
Allocating Beds to Referral Partners 
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HSH Outreach Street Team: 

Enter the Neighborhood Team 



Temporary Shelter- Open Beds/Units Report

• Review available beds/units
• New fields for Referral Partner allocations and client nomination  
• Found under the Data Analysis tab
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Guest 
Placement  
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Allocate beds to Referral Partners from the Inventory dashboard.

• Select one or more units

• Click ”Modify Selected Units”

Guest 
Placement  Make Daily Allocations
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Review Daily Allocations
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• View the Inventory dashboard to see daily allocations

• Filter for your team 
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Referral 
Partners 



Enter ONE ID 
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Locate client in need of shelter & enter ONE ID on the dashboard 
• Select a unit
• Click "Modify Selected Units”
• Click the box to the left of the Client ONE ID field 
• Enter the ID & Save
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Referral 
Partners 



HSH Outreach Street Team Only
Neighborhood Team 

Enter the Neighborhood Team to divide the allocations between teams 

Confidential and Proprietary | © Copyright 2025 Bitfocus, Inc., All Rights Reserved.
7

Referral 
Partners 



Referral Partner Daily Shelter Bed Allocation Report 
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Guest 
Placement  

Referral 
Partners 

• Guest Placement: Use to see what units/beds have nominations

• Referral Partners: Use to confirm nominations & identify which units/beds need a 
client nomination



Referral Partner Daily Shelter Bed Allocation 
Report 

• Located under the Data Analysis tab

• Under the *Temporary Shelter for Adult and Youth section 
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Guest 
Placement  

Referral 
Partners 



Direct Referrals

• Client Profile -> Referrals Tab

• Select the agency you’re 
referring to

• Select the applicable bed/unit 
under Available Units/Beds
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Guest 
Placement  



Referral Notes
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• Enter the referral note per the Shelter Referral Source Codex

• If the Referral Partner is HSH Outreach Street team, consult the Neighborhood Team 
field in order to enter the correct code (e.g., Bayview/Ingleside, TL/Northern, etc.)

Guest 
Placement  



Clearing Fields 

The Referral Partner, Neighborhood Team, and ONE ID fields will clear 
automatically.

• The fields will clear at 3:00 AM if the unit status changes to:
• Occupied
• Offline
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Guest Placement should clear fields for denied referrals. 

Guest 
Placement  



Next Steps:
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Processes that will be sunsetting:
• Daily Allocation Call
• Daily Allocation Text
• Dailly Allocation Email
• Daily Clinical Placement Summary Email
• Daily Projection Email

Go live September 29



What if I Need Support?

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