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Log In Procedures:  
 

Landing Page – Login Page 

 

 

1. Enter your User ID. 

2. Enter your Password. 

3. Click Sign In. 
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Confidentiality Agreement Screen 
 

 

4. Click I Accept. 
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Selecting a Case:  

 

Case Selection Screen 

 

5. If the customer successfully associated their CommonHelp account with their case the Case 

Selection screen displays.   

a. Refer to the Case Association User Manual for help with how to associate a case with a 

CommonHelp account.  

6. Select the specific radio button associated with the case that they want to report changes to and 

click Continue. 
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Case Information Screen 

 

7. Select the Report My Changes link at the top of the screen.  
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Reporting Changes to a Case:  

 

Report My Changes 

 

8. Select the check boxes next to the changes to be reported.  Select all that apply. 

a. Note: Based on the check boxes selected the system displays the appropriate screens 

for the user to update their information.  

9. Changes not listed above cannot be reported through CommonHelp.   

10. Click Next. 

The following pages display examples of the screens provided during the Report My Changes process.  

The last screen is the Submit Your Changes screen. 

NOTE:  At any time during the Report My Changes process, the customer can click the Cancel My 

Changes button on the bottom left of each page to exit out of Report My Changes.  The change will not 

be sent to the local department of social services if Cancel My Changes button is selected. 
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Examples of Screens for Reporting Changes:  
 

Changes in Your Home Screen 

 

11. Select the individual’s check box (s) to report changes for specific individuals.  

12. Click Next.  
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Information About You Screen 
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13. On the right side of the screen the information that is currently on record displays.  Make 

changes to the information on the left side of the screen.  

a. Note: The information on the right side of the screen will not automatically display the 

changes that were made from the left. 

14. Click Next.  
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Moved Out Details 

 

15. If someone has moved out of the household, select the reason they left the home. 

16. Enter the date they moved out. 

17. Click Next.  
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Someone Moved Into Your Home Screen

 

 

18. Enter the Personal Information, Program Selection, Citizenship Information, Ethnicity, Race, 

Veteran Information, Temporarily Away From Home information for the new individual that 

moved into the household. 

19. Click Next.  
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Relationship Screen (for the person who moved into the home) 

 

20. Identify the relationship between the new household member and the existing members. 

21. Click Next.  
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More About New Screen (for the person who moved into the home) 

 

22. Select Yes or No to the new individual’s financial and caretaker information. 

23. Click Next.  
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Disability Details  

 

24. Enter the disability details for the new individual entering the household. 

25. Click Next.  
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Pregnancy Screen  

 

26. Enter the pregnancy details for any female who is or was pregnant. 

27. Click Next.  
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Review Your Household Changes Screen –Screen 1 of 2 

 

28. Review the Household Changes information, if something needs changed click the pencil and 

paper icon to update the information. 

29. Click Next.  
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Review Your Household Changes Screen –Screen 2 of 2 

 

30. Review the Household Changes information, if something needs changed click the pencil and 

paper icon to update the information. 

31. Click Next.  
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Additional Information – Reporting a Change in School Enrollment 

 

32. Select the check box next to the individual who has a change to school enrollment. 

33. Click Next.  
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School Enrollment Details (for the new person in the household) 

 

34. Enter the school enrollment details for the individual 

35. Click Next.  
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Review Your Additional Information Changes 

 

36. Review the Additional Information Changes, if something needs changed click the pencil and 

paper icon to update the information. 

37. Click Next. 
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Income Screen 

 

38. Select the check box next to the individual who has a change to their income. 

39. Click Next.  
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Reporting Changes in Housing and Utility Bills Screen 

 

40. If reporting a change to housing or utility bills, select the check box next to the new household 

or utility bills question.   

41. Click Next.  
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Housing/Utility/Medical Bills 

 

42. Select the check box (s) next to the new housing or utility bills.  

43. Click Next.  
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More About the Housing/Utility/Medical Bills 

 

44. If an additional bill was reported under the Other category, enter how much the bill is for 

monthly. 

45. Select the check box next to the individual who is responsible for the bill.  

46. Click Next.  
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Review Your Housing and Utility Changes Screen 

 

47. Review the Housing and Utility Changes information, if something needs changed click the 

pencil and paper icon to update the information. 

48. Click Next. 
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Submitting Changes:  

 

Submit Your Changes Screen 

 

49. Accept the terms of the changes by selecting the check box and signing your name.  

50. Enter any Additional Information in the open text box that would be relevant for a case worker 

when reviewing the changes submitted. 

51. Click Submit. 

 

 

 

 


