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About the ReHousing Wave Initiative 
The COVID-19 ReHousing Wave is a Santa Cruz County initiative to permanently house participants of the COVID-19 shelter 
programs prior to program closures. The county collaborated with Bitfocus to create a prioritization tool to triage services to 
the most vulnerable participants. To achieve this end, the custom tool created is used in conjunction with the matchmaking 
from Community Queue to ensure all eligible participants are outreached to. 

In this documentation, we will cover the following: 

1) How to run and utilize the custom COVID-19 Hotel/Motel Prioritization report 
2) How to locate eligible participants on the Community Queue 
3) How to refer identified participant to participating ReHousing Wave program 

To ensure quality service, we will also be covering two custom monitoring tools that ensures all participants receive an eligibility 
evaluation and that referrals sent by the matchmaker are being properly and fully processed. 

Please note, your HMIS access role must be set to “Matchmaker” to engage this process. 

Use the COVID-19 Hotel/Motel Prioritization Report 
Step 1: Navigate to the Reports section. 

 

 

 

 

 
 
 
Step 2: Navigate to the 
Data Analysis tab to 
“run” the SZ COVID-19 
Hotel/Motel 
Prioritization V2 report 
under the Santa Cruz 
Clarity System Reports 
folder. 
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Step 3: Apply any filters you may need and “rerun.” 

 

Step 4: Locate the “gear” near the top right corner of the report to download the CSV file. 

 

Step 5: Once downloaded, open up the zip file to access the “active_covid_shelter_households” file. 

 

 

 

 
Step 6: Copy and paste data into an excel file if needed. Apply filter to top row should you require 
additional filtering, such as Veteran Status, COVID Shelter, Smart Path Score, etc. 

 

🎊 🎉 Success! 🎊 🎉 
You have now identified the most vulnerable folks to be referred to the ReHousing Wave programs! 
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Locate and Refer Eligible Participants from Community Queue 
Step 1: Navigate to your “Search” home screen and select “Referrals.” 
 
Step 2: Navigate to the Community 
Queue tab. Enter/paste the Unique ID 
of the prioritized client you wish to 
refer in to the “Search” field. The 
Unique ID is obtained from the 
targeted list created from the SZ 
COVID-19 Hotel/Motel Prioritization 
V2 report (see section above).  
 

Step 3: Select the participating agency that 
you wish to refer to from the “Active 
Agency” dropdown menu and press 
“Search.” The current participating agencies 
are Abode Services, and Housing Matters. 
 
 
 
 
 
 

Step 4: Select the “Edit” symbol to enter the client’s referral to the Community Queue. 
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Step 5: Re-assign to the desired program from the “Program” dropdown menu. These will be COVID-19 
Rehousing Wave RRH – CV1 or COVID-19 Rehousing Wave – CV2 for either agency. You may also remove 
the client from the queue should you need. Be sure to save when updating either option. 

 

Initiative Monitoring Tools 
Santa Cruz FEMA COVID-19 Clients 
 

This report 
will help you 
identify the 
following: 

Table 1:  Clients who are actively enrolled in a FEMA COVID-19 shelter 

Table 2: Clients who do not qualify for triaged services as identified by “No Triage” 

Table 3: Clients actively enrolled in a FEMA COVID-19 shelter, but do not have a COVID-19 Shelter Referral 
Triage Tool assessment 

Table 4: Clients actively enrolled in a FEMA COVID-19 shelter, but do not have a pending Community 
Queue referral 
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To access this report, please navigate to the Data Analysis tab to “run” the Santa Cruz FEMA COVID-19 Clients report under 
the Santa Cruz Clarity System Reports folder. 

 
Pending – In Process Referrals [Referral Statistics-Inbound Report] 
 
This report will help you monitor referrals sent to agencies at remain set to “Pending – In Process” to ensure referrals from 
the Community Queue are being properly processed. 
 
Step 1: Switch to the agency you’d like to monitor and navigate to reports. 
 
 

 

 

 

 

 
Step 2: Navigate to the Data Analysis tab to “run” the Referral Statistics-Inbound report under the Community and Referrals 
folder. 
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Step 3: Identify the date range of sent referrals you wish to monitor, select Webpage as your output option and “Submit.” 

 

Step 5: Locate the “Breakdown of Referred to Programs” category at the bottom of the report and select the number under 
the “P/I” (if any). The number is a hyperlink and will reveal the client(s+ still pending – in process and the amount of day they 
have been in that status. 

 

Need Help? 
 
If ever in doubt, the Help Desk is always a great place to start. You can reach them from 5 am to 5 pm by email at 
santacruz@bitfocus.com, by phone at (831) 713-2288, or directly within Clarity by selecting the “Help” icon on the bottom 
right side of any screen. 
 

 
 

🎊 🎉 Thank you! 🎊 🎉 
Please remember to take good care! 

 


