
  

 Page 1 of 2 

 

MAGI - Change Primary Client/Case Head 

Last Updated: 09/19/2019 

Overview 

This job aid outlines the steps for changing the Primary Client/Case Head.  It is important to 

know that the first person who is applying will automatically be made the Primary Client/Case 

Head, even if they are not entered first on the application.  For communication and Child 

Support referral purposes, a parent or adult caretaker relative should be made the Primary 

Client/Case Head on cases with only minor children receiving assistance.   

Step-by-Step Instructions 

Changing the Primary Client/Case Head prior to authorizing the Insurance Affordability 

Application Case 

Note: Complete the following steps prior to authorizing the Application case, if the person 

marked as the Primary Applicant in the Application Details evidence should not be the Primary 

Client/Case Head. 

1. After submitting the Insurance Affordability Application, click the Evidence tab. 

2. Edit the Application Details evidence for the client that should not be the Primary 
Client/Case Head. Uncheck the box for Primary Applicant then click Save. 

3. Edit the Application Details evidence for the client that should be the Primary 
Client/Case Head. Click the check box for Primary Applicant then click Save. 

4. Proceed with processing the Insurance Affordability Application.  

Note: For further assistance processing and submitting Insurance Affordability 
Applications, please refer to the MAGI - Application to Case and Key Differences 
Checklist job aid. 

  

Changing the Case Head on an active Product Delivery Case (PDC)  

Note: Complete the following steps if a change in Case Head is required on a PDC.  

1. Navigate to the Product Delivery Case (PDC) Home tab. 
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2. Click the [Change…] hyperlink next to the name of the current Case Head. The Case 
Head pop-up appears. 

 

3. Click New.... The New Case Head pop-up appears. 

4. Click the New Case Head drop-down menu then select the new Case Head. 

 

5. Click Save. The Case Head pop-up reappears.   

6. Click X to close the pop-up. 

 


