
Adult and TAY Shelter Workflow
Congregate and Semi-Congregate  
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Temporary Shelter Workflow
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Shelter Steps

Temporary Shelter Workflow

Guest Placement 
Sends Referral to 

Bed/Unit 

Bed/Unit Changes 
to Pending 
Occupancy 

Enrollment to 
Pre-assigned 

Bed/Unit
Exit From Program 

& Bed/Unit
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All happens in the ONE System 



Referral and Placement Steps
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Receiving Referrals
• Monitor the Incoming Referrals tab for new clients who are referred to your program

• The Referral Partner is listed in the Referred By field.
• Check the Notes section as notes may be include in the referral

• For non-congregate sites: the referral is only made for the Head of Household (HoH)
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REFER ACCEPT ENROLL PLACE



Incoming Referrals Tab
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• Shows referrals for the user’s 
agency

• Filters allow you to refine your 
search

• You can filter or sort the pending 
referrals by program

REFER ACCEPT ENROLL PLACE



Denying Referrals
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• Deny the referral if a client refuses placement or 
doesn’t show
o Denied by Type

o Denied by Reason

o Current Status: Denied

o Denial Information: please write in additional details

o Send to Community Queue: No

REFER ACCEPT ENROLL PLACE

This step is very important! If not 
denied, beds will continue to show as 
Pending Occupancy 



Accepting Referrals
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REFER ACCEPT ENROLL PLACE

Check and add ROI, if missing

Review and update client profile including household members

Enrolling into the program completes the referral 

For non-congregate referrals, all household members should be 
enrolled together

Bed/Unit will already be assigned 



Accepting Referrals - Check and add ROI
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REFER ACCEPT ENROLL PLACE

• Check for current ROI
• Add ROI if missing or permission not provided

1

2

3
Add a new ROI through the client’s 
privacy tab from their profile screen



Accepting Referrals – Review and Update Client Profile
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REFER ACCEPT ENROLL PLACE

• Ensure client profile is up to date and complete



Accepting Referrals
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REFER ACCEPT ENROLL PLACE



Accepting Referrals
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REFER ACCEPT ENROLL PLACE

For non-congregate 
shelters: Select all 
household members 
who are sharing a unit



Bed/Unit Assignment
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• Bed/Unit will already be 
assigned

• For non-congregate 
shelters: Bed/ Unit 
assignment only shows 
in the HoH record
o Non-HoH will not have 

a unit assignment

REFER ACCEPT ENROLL PLACE



Changing Beds/Units
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Transferring Beds/Units
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End stay in current bed/unit
Action: Enter end date 

Assign to new bed/unit
Action: Click Add Unit/Bed

Staff can move clients to a 
different bed/ unit

Bed/unit can be changed when the client arrives, after enrollment



Unit Status/Availability 
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• Unit Status can be changed from the inventory dashboard 
• Provides the ability to reflect a unit's status in real-time

Status Availability Description

Active
Available Bed/unit is available to receive guest

Occupied Guest is living in the bed or unit

Pending 
Occupancy

Bed/unit has a pending referral connected to it

Offline Bed/unit is temporarily unavailable (e.g., due to needed maintenance).

Inactive Bed/unit not available for referral for the foreseeable future (e.g., used as an office). Please call 
or email the help desk to be set to inactive or if it was accidentally made inactive.



Automatic Offline 

• Congregate Shelters: units will 
default to available after a client 
exit

• Semi Congregate Shelters: some 
sites will have units automatically 
go offline for 24 hours after a client 
exit

• Non-Congregate Shelters: units 
will go offline for 1 week after a 
client exit
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How to Make a Unit Available
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Select the Status tab and 
click on the pencil icon 
next to the most recent 
offline status

Add an end date and click 
SAVE at the bottom of 
the card to make the unit 
Available

Find the offline unit in the 
Inventory module and 
click on it to open the 
unit card



Changing Beds/Units

End Current Bed/Unit Stay

• Add an end date to the current bed/unit

Assign to a New Bed/Unit
• Assign the client (or HoH for non congregate 

shelters) to a new bed/unit
• Start date should not overlap with end date of 

old bed/unit
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Exits
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Exiting Client from Unit
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⇢ Exits should occur when a client is no longer staying at the shelter
⇢ Exiting from a program will automatically exit the client from their bed/unit
⇢ Non-congregate shelters should complete an exit for all household members



Exit Reason and Destination
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• Exit Reason and Destination must be entered
• Exit Reason and Destination should align

Example: If Exit Reason is “Exit to Permanent Housing”, then Destination should reflect permanent housing

Exit Reason Destination 

48- Hour Bed Abandonment No Exit Interview Completed 

Intersystem Transfer Emergency Shelter 

Exit to Permanent Housing Rental by Client, with Housing 
Subsidy

Exit to Transitional Housing Transitional Housing 

Exit to Institutional Setting 
Hospital 

Substance Use Treatment 

Some common Reason and Destination combinations



Rule Violation Exit Reason and Program Restrictions
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• Exit Reason of “Rule Violation” indicates a Denial of Service (DoS)
• Indicate the rule violation that caused the DoS
• Exit Destination must also be entered. Typically, it is “No exit interview completed.”



Enter Denial of Service (Program Restriction)

• Enter denial of service as a Program Restriction 
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• Found in the Restrictions section of the client’s profile

• Can be edited after the initial creation

• Enter restrictions for any household member it applies to



Adding a Program Restriction
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Reports

26



Inventory Reports

• Located under the Data Analysis Tab
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• All reports under *Inventory – Temporary Shelter
• Bed/Unit Roster
• Client Roster

Inventory Reports



Bed/Unit Roster

• Roster organized by bed/unit number
• All beds/units in your site with associated client (or no client)
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Client Roster 
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• Roster organized by client name
• All clients at your site with client information and associated bed



Next steps & Support
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Resources
Bitfocus Help Desk for any questions and 
technical support
• onesf@bitfocus.com
• 415.429.4211

ONESF Help Center Website:
• Documentation available at: 

https://onesf.bitfocus.com/temporary-shelter
• Tip Sheets (Desk Guide)
• Training slides and videos

Help Desk Widget (on theONESF
Help Center Website)
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