
HIV Medical Services Only Online Application Guideline 

1. Click on the HIV services for clients tab 

 

2. Once you click you will see the below search option: 

 
 

*Search your clients by either the social security number or their last name and date of birth.* 

3. After you hit enter, you should see a screen like the below: 

 



4. Fill out every section as if you were doing the current paper application.   If there is a red * by 

one of the tabs, you have to answer it before it will allow you to save the data. 

 

 

 

5. Once you have entered the client information or checked for accuracy, make sure you select the 

HIV Medical Services and HIV Services tab across from Applying for and click save data for 

client.  This is the BIGGEST difference compared to HSP only application.   

 

 
                     

 

 

 

6. After you hit save data for client, you will be brought to the certification of understanding page.  

Please go over this with the client.   Then check I agree.  

 
 



7. Once you get to the uploading file page, please remember that you should include the paper 

application in full, as well as supporting eligibility documents.  The things to be uploaded are 

listed below as reminders. 

 

 
 

You will need to save each required document or scan directly into your computer and upload 

each one individually.  The system will not take one large file! 

 
8. If you need the full application, you can find the word document in HIVe.  We are working on 

creating a fillable PDF, but until that happens, please use the word application.  

 
9. You will see the documents you uploaded listed below the page, the date and time it was 

uploaded, and who uploaded it.  If you have support staff that upload things for Non-Medical 

Case Managers, please make sure that the NMCM/CC that should be contacted if there is missing 

information is the one listed in the Care Coordinator Name slot. 

 



 

10. After you have uploaded all the needed documents, YOU ARE DONE!  There is not a submit 

button, or a final check button.  Just make sure your documents are uploaded and the application 

is for HIV services only.    

 

 

 Reminders: 

1. You must have the full application uploaded.  Enrollment specialist use information in the 

packet to enroll clients.  

2. Eligibility documents to be uploaded 

a. Proof of Status 

i. Lab report that shows a detectable HIV viral load 

ii. Lab report that shows positive confirmatory HIV testing 

iii. Hospital Discharge Summary  

iv. Notification or verification from physician  

b. Proof of Income 

i. U.S. Individual Income Tax Return 

ii. Pay Stubs– 60 days  

iii. W-2 form(s) – Must be for the most recent prior tax year 

iv. Supplemental Security Income (SSI) or Social Security Disability Insurance 

(SSDI) benefits notification  

v. Workforce Development form 

c. Proof of Residency  

i. Indiana Driver’s License or State ID 

ii. Utility Bill 

iii. Indiana Tax Return  

iv. Mortgage or lease/rental agreement 

v. Letter from homeless shelter 

vi. Immigrant Exception Statement 

d. Medicaid application proof  

 

e. Payer of Last Resort form (recommended not required) 

f. Medicaid verification form (recommended not required) 

FPL formula calculation: 

1. You are used to doing this with an HSP only application, but just a reminder that this website: 

https://www.needymeds.org/poverty-guidlines is a great resource for figuring our FPL. 

 

2. You can always reach out to the MSP staff for guidance on tricky income situations.  We are here 

to help! 

https://www.needymeds.org/poverty-guidlines

