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How to request flex funding in
HMIS
Instructions for service providers to request flex funding through Street Reach or
HomeNow Indy.

Please email StreetReach@CHIPIndy.org for assistance or follow up on Street Reach
requests.

Please email HomeNow@RDOOR.org for assistance or follow up on HomeNow Indy
requests.

1 Go to the client's dashboard. Click "Client Enrollment and Client Services"



Made with Scribe - https://scribehow.com 2

2 Click "Flex Funding Referrals"

3 Click "Add New Flex Funding Referral"
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4 Instructions for the request are provided at the top of the referral form. Please
read these in detail before submitting a request. Once you are ready to submit a
request, choose the referral service that indicates what you are requesting the
funds for. Currently the following items can be paid for via this process:

Street Reach
- First Month's Rent
- Substance abuse treatment
- Relocation (i.e. Greyhound bus ticket)
- Birth Certificates/Vital Docs

HomeNow Indy
- Security Deposit
- Utility Arrears
- Application Fees
- Moving Expenses
- Utility Deposit
- PHA Debt/Rental Arrears



Made with Scribe - https://scribehow.com 4

5 Select the reason for the funds.

6 Choose the client's current enrollment in HMIS.
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7 Choose the client's current enrollment in HMIS.

8 Click "Search for Refer to Provider"
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9 Click "Search"

10 The provider list will automatically display Street Reach or HomeNow, depending
on which funding source covers that expense. Choose the one displayed.
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11 Fill out the entire form with as much information as you have available.

12 Fill out the entire form with as much information as you have available.
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13 Fill out the entire form with as much information as you have available.

14 Fill out the entire form with as much information as you have available.
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15 Fill out the entire form with as much information as you have available.

16 Fill out the entire form with as much information as you have available.
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17 If you have a document to upload, click the "+Add File" button.

18 This will pop open a new window. Click "Choose File" to upload a document from
your device.
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19 Click "Document Name" and enter in a name for the document

20 Click "Client File"
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21 Once you click Save, it will not appear that anything happened, but I assure you, it
saved. If you click save again, you will get an error. Disregard. Click "Close"

22 Fill out the entire form with as much information as you have available.
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23 Once the form has been filled out, click "Save"

24 You will now see the request under the referrals section of the client's dashboard.
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25 You can also go back to "Flex Funding Referrals" to see the list of referrals that
have been made or to submit a new request. You will also be able to see the status
of the referral (Received) and the result. Attained means it was approved for pay
out. Not attained means it was rejected.

26 Click the action button to edit the referral. You can use this if you need to add
additional information later.
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27 Click "Edit Flex Funding Referral" to open the referral back up. You can use this if
you need to add additional information later.

28 Once you go back into the referral, you will see the file that you uploaded when
you created the referral request.
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29 Click "Save" to save any changes and to exit.

Street Reach Referrals

30 This next section will provide the same instructions but show you what it looks like
to submit a request to Street Reach instead of HomeNow Indy.
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31 Click "Add New Flex Funding Referral"

32 Click "Referral Service."
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33 Choose the reason for the request.

34 Choose an open enrollment
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35 Click "Search for Refer to Provider"

36 Click "Search"
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37 For Street Reach eligible expenses, Street Reach Indy will show up as the only
option for provider.

38 Fill out the rest of the form as completely as possible.
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39 Fill out the rest of the form as completely as possible.

40 Fill out the rest of the form as completely as possible.
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41 You'll see any documents that have previously been uploaded for this client.

42 Click "+ Add File" to add another document
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43 Click "Choose File"

44 Click "Save"
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45 Click "Close"

46 Fill out the rest of the form as completely as possible.
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47 Street Reach requests will also display the budget and sustainability sections.
Please complete these or your request may be denied.

48 Fill out the rest of the form as completely as possible.
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49 Fill out the rest of the form as completely as possible.

50 Click "Save"
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51 Click "Client Dashboard"

52 You will now see the referral request in the Referrals or services section on the
client's dashboard.
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53 If you have any questions about this process, please email
StreetReach@chipindy.org for Street Reach requests or HomeNow@RDOOR.org
for HomeNow Indy requests.


