
 

HOW TO GUIDE                                                                                                                                              
ENTERING A COORDINATED ENTRY REFERRAL FOR A LIMITED HOUSING 

PREFERENCE VOUCHER (HOUSING CHOICE VOUCHER) 

 

A Coordinated Entry Referral for the Limited Housing Preference Voucher (Housing Choice Voucher) will 

be entered into a client’s HMIS file using the following steps: 

• From the client’s dashboard screen: 

o Select “Referrals” located in the menu on the left side of the screen. 

 

• Next, select “Add New.” 
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• Enter the “Referral Date” (the date defaults to the current date) 

• Select “CE Referral – Housing Choice Voucher” from the “Referral Service” dropdown list. 

 

• Select the “Enrollment” (Coordinated Entry) from the “Enrollment” dropdown list. 

 

Select the correct agency from the “Refer to Provider” field. (IHCDA) 
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The “Refer from Provider” field will prefill with your Coordinated Entry Region # 

The “Refer from User” field will prefill with your Username. 

 

• Select the appropriate response from the “Result” dropdown list and enter the “Result Date.” 

• Next, select “Save” in the bottom right corner of the screen. 

 

The “CE Referral – Housing Choice Voucher” is now added to the client’s HMIS record.  You can edit the 

“Result” and “Result Date” field if needed later, by clicking on the “Edit” icon (pencil) on the “Referral” 

screen and updating the “Referral Result” and “Result Date” fields. 

Please email the HMISHelpDesk@ihcda.IN.gov if you require additional assistance. 
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