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Overview 
This job aid describes how to create a new Income Support Application.  

Notes:  

• To complete the MAGI Application, refer to the MAGI Application to Case and Key 
Differences Checklist.  

• If a client must leave before the application is finished, complete the current section of 
the IEG application and select Close. Once the application is submitted, the remaining 
questions in the application that have not been answered will be lost and all required 
evidences will need to be entered through the Evidence Dashboard.  

Step-by-Step Instructions 
How to complete an application 

1. Navigate to the Person page. Click the Applications tab. 

  
Note: For navigation steps to the Person page, refer to Searching for Persons job aid. 

2. The Applications page displays. Click the New Application hyperlink. 

  
3. The New Application pop-up appears. In the Type column, select the applicable 

program radio button then click Next. 



 
 

 
4. The New Application pop-up appears. Select the applicable Name check box then 

click Next. 

 
5. The Information About the Claimant pop-up appears. Enter and select the applicable 

information then click Next. 

Note: Additional screens may be added or omitted based on application choice(s).  



 
 

 

Note: All mandatory fields must be entered. Review the data entered after each 
section of the application. 

6. The Suggested Addresses pop-up appears. Select the applicable information then 
click Next. 

  
7. The Claimant Details pop-up appears. Enter and select the applicable information 

then click Next.  



 
 

  
8. The Review the Claimant’s Answers pop-up appears. Review the About the Claimant 

information for accuracy then click Next. 

 
9. The Absent Parent Information pop-up appears. Enter and select the applicable 

information then click Next.  



 
 

 
10. The General Information pop-up appears. Enter and select the applicable 

information then click Next. 

  
11. The Review the Claimant's Answers pop-up appears. Review Claimants Answers for 

accuracy then click Next.  



 
 

  
12. The Benefits Information pop-up appears. Enter and select the applicable 

information then click Next. 

  
13. The Review the Claimant's Answers pop-up appears. Review the benefit information 

for accuracy then click Next. 



 
 

  
14. The Employment Information pop-up appears. Enter and select the applicable 

information then click Next. 

  
15. The Income Information pop-up appears. Enter and select the applicable 

information then click Next. 



 
 

    
16. The Review the Claimant's Answers pop-up appears. Review the income information 

for accuracy then click Next. 

 
17. The Resources General Information pop-up appears. Enter and select the applicable 

information then click Next. 

  

18. The Review the Claimant's Answers pop-up appears. Review the resource 
information for accuracy then click Next. 



 
 

 
19. The Expenses Information pop-up appears. Enter and select the applicable 

information then click Next. 

  
20. The Review the Claimant's Answers pop-up appears. Review the expenses 

information for accuracy then click Next. 



 
 

      
21. The Review the Claimant's Answers pop-up appears. Review the information for the 

entire application for accuracy then click Next. 

  
22. The New Application pop-up appears. Click the applicable check boxes then click 

Submit. 



 
 

 
23. The Application page displays showing the new application in Submitted status. 

   
DMA Note: Remember that CCNC/CA enrollment information is not taken within the Medicaid 
application/IEG. Be sure to obtain this information so it can be added to the Managed Care 
evidence on the Evidence Dashboard prior to authorizing the application. 

 


