
HIV 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. One of two things will happen once you search.  You will either get a pre-populated listing of the client’s 

information or you will get the below screen.

 



4. Remember that our system ties into the system that holds record of anyone being on medical services at anytime, 
so if the client has any record of being on our program before, their information will populate.  If this happens, 
just check the information for accuracy, make any updates and then follow the next step.   

EXAMPLE:  

 

 

 

5. Once you have entered the client information or checked for accuracy, make sure you select the HIV Services 
only tab across from Applying for and click save data for client. 
 

 
                     

 

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.  

Client already in the system! 



 
 

7. Once you get to the uploading file page, please remember the new rule with proof of status confirmations.   The 
things to be uploaded are listed above as well for a reminder.  
 

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

uploaded it.  If you upload something by mistake, then just upload the corrected file and email Brittany Sichting at 
bsichting@isdh.in.gov.   

 

9. 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.    
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