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Posting Program Openings



Posting Openings

⇢Post an opening to begin receiving 
referrals for program slots

⇢To post a program opening:
1. Go to Referrals tab in top right 

corner of Search page

2. Click on the Availability tab

3. Find and click on the Temporary 
Shelter Queue

4. Click on the 90-Day Family UAV 
- GF program

5. Click Add Single Opening OR 
Add Multiple Openings



Posting Openings 
(cont)

After clicking to add a single opening or 
multiple openings, you will be prompted 
to fill out a form

⇢ Be sure to fill out as completely and 
accurately as possible

⇢ Helps to ensure accurate referrals

⇢ Click Save Changes to officially post 
referral

Tip: Add Multiple Openings if you have 
multiple slots that are available with 
the same  or similar attributes



Processing Referrals



Processing 
Referrals: 
Referral 
Notifications

• You will receive a notification via email and 
Clarity Inbox when a referral has been sent to 
your program

• If you would like to ensure that you receive 
referrals, please reach out to the Bitfocus Help 
Desk at onesf@bitfocus.com



● Referrals are processed 
from ‘Referrals’ dashboard 
on the homepage

● Referrals will be editable 
through ‘Pending’ tab 



• ‘Pending – in Process’ = when you want to acknowledge a referral but aren’t ready to make 
an enrollment (i.e. you’re in communication with referring agency to intake the client)

• To acknowledge the referral, change referral status from ‘Pending’ to ‘Pending – in Process’

• Referral color will change to green when status is 
changed to ‘Pending - in Process’

• Referrals must be changed to ‘Pending - in Process’ 
within 90 days, or else they will auto-expire

Processing Referrals: Pending – In Process



Processing Referrals: Denying a Referral

• When you need to deny a referral, 
change the status of the referral to 
Denied

• Four additional fields will populate that 
need to be answered

• Send to Community Queue: Yes/No

• Denied By Type: Provider/Client

• Denied Reason: Reason for the denial

• Denial Information: Provide additional 
details explaining the reason for the 
denial



Program Enrollments



• Enrolling a client into your program 
accepts the Community Queue 
Referral

• Be sure to:

• Keep toggle on to link referral to 
program enrollment

• Toggle to include family members as 
appropriate

Program Enrollments



Program Enrollments: Enrollment Form

• Client information may cascade forward from other 
program enrollments - it’s important to always confirm 
that all details are still up-to-date and accurate, and to 
update if necessary

When enrolling a client, please keep 
in mind…



How do I know if I enrolled my household correctly?

• Tip: Check the program enrollment under the ‘Programs’ tab
• If the enrollment has a link symbol, you can be sure that the enrollment is linked to the referral



Program Exits



Program Exits
When client leaves your program, record the exit in ONE:
1. Click on ‘Programs’ tab

2. Click on the         icon to open the program

3. Click on the ‘Exit’ button in the top right-hand corner

4. Toggle to include all appropriate family members in exit

5. Review cascaded information
6. Scroll down and click ‘Save & Close’ to save changes



•Important data elements to help system understand what happens to clients upon exiting a 
program

•Complete as accurately as possible for each client exiting your programs

Exit Form: Exit Reason and Exit Destination



Helpful Reports
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Launch Pad: Report 
Library

Report Queue: Shows 
processing and completed 
reports.



Program Roster

[GNRL-106] Program Roster
(Program Based Report)

• Gives information on clients 
who have stayed or are 
currently staying in your 
program
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Resources

Bitfocus Help Desk
• onesf@bitfocus.com
• 415.429.4211

ONESF Help Center Website:
• onesf.bitfocus.com

Help Desk Widget (In ONE System and on 
ONESF Help Center Website)
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mailto:onesf@bitfocus.com


Questions?
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