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Bed Request Closeout Screen             Updated on February 2018 

 

Home > Program Management – Search > Service Queue > Closeout 

 

Business Purpose: 
 

1. The Client Management – Bed Request Closeout allows the user to process 
either a client withdraw or staff closeout action. 
 

2. The "Closeout" Action is to be chosen if the client has withdrawn their shelter 
request or if the destination program is unable to admit the client even after an 
Intake has already been done.  The Staff Closeout option should only be 
selected as a final option to assist with queue maintenance.  Every effort should 
be made to find the client a bed. 
 
 

How to: 
 

1. In the Destination Program's Service Queue, select the Closeout Action from the 
dropdown list of client's referral record in the queue.  
 

  
 

2. The Client Management – Bed Request Closeout screen is displayed. 
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3. Select the Reason from the dropdown list either Client Withdraw or Staff 

Closeout. 
 

4. Enter Note regarding this Closeout action to a maximum of 4000 characters. 
 

5. For a client withdraw, once the "Closeout" Action is selected, in the Bed 
Request Closeout screen, withdraw details are completed and saved. 
 

 
 

6. For a staff closeout, once the "Closeout" Action is selected, in the Bed Request 
Closeout screen, staff closeout details are completed and saved. 
 

 
 
 

7. Click the  action button to save the closeout details.  
 

8. Click the  action button to back to the Service Queue screen. 
 

9. Once a client withdraw or staff closeout action is processed at the destination 
program, the client's referral record will be moved from the Service Queue to the 
Queue History and will show a Client Status of "Withdrawn" or "Staff Closeout". 
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Client Withdraw: 
 

 
 

Staff Closeout: 
 

 
 
 
 

Important Notes: 
 
 

1. Note the Bed Request Closeout Reason are as follows: 
 

 Client Withdraw (when a client decided to withdraw their request for a 
room/bed) 

 Staff Closeout (only select as a final option to assist with queue 
maintenance) 

 
 


