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Submit HFH Application

Objective: To complete and submit an HFH Application for ERC referrals
that are received via email or fax

Procedures:

* Begin 'Submit HFH Application' workflow

e Search for existing client or add new client

e Complete 'Application’' form
 Select Referral Type(s): Enriched Residential Care
* Select Application SPA

« Complete other steps of workflow as needed

* Upload any relevant documents

e Save and finish workflow
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Navigate to the Client
Workspace

1. Intheleft hand menu,
select "Submit HFH
Application”

2. Select "Add New
Client" or "Use Current
Client" as appropriate
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Add New Client: Search for existing clients

1. If the Client exists in CHAMP, select
client from search results, and click
"Next."

2. If the Client DOES NOT exist in CHAMP,
select "Next" to continue
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For existing clients, review and
update the Client Demographics
form as needed.

After entering the data, click
"Save."
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Complete Contact Plan form if
prompted
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Complete Application form

* Select "Enriched Residential
Care" as Referral Type

* Select "Application SPA" as
the SPA the referral is coming
from
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Complete Household
Composition form
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Complete Interested
Others form
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Complete Service
Animals form




Submit HFH Application

Upload Universal Consent and NOPP if needed in Consents step of workflow.
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Upload Housing
Documents, if applicable
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Complete Universal Data
Assessment (Non HMIS) form
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Complete Housing Preferences
form
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Complete Financial Assessment
form
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Complete Barriers (Non HMIS)
form
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Complete Domestic Violence
Assessment (Non HMIS)
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Complete Medical Profile form
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Complete Legal Profile form
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Upload any applicable
documents in IH/ERC
Documents step of
workflow.

Users can always access the
Document Library at any
time through the Client
Workspace.
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Upload any Client Files if
applicable
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Add case note and services as
applicable




