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When adding a non-unit reimbursement start at the ARMS Home Page, and click “Services”. 
 
 
 
 
 
 
 
 

 
Even though it is a non-unit service, most non-unit reimbursements still require a client to be tied to the 
non-unit service, and a ‘unit’ to be added to the system, before a reimbursement amount will be 
allowed to be entered into the system.  
 
This is true for Information & Options Counseling, Housing and Home Improvement, and many of the 
Family Caregiver Support Program Services.  
 
We will use Information and Assistance as our example: 
 

 
 
You will get this screen, click “Services Totals” 

 
 
Then enter the number Information and Assistance contacts in the system for the month you are 
reporting on: 

 
 
Click “Verify”. Let the screen refresh, then click “Update” 
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After clicking update, it should refresh and bring you back to your budget list.  
 
Then click on “Reimbursements”. 
 

 
 
Then click on “Add Non Unit Reimbursement”. 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Choose the correct month you are entering the reimbursement from the drop down box. 
2. Then add the full reimbursement amount, including match (ARMS will automatically deduct the 

match amount from the amount). 
3. Then click “Add”. If you do not click “Add”, the reimbursement amount will not be entered. 
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To add “Consumer Contributions/Program Income/Costsharing”,  starting from the ARMS Home page, 
click “Services”. 

 
 
 
 
 
 
 
 

Then click “Costsharing”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The click “Add Consumer Contribution”. 
 

 
 
 
 
 
 
 
 
 
 

1. Choose the correct month the consumer contribution was received  
2. Enter the full amount of the consumer contribution in the top field. 
3. Enter the amount of allowable deduction in the lower field. 
4. Click “Add”. If you do not click “Add”, the amount will not be entered. 
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