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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.

e Income Support Application
Application Date 122017
Preferred Contact Not Requosted
Interpreter Language Not Reguestod
- Programs
Primacy Food and Nutrition Services

48 yoors

4 Homw D Programs Trmersy Ewvdence Redatod Cases Elgbiry Chocks Inpdgiity Perod Appoas

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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Reference Registered

397814629 Yes soe

~
ol

|euey yews

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.

Add Client

Date of Bath
Address Line 1

+
City

Cancel

Show Nicknames?

Show Sounds Like

Names?
Gender
Address Line 2

Birth Last Name

n

Next

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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Add Client

@@

Additional Search Criteria

* requied fiek

-

b ¢

First Name { I Show Nicknames? O
Last Name | | Show Sounds Like ]
Names?
Date of Birth [ ™ Gender [ ~]
Address Line 1 [ | Addressiine2 [ |
City [ | Birth Last Name [ |
ch ] Roset .
Search Results
Name Source Address Gender Date of Birth
dy Drive,

v O NCFAST 1, Neeth Fernale V¥1980

Carolina, 27619

=
Cancal

=3

5. The second Add Client pop-up appears. Enter the applicable information then click

Finish.
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Add Client

@E

* regurod falc

Enter the date added and confirm the dotads of the client you are adding o the applcation.

Date Addod =
Client Details

First Name Grace Last Name Wren

Date of Birth V11980 Rederence 7883478324

Gondor Fomye Marital Status  Soparated 12 months or more
Contact

Addross 709 Holly Drive Phoma 5556677

Raloigh, Walke, North Carcina, 27619 Number

United States

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

Income Support Application (111382066)

Saly Hemmings Sally Hemmngway SCOtt Hemmings
@ 7 7 7
Primary Clent Clent
AR veare 4] veare R veare
i. Home Clent Programs Timers Evidence Related Cases Elgbity Checks
Clients

Inelgibiity Period

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.

Dashboard

- Adoption Payment
Alien A

- Alien Sponsorship A
Alien Sponsor A

- Aben Sponsorship LA
Boarder
Child Immunization
Converted FSIS Benefit

Child Support Enforcement

Foster Care
- Foster Care Payment
Head of Household /A
Household Meal Group
- Household Meal Group Member
Household Member /A
Household Relationship
Incarceration

IV-D Referral

3. The New Household Member Evidence pop-up appears. Enter and select the

applicable information then click Save.

New Household Member Evidence m &
* reguired Mkl
Aeceived Date * IR
Housshold Mamibar Details
H the househiold moember is a cage participant, please select from below -
Housahold Mamber
Particicant
 thd recosaantecsbcl Iroismibar 307 0 G5 PArHCIRENT bt i regratonsd on th Syaiam, phoasd Salact from below
Heusehohd Ml
Additional Housshold Membar Datails
Citizen Status *
Viberan Stabus. * Diarte: DUA-S001 o | =
Application Skned
Applied lor SEM. * Duate Use of S5H [ =
Rescinded
Stort Diate * | = EmdDate [ | =
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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.

New Living Arrangement Evidence @ ®
o New Living Arrangement Evidence @ End Exasting Living Arrangement Evidence
Received Date * l 4/6/2018 ] =4
Living Arrangement Details 1
Household Member * l v | Nursing Home / |
Spouse in the Same
Room —
Arrangement Type * l Home (living with own family) v | Arrangement [ Permanent v l
Status *
Start Date * | | &1 EndDate | | =4
Probable End Date l l ™ Number of Meals per ‘ l
Day
AddictedtoDrugsor [ ] Livingona O
Alcohol Reservation
Subsidized Housing ‘ v

Medicaid Details

[ o |

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

Evidence Dashboard

This page displays a list of all evidence types in a tree structure.

- Absent Parent Child
Support Extension
- Absenteeism FNS Authorized
Representative
Adoption

Foster Care

SN+ X0
Presumptive

Eligibility

Product Exclusion

Residency

7. The New Residency Evidence pop-up appears. Enter and select the applicable
information then click Save.
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New Residency Evidence @ ®
* requred fald
Received Date * [ w2018 J =]
Household Member * I v I

Residency Details

Start Date * | | EndDate | =4

Is applicant aresident [ ]
of North Carclina?

m

Has the applicant’s
intent to remain in the
state been verified?

Does applicantmeet  []
Special Assistance
residency

requirements?

Comments

T

Note: When all necessary evidences have been added for the new client, users can
resume processing the application.
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