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Housing Checkout Process

1. Check your client out of the housing facility
Where: Housing Workspace
Steps:
1. Click View Facilities and select the facility where the client is checked in

‘l( Track 5ear--)~ n A Wegan Stames (Training) | Family Gateway,Inc.  Help  Sign Out
Q Find Facility FG - ESG - Rapid Re-Housing

Housing

Q View Facilities

£ [# Facility |dentification Info A58
Checkin & Reservations —
Housing - )A/ ACK \ = n
3 current Reservations FG - ESG - Rapid Re-Housing
D Current Residents < Yy Housing Facilities

Displayed below are the housing facilties available to members of your organization along with the oo

® Facility Bar List
into the facility, make a reservation for a room in the facility, view the facility’s waiting list, or select the
@ Bar From all Facilities
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2. On the favorites menu under Housing, select Current Residents

D Current Reservations

D Current Residents
3. Find the client on the list and record the checkout date that the client & Facility Bar List
will be leaving the facility
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The clients displayed below are checked in as residents of current facility for today's date. To view facility residents on a past or future date, change the date. To create a new check in record, click Add
New Check In. To exit one or more residents from the facility, enter the Check-out Date and click Save. To edit billing information for a resident’s stay, click Billing for that record.
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2. Switch to your Clients Workspace

3. Exit the client’s enrollment in your program
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