
Site-Based Housing in ONE
Updated May 2025



Brief Overview of ONE Setup
Every group must follow their workflow in a timely manner for the 
system to work. 
Remember: data isn’t just about numbers, it’s about people.

Coordinated Entry
Property Management
Support Services
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What am I responsible for? 
Support Services

• Program enrollments and ensuring correct unit assignment at move-in
• Annual assessments
• Program exits
• Tracking eviction notices and unlawful detainers served
• Ensuring program rosters are up to date and include all clients in your program
• Maintaining Releases of Information

Property Management
• Making units offline and ending offline status when unit becomes available
• Ensuring clients are correctly associated with their current unit
• Regularly monitoring your building rosters to ensure accurate occupancy and availability
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Housing Workflow
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Coordinated Entry
Property Management



Referral Status: Pending In-Process 
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• Change the referral status under the 
Pending Tab to Pending In-Process 
within 2 days of receiving referral

• Referral color will change to green 

• This notifies the staff who made the 
referral that it has been received

Property Management



Referral Status: Denied
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• If a client refuses housing or is deemed ineligible:

• Send client back to the Community Queue

• Select denial type and reason

• Provide additional details

Property Management



Unit Status/Availability 
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• Status and availability indicate a unit’s usage and occupancy 
• Status may be changed at any time 
• Do not use Inactive status – discuss with HSH program manager 

Status Availability Description

Active
Available Unit is available to receive referral (move-in ready)

Occupied Client/household is assigned to the unit

Pending 
Occupancy 

Unit has a pending referral connected to it 

Offline Unit is temporarily unavailable (e.g., due to needed maintenance).

Inactive Unit not available for referral for foreseeable future (e.g., used as an office). 
Please call or email the help desk if a unit was accidentally made inactive.

Property Management
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Manage Household Composition 
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• Confirm household composition from 
client profile page

• Click Manage to add or remove 
household members if needed

Support Services



Program Enrollment
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• Enrolling the client into the program will complete and link the referral

Support Services

• Before enrolling make sure you see:
• The orange pending referral box 

• “Program Placement a result of 
Referral...” toggle is on

• Correct household members are 
listed

• Do not start the enrollment unless all the above are correct



Program Enrollment Details
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• Housing Move-In Date and Project Start 
Date should be the date the client moved in 

• Complete as many fields as possible and 
update auto-populated fields (if necessary)

• Pay special attention to the Prior Living 
Situation fields, which are used for key 
performance indicators

Support Services



Unit Assignment
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• Unit assignment happens automatically when the referral is completed
• Unit Start Date should match Project Start Date and Housing Move-In Date

Support Services

• If the unit number is not correct, the upcoming slides 
on transfers will cover how to correct this.

• Once the client is assigned to a unit, the unit number 
appears in the enrollment sidebar



Add a New Household Member to a 
Program Enrollment
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• To add an additional member to a program enrollment, the additional 
member must be added as a household member at the client’s profile

• From the program enrollment click the Add button 
next to Program Group Members on the right-hand 
side of the screen

• Complete and save each household member’s enrollment as prompted

• Be sure that the Head of Household is designated in the enrollment

Support Services
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Exiting Client from Program
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• Program exits should occur when a client is no longer receiving services

Support Services

• Exiting a client from a program will automatically exit the client from their unit

• Complete an exit for all household members
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Property Management



Offline Reasons
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• Reasons are labeled with the 
program specifiers: 

• HSG (housing) 
• SHLTR (shelter) 

• The toolkit includes a complete 
set of up-to-date definitions

Property Management

https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/Housing%20Toolkit%20for%20Site-Based%20PSH%20-%20March%202025.pdf?hsLang=en


Offline Reasons for Occupied Units
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• Three Offline Reasons indicate a unit is occupied but the tenant is not 
enrolled in the program:

• HSG - Occupied by Legacy Tenant
• HSG - Occupied but No Client ROI
• HSG - Occupied Temporarily by Client from Other Program/Building

• Click to open the housing toolkit for more details

Property Management

https://www.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Housing%20Training/Housing%20Toolkit%20for%20Site-Based%20PSH%20-%20March%202025.pdf?hsLang=en


Situation Action 
Unit Automatically Set to Offline at Exit Update offline reason & description

Offline Status is Extended 
(Offline Reason Doesn’t Change)

Update offline description with additional 
details

New Offline Status Add an offline status with reason 

Offline Reason Changes Add new offline status with new reason 
which will also end current offline status

Unit is No Longer Offline End offline status 

Property Management

Offline Status Updates
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Property Management

• The unit will automatically switch to offline 
when the unit assignment ends because of a 
program exit or unit transfer

• Update the Offline reason with the actual 
reason from the dropdown

• Delete Offline description and add any details

• Always leave the end date blank

Updating Unit Automatically Set to Offline
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Updating Unit Automatically set to Offline 



Extending Offline Status
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• When a unit is offline for longer 
than expected, do not add a new 
status

• Click the pencil to edit and enter 
additional details in the Offline 
description field

Property Management



Adding New Offline Status
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• Add an offline status from 
the Status tab

• Unit status dates and times 
cannot overlap

• Always leave the end date 
blank

Property Management



Changing Offline Reason
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• When an offline reason changes, 
add a new offline status with the 
new reason by clicking the blue 
plus sign

• This will automatically end the 
prior offline status

Property ManagementProperty Managment



Ending Offline Status
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• Click the pencil icon to edit the status 

• Add an end date to make the unit available

• Ending the offline status makes a unit 
available to receive a new referral or assign 
to a tenant

Property Management

Ending Offline Status



Additional Responsibilities
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Support Services
Property Management

Transfers



Transfer Within the Same Program or 
Reassign to Different Unit
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• Step 1: add End Date for the current unit 
 

The unit will become offline so you will need to update or end the offline status.

Support Services
Property Management



Transfer Within the Same Program or 
Reassign to Different Unit 
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Support Services
Property Management

• Step 2: add Start Date for the new unit that doesn’t overlap with former unit 

Toggle Eligibility Override on to select from the Available units.



Transfer to a Different Program 
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Exit from Current Program 
Enroll in New Program

Support Services
Property Management

Exit Reason: Unit Relinquished
Exit Destination: Rental by client, with ongoing 
housing subsidy
Rental Subsidy Type: Permanent Supportive 
Housing Prior Living Situation/Type of 

Residence: Rental by client, with 
ongoing housing subsidy
Rental Subsidy Type: Permanent 
Supportive Housing

Assign to New Unit

In this situation there may not be a referral to the new program and unit



Annual Assessments
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• Annual Assessments are due within 30 days before or after the client’s anniversary date 
and must reflect updated information about:

• Disabling conditions and barriers
• Income and benefits
• Health insurance

 

Support Services

• Access the Annual Assessment from the 
program enrollment, update any information 
that has changed, and be sure to save



Annual Assessment Warnings
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• You will receive automatic notifications when annual assessments are due for future 
households you enroll

• For existing households, you will need to set yourself as an Assigned Staff and toggle 
on Assessment due every year Notification from the program enrollment

• On the right-hand side make sure the toggle is set to Assessment due every year
Notification: ON

Support Services



Tracking Eviction Notices & Unlawful Detainers
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• HSH uses eviction data to understand trends, analyze equity, and report to the 
Board of Supervisors

Support Services

• From the program enrollment, record 
all eviction notices and Unlawful 
Detainers served by adding an 
Eviction Activity service within 3 days 
of service on the tenant

• Enter the Event Date (the date the 
notice or UD was served) and click 
Submit



Homelessness Response System 
Release of Information (HRS ROI)
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• An HRS ROI must be completed when a client profile is created and must be updated 
every 3 years

• A completed HRS ROI includes:
• A signed copy of the HRS ROI uploaded to files section of client profile
• An electronic signature recorded in Client Privacy section of client profile

• Click the shield icon to view Client Privacy

• Client profiles with missing or expired HRS ROIs are flagged with a yellow banner

Support Services

https://onesf.bitfocus.com/dhsh-privacy-practice-roi


Reports 
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Support Services
Property Management



Report Library Reports: 
[GNRL-106] Program Roster 
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• Accessed under: Report Library > Program Based Reports 
• Includes program stay information
• Includes unit assignment 

Support Services



Data Analysis Reports
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Support Services
Property Management

Accessed under: Reports > Data Analysis > San Francisco ONE System Reports



Data Analysis Reports: Building Roster Report
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Property Management

• Available: ready to receive referral

• Occupied: lists head of household 
assigned to the unit

• Pending Occupancy: lists client 
referred to the unit

• Offline: lists current offline reason

• Inactive: units that are not client 
units (offices, resident manager, etc.)

• Property management should monitor for accuracy of unit availability and status

https://onesf.clarityhs.com/report/embed/11325/2


Data Analysis Reports: Other Reports
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Property Management

• Housing Inventory Snapshot
• Count of units associated with site-based PSH programs by availability and status
• See also Housing Inventory Snapshot by Property Manager

• Offline Housing Units by Reason

• Responsible Staff Who Receive Referral Notifications

• Properties of Buildings Report and Properties of Units Report
• Contact your HSH program manager if building or unit details change or are incorrect 

https://onesf.clarityhs.com/report/embed/14810/2
https://onesf.clarityhs.com/report/embed/14812/2
https://onesf.clarityhs.com/report/embed/13800/2
https://onesf.clarityhs.com/report/embed/15259/2
https://onesf.clarityhs.com/report/embed/14623/2
https://onesf.clarityhs.com/report/embed/14624/2


What if I need support?
Review documentation (available on the Bitfocus help site)

• Toolkits
• Training slides and videos

Contact the Bitfocus Help Desk and can be reached several ways:
• Email onesf@bitfocus.com
• Call 415-429-4211: 5am to 5pm, M-F 
• Click the "Help" button to chat on the OneSF support site: 5am to 5pm, M-F 

Attend virtual office hours
• Held on the 4th Tuesday of the month from 2 - 3pm
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https://onesf.bitfocus.com/housing
mailto:onesf@bitfocus.com
https://onesf.bitfocus.com/
https://url.avanan.click/v2/___https:/clarityhumanservices.us4.list-manage.com/track/click?u=ec26d6a58db50e7ee76411026&id=de422eb127&e=8e8773a643___.YXAzOnNmZHQyOmE6bzpjZmYxNzYxMmIyODkwNTE4MzM5YTNkODE5MzVkMzE5Mzo1OjRmYTg6NDEwN2M1MTNjNTk4YjA1Yjk4ZGI5ODQzZDA2ZWM2N2ExZWFjODUwZTllODM4Y2YyNGU0ZTllZjQzNDQ1OTVlZTpoOk4


Thank you and Questions!
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