
Day 1 Families Fund
FundManager Training
July 2021



Today’s Agenda
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1. FundManager intro
2. The Roles 
3. How Does It Work?
4. Fund Request
5. Void Payment
6. Reporting



FundManager
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Why Use It?



Why Use FundManager?

• FundManager allows for tracking of services and costs 
for year-round strategic spending

• FundManager allows management to compare their 
external services/costs records with what’s entered in 
HMIS



FundManager
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The Roles



There are 3 FundManager Roles
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Role Task

Fund Administrator Sets up fund/vendors, determines funding cycles, 
determine which projects access the fund(s)

Case Worker Requests funds, generates vouchers, void requests, 
include fund source in service transaction

Review Agents Read only access to fund/vendor admin, oversees 
fund requests, reconcile vouchers, generate checks

**Day 1 Families Fund will only use the first two



How does it work?
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Fund Admin creates the fund and decides applicable services, vendors, 
eligible projects, and the Review Agent

Case Manager meets with client to determine needs and submits a fund 
request through a Service Transaction

Case Manager completes and closes the Service Transaction

Fund Admin runs and reviews FundManager reports for accuracy and Fund 
draw down amounts



FundManager
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Submitting Fund Requests



To submit Fund Requests, Case Managers must:

• select Enter Data As for the project

Fund Requests
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Fund Requests
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Clients must have a Release of Information



Fund Requests
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Completed through Service Transactions

Make sure the Head of Household 
is the primary client!



Confirm details and add any notes
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Fund Requests

These notes will only be 
visible within this service 
transaction
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Double check the details 
before submitting request!

Fund Requests
Click the arrow next to Apply Funds for Service

You will use the 
“Vendor” 
section to 
identify the 
Activity type: 
Day 1 Diversion 
or Day 1 RRH



Add Attachments under Support Documentation
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Fund Requests

Add file and a brief 
description



Specify the Outcome of Need

North Carolina Coalition to End Homelessness 15

Set to Closed and Fully Met 
before saving and exiting

Fund Requests



FundManager
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How to Void Payments



Voiding a Payment
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Through Service Transactions



Voiding a Payment
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Open the 
Funding 

Source for 
details

Click the void button to select the reason why
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Voiding a Payment
Click the void button to select the reason why
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Voiding a Payment
The Fund Request is now voided
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Finally delete the service transaction with the voided payment

Now select the trash can next to the 
service with the voided payment

Voiding a Payment



FundManager
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Tracking Reports



FundManager
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Tracking Reports

Use these two reports



My Managed Funds Report
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Fund Usage Report
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Fund Usage Report
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Other Details



Data Collection

• Minimal data entry records:
• All household members

• Their demographics

• Activity type

• Eligible services 

• Support documentation

• Tools to support
• Training slides and recording

• Program policies & procedures (eligible expenses, documentation details)



Eligible Expenses 

Eligible Expenses Service Option Service Code Option Start Date

Landlord Bonus Landlord/Tenant AssistanceFT-4500 Date of service

Transportation - relocation 
Long Distance 
Transportation BT-4800 Date of service

Transportation - moving 
truck rental Truck Rentals BT-4500.4500-900 Date of service
Transportation - to and 
from housing 
appointments

Local Automobile 
Transportation BT-4500.4500 Date of service

Essential Household items Household Goods BM-3000 Date of service

Household set-up supplies Furniture BM-3000.2000 Date of service

Childcare
Child Care Expense 
Assistance NL-3000.1500 Date of service

Car repairs
Automotive Repair and 
Maintenance BM-7000.0500 Date of service



Eligible Expenses 

Eligible Expenses Service Option Service Code Option Start Date

Rent arrears Rent Payment Assistance BH-3800.7000 First day of month covered

Utility arrears
Utility Arrearage Payment 
Plans BV-8900.9125-900 First day of month covered

security deposits Rental Deposit Assistance BH-3800.7250 Date of service

one-time moving expenses Moving Expense Assistance BH-3800.5150 Date of service

storage unit Household Goods Storage BH-5000.3100 Date of service

employment services
Homeless Employment 
Programs ND-6500.3050 Date of service

reimbursement to landlord 
for repairs Repair Services BM-7000 Date of service

First month's rent Rent Payment Assistance BH-3800.7000 First day of month covered



Eligible Expenses 

Eligible Expenses Service Option Service Code Option Start Date

pet deposits/fees
Pet Fee/Deposit Payment 
Assistance BH-3800.7250-620 Date of service

Documentation related 
fees

Records/Licenses/Permits 
Fee Payment Assistance DF-7020 Date of service

Hotel/Motel costs Homeless Motel Vouchers BH-1800.8500-300 First day of month covered

other items Basic Needs B Date of service



What Information is Needed?
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Users who should be able to run the reports?
Users who should be able to access and use funds?

Service Transaction codes: Eligible Expenses Service 
Transactions.xlsx



Discussion/Questions


