
TAY Transitional Housing Workflow

Inventory 
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Agenda 

• Inventory

• Workflow 
• Enrollment and Unit Assignment
• Exits and Denial of Service
• Unit Status/Management

• Reports 

• Questions 
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Inventory



Intro to Inventory 
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• Inventory is matching a client to the particular unit they 
are living in, with that information stored in ONE.

• You’ve already been doing enrollments – that’s most of the work.

• Using inventory unlocks real-time data on occupancy/vacancy.

• Inventory allows for referrals within ONE (coming in the future).



TAY Transitional Housing 
Workflow
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TAY Transitional 
Housing Workflow
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Program 
enrollment Unit assignment Exit from program 

and unit
Denial of Service 

(if applicable)
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Enrollment 
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Collect as much information 
as possible 

Assign to unitEnroll household 
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Client Record Review



Search for Existing Client Records
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1

2

3

Tip! Search the first three letters of the first and last name to account for alternate spellings. For example, 

search “bar bon” for Barry Bonds. You can also search by date of birth or Social Security number.



Creating New Client Records
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If you can’t identify an existing profile, create a new one. 

Please search alternate spellings or date of birth to make sure a profile does not already exist.



Creating New Client Records: ROI
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Collect a Release of Information (ROI) for any new client. Document consent in ONE

Clients must receive a copy of the Privacy Notice.

Tip! Details about the ROI and Privacy Notice available at: https://onesf.bitfocus.com/dhsh-privacy-practice-roi
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Enrollment
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1

2

3



Enrollment

• Collect as much information 
as possible

• Avoid using “Client Refused” 
or “Data not Collected” 
whenever possible
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Unit Assignment
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• Add Start Date 

• Leave End Date blank

• Click Available Units

• Click Client Profile 

• Select an available unit
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Bed/Unit Assignment
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• Unit assignment only shows in the HoH record

o Non-HoH will not have a unit assignment
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A note about unit types
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• Depending on the program, you may have ‘unit based’ or ‘slot based’ inventory

o Unit based represents a physical location in the real world (e.g., 226 Jules, Unit A)

o Slot based represents a program opening, not tied to a particular building or location (e.g., Slot 001)

▪ Scattered site programs that do not use Master Lease agreements are typically slot based

▪ A slot may represent a type of program opening (e.g., High Needs Slot 002, Parenting Slot 005)

▪ Numerical order for slots is irrelevant; Slot 001 does not need to be filled before Slot 002.
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Individualized Housing Support Plan Assessment
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• Service plan to help support clients 
in the housing location process

• Required within 30 days of 
enrollment

• Video training available online

https://bitfocus.wistia.com/medias/px9es9lsug


Transferring Beds/Units
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Transferring Beds/Unit

End Current Unit Stay

• Add an end date to the current unit
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Assign to a New Unit

• Start date/time shouldn’t 
overlap with previous unit



Exits
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Exits
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• Exits occur when client is no longer staying at program 

• Exiting from program automatically exits client from unit
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Automatic



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

• Exit Reason and Destination should align

Exit Reason Destination 

Exit to Permanent Housing
Rental by client, with housing subsidy

Rental by client, no housing subsidy

Exit to Transitional Housing Transitional Housing 

Exit to Institutional Setting 

Hospital 

Substance Use Treatment 

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

Example 
Reason/ 

Destination 
Combos 

(there are many 
others!)



Denial of Service
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Denial of Service Workflow
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Exit guest from 
program and unit

Record ‘Rule 
Violation’ as Exit 

Reason
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Record DoS under 
Program Restrictions 



Exit Reason 
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Exit Reason = Rule Violation 
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Enter Denial of Service (Program Restriction)

• Enter denial of service as a Program Restriction 
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• Found on the right sidebar of exit screen

• Can also be found under Notes tab

• Enter restrictions for any household member it applies to



Program Restriction 
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Date DoS went 

into effect 

Expiration date of 

DoS

Enter notes 

Select program 

client is restricted 

from 

Enter reason 
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Non-Immediate Denial of Service Workflow
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Exit guest from 
program and 

unit

Record rule 
violation details 
on exit screen
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Record DoS 
under Program 

Restrictions 

Record 
services: ‘Rule 

Violation’

When the maximum 

# of violations is 

reached 



Rule Violation: Non-Immediate DoS Services
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• Use services to track non-immediate rule violations

• Log date of the violation & notes
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Unit Status
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Unit Status/Availability 
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• Unit Status can be changed from the dashboard 

• Provides the ability to reflect a unit's status in real-time

Status Availability Description

Active
Available Unit is available to receive guest

Occupied Guest is living in the unit

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

Inactive Unit not available for the foreseeable future (e.g., used as an office). Do not use this status 
without approval, please call or email the Help Desk for assistance.



Offline Status 

Editing/Ending 

• Click on the pencil icon 

• To end, enter End Date
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Creating 

• Click “+” sign

• Leave End Date blank 



Reports
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Inventory Reports

• Located under the Data Analysis Tab
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• All reports found under TAY Transitional Housing
• Bed/Unit Roster
• Client Roster

Inventory Reports



• Roster organized by bed/unit number

• All beds/units in your site with associated client (or no client)
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Bed/Unit Roster



Client Roster 
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• Roster organized by client name

• All clients at your site with client information and associated bed

Tim Lincecum



Questions?
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