
 

 
  

1 

How to Amend a Case 
 

A parent must report any change in activity (work, training, education status) or 
income within 10 business days. A parent can report a change in family members at 
any time.  
 
Follow these steps to report a change in activity or income. 

 
1. Select the AMEND CASE button on the right side of screen. 

 

 
 

2. Select the applicable change, CHANGE IN INCOME or CHANGE IN HOUSEHOLD 
INFORMATION, from the drop-down menu.  CHANGE IN INCOME should be used 
for a change in activity or income. 
 

 
 

3. Select GET STARTED button to open the application.   
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4. You will need to get through each section of the application: Instructions, Income 
Information, Document Upload, and Review & Summary. 

• At each stage, you can select any of the following:  
• SAVE & EXIT,  
• SAVE,  
• PREVIOUS, and  
• NEXT. 

 
5. At Income Information, you will update activity, income, or both.  Depending on 

your situation, you can do one of the following:  
• EDIT button to revise a current source.  
• Three dots (next to EDIT button) to delete the current source, or 
• ADD INCOME button to add a new income source.  
• Select NEXT to move to the next screen when you are done. 
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6. At Upload Document, upload documentation supporting the change in activity or 
income. You can upload documentation using the UPLOAD ADDITIONAL 
DOCUMENT or UPLOAD FILES option. 
  

 
 

7. On Acknowledgement, check each box and select SUBMIT button. 
  

 

Follow these steps to report a change in family members. 
  

1. Select the AMEND CASE button. 
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2. Select the applicable change, CHANGE IN INCOME or CHANGE IN HOUSEHOLD 

INFORMATION, from the drop-down menu. CHANGE IN HOUSEHOLD 
INFORMATION should be used for a change in activity or income. 
 

 
 

3. Select GET STARTED button to open the application.   
 

 
 

4. You will need to get through each section of the application: Instructions, 
Applicant Details, Household Details, Household Relationship, Income 
Information, Child/Family Needs, Rights and Responsibilities, Document Upload, 
and Review & Summary. At each stage of the application, you can select any of 
the following:  

• SAVE & EXIT,  
• SAVE,  
• PREVIOUS, and  
• NEXT. 

 

 
 



 

 
  

5 

5. At Household Details, you can add, edit, or delete a family member.  Depending 
on your situation, you can do one of the following:  

• Under ACTION, the EDIT button to edit a current person,  
• Under ACTION, the DELETE button to remove a current person, or 
• ADD HOUSEHOLD MEMBER button to add a family member. 

6. Select NEXT to move to the next screen when you are done. 
  

 
 

7. At Household Details, select EDIT screen button. 
 

 
 

8. Add the new member’s relation to the applicant. 
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9. At Rights and Responsibilities, check each box. 
 

 
 

10. At Upload Document, upload documentation supporting the change in household 
member. You can upload documentation using the UPLOAD ADDITIONAL 
DOCUMENT or UPLOAD FILES option. 
  

 
 

11. On Acknowledgement, check each box and select SUBMIT button. 
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