
Inventory
Temporary Shelter Workflow
MSC South, Next Door, Sanctuary
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Agenda 

• Inventory Overview
• Workflow
• Reports
• Questions & Support
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What is INVENTORY?
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Inventory allows us to:
• Match clients in the ONE System to the beds they’re sleeping in

• Track and view the current status of each bed in your shelter

• Support referrals into your shelter from other agencies

• Phase out the use of RTZ
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Inventory Overview



Buildings Unit Configurations Beds
Inventory Overview

Bed 001 (SF311)

Bed 003 (CAAP)

Bed 002 (SF311)



INVENTORY 
Dashboard

6



INVENTORY Dashboard

• Map view of bed details and 
locations

• Filters can be used to control 
what information is viewed
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INVENTORY Display Cards

• Shows detailed bed info

• Quick occupancy information

• Ability to update status
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Temporary Shelter 
Workflow
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Shelter Steps

Temporary Shelter Workflow

311/CAAP/Guest 
Placement Sends 
Referral to Bed

Bed Changes to 
Pending 

Occupancy
Enrollment to 

Pre-assigned Bed
Exit From 

Program & Bed
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All happens in the ONE System 
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Referral and Placement Steps
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Referral from 311/CAAP/Guest Placement

• Referral Partner sends a 
Referral

• Referral Partner is listed in 
the Referred By field.

• Notes may be included in the 
referral
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REFER ACCEPT ENROLL PLACE
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Pending Tab
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• Shows referrals for the user’s agency
• Filters allow you to refine your search

• Usually, filter by program

REFER ACCEPT ENROLL PLACE
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Denying Referrals
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• Deny the referral if a client refuses placement or doesn’t show
o Status: Denied

o Send to Community Queue: No

o Denied by Type: Client

o Denied Reason: Client did not show up or refused services

o Must provide additional details

REFER ACCEPT ENROLL PLACE
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No



Accepting Referrals
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REFER ACCEPT ENROLL PLACE

Check and add ROI, if missing

Review and update client profile

Enrolling into the program completes the referral

Bed will already be assigned
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Accepting Referrals - Check and add ROI
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REFER ACCEPT ENROLL PLACE
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• Check for current ROI
• Add ROI if missing or permission not provided



Accepting Referrals – Review and Update Client Profile
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REFER ACCEPT ENROLL PLACE
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• Ensure client profile is up to date and complete



Accepting Referrals - Enroll Guest
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REFER ACCEPT ENROLL PLACE
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Bed Assignment
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• Bed will already be assigned 

REFER ACCEPT ENROLL PLACE
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Enrollment Sidebar
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• Once the client is assigned to a bed, it’s visible in the enrollment  
sidebar 
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Transferring Beds

21Confidential and Proprietary | © Copyright 2024 Bitfocus, Inc., All Rights Reserved.



Transferring Beds

22

End stay in current bed
Action: Enter end date 

Assign to new bed
Action: Click Add Unit/Bed

Staff can move clients to a 
different bed

Bed can be changed when the client arrives, after enrollment
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Transferring Beds

End Current Bed Stay

• Add an end date to the current bed

Assign to a New Bed
• Assign client to a new bed

• Start date should not overlap with end date of 
old bed
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Exits
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Exiting Client from Bed
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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
• Exiting a client will immediately return a bed to Available status
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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

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 
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Some common Reason and Destination combinations



Exit Reason and Denial of Service
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• Exit Reason of “Rule Violation” indicates a Denial of Service (DoS)
• Indicate the rule violation that caused the DoS & the effective start/end dates
• Exit Destination must also be entered. Often, it is “No exit interview completed” 

but can be other destinations.
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Bed Status
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Bed Status/Availability 
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• A bed's status can be changed from the dashboard
• Provides the ability to reflect a bed's status in real-time

Status Availability Description

Active
Available Bed is available to receive guest

Occupied Guest is living in the bed 

Pending 
Occupancy

Bed has a pending referral connected to it

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

Inactive Bed 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.
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Reports
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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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Next Steps
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Go live with new workflow on Monday (September 9th )

Referrals will be made directly to available units/beds
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Ensure that all your available beds are correct by Friday (September 
6th)



What if I Need Support?

• One-on-Ones
• Reach out to your ONE System Team contact (Swati, Vaishali, or Mark)

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

• Contact onesf@bitfocus.com for ongoing questions and unit updates
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https://onesf.bitfocus.com/temporary-shelter
mailto:onesf@bitfocus.com


Questions?
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