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Journey Home: Relocation & 
Reunification Program 
ONE System Training

June 2026



Agenda
⇢Welcome & Introductions

⇢Creating a profile in ONE

⇢Release of Information

⇢Managing Households

⇢Enrollments

⇢Events/Services

⇢90 Day Follow-up Assessment

⇢Uploading Files

⇢Exits

⇢Reporting

⇢Resources/Questions & Wrap up

⇢
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Client Profiles
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Creating New Profiles in the ONE system
• Search the client within the ONE 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

• If no profile exists, create a new profile by clicking 
the Add Client button

• Complete the fields that the client feels 
comfortable sharing..

⇢ 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



Release of Information (ROI)
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Homeless Response 
System Release of 
Information
⇢ Explains how client information is 

collected in the ONE System, as well as 
how that info is used by or shared to 
housing and service providers

⇢ If a client refuses to provide consent, a 
ONE system profile may not be created

⇢ Online ROI Resources and Forms (available 
in English, Chinese, Spanish, Tagalog)
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https://onesf.bitfocus.com/dhsh-privacy-practice-roi
https://onesf.bitfocus.com/dhsh-privacy-practice-roi
https://onesf.bitfocus.com/dhsh-privacy-practice-roi
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Release of Information in ONE 
When creating a new profile, ONE will prompt you to have the household sign a Release of 
Information
• Electronic Signature option doesn't require uploading a file and includes verbal consent checkbox
• Attached PDF option allows for uploading a file when the client signed a hard-copy ROI



Release of Information in ONE
• ONE will prompt for a Release of 

Information to be completed when a client 
profile is created and must be updated 
every 3 years

• Profiles with missing or expired Releases 
of Information will be flagged with a 
yellow banner

• Please see Adding and Updating Releases 
of Information in the ONE System for 
detailed instructions on updating client 
records in ONE. There is also a short video 
available here: How to Upload and Update 
ROIs in ONE

https://onesf.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Dept%20of%20Homelessness%20Privacy/Release%20of%20Information.pdf?hsLang=en
https://onesf.bitfocus.com/hubfs/Community%20Admin%20Sites/San%20Francisco%20-%20Community%20Admin%20Site/Dept%20of%20Homelessness%20Privacy/Release%20of%20Information.pdf?hsLang=en
https://bitfocus.wistia.com/medias/f08na4iazk
https://bitfocus.wistia.com/medias/f08na4iazk


Managing Households

9



Managing Households in ONE: 
Client Profile
⇢You can add and remove household 

members on the client profile

⇢ Is a necessary step when enrolling 
households of 2 or more people 
into a program

⇢Be sure to indicate a Head of 
Household
⇢Member Type should always 

reflect the relationship to the 
Head of Household

⇢
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Managing Households in ONE: 
Client Enrollment 
⇢ You can add and remove household members while enrolling a client into a program:

⇢Or within an active program enrollment:

*Household members must be added as members at the client 
profile first before appearing as available members to add to 
an enrollment



Program Enrollments

12



Program Enrollments

⇢ You can enroll them into a program by 
completing the following:

1. Be sure you are switched to the 
appropriate agency for the program you 
wish to enroll into

2. Go to the client profile

3. Click on the PROGRAMS tab

4. Scroll down to the Programs: Available 
section

5. Click on program name

6. Include group members (if applicable)

7. Click Enroll



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

• Be sure to…
• Ask all questions and fill in 

answers as completely as the 
client is comfortable answering

Program 
Enrollments: 
Enrollment Form



Program Enrollments: 
Referral Source
⇢ Appears on enrollment screen

⇢ Includes ‘Other’ options if 
household referral source does 
not appear on list.

⇢ Additional questions may appear 
depending on selection.
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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.



Events and Services
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Events
⇢ Journey Home Engagement

⇢ All Relocation Assistance clients should receive Journey Home Engagements.

⇢ For clients on parole or probation, be sure to record whether the client is cleared to travel as a note under 
the Journey Home Engagement Event.

⇢ Journey Home: Referral to substance use treatment or sobering center
⇢ Event Note should indicate which substance use treatment or sobering center the client will be referred 

to.
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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. Record whether the client is 

housed/rehoused in a safe 
alternative due to conversation

6. Include group members, if 
appropriate

7. Click Submit
8. Find Submitted Event in the 

Events tab under History



Journey Home 
Engagement: 

Result: Client is 
housed/rehoused in a 
safe alternative
• Select No for all 

engagements prior to 
travel

• Select Yes only to 
indicate that the client is 
confirmed to or already 
has traveled with 
Journey Home 
assistance

Events



Services
⇢ Problem Solving Financial Assistance

⇢ Must be recorded for all clients receiving funds from program

⇢ Date should correspond with date of purchase/expense

⇢ Journey Home Retention Contact
⇢ Successful Contact

⇢ Unsuccessful Contact

⇢ Use to track follow-up support provided to relocated clients within 90 days after relocation has occurred (after client 
has traveled but before exited from program).

⇢ Note: Client/household must still be active in program in order to add service to enrollment.

⇢ Travel and Relocation Waivers
⇢ Contains 3 service items to track waiver process:

⇢ Waiver Approved

⇢ Waiver Denied

⇢ Waiver Submitted

⇢ Purpose of service is to simply log the Waiver process with a client/household
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Services
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Problem Solving Financial Assistance: 
Travel and relocation support

⇢ 4 service items under Problem Solving 
Financial Assistance that are particular to 
Travel and relocation support
⇢ Use Other activities approved in advance 

through the Waiver Process (specify in 
Notes) to specify expense that does not fit 
neatly into these 4 categories
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How to Submit a 
Service
While within a program enrollment

1. Click on Provide Services 
Tab

2. Click on Service Name
3. Click on the appropriate 

Service item
4. Adjust for appropriate date, 

expense amount, expense 
date, and funding source

5. Write note
6. Include group members (if 

appropriate)
7. Click Submit
8. Find Submitted Service in 

the History tab within 
program enrollment



90 Day Follow-up 
Assessment
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Follow-up Assessment
⇢ Problem Solving Relocation Assistance 90-Day 

Follow-up
⇢ Client-level assessment (given that client/household 

should already be exited by this point).

⇢ To be used to track follow up attempts and/or contact 
made with client or household 90 days after relocation 
has occurred.

⇢ Additional questions may appear depending on 
selection.

Note: Journey Home Retention Contact (contact made after 
client travels and up to 90 days after travel) must be 
recorded under Services while client is still enrolled. This 
Follow-up Assessment should be used to record follow-up 
at/after the 90 days from travel and the client should have 
been exited from the program by this time.
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How to Provide Follow-up Assessment
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1. Navigate to Client profile

2. Click on Assessments tab

3. Locate 90-Day Follow Up 
Assessment and click START button 
to begin assessment

4. Use available fields to log outreach 
attempts and client responses

5. Click Save



Viewing/Editing Saved Assessment

28

⇢ 90-day Follow up Assessment can be 
updated over time (if multiple attempts 
to reach the client are needed).

⇢ To come back to a previously saved 
assessment to log multiple outreach 
attempts/contact with the client:

1. Navigate to Client profile

2. Click on Assessments tab

3. Scroll to Assessment History section

4. Hover over the desired Follow Up 
Assessment and click pencil icon to 
edit

5. Log any additional follow up 
information for client

6. Click Save



Follow-up Assessment Dashboard
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⇢ Use the Journey Home 90-Day Follow-Up 
Dashboard to keep track of follow-up 
assessments 

⇢ Published under Glide's section of the 
Data Analysis tab in ONE

⇢ Dashboard has 3 sections...
1. Follow-up Assessments Due
2. Follow-up Assessments in Progress
3. Follow-up Assessments Completed

https://onesf.clarityhs.com/report/embed/18241/2
https://onesf.clarityhs.com/report/embed/18241/2
https://onesf.clarityhs.com/report/embed/18241/2
https://onesf.clarityhs.com/report/embed/18241/2
https://onesf.clarityhs.com/report/embed/18241/2
https://onesf.clarityhs.com/report/embed/18241/2


Uploading Files
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Uploading a File in ONE

To upload a File:
1. Select the Files tab 
2. Click Add File
3. Select the appropriate category: Problem Solving
4. Select the appropriate Predefined Name (i.e. 

Relocation & Reunification Documentation, Travel 
and Relocation Support Waiver, Proof of 
Purchase/Invoice)

5. Select your file from your computer using the 
Select File button

6. Click Save Changes



PS Relocation and 
Reunification Files

⇢ “Predefined Name” under the Problem 
Solving file Category particular to PS 
Relocation and Reunification program:
⇢ Relocation and Reunification 

Documentation

⇢ Travel and Relocation Support Waiver 
Request

⇢ For receipts/invoices: 
⇢ Proof of Purchase/Invoice OR Relocation 

and Reunification Documentation
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Program Exits
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Program Exits

To exit a client:

1. Go to client enrollment

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

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



Program Exits: 
Exit Form
⇢ Program Exit Date is the date that the client exited 

from the program

⇢ Exit Destination should be 
⇢ Appropriate to the scenario

⇢ No exit interview completed: Only when client is lost 
to follow-up

⇢ Exit Reasons can be:
⇢ Journey Home Relocation: to be used for successful 

relocations

⇢ Terminated from Program due to Ineligibility: to be 
used when client/household is found ineligible

⇢ Data not Collected: Only when client was lost to 
follow-up and destination is unknown (Exit 
Destination should be marked as No exit Interview 
Completed)
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Ineligibility Reason(s) 

⇢ New required field on exit screen

⇢ Appears when Terminated from 
Program due to Ineligibility is selected 
as Exit Reason

⇢ Multiselect field giving you the ability 
to choose more than one ineligibility 
reason

⇢ Additional required textbox, ’Please 
Describe’ will appear if Other is 
selected as ineligibility reason
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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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Program Roster 
Report
⇢ [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, 
enrollments, and exits are reflected 
accurately the database

⇢ Helpful to run for Active clients 
within a particular reporting 
timeframe 
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https://help.bitfocus.com/gnrl-106-program-roster
https://help.bitfocus.com/gnrl-106-program-roster
https://help.bitfocus.com/gnrl-106-program-roster
https://help.bitfocus.com/gnrl-106-program-roster


Internal QA: Data Analysis 
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Bitfocus Resources

ONE System Help Site:
⇢ onesf.bitfocus.com

Bitfocus Help Desk
⇢ onesf@bitfocus.com
⇢ 415.429.4211
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Help Desk Widget (On ONESF Help Center 
Website and Bitfocus Help Site)

https://onesf.bitfocus.com/
https://onesf.bitfocus.com/
mailto:onesf@bitfocus.com
mailto:onesf@bitfocus.com


Questions?
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