completed Denied Sent Availability Open Units

* Within 2 days of receipt of referral

~Make sure the correct staff are e
set to receive referral | = o e
notifications —

>Please see slides 16 — 23 of the
Housing Training for step-by-step | =~ e B
instructions |

Private

&~


https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/ONESF%20Housing%20Training%20Materials%20-%20October.pptx%20(2).pdf?hsLang=en

ONE: Close Referral/Enroll Client — Support Services

>Enroll client in program
* Within 3 working days of move-in

>Please see slides 24 — 28 of the Housing Training for step-by-step

Instructions
* Enrollment should be linked to a referral

* The Program/Enrollment Date & Housing Move-In Date are the same date for site-based PSH
* The Program/Enrollment Date defaults to the current date

* Please take care to change the Program/Enroliment Date to match the Housing Move-In Date

* Please make sure Prior Living Situation — Type of Residence is accurate



https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/ONESF%20Housing%20Training%20Materials%20-%20October.pptx%20(2).pdf?hsLang=en

Data Entry Expectations

* Vacant units should be posted as soon as the unit becomes vacant and
at least on a weekly basis.

* The Offline Vacancy Tracker and ONE System must be updated with
current vacancies no later than 5pm on Friday

* |ssues with posting on time should be communicated with your HSH
program manager immediately.




OVT: Ready for Referral Timeline for Vacancy Status

Janitorial 7 days

Maintenance 14 - 30 days Minor Maintenance -14 days; Major- 30 Days

HSH-Hold for Transfer

Hold for Transfer

Property Hold 14 days Notify HSH Program Manager of Delays/Concerns
Ready for Inspection

Pest Control 14 - 21 days

Excessive Property

Medical Examiner Hold 30 days Notify HSH Program Manager if Time Offline Will Exceed 30 Days
Temp Occupied

Delayed (Explain) Varies Notify HSH Program Manager with Detailed Explanation

S~




Workflow Summary - 1:1 Referrals

More Information
Post “Ready for Referral” Unit ONE See slides 18 — 20 of this presentation

Post “Offline” Unit OVT See slides 7 — 15 of this presentation

See slide 24 of this presentation

Aol e ] ONE See slides 16 — 23 of Housing Training
Update Status When “Offline”

Unit becomes “Ready for ONE&OVT  See slides 16 — 23 of this presentation
Referral”

Record Move-In ONE See slides 24 — 28 of Housing Training (services staff)



https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/ONESF%20Housing%20Training%20Materials%20-%20October.pptx%20(2).pdf?hsLang=en
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/ONESF%20Housing%20Training%20Materials%20-%20October.pptx%20(2).pdf?hsLang=en

Resources

>QOffline Vacancy Tracker
>QOVT Guidelines

>=QONE System

>Bitfocus SF homepage
>Set up ONE account:

* New user completes 3 trainings: BF General Training, SF DPH Privacy Training, and Housing Training
* Agency lead requests new account from the Bitfocus Helpdesk onesf@bitfocus.com

* Complete instructions to set up new users are here: https://onesf.bitfocus.com/new-user-info

* Agency lead can also request ONE users are set up to receive referral notifications

>Housing Training Slides
*>Bitfocus Help, Training or Technical Assistance

* Schedule TA call with Bitfocus Community Administration team: https://meetings.hubspot.com/regina-abadajos/reginaholly

» Bitfocus holds virtual office hours on the 4th Tuesday of every month from 2 - 3pm
* Help Desk -5 a.m. to 5 p.m. PST, Monday through Friday and can be reached several ways: onesf@bitfocus.com, 415-429-4211, click
the "Help" button to chat on the OneSF support site



https://apps.gov.powerapps.us/play/4cfc0868-e123-464e-810f-f1689a988074?tenantId=22d5c2cf-ce3e-443d-9a7f-dfcc0231f73f
https://bitfocus.app.box.com/s/njdy0mhfkxte7sfhg57vao1nm0fjfhdx
https://onesf.clarityhs.com/login
https://onesf.bitfocus.com/
https://avanan.url-protection.com/v1/url?o=https%3A//training.bitfocus.com/clarity-human-services-general-training&g=MGU3ZGVjZGVlNmQ1MWZhMQ==&h=NjkzZmVjMjMwY2ZmZWRkMjc5NWJjNjU4MGE3NjFiYmQ1MTdmOGU2NDRjNjZmYjBhNWI1YjBhMzQ5ODYwMzc2ZQ==&p=YXAzOnNmZHQyOmF2YW5hbjpvOjRlODFmYmRkNGI4ODZmYjU2YmU3N2Y0MWM3OGNjMGMzOnYxOmg=
https://url.avanan.click/v2/___https:/xnet.sfdph.org:8443/ords/vrds/f?p=111:81::::RP,81:P81_HETC_PROGRAM_PK,P81_PAGE_FROM,F111_HETC_PROGRAM_PK:46511,12,46511___.YXAzOnNmZHQyOmE6bzo1YzkzMmM4ZDNiYWJiOWMwMzhkYzhhOWFjNmU1NTQyNzo2OjJjNmM6Zjg4YzA2MGE5M2VhZWQ2Yjk4MzNlOTQ5YWU5MGYwNjUyM2E3NTY2MTU1MjUwOTk2NjExNjdiNWRjY2I1NDVlZTpoOlQ
https://training.bitfocus.com/san-francisco-housing-standardization-training
mailto:onesf@bitfocus.com
https://onesf.bitfocus.com/new-user-info
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/ONESF%20Housing%20Training%20Materials%20-%20October.pptx%20(2).pdf?hsLang=en
https://meetings.hubspot.com/regina-abadajos/reginaholly
https://url.avanan.click/v2/___https:/clarityhumanservices.us4.list-manage.com/track/click?u=ec26d6a58db50e7ee76411026&id=de422eb127&e=8e8773a643___.YXAzOnNmZHQyOmE6bzpjZmYxNzYxMmIyODkwNTE4MzM5YTNkODE5MzVkMzE5Mzo1OjRmYTg6NDEwN2M1MTNjNTk4YjA1Yjk4ZGI5ODQzZDA2ZWM2N2ExZWFjODUwZTllODM4Y2YyNGU0ZTllZjQzNDQ1OTVlZTpoOk4
mailto:onesf@bitfocus.com
https://onesf.bitfocus.com/
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DEPARTMENT OF
HOMELESSNESS AND
SUPPORTIVE HOUSING

Part 2: Vacancy Tracking

Batch Referrals



Vacancy Tracking: ONE & OVT (Batch Referrals)
T ONe ~ onine Navigation 8 Entry |V ~Offine Vacancy Tracker

Purpose

Developer

Access

Used by

How units
are listed

Links

&~

HMIS system of record to track clients across all
HSH service areas; also used to track housing
program referrals

Bitfocus

Multiple users per agency with different access
roles

Property management and support services staff

Programs are listed by funding/subsidy type
under service provider agency

ONE System

To track units that are used for batch referrals and
offline units (units that will not be ready for a
referral for ~15 days or longer)

HSH IT Team

Generally one user designated per agency or
portfolio

Property management staff

Housing sites are listed under property
management agency

Offline Vacancy Tracker



https://onesf.clarityhs.com/clients
https://apps.gov.powerapps.us/play/4cfc0868-e123-464e-810f-f1689a988074?tenantId=22d5c2cf-ce3e-443d-9a7f-dfcc0231f73f

OVT process for vacancies (Batch Referrals)

If unit is ready for Enter unit in OVT
referral within 15 (status: ready for
days batch referral)

Person moves out
of unit

If unit needs to go
offline for longer
than 15 days
(for repairs, etc.)

Enter unit in OVT Unit repairs are
(w/ reason for finished (hopefully
offline status) 15-30 days)

Change status of unit
in OVT
(to ready for batch referral)




OVT: Accessing the OVT

(63
»

onesf.bitfocus.com

415.429.4211 ONESF@BITFOCUS.COM

Home About Us w Getting Started w Training Materials v Resources v Reports v Policies & Procedures w Vacancy Tracker v Contact v

On your web browser, go to: News &Events oesilicision
https://onesf.bitfocus.com/ and click e ot
on the “Vacancy Tracker App” link. __
Do not attempt to log into ONE. A -ﬁ——r

SHE A



https://onesf.bitfocus.com/

OVT: Entering Units into the OVT

Power Apps | HSH Offline Vacancy Tracker

Department of Homelessness and Supportive Housing (HSH)
City Wide Offline Vacancy TraCker Units Processed/Removed from Tracker

Upon logging in you will see units

associated with your property. To
add a new unit to the tracker,
select “New” on the right side of Please use the New button to report a new vacant unit.

the tracker. or

Hello Valerie Okelola,

Pick an unit on the vacant list to Edit/Update the unit.

1 Vacant Unit(s) Found 3/31/2022




OVT: Entering Units into the OVT — Unit Number

Department of Homelessness and Supportive Housing (HSH) s

';: ¥ . . . OVT Provider Batch Referrals Dashboard
i CIty WI de Ofﬂ Ine Va can cy Tra Cker Units Processed/Removed from Tracker
Use the Progra m na me e Program name Hotel California

Hotel California unité# 123 >
il b 1360 Mission

dropdown to select the
correct program.

Unit number 123

Status

Move out reason Voluntary Surrender-Other

Enter information for
all the fields in the

form. The fi rSt Of WhiCh Expected date available 4/4/2022
is the unit number.

Date of vacancy 3/28/2022

Update
Unit size




OVT: Entering Units into the OVT - Status

Department of Homelessness and Supportive Housing (HSH) QVT Provider Dashboard

City Wide Offline Vacancy Tracker

hotel california Report a new vacant unit

OVT Provider Batch Referrals Dashboard

Units Processed/Removed from Tracker

100 (TEST) Program name Hotel California
Hotel California Unig 123 >
Property Hold 1360 Mission
Unit number 124
When entering a new vacant unit
into the OVT, select 'Ready for Statup
1

Batch — No Referral' from the vobeGudredon Pest Control
Status dropdown. Property Hold

Date of vacancy
Ready for Inspection

Expected date available Ready for Referral

Temp Occupied

Ready for Batch - No Referral
Ready for Batch - Pending Referral

Batch Move-In

Unit size Batch Withdrawn

1 Vacant Unit(s) Found 3/31/2022




OVT: Entering Units into the OVT — Move out reason
and Date of Vacancy

Department of Homelessness and Supportive Housing (HSH) VT Provider Dashboard
OVT Provider Batch Referrals Dashboard

City Wi d e Offl i ne Va can cy Tra C ke r Units Processed/Removed from Tracker

hotel california Report a new vacant unit - CLONE

Mgy _ Program name Hotel California
Hotel California Units 123 >

4 days vacam 18D CNC... AdultVET, 1360 Mission

Select the reason why the unit is now
vacant from the move out reason

Unit number

dropdown menu. Status

. M t Volunt S der-Oth
Enter the date the unit became vacant i B p—————
as well. This field is used in HSH Date of vacancy 3/28/2022
dashboards for tracking and reporting

Expected date available

purposes.

[ save |

Unit size

1 Vacant Unit(s) Found 4/1/2022




OVT: Entering Units into the OVT — Expected Date of
Vacancy

Department of Homelessness and Supportive Housing (HSH) VY Provider Dashboard
W " . . OVT Provider Batch Referrals Dashboard
CIty Wlde Offllne Vacancy TraCker Units Processed/Removed from Tracker
L : . Program name Hotel California
Hotel California Unit# 123 >
4 days vacant 1BD CNC... AdultVET, 1360 Mission
Enter the expected date that the unit Unit number 123
will be available. This date helps the
. Stat
transfer team prepare to get a client . i
referred to the unit once it is Move out reason Voluntary Surrender-Other
available.

Date of vacancy 3/28/2022

Update this date if the expected date

. Expected date available 4/4/2022
available changes.

Unit size

1 Vacant Unit(s) Found 4/1/2022 Last update: Okelola, Valerie (HOM) - Friday, April 1, 2022 11:41:57 AM




OVT: Entering Units into the OVT — Notes

Department of Homelessness and Supportive Housing (HSH) VY Provider Dashboard

W " . . OVT Provider Batch Referrals Dashboard
CIty Wld e Offl Ine Va can Cy Tra c ke r Units Processed/Removed from Tracker

hotel california Update an existing unit

100 (TEST) Program name Hotel California

Hotel California unitt 123 >
4 days vacant 1BD CNC... AdultVET, 1360 Mission

Use the notes field to provide Unit number 123
additional relevant information the
unit such and any additional

ellglblllty requirements for the unit. Move out reason Voluntary Surrender-Other

Status

Date of vacancy 3/28/2022

Use the notes filled to provide
context regarding delays in getting
the unit online and ready for a client.

Expected date available 4/4/2022

Unit size

1 Vacant Unit(s) Found 4/1/2022 Last update: Okelola, Valerie (HOM) - Friday, April 1, 2022 11:41:57 AM




OVT: Entering Units into the OVT - Unit Size and

Occupancy

Department of Homelessness and Supportive Housing (HSH) OVT Provider Dashboard
OVT Provider Batch Referrals Dashboard

City Wide Offl I ne Va can cy Trac ke r Units Processed/Removed from Tracker

Hotel California

100 (TEST)

Select unit size from the dropdown HotelCalifornia = v 123 )

100 (TEST)

menu Bl Hotel california units 124 >

4 days vacant 18D CNC.. ADUILVET, Ready for Batch ...

Unit size

Enter the minimum and maximum
occupancy for the unit Minimum occupancy

Maximum occupancy
Amenities

Populations

Subsidy funding source
Minimum income

Maximum income

2 Vacant Unit(s) Found 4/1/2022

Report a new vacant unit

Bathroom Elevator Roll-in Shower

Adult VET

CNC GF HCVVA




OVT: Entering Units into the OVT — Minimum and
Maximum Income

Department of Homelessness and Supportive Housing (HSH) OVT Provider Dashboard

OVT Provider Batch Referrals Dashboard

City Wide Offllne Va cancy TraCker Units Processed/Removed from Tracker

Hotel California Report a new vacant unit

100 (TEST)

Hotel California units 123 >
ddzys vacant 1BD CNC.. AdultVET,

100 (TEST)

B Hotel california units 124 >

4 days vacant 1BD CNC... AdultVET, Ready for Batch ...

Unit size

Enter income information L e
associated with the unit

Maximum occupancy

Amenities Bathroom Elevator Roll-in Shower

Populations Adult VET

Subsidy funding source CNC GF HCVVA

Minimum income

Maximum income Cancel

2 Vacant Unit(s) Found 4/1/2022




OVT: Saving and Cloning a Vacant Unit

Saving and Cloning a Vacant Unit

To avoid reentering the same information for
each vacant unit, clone the unit and update
cloned units with the appropriate unit
information (e.g., unit number, unit size, date of
vacancy, expected date available).

After entering information for a unit select
update to save changes. Thereafter, select the
clone button on the right-hand side of the
tracker form.

Upon selecting the clone button, a new form
will appear where you can enter and edit
information for other vacant units.

&~

OVT Provider Dashboard
OVT Provider Batch Referrals Dashboard

Department of Homelessness and Supportive Housing (HSH)
City Wide Offline Vacancy Tracker

Update an existing unit

Units Processed/Removed from Tracker

%
hotel california

100 (TEST) Program name ‘ Hotel California
Hotel California Unit# 123 >
4 days vacant 1BD CNC... AdultVET, 1360 Mission
Unit number ’ 123 ‘ Clone
|
Move out reason | Voluntary Surrender-Other

Department of Homelessness and Supportive Housing (HSH) QVT Provider Dashboard

Sy City Wide Offline Vacancy Tracker

Report a new vacant unit - CLONE
100 (TEST)

Hotel California
4 days vacant 1BD CNC... Adult,VET,

OVT Provider Batch Referrals Dashboard

Units Processed/Removed from Tracker

<

Program name | Hotel California

unit# 123 >

1360 Mission

Unit number I|

Status |

Move out reason | Voluntary Surrender-Other

o < <Jil

Date of vacancy |3/28!2022




OVT: Updating Status for Batch Referrals

Department of Homelessness and Supportive Housing (HSH) OVT Provider Dashboard
OVT Provider Batch Referrals Dashboard
Clty Wlde Offllne Vacancy TraCker Units Processed/Removed from Tracker
100 (TEST) Program name Hotel California
Hotel California Unitw 123 > —
Update the status of a vacancy Property Hod 7360 Mission
when: Unit number 124
. . ' Status
* Client accepts a unit — 'Ready for
Batch — Pending Referral Move out reason Pest Control
* Client moves in - 'Batch Move-In' Property Hold
. . . Date of vacancy )
* Client refuses, is denied, or Ready for Inspection

otherwise withdrawn from unit - Expected date available Ready for Referral

'‘Batch Withdrawn' Temp Occupied

Ready for Batch - No Referral
Ready for Batch - Pending Referral
Batch Move-In

Unit size Batch Withdrawn

1 Vacant Unit(s) Found 3/31/2022




OVT: Updating Status for Batch Referrals

S Department of Homelessness and Supportive Housing (HSH) QVT Provider Dashboard
. 1 g ‘ . . . OVT Provider Batch Referrals Dashboard
When l.'lpdatlng the Status to Ready for BatCh N Clty Wlde Ofﬂlne Vacancy TraCker Units Processed/Removed from Tracker
— Pending Referral’, 'Batch Move-In' or 'Batch S
. . . ] otel California Update an existing unit
Withdrawn', additional form fields will . m
. 10y _ Program name Hotel California
appearin the tracker. Hotel California unitt 123 >
4 days vacant 18D CHNC... AdultVET, 1360 Mission
100 (TEST)
. . Quowicaitona 00,12 D Unit number 125 clane
* Ready for Batch — Pending Referral will — —— ™ o 5
require a ONE client ID and Date of Hotel alioria e "™ 12D Status o | Batch Movedn
Referra I ’ . . . Move out reason Voluntary Surrender-Other
* Batch Move-In will require ONE client ID a
move—in date. Date of vacancy 3/1/2022
* Batch Withdrawn will require withdrawal _
Expected date available 5/2/2022
date.
* After withdrawing a unit, it will ONE client ID

then move to the units
processed/removed tracker and will
need to be reposted as a 'Ready for move-indate O

Batch — No Referral' unit in the T ———

Referred date

OVT. 3 Vacant Unit(s) Found  4/1/2022 Last update:




OVT: Viewing Processed/Removed Units

pnt of Homelessness and Supportive Housing (HSH) SEEERNESED e

OVT Provider Batch Referrals Dashboard

City Wide Offline Vacancy Tracker

Units Processed/Removed from Tracker

Update an existing unit

i i Program name | Hotel California

After updating the status of a unit to B

Batch Move-In or Batch Withdrawn, the

unit will no longer appear on the vacant ) Processed Units - Posted To ONE and Transfer Completed Units

unit list. To view these units, select the ' City Wide Offline Vacancy Tracker

1 . Property Search

Units Processed/Removed from [rooresn [Fove cotora | |

Tracker' link on the u pper ri ght_h and Property vUnit | Processed Date Postto ... | ONE Post ... | Transfer C... Deleted Move.In ... |Withdrawal .|

Side of the fOFm. Hotel Californ:ra 5 Yes Batch Wl:khdrawn 4/16/2021 ¢
Hotel California 4 Yes Batch Withdrawn 4/16/2021
Hotel California 3 Yes Batch Withdrawn 411472021
Hotel California 2 Yes Batch Withdrawn 472002021
Hotel California 125 Yes Ready for Referral 9/9/2021 213
Hotel California 125 Yes Batch Withdrawn 4/4/2022
Hotel California 124 Yes Ready for Referral 312022
Hotel California 124 Yes Ready for Referral 32022
Hotel California 105 Yes Ready for Referral 3/24/2022 6789
Haotel California 104 Yes Ready for Batch ... 42942021
Hotel California 103 Yes Ready for Batch ... 4/29/2021
Hotel California 102 Yes Batch Withdrawn 6/24/2021
Hotel California 103 Yes Ready for Referral 12/3/2021 7069

Hotel California 102 Yes Ready for Batch ... 41292021




ONE: Accept Referral — Property Management

>~Change referral status to

'{] M H ”
‘ I l I I l g I l l ro C‘ S S Dashboard Pending Community Queue Analysis Completed Denied Sent Availability Open Units

* Within 2 days of receipt of referral

~Make sure the correct staff are e
set to receive referral | = o e
notifications —

>Please see slides 16 — 23 of the
Housing Training for step-by-step | =~ e B
instructions |

Private

&~


https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/ONESF%20Housing%20Training%20Materials%20-%20October.pptx%20(2).pdf?hsLang=en

ONE: Close Referral/Enroll Client — Support Services

>Enroll client in program
* Within 3 working days of move-in

>Please see slides 24 — 28 of the Housing Training for step-by-step

Instructions
* Enrollment should be linked to a referral

* The Program/Enrollment Date & Housing Move-In Date are the same date for site-based PSH
* The Program/Enrollment Date defaults to the current date
* Please take care to change the Program/Enroliment Date to match the Housing Move-In Date

* Please make sure Prior Living Situation — Type of Residence is accurate

* |f the client is moving directly from a SIP site, then Prior Living Situation — Type of Residence: Emergency shelter,
including hotel or motel paid with emergency shelter voucher, or RHY-funded Host Home shelter



https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/ONESF%20Housing%20Training%20Materials%20-%20October.pptx%20(2).pdf?hsLang=en

Data Entry Expectations

* Vacant units should be posted as soon as the unit becomes vacant and
at least on a weekly basis.

* The Offline Vacancy Tracker and ONE System must be updated with
current vacancies no later than 5pm on Friday

* |ssues with posting on time should be communicated with your HSH
program manager immediately.




OVT: Ready for Referral Timeline for Vacancy Status

Janitorial 7 days

Maintenance 14 - 30 days Minor Maintenance -14 days; Major- 30 Days

HSH-Hold for Transfer

Hold for Transfer

Property Hold 14 days Notify HSH Program Manager of Delays/Concerns
Ready for Inspection

Pest Control 14 - 21 days

Excessive Property

Medical Examiner Hold 30 days Notify HSH Program Manager if Time Offline Will Exceed 30 Days
Temp Occupied

Delayed (Explain) Varies Notify HSH Program Manager with Detailed Explanation

S~




Workflow Summary - Batch & 1:1 Referrals

Your Site Is:

How Do I? Batching 1:1 Referring More Information
ONE See slides 18 — 20 of this presentation
Post “Ready for Referral” Unit
OVT See slides 35 — 44 of this presentation
Post “Offline” Unit OVT OVT See slides 7 — 15 of this presentation
See slide 24 of this presentation
Accept a Referral ONE ONE See slides 16 — 23 of Housing Training
Update Status When “Offline” ONE&OVT  See slides 16 — 23 of this presentation

Unit becomes “Ready for
v See slide 45 of this presentation - change status to

Referral”
ererra OVT “Ready for Batch — No Referral”
ONE ONE See slides 24 — 28 of Housing Training (services staff)
Record Move-In See slide 45 of this presentation - (1) change status to
OVT “Batch Move-In”, (2) enter ONE client ID (3) enter

Move-in date (4) click Update


https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/ONESF%20Housing%20Training%20Materials%20-%20October.pptx%20(2).pdf?hsLang=en
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/ONESF%20Housing%20Training%20Materials%20-%20October.pptx%20(2).pdf?hsLang=en

Resources

>QOffline Vacancy Tracker
>QOVT Guidelines

>=QONE System

>Bitfocus SF homepage
>Set up ONE account:

* New user completes 3 trainings: BF General Training, SF DPH Privacy Training, and Housing Training
* Agency lead requests new account from the Bitfocus Helpdesk onesf@bitfocus.com

* Complete instructions to set up new users are here: https://onesf.bitfocus.com/new-user-info

* Agency lead can also request ONE users are set up to receive referral notifications

>Housing Training Slides
*>Bitfocus Help, Training or Technical Assistance

* Schedule TA call with Bitfocus Community Administration team: https://meetings.hubspot.com/regina-abadajos/reginaholly

» Bitfocus holds virtual office hours on the 4th Tuesday of every month from 2 - 3pm
* Help Desk -5 a.m. to 5 p.m. PST, Monday through Friday and can be reached several ways: onesf@bitfocus.com, 415-429-4211, click
the "Help" button to chat on the OneSF support site



https://apps.gov.powerapps.us/play/4cfc0868-e123-464e-810f-f1689a988074?tenantId=22d5c2cf-ce3e-443d-9a7f-dfcc0231f73f
https://bitfocus.app.box.com/s/njdy0mhfkxte7sfhg57vao1nm0fjfhdx
https://onesf.clarityhs.com/login
https://onesf.bitfocus.com/
https://avanan.url-protection.com/v1/url?o=https%3A//training.bitfocus.com/clarity-human-services-general-training&g=MGU3ZGVjZGVlNmQ1MWZhMQ==&h=NjkzZmVjMjMwY2ZmZWRkMjc5NWJjNjU4MGE3NjFiYmQ1MTdmOGU2NDRjNjZmYjBhNWI1YjBhMzQ5ODYwMzc2ZQ==&p=YXAzOnNmZHQyOmF2YW5hbjpvOjRlODFmYmRkNGI4ODZmYjU2YmU3N2Y0MWM3OGNjMGMzOnYxOmg=
https://url.avanan.click/v2/___https:/xnet.sfdph.org:8443/ords/vrds/f?p=111:81::::RP,81:P81_HETC_PROGRAM_PK,P81_PAGE_FROM,F111_HETC_PROGRAM_PK:46511,12,46511___.YXAzOnNmZHQyOmE6bzo1YzkzMmM4ZDNiYWJiOWMwMzhkYzhhOWFjNmU1NTQyNzo2OjJjNmM6Zjg4YzA2MGE5M2VhZWQ2Yjk4MzNlOTQ5YWU5MGYwNjUyM2E3NTY2MTU1MjUwOTk2NjExNjdiNWRjY2I1NDVlZTpoOlQ
https://training.bitfocus.com/san-francisco-housing-standardization-training
mailto:onesf@bitfocus.com
https://onesf.bitfocus.com/new-user-info
https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/ONESF%20Housing%20Training%20Materials%20-%20October.pptx%20(2).pdf?hsLang=en
https://meetings.hubspot.com/regina-abadajos/reginaholly
https://url.avanan.click/v2/___https:/clarityhumanservices.us4.list-manage.com/track/click?u=ec26d6a58db50e7ee76411026&id=de422eb127&e=8e8773a643___.YXAzOnNmZHQyOmE6bzpjZmYxNzYxMmIyODkwNTE4MzM5YTNkODE5MzVkMzE5Mzo1OjRmYTg6NDEwN2M1MTNjNTk4YjA1Yjk4ZGI5ODQzZDA2ZWM2N2ExZWFjODUwZTllODM4Y2YyNGU0ZTllZjQzNDQ1OTVlZTpoOk4
mailto:onesf@bitfocus.com
https://onesf.bitfocus.com/

Thank
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