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Overview 

This Job Aid should only be used in specific instances and careful consideration must be given 
when removing a person from a MAGI application.   

For example, in the instance that a MAGI application is received through ePASS or FFM which 
includes a household member who is not an applicant and who does not impact eligibility for 
any other household members, removing this erroneous household member should be 
completed using the process outlined in this Job Aid.   

If removing an applicant from a MAGI Application to enter a separate application for this 
applicant, caseworkers must ensure that the eligibility for this applicant is evaluated properly 
by ensuring the information entered on the new application aligns with the information 
provided on the initial application, including date of application.  

Notes:  

• NC FAST does not allow users to remove the Head of Household (i.e., case head or 
“Primary Client”) from an application.  

• The caseworker must designate another household member as the Primary Client in NC 
FAST, if applicable before proceeding with this job aid.  

• Caseworkers will not be able to remove a client if the client is the only applicant.   

• This process can be used for both prospect and registered clients on an application. 

Step-by-Step Instructions 
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Navigation to Application 

1. From the Head of Household’s Person page, click the Application tab.  

 

2. The applications page displays. Locate the submitted application in the MAGI 
Application section.  

 

Note: Applications that have been submitted but not disposed will have a status of 

Open.  

3. Click the applicable Reference number hyperlink for the Insurance Affordability 
Application. 
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Managing Evidence 

1. The Insurance Affordability Application page displays. Click the Evidence tab. 

 

2. The Evidence page displays. 

 

Notes:  
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• If the Primary Client is being removed, another Primary Client must be 
designated before proceeding. This is done by editing Application Details 
evidence for another applicant on the case. 

• All evidence associated with the client must first be removed before 
removing the client from the application.  

3. Click the Client header. The list of evidence types will sort by Client on the 
application. 

 

4. Click the List Actions Menu for each individual line item of evidence type pertaining 
to the client being removed, then select Delete. 

 

Notes:  

• Application Details should be end dated using the date they are being 
removed from the application. 
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• All Active and In-Edit evidence for the client(s) that is being removed must 
be deleted to completely process the application. 

• Evidence such as Member Relationship or Absent Parent may not contain 
the client’s name but should be evaluated to see if it contains evidence for 
the client(s) being removed.  

• Remember to check the Incoming Evidence folder to remove any evidence 
that is associated with the client(s) that needs to be removed from the 
application. 

5. The Delete Active Evidence pop-up appears. Click Yes. 

 

6. The Evidence page displays. Repeat steps 6-9 until all pieces of evidence for the 
client are removed from the application. 

Final Removal from Application 

1. Once all evidence is removed for the designated client, click the Clients tab. The 
Current Clients page displays. 
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2. Click the List Actions Menu for the client that needs to be removed from the 
application, then select Remove Client. 

 

3. The Remove Client pop-up appears. Click Yes. 
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4. The Current Clients page displays. The client that was removed will no longer display 
on this page. Only the remaining client(s)will show. 

 

Note: Clients that have been removed from the application can be viewed in the 

Previous Clients folder located on this page.  

5.  Complete the application by managing and verifying the remaining evidence and 
checking the eligibility.  

Note: Please refer to the MAGI – Application to Case job Aid. 

 

 


