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Overview 

This job aid describes how to add a new client with a source in NC FAST to an application. 

Note: This job aid only applies to traditional applications. 

Step-by-Step Instructions 

1. Navigate to the Income Support Application page. Click the Clients tab. 

 

Note: For navigation to the Income Support Application, refer to Searching for 

Applications job aid. 

2. The Clients page displays. Click the  New hyperlink. 
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3. The Add Client pop-up appears. Enter and select the applicable information then 
click Search. 

Note: Caseworkers should conduct four separate person searches to verify the 

correct person is found or selected: 

a. First Name, Last Name, Gender. 

b. First Name, Last Name, Gender, Date of Birth. 

c. SSN or CNDS ID, if the client has one. 

d. First Name (three letters), Last Name (three letters), Gender, Date of Birth. 

 

4. The Search Results display. In the Name column, select the applicable radio button 
then click Next. 

Note: If there are no search results with a Source of NC FAST, refer to Adding a New 

Client to Applications (Not Registered) job aid. 
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5. The second Add Client pop-up appears. Enter the applicable information then click 
Finish. 
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Manage Evidence 

1. The Clients page displays. Click the Evidence tab. 

 

Note: Household Member, Living Arrangement, and Residency are a few of the basic 

evidences required when adding a new client to an applicaton. Additional evidence 

may be needed depending on the type of application. Refer to the Minimum 

Mandatory Reference job aid. 
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2. The Evidence dashboard displays. Click the + icon to the right of Houshold Meal 
Group Member evidence. 

 

3. The New Household Member Evidence pop-up appears. Enter and select the 
applicable information then click Save. 
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4. The Evidence Dashboard displays. Click the + icon to the right of Living Arrangment 
evidence. 

5. The New Living Arrangment Evidence pop-up appears. Enter and select the 
applicable information then click Save and Exit. 

 

6. The Evidence Dashboard displays. Click the + icon to the right of Residency evidence. 

 

7. The New Residency Evidence pop-up appears. Enter and select the applicable 
information then click Save. 
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Note: When all necessary evidences have been added for the new client, users can 

resume processing the application. 


