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Overview 

This guide describes how to add a new household member, who is applying for medical 
benefits, to an existing Insurance Affordability Integrated Case (IAIC). 

Key Points 

Always perform a Person Search in NC FAST prior to adding a new household member to an 
existing IAIC. For assistance, refer to the Registering Persons job aid. Before adding a New 
Applicant to an existing IAIC, ensure the applicant has been registered in NC FAST. Refer to the 
Registering Persons job aid. 

Add a new applicant to an existing case from the CoC/Recert Application tab located on the IAIC 
using the Add Applicant link. 

To add a new member NOT applying for medical assistance, continue to use the Guided Change 
wizard. Refer to the MAGI- Adding a Non-applicant to an Integrated Case job aid. 
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If the primary client is reporting the return of a household member whose Application Details 
were previously end dated for a reason OTHER THAN Death or Adoption, prior to completing 
the Add Applicant process, exit and add new Application Details evidence for the individual.  

When it is determined that a new applicant is Aged, Blind, Disabled (ABD), or has indicated the 
need for assistance with daily activities, a separate application for medical assistance must be 
done in NC FAST. Refer to the Application to Case job aid if further information is needed. 

If Retro assistance is requested for the new member, a separate Retroactive Insurance 
Affordability Application Case (IAAC) is created. Refer to the MAGI-Retroactive Applications job 
aid for further information. 

Review the New Member Application PDF to verify accuracy of information prior to processing. 

When approving applicants, caseworkers will need to populate and mail a manual Medicaid 
approval notice. Refer to the Generating and Completing Forms job aid for more information.  

Caseworkers should not use this functionality if the existing household members are on an IAIC 
that is in a county other than their own; rather, in these instances, a full “regular” MAGI 
application should be keyed, and a county transfer requested.  If the county transfer occurs 
prior to application disposition, integration into the existing IAIC should occur; if not, a new IAIC 
should be created.  Once the county transfer occurs, if multiple IAIC’s have been created for the 
same household, the IAIC’s should be integrated into one. 

Referenced Job Aids 

• Registering Persons Last Updated: 12/18/2020 

• Generating and Completing Forms Last Updated: 12/13/2021 

• MAGI-Retroactive Applications Last Updated: 07/11/2023 

• Application to Case Last Updated: 10/01/2019 

• MAGI- Adding a Non-applicant to an Integrated Case Last Updated 09/8/2021 

• Registering Persons Last Updated: 12/18/2020 

• MAGI Work Queue and Task Enhancements Last Updated: August 6, 2021 

• MAGI – Medical Assistance Evidence Verification Items and Levels. Excell 

• Working with Changed Decisions on an Income Support and Insurance Affordability Last 

updated: 11/7/2023  

• Verifications Last Updated: 09/04/2018 
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Step-by-Step Instructions 

The following steps describe how to add a new household member as an applicant using the 
Add Applicant link on the CoC/Recert Application tab. 

1. Navigate to the Insurance Affordability Case. 

2. Click the CoC/Recert Application tab. The CoC/Recert Application page displays. 

 

3. Click the Add Applicant hyperlink. 

 

4. The Add Applicant pop-up displays with an alert that if there is in-edit evidence on 
the case. It should be resolved prior to adding a new applicant. Click Yes to proceed 
and follow the Guided Interview. 

Note: Proceeding without resolving the in-edit evidence will result in the evidence 

remaining in-edit on the evidence dashboard. If the in-edit evidence is changed 
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during the CoC, no updates will be made to the evidence that is in-edit. Instead, the 

caseworker will receive an Evidence Corrections task. Refer to the MAGI Work 

Queue and Task Enhancements how to guide. Or Click No to return to the 

CoC/Recert Application page and resolve the in-edit evidence.  

 

5. The What you need to know page displays. Review the information on the page 
carefully. Select the checkbox Use of SSN Explained then click Next. 

Note: The caseworker can move forward in the IEG without selecting the checkbox 

regarding the use of SSN. The appropriate evidence is added to the Evidence 

Dashboard.  
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6. The Add Applicant pop-up displays with an alert that if there is in-edit evidence on 
the case. It should be resolved prior to adding a new applicant. 

7. The Review and Submit page displays. Scroll to the Information about your 
household section then click the Add hyperlink. 

 

8. The Add household member page displays. Select the A new household member 
not on my case radio button then click Next. 
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9. The New Member Application Date page displays. Enter the Application Date for the 
new member. Click Next. 

Note: This date should be the actual application filing date. The Administrative field 

defaults to No. Select Yes, if appropriate. Select the appropriate Source from the 

drop-down menu. 

Check the Admin Recertification box, if applicable. 

 

10. The Add/Change member information page displays. Add the Household member 
details for the new household member. Answer the Following: 

a. “Does this person live with the applicant? using the drop-down menu. 

b. Answer the “Does this person want to apply for Medical Assistance?” question 
using the drop-down menu. 

Note: If the new member applicant does not wish to apply for medical benefits, 
exit the application and refer to the MAGI Adding a Non-Applicant to an 
Integrated Case job aid. 

c. Enter the date the person joined the household in the date field then click Next. 
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11. The More about <client name, age> page displays. Answer all questions for the new 
applicant. 
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12. The Other household members page displays. Click Next. 

Note: If adding additional household members, click the Add hyperlink and repeat 

this section again. 

 

13. The Relationships for <client name, age> page displays. Using the drop-down menu, 
select the appropriate relationship for the applicant to the other existing household 
members. Click Next. 

Note: The Relationship page will display for all household members to give workers 

the option of adding/changing all the relationships for all household members. 
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14. The Who is the primary caretaker for <new applicant name, age>? page displays. 
Select the appropriate check box. Click Next.  

Note: This page displays only if the new member is under age 18 or if there is a 

member already in the household under age 18 and a new member is added with 

the relationship of Parent to the existing member. 
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15. The Relationships for <name, age> page displays. Enter the relationship start date 
for each existing household member to the new applicant. Enter the appropriate 
date for each relationship. Click Next. 

 

16. The Absent parent information page displays. Select the appropriate answer from 
the drop-down menu. Click Next. 

Note: If Yes is selected, the worker will then be asked to select the child(ren) on this 

application who the child support is for. 

 

17. The Tax filer information page displays. Select the checkbox(es) as appropriate. Click 
Next. 

Note: For example, if an existing household member has Tax filer evidence, the 

checkbox under their name will be pre-selected. 
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18. Tax Dependent information page displays. Select the applicable from the dropdown 
then click Next. 

 

19. The Review page displays. Review all information on the page then click Next. 
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20. The Income & money page displays. Click Next. 

 

21. The Information about income & money page displays. Select the appropriate 
answer for the new applicant using the drop-down menu then click Next.  
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22. Information about Educational scholarships page displays. Select the applicable 
information from the drop-down menu then click Next. 

 

23. The Income summary page displays. Review the information then click Next. 

 

24. The additional household information page displays. Review the information and 
then click Next. 
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25. The Additional information for applicants page displays. Enter the applicable 
information then click Next. 

 

26. The Prior medical expenses page displays. Review the information then click Next. 
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27. Prior Medical expenses page display. Enter the applicable information then click 
Next. 

 

28. The Review and submit page displays. Review all information and make any 
additional changes as needed via the Add and Change hyperlinks as appropriate. 
Click Next. 
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29. The Voter registration page displays. Select the appropriate response from the drop-
down menu then click Next. 

 

30. The Final Steps page displays. Review then click Next. 
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31. The Sign & Submit page displays. Select all check boxes, as applicable then click 
Submit. 
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32. The CoC/Recert Application tab page displays. The New Member Application 
displays in Open status.  

 

33. Click the toggle to expand the line item. The New Member Applicant displays along 
with the Application Reference in Pending status. 

Note: Refer to the MAGI CoC/Recertification Stop Processing Times, Deny and 
Withdraw how to guide if applicable. 

 

34. Click the View PDF link and review the Application PDF for accuracy. 
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Manage Evidence 

1. Navigate to the Evidence tab. Click the In-Edit Evidence folder. All evidence added 
for the new applicant will be displayed on the Evidence Dashboard. Review In-edit 
Evidence. 

 

Verify all outstanding verifications. 

1. If Uevaluated Evidence Errors occur, they must be resolved prior to all appropriate 
outstanding evidence verifications displaying on the IAIC. Once all Unevaluated 
Evidence Errors have been resolved, all the appropriate outstanding verification 
items will display both in the Verifications folder and on the Evidence dashboard of 
the IAIC. Refer to MAGI CoC Unevaluated Evidence Error for further guidance.  
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2. Evaluate any Unevaluated Evidence Errors. Refer to the Unevaluated Evidence Errors 
job aid for further guidance.  

Note: Outstanding verifications will be created for all eligibility-related evidence on 
the IAIC for the New Member Application. For assistance refer to the Verifications 
job aid and MAGI – Medical Assistance Evidence Verification Items and Levels job 
aid. 

Check Eligibility 

1. Navigate to the Eligibility tab. Click the Eligibility Checks folder. Click the Check 
Eligibility hyperlink. 

Note: Refer to the MAGI Check Eligibility on an Insurance Affordability Integrated 

Case how to guide. 

 

2. If the eligibility check is correct, apply changes to all of the in-edit evidence from the 
Evidence Dashboard. 

Note: For information on denials, refer the MAGI CoC/Recertification Stop 

Processing Time, Deny, and Withdrawals for New Applicant how to guide. 

Applying Changes 

1. Click the Page Actions Menu then select Apply Changes. 

 

2. From the Eligibility folder on the Eligibility tab, accept the Changed Decision as 
appropriate. Accepting the Changed Decision will authorize benefits for the new 
member and will also dispose of the New Member Application. 

Note: In the situation where the client’s pregnancy ended in the retro period, and 

pregnancy coverage is not established yet, if the caseworker authorizes the ongoing 
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application first, then the client will not get the postpartum coverage on the ongoing 

application/case automatically. Once the client is authorized for the retro case, and 

the pregnancy coverage is established, the ongoing case needs to be reassessed for 

the client to get the correct postpartum benefit on the ongoing case. 

Note: Refer to the Working with Changed Decisions on an Income Support and 

Insurance Affordability job aid for more information. 

 

3. Navigate to the CoC/Recert Application tab. The Primary Applicant line item displays 
in Closed status. The New Applicant line item displays in Approved status. 

 

4. A manual Medicaid Approval notice will need to be populated and sent by the 
caseworker. 

 


