
TAY Transitional Housing Workflow

Inventory 
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Agenda 

• What’s Inventory?

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

• Reports 

• Questions 
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What is INVENTORY?
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Buildings Unit Configurations Units/Beds
Inventory Overview

Bed 001 

Bed 002 



INVENTORY Module Dashboard
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• Shows detailed unit info

• Quick occupancy information

• Ability to update status



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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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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Enrollment Sidebar
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• Unit assignments are visible in the enrollment  sidebar 
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Remember...
 This only 

shows for the 
HoH



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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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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Alert Banner 
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• Alerts are visible for restrictions entered by your agency  

• Shows on Profile Screen and under Programs Tab

• Click Review Notes to view details 
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Alert Banner



Optional: Notes Tab
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•Enter restrictions under Notes Tab
•View history of restrictions 
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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). Please call or email the 
help desk to be set to inactive or if it was accidentally made inactive.



Automatic Offline

• The system will automatically switch the unit/bed to Offline when guest exits from 
the program.
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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 *Temporary Shelter for Adults and Youth
• 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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Temporary Shelter Bed/Unit Roster



Temporary Shelter Client Roster 
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• Roster organized by client name

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



Questions?
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