
How to Add Another Person to a Household

Click the ‘add’ button to begin 
the process of adding a person 

to the household

If you do not have a social security 
number, click on ‘no ss’, and the 

screen below will come up. 
Choose the appropriate option and 

click the ‘save’ button

If the social security number 
is successfully verified, it is 
locked and the rest of the 

fields for input are displayed
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Fill in all the fields with the 
appropriate information – hit the 
‘tab’ key after each field to get to 

the next one
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Enter the person’s social 
security number here 
without any spaces or 

dashes (just the numbers) 
and click ‘check’



How to Add Another Person to a Household (continued)

Click the ‘save’ button to 
complete addition of the new 

household member

Click here to add any 
income associated with 
this household member
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Click here to open a screen 
where you can make any 

corrections and return to this 
screen
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