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INTRODUCTION

Purpose

The San Francisco Department of Homelessness and Supportive Housing (HSH) has developed an Offline
Vacancy Tracker (OVT) to track housing unit vacancies, within the HSH portfolio, for Adult, Family and
Transition Age Youth housing and the batching referral process. This process allows property managers a
centralized location to post unoccupied units and affords HSH the ability to monitor the length of time a
unit remains vacant before it is made available for occupancy in the ONE (Online Navigation Entry) System.

The purpose of this guide is to provide direction on how to use the tool and provide guidance on timeliness
of system entries.

Staff Training

All designated property management staff provided with an OVT license received training in February
2020 prior to the application launch date. Training for new staff can be requested by contacting Valerie
Okelola at valerie.okelola@sfgov.org. Training ensures that policies and procedures are fairly, and
consistently applied and high-quality services are delivered to households seeking homelessness
assistance.
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ADD A UNIT TO THE OVT

1. Atthe home screen, select ‘New’.

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

SR
Fe-

100TES")
Hotel California v 123 >
Tt =

B Hotel California w124

18D CNC.. AduV Ready for Batch

Hello Valerie Okelola,

Please use the New button to report a new vacant unit.
Or

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

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

2. Select the appropriate program name from the drop-down menu.

S, Department of Homelessness and Supportive Housing (HSH)

'*.»;‘;,,-‘i ¢ City Wide Offline Vacancy Tracker

Hotel California Report a new vacant unit

100 (1257 Program name Hotel California
Hotel California unie 123 >
sdss 8D CNC. AduLvET 1360 Mission

I California e 124 % Unit number

deys vecn B0 CHC. AGLVET  ReaoyforSaun |
Status

Move out reason

Date of vacancy

Expected date available

Unit size

2 Vacant Unit(s) Found 41172022
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3. Manually type the unit number of the vacant unit.

m Department of Homelessness and Supportive Housing (HSH) "““’“‘*’”“"E““’
A . . . hboard
e ¢ City Wide Offline Vacancy Tracker

Hotel California Report a new vacant unit

100 TS
Hotel California
Zdesiecaw 18D ONC

Program name | Hotel California

1360 Mission

unit number

Status

Move out reason

Date of vacancy

Expected date available

Save

unit size
Cancel

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

4. Select the appropriate status associated with the unit.

Department of Homelessness and Supportive Housing (HSH) QVT Provider Dashioard
OVT Pr £l errals

ﬁ@ ¢ City Wide Offline Vacancy Tracker

Hotel California Report a new vacant unit

100 (TEST

Hotel California e 123 >
s 19D cC. Adutver

Program name | Hotel California

1360 Mission

I

;
B Hotel california e 124 % Unit number |125

CNC.. AcultVET,  Readyfor Batch..

Status

Delayed (Please Explain)
Move out reason

Excessive Property
Date of vacancy Hold for Transfer
Expected date available HSH-Hold for Transfer
Janitorial
Maintenance

Medical Examiner Hold

Pest Control

Unit size Property Hold
,

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

NOTE: Status options include the following:

o Delayed (Please Explain): Use ‘Notes’ section to provide an explanation

e Excessive Property: Select this option when a unit has a substantial number of items
needing to be removed (hoarding, filth etc.)

e HSH Hold for Transfer: External transfer (HSH holds a unit for a RA Transfer, Life Safety
Transfer and change in Household composition)

e Hold for Transfer: Internal transfer- property holds unit for an internal transfer at the
site

e Janitorial: Unit requires minor repairs and cleaning

e Maintenance: Unit requires major/substantial repairs

o Medical Examiner Hold: Unit being held by the City’s Medical Examiner’s Office

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING
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e Pest Control: Unit needs to be professionally treated for pests

e Property Hold: Provider placed a hold on the unit for various reasons. The note section
should be completed to provide details

e Ready for Inspection: Unit needs to be inspected by San Francisco Housing Authority
(SFHA) or Department of Building Inspection (DBI)

e Ready for Referral: Unit is available for occupancy

e Temp Occupied: Unit is temporarily occupied by a resident while repairs to the
permanent unit are made

NOTE: Do not use the following status options unless you are entering a unit that is
associated with the batching process. (See page 10 for more information on Adding Batch
Units to the Offline Vacancy Tracker)

e Ready for Batch - No Referral

e Ready for Batch — No Referral

e Ready for Batch — Pending Referral
e Batch Move-In

e Batch Withdrawn

5. Complete fields using the dropdown feature, calendar date selection feature, or by typing the
response in the space provided for the following form fields.

nt of Homelessness and Supportive Housing (HSH)
ity Wide Offline Vacancy Tracker

t of Homelessness and Supportive Housing (HSH)
ity Wide Offline Vacancy Tracker

OVI Provider Batch Referr: o
Units Processed/Removed from Tracker

Report a new vacant unit Report a new vacant unit

Program name l Hotel California

1360 Mission

Unit number [125

Unit size

Status [ Janitorial

Minimum occupancy

Move out reason [ Voluntary Surrender-Other

Maximum occupancy

Date of vacancy l3/1/2022

Amenities |Hathmnm Elevator Roll-in Shower

Expected date available [5/2/2022

Populations I Adult VET

subsidy funding source |cnc GF HCVVA

Minimum income ID

Unit size

BN <] <] <JENQENY <

Maximum income |ZDDDU

Cancel

Move out reason

Date of vacancy

Expected date available

Notes

a. Include all relevant information on the unit regarding eligibility that is not captured in

other fields and an explanation why the unit will be offline longer than expected time
frame.

e. Unitsize

f.  Minimum occupancy

o0 oo
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Maximum occupancy
Amenities

i. Population

j. Funding Sources

k. Minimum Income

.  Maximum Income
6. Review all data for accuracy

> @

7. Select ‘Save’ to save the vacancy entry.

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

Hotel California Report a new vacant unit

100,TE5T)

Hotel California
2 days vaca 150

100 TesT)
[3 Hotel california
29550050 180 CHC. AGULVET

Unit size

Minimum occupancy

Amenities |Balhrnum Elevator Roll-in Shower
K 4

Populations | Adult VET

Subsidy funding source | CNC GF HCVVA o

Minimum income |0

Maximum occupancy |

Maximum income |2l)(]00

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

e Save will be disabled if the unit number is a duplicate of a unit currently posted in the
Application. Duplications are not permitted.

e Please return to the OVT to update unit status as necessary and save changes.

e To avoid reentering the same information for each vacancy use the clone feature to copy
unit information such as program name, amenities, and funding sources. See page 17 for
instructions on how to clone a vacant unit.

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 7
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REFERRAL

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

Hotel California Update an existing unit

Program name Hotel California
Hotel California e 123 >
asysac: 160

CNC.. ABURLVET, 1360 Mission

00 TEST)

[ Hotel california v 124 Unit number 123
4 daysvacant 180 CNC. RVET, datcn

sy for

Status ‘

Mave out reason \ Voluntary Surrender-Other

Date of vacancy ‘3:’28,’2022

(0B ol <)< B

Expected date available ‘4!4!2022

Unit size

3 Vacant Unit(s) Found

Department of Homelessness and Supportive Housing (HSH)
City Wide Offline Vacancy Tracker
Update an existing unit

Program name Hotel California
unite 423 >

CC... AGUILVET, 1360 Mission

E Hotel california unitz 124 > Unit number 123
18D OuC. A L

Reaty for Batch

Status

Move out reason pest Control Delete

Date of vacancy

Hotel California Unite

Expected date available Ready for Referral
Temp Occupied
Ready for Batch - No Referral

Ready for Batch - Pending Referral Update

Batch Move-In

Unit size Batch Withdrawn

3 Vacant Unit(s) Found 4/1/2022
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3. After updating the vacancy m Department of Homelessness and Supportive Housing (HSH) ~  oreesk ot
status as, ‘Ready for Referral’ Y & City Wide Offline Vacancy Tracker
’
two new form fields will appear. —
Enter the date the staff member [ weeicamoms v 13 ) FreEETETE o
posted the vacancy into the ONE dotel e ) Unit number 123
System.

Status

3.1. Please noted: For the field,

. . Move out reason voluntary surrender-Other Delete
ONE posting ID, instead of |

entering the ONE posting T o =

|D' enter the name of the Expected date available \mzzozz

staff member updating this Date posted to ONE 2 clear [ar12022

record in the OVT. E AT [peas

Cancel

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

4. After selecting, ‘Update’ the unit
will be removed from the vacant units list.

NOTE: If you would like to confirm the information associated with a unit that was updated and
removed from the list, select ‘Units Processed/Removed from Tracker’ to see the unit that was

removed from the vacant unit list.

ONT Provide

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

Hotel California Update an existing unit

o

Processed Units - Posted To ONE and Transfer Completed Units
City Wide Offline Vacancy Tracker

Property Search

100 (TEST) Hotel California I |
Property vUnit | Processed Status Date Post to ... | ONE Post ... | Transfer C... Deleted

Hotel California 5 Yes Batch withdrawn 4/16/2021
Hotel Califarnia 4 Yes Batch Withdrawn 416/2021
Hotel California 3 Yes Batch Withdrawn 4/14/2021
Hatel California 2 Yes Batch Withdrawn 472042021
Hotel Califarnia 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 3/31/2022
Hotel California 124 Yes Ready for Referral 373172022
Hotel California 105 Yes Ready for Referral 3/24/2022 6789
Hotel California 104 Yes Ready for Batch ... 4/29/2021
Hotel Califarnia 103 Yes Ready for Batch ... 4/29/2021
Hotel California 103 Yes Batch Withdrawn 6/24/2021
Hotel Califarnia 103 Yes Ready for Referral 12/3/2021 7069
Hotel California 102 Yes Ready for Batch ... 4/29/2021
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628.652.7700 | hsh.sfgov.org


http://hsh.sfgov.org/rehousing

ADD A BATCH UNIT TO THE OVT

Batch Referrals

HSH in partnership with our Provider partners engages with what is known as batch referrals. This entails
HSH sending a group of clients to Providers to house from vacant units in their portfolio. HSH uses the
OVT to track how many vacant units are available and their status (no referral, pending referral, moved-
in or withdrawn).

To add a batch unit to the OVT, complete the following steps.

1. See the section titled, ‘Add a Unit to the OVT’ on page 4 and complete steps 1 through 3.

2. Select the appropriate status associated with the unit. When entering a new vacant unit into the OVT,
select 'Ready for Batch — No Referral' from the status dropdown menu. This is the status that is set
initially for all units involved in the batch referral process.

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

Hotel California Report a new vacant unit

Program name | Hotel California

Hotel California w123 >
wrace 180 onc. »

IC.. ASLVET 1360 Mission

oo resr
Bl Hotel california
e i O

unis 124 > Unit number |125

NC.. ACutVET,  Raacyfor Batcn

Status

Delayed (Please Explain)
Move out reason

Excessive Property
Date of vacancy Hold for Transfer
Expected date available HSH-Hold for Transfer
Janitorial

Maintenance

Medical Examiner Hold

Pest Control

Unit size Property Hold

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

3. See the section titled, ‘Add a Unit to the OVT’ and complete steps 5 through 7 to complete entry of
the batch unit into the OVT.

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 10
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UPDATING BATCH UNITS IN THE OVT

Updating Batch Units in the OVT that are Pending Referral

When a user selects, ‘Ready for Batch-Pending Referral’ from the status dropdown menu this means that
a client has been matched to the unit vacancy and waiting for additional information such as verification
or documentation before move-in. To update the status of a unit to ‘Ready for Batch-Pending Referral’,
complete the following instructions.

1. Atthe home screen, select the batch unit that needs to be updated.

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

Update an exi:

[ <

Program name Hotel California

s 123
> 1360 Mission

3::\‘ 'L_Zm4 > Unit number 123

Status |

Move out reason | Voluntary Surrender-Other

Date of vacancy |3!28i2022

BERO

Expected date available |did!ZD22

Unit size

3 Vacant Unit(s) Found 41172022

Department of Homelessness and Supportive Housing (HSH)

City Wide Offline Vacancy Tracker

Hotel California Update an existing unit

o Program name Hotel California
Hotel California v 123 >
dossiesee 18D

oic 1360 Mission

unks 124 Unit number 123

Reaiy for B3ch .

Status

Move out reason pest Control Delete

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 Update

Batch Move-In

Unit size Batch Withdrawn

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

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 11
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3. After updating the vacancy status two new form fields will appear. These fields require information
about the ONE client ID and date a referral to the unit was made.

S Department of Homelessness and Supportive Housing (HSH) VY Provider Dashbvard
T % : . ) QVT Provider Batc! als Dashboard
‘@ City Wide Offline Vacancy Tracker Unts Processed/Removed from Tracker

hotel california Update an existing unit

2= = Program name ‘ Hotel California
Hotel

1360 Mission

e
[ Hotel california i 124 > Unit number ‘123
Ssdysuacen 130

Ready for satch

100 (1£1)
f!c:telg:a_liforgia - ) e a26 > Status QQ |Readyfur Batch - Pending Referral

Reacy for Satch

100 (TEST)

s
Hotel California et 127 > Move out reason |vmun(arysurrender-0thel‘ Delete

Date of vacancy |3/28!2022

Expected date available |4/4/2022

ONE client ID

Referred date ® Update

4 Vacant Unit(s) Found 5/3/2022 Last update: O , Valerie (HOM,) - Friday, April 1, 202.

4. Logon tothe ONE System to obtain the ONE client ID and enter it into the client ID field.
5. Enter the referral date for the unit and select update the entry.

Updating Batch Units in the OVT that are Ready for Batch Move-In

When a user selects, ‘Batch Move-In’ from the status dropdown menu this means that the client has
moved into the unit. To update the status of a unit to ‘Batch Move-In’, complete the following instructions.

1. Atthe home screen, select the batch unit that needs to be updated.

Department of Homelessness and Supportive Housing (HSH)

‘*«.;;& . City Wide Offline Vacancy Tracker

Hotel California Update an existing unit

Program name Hotel California
Hotel California nie 123 L
Admeuacat 18D CNC. ASILVET 1360 Mission

Unit number 123

Status |

Move out reason IVquntary Surrender-Other Delete

Date of vacancy |3)‘28.’2022

Expected date available |4}‘412022

Unit size

3 Vacant Unit(s) Found 41112022

2. Select ‘Batch Move-In’ from the status dropdown menu and select ‘Update’.

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 12
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Department of Homelessness and Supportive Housing (HSH)

City Wide Offline Vacancy Tracker

Hotel California Update an existing unit

00 (TEST) Program name Hotel California
Hotel California uni¥ 123 > . ~X
Sossuscst 13D CNC.. AGULVET 1360 Mission

=
[ Horel california e 124 % Unit numtier 123
Sopusca 19D QNG AdutvEr,  Readyfor aich..

00(7EST)
Hotel California uniw 125 >
3 GayEvBCSE 18D CNC.. AUILVET.

Status

Maove out reason Pest Control

Property Hold
Date of vacancy
Ready for Inspection
Expected date available Ready for Referral
Temp Occupied

Ready for Batch - No Referral
Ready for Batch - Pendipg Referral Update
Batch Move-In @

Unit size
Batch Withdrawn =

3. After updating the vacancy status as, ‘Batch Move-In’ three new form fields will appear. These fields
require information about the ONE client ID, referral date, and move-in date.

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

Department of Homelessness and Supportive Housing (HSH) QU1 Provider Deat-board
QI Pr B
City Wide Offline Vacancy Tracker
Update an existing unit

Program name Hotel California
Hotel California L
e 3 18 1360 Mission

Unit number 125

e saus g3 [t woven

Move out reason ‘ Voluntary Surrender-Other

Date of vacancy |]I14’2022

Expected date available |5.'2!2022

ONE client ID

Referred date Update

Move-in date
' R — - — Cance!

4. Logon tothe ONE System to obtain the ONE client ID and enter it into the client ID field.

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

5. Enter the move-in date for the unit and select update. After selecting ‘Update’ the unit will be
removed from the vacant units list.

NOTE: If you would like to confirm the information associated with a unit that was removed
from the vacant units list, select ‘Units Processed/Removed from Tracker’ to see the unit that
was removed from the vacant unit list.

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 13
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Department of Homelessness and Supportive Housing (HSH)
City Wide Offline Vacancy Tracker

Haotel California Update an existing unit

Program name Hotel California
e 123

oo mEsn
B Hotel california v 124 % Unit number 125
4 dajsvazant 18D A Ready for Batch

——
California unith 125
s D CWC AMINE > Status ;ﬁ

1360 Mission

Move out reason | Voluntary Surrender-Other Delete

Date of vacancy |3,’1.’2022

Expected date available |5!2.'2l]22

ONE client ID I1234567

Referred date |4,"\ 12022
moveindate @ Clear |4mzznzz

|

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

Processed Units - Posted To ONE and Transfer Completed Units
City Wide Offline Vacancy Tracker

Property Search
100 {TEST) [ arel catornia \ |
Property vuUnit | Processed Status Date Post to ... | ONE Post... Transfer C... Deleted Move-In ... | Withdrawal ...
Hotel California 5 ‘es Batch Withdrawn 4/16/2021
Hotel California 4 Yes Batch Withdrawn 441672021
Hotel California 3 Yes Batch Withdrawn 4/14/2021
Hotel California 2 Yes Batch Withdrawn 4/20/2021
Hotel California 125 Yes Ready for Refer... 9/9/2021 213
Hotel California 125 Yes Batch Withdrawn 4/4/2022
Hotel California 124 Yes Ready for Refer... 3/31/2022
Hotel California 124 Yes Ready for Refer... 3/21/2022
Haotel California 105 Yes Ready for Refer... 3/24/2022 6789
Hotel California 104 Yes Ready for Batch. 4/29/2021
Hotel California 103 Yes Ready for Batch... 4/29/2021
Hotel California 103 Yes Batch Withdrawn 6/24/2021
Hotel California 103 Yes Ready for Refer... 12/3/2021 7069
Haotel California 102 Yes Ready for Batch... 4/29/2021

Updating Batch Units in the OVT that Should be Withdrawn from THE OVT

When a user selects, ‘Batch Withdrawn’ from the status dropdown menu this means that the client
refused, is denied, or otherwise withdrew from the unit. To update the status of a unit to ‘Batch
Withdrawn’, complete the following instructions.

1. Atthe home screen, select the unit that is ready for a referral.

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 14
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Department of Homelessness and Supportive Housing (HSH)
City Wide Offline Vacancy Tracker

Hotel California Update an existing unit

oomEsn i Program name Hotel California
Hotel California unis 123
ddsgiacit 180 ONC. AdNET 1360 Mission

00.TEST)

[ Hotel california une 124 . ;
4z TED QNG AULVET ?‘?a:\;'u'iilm.> Unit number 23
(TEsn)

i =tvz\‘(:i‘llfnrillﬂ . " Status |

Move out reason | Voluntary Surrender-Other

Date of vacancy |31’28.'2022

Expected date available |414.‘2022

Unit size

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

Department of Homelessness and Supportive Housing (HSH)
OVT Provider B4 il als
City Wide Offline Vacancy Tracker S o

Hotel California Update an existing unit

Program name Hotel California
Hotel California Units
& days v ! OIC. AURVET, 1360 Mission

i Unit number 123

Reavy for

ljcf}lfl.fua.l-lfnrm.a Status

Move out reason Pest Control

Property Hold

Date of vacancy
Ready far Inspection

Expected date available Ready for Referral
Temp Occupied
Ready for Batch - No Referral

REEGVendmg Referral

Batch MoW-In

Unit size: Batch Withdrawn _ ]

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

After updating the vacancy status as, ‘Batch Withdrawn’ a new form field will appear. This fields requires
information about the withdrawal date.

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 15
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m H Department of Homelessness and Supportive Housing (HSH)

i City Wide Offline Vacancy Tracker

Hotel California Update an existing unit

Move out reason | voluntary surrender-Other

[ Hotel California : Date of vacancy |3mzozz
. 50 e

Expected date available ISIZIZOZZ

ONE client ID I

Referred date |

Withdrawal date @ Clear I4I4:’2022

Unit size

Cancel

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

3. Enter the withdrawal date and select ‘Update’. After selecting ‘Update’ the unit will be removed
from the vacant units list.

NOTE: If you would like to confirm the information associated with a unit that was withdrawn
from the list, select ‘Units Processed/Removed from Tracker’ to see the unit that was removed
from the vacant unit list.

ﬁ% Department of Homelessness and Supportive Housing (HSH) OvT Previder Dashboard
et City Wide Offline Vacancy Tracker

Hotel California

Update an existing unit

100 (TEST)
Hotel California units 123 > Move out reason | Voluntary surrender-Other
s 180 O
sty |
[ Unral Falifarnis Lnits 4724 N Date of vacancy 3/1/2022 H-

Processed Units - Posted To ONE and Transfer Completed Units
City Wide Offline Vacancy Tracker

Property search
100 (TE5T) [ orel calrornia [ |
Property vUnit | Processed Status Date Post to ... | O = Deleted Move-In ... | Withdrawal ...
Hotel California 5 Yes Batch Withdrawn 4162021
Hotel California 4 Yes Batch withdrawn A/16/2021
Hotel California 3 Yes Batch Withdrawn 471442021
Hotel California 2 Yes Batch Withdrawn 472042021
Hotel California 125 Yas Ready for Refer... 5/9/2021 213
Hotel California 125 Yes Batch Withdrawn 4/4/2022
Hotel California 124 Yes Ready for Refer... 31372022
Hotel Califernia 124 Yes Ready for Refer... 3/21/2022
Hotel California 105 Yes Ready for Refer... 3/24/2022 6789
Hotel California 104 Yes Ready for Batch... 412972021
Hotel California 103 Yes Ready for Batch... 4/29/2021
Hotel California 103 Yes Batch Withdrawn 6/24/2021
Hotel California 103 Yes Ready for Refer... 12/3/2021 7069
Hotel California 102 Yes Ready for Batch... 4/29/2021
SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 16
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CLONING A VACANT UNIT

The clone feature allows you to copy the information associated with an existing vacancy (such as unit
size, amenities, population, etc.) into a new vacant unit. To clone a unit, complete the following steps.

1. Atthe home screen, select the unit that you would like to copy.

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

Hotel California Update an existing unit

100 (TEST)

Program name Hotel California
Hotel California v 123 > 8
ST - ver

1360 Mission

Unit number 124

Status ;(Q | Ready for Batch - No Referral

Move out reason | Voluntary Surrender-Other

Date of vacancy |3.’28f2022

Expected date available |d-’81‘2022

Unit size
Cancel

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

2. Select ‘Clone’ on the right-hand side of the form. The top of the form should now have a red bar
with text that reads, ‘Report a new vacant unit — CLONE’.

m Department of Homelessness and Supportive Housing (HSH)
N’ City WiZc Gimiine Vacancy Tracker

Hotel California Report a new vacant unit - CLONE

100 (TEST) Program name Hotel California
Hotel California Unite
Sr— _ 1360 Mission

T
Hotel California i Unit number |
4 days vacant 80 CNC. Adult VET, Reay

Status 'qo' | Ready for Batch - No Referral

Move out reason | Voluntary Surrender-Other

Date of vacancy |3128f2022

Expected date available |

Unit size

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

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 17
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3. Add information to the form associated with the new vacant unit and select ‘Save’.

Department of Homelessness and Supportive Housing (H

City Wide Offline Vacancy Tracker

Report a new vacant unit - CLONE

00 (TEST)

Hotel California units 123 >
edumwcan 10D

=
Hotel California
a0

v 124

CNE. AduRwET,  Ready for Batch ..

Program name

Unit number

Status

Mave out reason

Date of vacancy

| Hotel California

1360 Mission

I'IZG

RQ | Ready for Batch - No Referral

| Voluntary Surrender-Other

|3!28l2022

Expected date available |5:‘.?_0i2022

Unit size

4/1/2022

2 Vacant Unit(s) Found
The unit will appear in the vacant unit list.

Department of Homelessness and Supportive Housing (HSH)

City Wide Offline Vacancy Tracker

100 (TESTY

Hotel California
s s 18D CNC. AUILVET

Report a new vacant unit - CLONE

Program name | Hotel California

w123 )

1360 Mission

Unit number |

[ Hotel california units 126
€ days vacant 180 Ready for Batch . > Status

CHC... ABIEVET.

go\ | Ready for Batch - No Referral

Move out reason | Voluntary Surrender-Other

Date of vacancy

| 3/28/2022

Expected date available |

Unit size

Cancel

4/1/2022

3 Vacant Unit(s) Found
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DATA ENTRY EXPECTATIONS

It is expected that organizations comply with reporting offline vacancies in the OVT. All offline vacancies
should be reported using the OVT and any previous methods of communicating and reporting vacancies,
including email, shall no longer be utilized.

Property Managers will follow a two-step process to report all vacancies:

1. Offline units should be posted in the OVT as soon as the unit becomes vacant or at the latest no
later than 5pm Friday. However, if a unit is Ready for Referral (or will be within 15 calendar days),
provider should enter it directly to ONE (Property Managers should not enter batch units). If there
are any issues with timely postings, the HSH program manager administering the contract for the
property should be immediately contacted.

2. The notes field in the OVT should include all relevant information on the unit and any additional
eligibility requirements for posting in the ONE System and an explanation why a unit will not be
available for a referral within an expected time frame. Expectations regarding the number of days
a unit should be offline are provided in the figure below.

m::::;c: Mm‘:ﬂ;;l:ng:l Additional Information
Coroner Hold 30 days
Delayed (Explain) Varies Notify HSH Program Manager with Detailed Explanation
Excessive Property 30 days Refers to Abandoned Units; Extreme Cases of Hoarding
Hold for Transfer 14 days
HSH Hold for Transfer |14 days
Janitorial 7 days
Maintenance 14 -30 days Minor Maintenance -14 days; Major- 30 Days
Pest Control 14-21 days
Property Hold 14 days
Ready for Inspection 14 days Notify HSH Program Manager of Delays/Concerns
Ready for Referral NA
Temp Occupied 30 days Notify HSH Program Manager if Occupancy Will Exceed 30 Days
Fire-Flooding-Other 30-90 days Notify HSH Program Manager if Occupancy Will Exceed 30 Days
SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 19
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ACCESSING THE OVT

1. Onvyour web browser, go to: https://onesf.bitfocus.com/ and click on the ‘Vacancy Tracker App’ link.

onesf.bitfocus.com 2 *

415.429.4211 ONESF@BITFOCUS.COM

Home  AboutUs v  GettingStarted v  Training Materials v Resources v Reports v Policies & Procedures v  Vacancy Tracker v+  Contact v

-
News & Events v Vacancy Tracker App

er Procedures and Guidelines

> E3
P —————
s —NAVAGAEES
EEREEE

You will be redirected to a Microsoft 365 login page.

B2 Microsoft
Sign in

someone@example.com

Can't access your account?

Sign-in options

2. Atsignin, type your sfgov.org email address (username@sfgov.org) and click ‘Next’.

3. You will be redirected to the City and County of San Francisco sign in portal. Enter your password
and click ‘Sign in’.

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 20
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@ Signin X +

€& C {} @& stssfgovorg € * Incognito @

4% CITY AND COUNTY OF
¥ SAN FRANCISCO

Sign in with your organizational account

|email@sfgov.org

Password

© 2016 Microsoft

If this is your first time signing into Office 365 (0365), you will be prompted to setup Multi-Factor-
Authentication (MFA) for 0365 (sometimes referred to as two-step verification process) in which the
user provides two different authentication factors to verify identity. MFA will likely require each person
to use a separate authenticating mechanism to gain system access, such as a text message or email.

4. Please follow the instructions below to set up MFA for 0365 using SMS to your mobile phone

a. Loginto Outlook Web App after MFA has been enabled for your account:
http://outlook.com/sfgov.org. Log into your account and when prompted, click the ‘Set it up

now’ button to proceed.

] Office 365

For added security, we need to further verify your account

bob.dawg@sfgovi.onmicros..
Your admin has required that you set up this account for

additional security verifigation.
=

‘ Set it up now ’ b
s

Sign out and sign in with a different account

More information

b. Select ‘Authentication Phone’ in the drop drown menu. Enter mobile phone number and select
‘Send me a code by text message’. Click ‘Next’ to continue.

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 21
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Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 1: How should we contact you?

Authentication phone v ‘
United States (+1) ~ | [4155726438 ‘

Method —————————————————
® Send me a code by text message .
O callme

S
Your phone numbers will only be used for account security. Standard telephone and SMS charges will apply. ‘

C.

You will receive an SMS message to your phone with a verification code. Enter the code and click
‘Verify'.

Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 2: We've sent a text message to your phone at +1 4151234567
When you receive the verification code, enter it here

d. Click ‘Done’.

Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 4: Keep using your existing applications

In some apps, like Outlook, Apple Mail, and Microsoft Office, you can't use a phone to secure your account. To use these apps, you'll need to create a new "app
password” to use in place of your work or school account password. Learn more

Get started with this app password:

varggyqgpjgrrirkn rE

% e

For the next login attempt, you will be required to complete the MFA process. Enter the code or
approve the sign in with Microsoft Authenticator.

5.

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING
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B Microsoft

Approve sign in request

o We've sent a notification to your mobile device.

Please open the Microsoft Authenticator app to
respond.

Don't ask again for 60 days
Having trouble? Sign in another way

More information

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING
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SYSTEM REQUIREMENTS

= License
o To begin the process, each user must obtain a license to use the system. Licenses are
issued by HSH to property management staff or designated personnel. To obtain a license
contact Valerie Okelola at valerie.okelola@sfgov.org.

= Hardware
o The System is accessible via internet connection and must meet the following
requirements:

= QOperating System
o Windows 10 preferred or Mac OS X 10 or later

=  Web Browser
o Microsoft Edge
o Google Chrome (most recent 2 versions)
o Mozilla Firefox (most recent 2 versions)
o Mac Safari

=  Troubleshooting
o If user is unable to access the Vacancy Tracker Application, contact the HSH program
manager. HSH Department of Information Technology should not be contacted for login
issues. Direct all inquiries to the HSH program manager responsible for the property
contract.

SAN FRANCISCO DEPARTMENT OF HOMELESSNESS AND SUPPORTIVE HOUSING 24
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