
 

Service Transactions/Requests for funds 
 

Making a funds request – PG 1 
Voiding a funds request – PG 3 
Deleting a funds request – PG 4 
 
 
MAKING A FUNDS REQUEST: 
 

 

  
 

 
 
 
 
 

SERVICE Service Unit Type 

Rental Application Fee Payment 
Assistance 

none 

Rent Payment Assistance (at 
move-in)          

Last Month Rent 
First Month Rent 
Partial Month 
Months 

Rent Payment Assistance 
(arrearage) 

Month(s) Rent Arrearage(s) 

Rental Deposit Assistance none 

Utility Service Payment 
Assistance (arrearage) 

Month(s) Rent Arrearage(s) 

Utility Deposit Assistance none 

Birth Certificate Fee Payment 
Assistance 

none 

Identification Card Fee Payment 
Assistance 

none 

 



 
 
 

 
 

 
 
 

 
 
 

 
 
 

 
 
 
 
 



VOIDING A FUNDS REQUEST: Voiding or changing amount on request 
1) Find the service transaction with the request 

 

 
 

 
 

 

 
 

 
CLICK SAVE AND EXIT AT THE BOTTOM.  ALL DONE! To change amt, click add funding source 
and repeat. 



DELETING A FUNDS REQUEST:  Void all funds before deleting a request.  Only delete if request 
was a mistake. 
 
ALL SERVICE TRANSACTIONS CREATE: (1) A NEED AND (2) A SERVICE.  IN ORDER TO 
DELETE BOTH, DELETE THE NEED. 
 

 

 

 
 

 
ALL DONE!  Please feel free to contact us with questions 
 
 
 

 
Lisë Stuart  
Lise.STUART@CO.Lane.OR.US 

541-682-3379 desk 
 
 
 

Andrea Russell, Admin Analyst  

Lane County Human Services Division 
Andrea.RUSSELL@CO.Lane.OR.US 
151 W. 7th Ave., Room 560, Eugene OR 97401 
541-682-8704 desk 
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