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Log In Procedures:

Landing Page - Login Page

Virginia. 2OV oOnline Services | Agencies | Governor | Help

& Cgmmon

CommonHelp is the central, easy way to
apply for and get help with assistance in
Virginia.

Apply for Assistance '

1. Enteryour User ID.
2. Enter your Password.
3. Click Sign In.

TRAINING/TESTING ENVIRONMENT

See if you can get help with food,
child care, energy, medical and
cash assistance.

Am | Eligible?

Search Virginia.Gov

Habla Espafiol? | Sign In | Help

Create an Account 1

4 What can | do with an account?

Sign In

User ID

Password

Sign In Forgot your password?




Confidentiality Agreement Screen

nia. g()\" Online Services | Agencies | Governor | Help Search Virginia.Gov

abla Espariol? int | Page Hel
& Common faliecastog P | oosiicy

helping those in need

Confidentiality Agreement

Confidentiality Agreement
By clicking the "l Accept” button, you are accepting the confidentiality, acceptable use and other privacy policies as mandated by Commonwealth of
Virginia. Also, note that it is your responsibility for printing and keeping copies of this sensitive information. Click the " Do Mot Accept” button to end
this session and log out.

(TSEET O

CommonHelp is provided by the Vi
Toll-Free Helpline:1-855-635-4370 | Email:

Commonwealth of Virginia - 2012 - Terms of Use - Privacy Policy

4. Click I Accept.




Selecting a Case:

Case Selection Screen

Virginia.gov Online Services | Agencies | Governor | Help

& Common

helping those in need

Am | Eligible? | Apply For Assistance

Hello, vasant. You are logged in

Manage My Account

My Benefits My Applications

Case Selection

Case Selection

Search Virginia.Gov

Habla Espafiol? | Print | Page Help

Learn More

Listed below are all of the cases associated with this account. Please select one to see more information

Selection Name

BESSIE BAUSTIN

LIZA LEHMAN

VANNA VANE

BESSIE BAUSTIN

Benefits

SNAP, Medical Assistance, TANF

SNAP

SNAP, Medical Assistance, TANF

Medical Assistance

CommonHelp is provided by the Virginia Department of S
Toll-Free Helpline:1-855-635-4370 | Email: commonhelg E!
Commonwealth of Virginia - 2012 - Terms of Use - Privacy Policy

Case Number

0103872

0107235

0102353

163000755008

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

Selection screen displays.

a. Referto 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.




Case Information Screen

\"Yll_"_ ]Il]a ‘-'_-‘(Tl\-" Online Services | Agencies | Governor | Help

ot

& Common

helping those in need

Back To Case Selection | Am | Eligible? | Apply For Assistance] Report My Changes |

Hello, Larry. You are logged in.

'I ﬁni I_n ¥ -I.\'iii. Hﬂ. -H‘l'-ili ]-

Search Virginia.Gov

| Print | Page Hel
mmaonHelp Hom

My Benefits My Applications Learn More

Case Information

rCase Information
Case Name : LARRY STUFFER Case Number : 0057254

My Benefits

As of Thursday, June 21, 2012,

Benefits Status
Medical Assistance In June 2012, KACEY, KELLY, LARRY, and MARY are getting Medical Assistance benefits.
SNAF (Food Assistance) In June 2012, KACEY, KELLY, LARRY, and MARY are getting SNAP (Food Assistance) benefits.
TANF [Cash Assistance] In June 2012, KACEY, KELLY, LARRY, and MARY are getting TANF [Cash Assistance) benefits.

7. Select the Report My Changes link at the top of the screen.

Details




Reporting Changes to a Case:

Report My Changes

\’I 1 [g][l]a & g(]\' Online Services | Agencies | Governor | Help Search Virginia.Gov

& Common ol? | Print | Page H

helping those in need

Hello, Larry. You are logged in.

Report My Changes

Welcame to Report My Changes! As part of getting benefits, you may need to tell your worker if you have changss in your househald, your income and/or your
bills. This tool will help you report those changes.

For most changes, you will need to mail, fax, or bring procf to your worker within 10 days of when your worker asks for it. Without this proof, your changes cannat
be made and your benefits may end. Clid: here to read more sbout the kinds of proof you may need to give to your worker,

rReporting Changes Through CommonHelp
Flesse chedk the boxes for sll of the changes that you want to report.
Based on the bensfits you are getting, hers ars the changes you must report:

Someone moved into your home.
[ someocne moved out of your home. Someone became pregnant.

Someone’s pregnancy ended. Someone had a change in disability status.

a0

r
© someone had a change in job income and/or work hours. Someone's housing or utility bills changed.
r

Someone had a change in income other than a job.

CommonHelp is provided by the Virgi
Toll-Free Helpline: 1-855-628-4370 | Email:

Commonwealth of Virginia - 2012 - Te:

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.

alp




Examples of Screens for Reporting Changes:

Changes in Your Home Screen

Hello, Larry. You are logged in.

Start Resources Income Bills Submit

‘ Additional Information

——

—/ Changesin Your Home

Please tell us about the changes in your home.

r Someone Moved Out of the Home
Fleass ched: the box [or boxes) to tell us who left your home.

I'A I_Q l'h I'h

&2 V) [V V)

LARRY MARY KELLY KACEY

 Someone Became Pregnant
* Please chedk the box [or boxes) to tell us who became pregnant.

S

MARY

“You have told us that you would like to end a pregnancy, however there is no ocne pregnant in your home.

"End of Pregnancy

Someone had a change in disability status
* Please checdk the box (or boxes) to tell us who had a change in their disability status {blind, disabled or caring for a disabled person).

o & & @&

LARRY MARY KELLY KACEY

CommeonHelp is provided by the Virginia Department
Toll-Free Helpline: 1-855-538-4370 | Email: common

Commenwealth of Virginia - 2012 - Terms of Use - Privacy Policy

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




Information About You Screen

\’I l]:g]llla - g(‘l\r Online Services | Agencies | Governor | Help

& Common

helping those in need

Hello, Larry. You are logged in.

Start Income

People Information

Information About You

Your Address or Phone Number Change
“fou hawve told us that your address or phone numbser has changed. On the right side of the page, we're showing you the information we have on file. On the |eft side of the page,
you'll see boxes where you can change, add or remowve information about how to get in touch with you. When you're done, didk the Mext button.

Flzase ksep in mind:

*f something hasn't changed, you should leave the answer in the box the way it is.

* The right side of the page won't change until a worker gets and processes your changes.

Please Tell Us Your Changes: Information on File:

rWhere You Live
If you're staying in & shelter or living with & friend or family member, you can give us that sgency or person'’s addrass. Be sure tof
put the name of the person or agency on the second line.

* Address Line:

ONE 5§

I 111 ONE 5T

= City : * State: * Zip Code :

RICHMOND Virginia - 23z33

IFic d = R RICHMOND Virginia 23233
rMailing Address

If you want to receive your mail at a different address, provide this address below.

Street Address or P.O. Box Mumber :

County J City : Stats: Zip Code :
< clidk hese to choose > ;I

rContact Information
Please tell us how we can get in touch with you. For the phone numbers, please be sure to include area codes. If you don't
have one of the items we ask for, just leave it blank.

Home

Phone :

Work Phone : Ext:
E‘.EII.-'I'vIEsssgal

Phone :

Email [
Address

I —

CommeonHelp is provided by the \




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.

10




Moved Out Details

V l[g]lllﬂ .20V Online Services | Agencies | Governor | Help Search Virginia.Gov

& Common Habls Espsiiol? | Print | Pags Help

helping those in need

Hello, Larry. You are logged in.

Start Resources Income Submit

T

Moved Out Details

More About KACEY
“fou have told us that KACEY has Isft the home.

* What is the reason KACEY left the home? |< clidk here to choose > d

* When did KACEY leave the home? Ex: mmidd/yyyy

Cemmanbelp is provided by the Vimini
Tall-Free Helpline: 1-855-825-4370 | Email

Commanweslth of Virginis - 2012 - Ter

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.

11




Someone Moved Into Your Home Screen

Virginia.gov

& Common

helping those in need

Online Services | Agencies | Governor | Help

Search Virginia.Gow

| Print | Page Help|

Hello, Larry. You are logged in.

Start

Resources Income Bills Submit
People |
Someone Moved Into Your Home
|7 You have told us that someone has moved into your home. Please answer the questions below to tell us mare sbout this persan
Personal Information
* First Name: Middle Initis| - * Last Name: Suffix:
* Gendsr © Msle C remsle

* Date of Birth -

Ex: mm/ddlyyyy
< olick here to choose > -

© ves (eI

* What is this person's plsos of birth?
Is this persan  resident of Virginie?

What i this person's marits status?

< olick here to choose > =
< click ners to chaose »

MHame of the Tribe

Program Selection

The programs below go not require you to Spply for svaryens In your household . Pleass chadk the box for  program this parson would liks to apply for, If you don't chack = tox,
this person will not be applying for that program.

I suar T tane T Medical Assistance

r Citizenship Information

*ou do not have to answer these quastions if this person is not ssking for sssistanos.

Social Security number:

Is this persen a U.S. citizen? C ves C e

[ Ethnicig

Plesse select this person's sthnicity. You don't have to snswer this question if you don't want fo. (This snswer will not be used to make a decision sbout your assistance.)

© Hispanicor Lating ) Not Hispanic or Latino. € uninown

rRace

Flease chadk ihe box or boxes to tell us ihis person's race. (This answer will net be used to make @ decision sbout your sssistence.)

= American Indian / Alssken Native I asien

T Bleck/ Africen Americen T Mstive Hewsiizn / Other Fasific Islander

T white

Is this parson a veteran or & dependent of a veteran?

"Veteran Information

O ves © Ne
Temporarily Away From Home:
’7 Is this person tempararily awey from home? O ves © N
More People in the Home
’7 Did anyone lse move into your home? O s & N

(oo

is provided by the Virgini
Toll-Fres Helpline. 370 | Email

2012

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.

12




Relationship Screen (for the person who moved into the home)

T "
V llﬁ\gy 1mia. g()\ Online Services | Agencies | Governor | Help Search Virginia.Gov

& Common —

helping those in need

Hello, Larry. You are logged in

Start Resources Income Bills Submit

People ‘

gg Relationships

"How You Are Related

Plesse tell us how New is relsted to the other people in your home.

rNew's Relationship to LARRY:

< click here to choose > - A

LARRY

food or est mesls with LARRY?
€ Yes C N

—New's Relationship to MARY

V.

< dlick here to choose >

New MARY
Does New buy food or eat meals with MARY?
€ Yes € No

Mew's Relationship to KELLY-

re

u

P =

WKELLY
Does New buy food or eat mesls with KELLY?
& ves & e
New's Relationship to KACEY-
B e — = )
= KAcET

Do=s Naw buy fead or 23t masls with KACEY?
0 ves © No

Lot s P S

CommenHelg is provided by the ¥
Toll-Free Halpling:1- 55370 | Em.

nis - 2012 -

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

13




More About New Screen (for the person who moved into the home)

V l]'g]lllzt}__-‘(\ [ e Services | Agencies | Governor | Help

& Common

helping those in need

Hello, Larry. You are logged in.

Start Resources Income Bills Submit

More About New

“You have told us that New has maved into your home. Plesse answar the quastions below to tell us mere sbout New.

* Doss New have = job right now or has New had & job in last 60 days? T ves € No

"Hew‘s Employment Income

*Is New getting sny inceme or paymant frem = scurce other than = job? © ves © N

I'Hew‘s Other Income

New's Bill
* Is New responsible for paying any housing bills? By housing bills, we mean rent or lot rent, mortgage, property ~ © Yas O Ne
taxas and sssessments, homeowner's insurance, mobile home payments, and payments for temparary housing
* Is New rasponsible for paying any utility bills? By utility bills, we mesn things like gas, electricity, water, sewer snd € es O N
telephone. Cli

*Caretaker / Non-Parent
Flesse select the person [persons) acting as New's parent or caretaker. If nc one is ading as the parent or caretsker, seledt "No One™

 No ane
o ) s H
LARRY MARY

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

14




Disability Details

\"‘ 1 ]:g 11 ] d g(]\ Online Services | Agencies | Governor | Help

& Common -

helping those in need

Hello, Larry. You are logged in.

Start Resources Income

People Informa

Disability Details

rMore About KELLY"s Disability or Blindness

“ou have told us that KELLY has s change in the disability status. Please tell us more sbout this

*What is KELLY"s disability status™
[} Blind I Disabled

T No lenger disabled

What is the begin date of KELLY's disability status? Ex: mm/ddyyyy
If KELLY is no longer disabled, when did the disability end? Es: mm/ddlyyyy

Has KELLY's ability to work been reduced? T Yes C No
Has KELLYs sbility to care for & child been reduced? 7 es 0 Ne
Does KELLY need somecne in the house due to the disability™ O Yes ' No

—KELLY's Disability or Blindness

When did KELLY becomse blind or disabled? Ex: mmiddiyyyy

= Has KELLY ever spplied for Sccisl Security, Supplementsl Security Income [SS1) or i ves T e
Rsilrosd Retirement benefits ss s dissbled person?

What is the dste KELLY |sst spplied to SSAZ Ex: mmiddiyyyy
= Did KELLY or KELLY"s spouse ever receive Supplemental Security Income [SS1)i7 O ves = Ne
= Has the SS| payment now stopped? T es O Ne

— Denial Details

If an application for Scdial Security Disability Income [SSO1), Supplemental security Income O ves T Ne
{SSI) or railrosd retirement benefits was denied, did KELLY file an appesl for = denial?

If yes, what was the cutcome of the appeal ®

Did KELLY or KELLY's spouse have s new medicsl condition or has the iti or 0 ves C Ne
worsened since the most recent application for disability was denied?

If yes, plesse sxplain.

EESNESYL TV e e B3

CommenHelp is provided by the Virginis
Toll-Frae ine:1-855-635-4370 | Emai

24. Enter the disability details for the new individual entering the household.
25. Click Next.

15




Pregnancy Screen

nia.gov

Online Services | Agencies | Governor | Help

& Common

helping those in need

Search Virginia.Gov

Habla Espafiol? | Print | Page Helg

Hello, Larry. You are logged in.

Start Resources

Income Submit

EECTEED

(ﬁ Pregnancy
e

More About MARY's Pregnancy

You have told us that MARY is pregnant

What is MARY's due date?

Ex: mm/ddiyyyy
Ex: mmiddiyyyy

How many babies is MARY expacting from this pragnancy?

Whst is MARY's conoeption dste?

CemmonHelp is provided by the Vir
Toll-Fras Helpline 335-4270 | Em.

cnweslth of Virginie - 2012 -

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

16




Online Services | Agencies | Governor | Help

helping those in need

Hello, Larry. You are logged in.

Bills Submit

Start Resources

Review Your Household Changes

Additional Information

Before you olick Next to move on to other changes, plesse take 3 look at this page to make sure everything is comect

* If you need to mske a change to something you have told us, dick on “Change™
* If you have changed your mind and don't want ta report a change or new addition, click on "Undo Changs",
.

If you need to add information for an individual, choose the person's name from the dropdown box nd then dick the Add button

©noe you have reviewed this summary and all the information is comedt, dlick the Next button at the bottem of the page.

rReview Your Answers: Contact Information Ch

e et Chanass

Household Address 111 OME ST - AFT B, RICHMCND, VA 23233 § o g

~Moved Out of the Home Summary

[ 4] ““ e
‘1 KACEY Other 05/31/2012 E mg

Add Someone Moved Out
To report that someone else has moved out of your home, plesss choose the name of the parsan and dlick the Add button.

Hame:

< dlick here to choose > =

rReview Your Answers: Moved Into the Home Chang;

(4] ““ el
‘l Hew Female 10/10/1989 E mg

Add Someone Moved In
Ta repart that someone has moved into your home, click the Add button.

~Review Your Answers: Preg| y Chang
Due Dat tion Date |2 Opti
e Date ‘onception Date s ptions
u MARY 1111312012 02122012 1 § :,0

Add a Pregnancy

To report that someone else has become pregnant, plesss chooose the name of the person snd click the Add button

Hame:

= click hers to choose » v

28. Review the Household Changes information, if something needs changed click the pencil and
paper icon to update the information.
29. Click Next.

17




Review Your Household Changes Screen -Screen 2 of 2

[ Review Your Answers:End of Pregnancy Summary

Add End of Pregnancy
To report thet semeone else pregnancy hes ended, please choose the name of the person and didk the Add button

Hame.

< click here to choose » v ﬁ

r Review Your Answers: Household Relationship Changes

“ Seistensties “

n New is Not related to LARRY
‘ I New is Mot related to MARY
New is Not related to KELLY

Naw is Not related to KACEY

BABEBEH

 Review Your Answers: Disability Changes

ﬂ . Date Became | Status Change
“ Sisseiy St Haankiissh] m
“ KELLY Disabled 04/12/2012 05/31/2012 g aro

Add a Disabled Person

To report that someone else has become disabled, please choose the neme of the person and dick the Add bution

Name:

< click here to choose > v ﬁ

Cancel My Changes << | PREVIOUS NEXT »

CemmonHelp is provided by the Vim
Toll-Fres Helpline 1-855-825-4270 | Email: comme
Commenweslth of Virginis - 2012 - Terms of Use - Privacy Policy

30. Review the Household Changes information, if something needs changed click the pencil and
paper icon to update the information.
31. Click Next.

18




Additional Information - Reporting a Change in School Enrollment

\.‘ ll‘_ 1Nl (0)% Online Services | Agencies | Governor | Help Search Virginia.Gov

& Common —_—

helping those in need

Hello, Larry. You are logged in.
Start Resources Income Bills Submit

People

=22/ Additional Information

Reporting a Change
You have told us that you want ta report 8 changs to your housshald. Here's how to report these changss.
* 7o tell us more about a change, didk “Change™
* If thare ara no changes for the item or perscn, dlidk "N Changs”.
*  If you nead to add something for someone, dick "Add” for that item
rReporting a Change in School Enrollment
Status. What would you like to do?
A No school enroliment informatian I} Add School Enrliment
LARRY
O No school enroliment informaticn = Add School Enrliment
MARY
ﬁ No school enroliment information I Add Scheol Enraliment
KELLY
n No school enroliment information I 2dd School Enoliment
KACEY
n No school enroliment information I¥ 1dd Schosl Enroliment
New

L < S| S~

CommanHelp is provided by the Viri
Tell-Fres Helpling:1-8

32. Select the check box next to the individual who has a change to school enroliment.
33. Click Next.

19




School Enrollment Details (for the new person in the household)

helping those in need

Hello, Larry. You are logged in.

Start Resources Income Bills Submit
People Additional Information
—

——

—~—1 School Enroliment Details

 School Enrollment
Next, we have a few questions about whether New is in school.

 School Enroliment Details
* Plaase select New's school enroliment status:

# Full time © Les then part time

© Nore than pert time © Netin school

© Part Time

What is the name of New's schaol? li

If Hewr is homeschocled enter “homeschocled”.

Plesse choose highest grade sucoessfully completed in school < dliok here to choose > 5]

Hss New recsived ALL immunizations appropriste for histher sge? C ves T Mo
©  Unknown
| S ] —
Cancel My Changes << ' PREVIOUS NEXT »

CommenHelp is provided by the Virinis
Tell-Free Helpl 355-835-4370 | Emai
2-2012-T

34. Enter the school enrollment details for the individual
35. Click Next.

20




Review Your Additional Information Changes

Virginia.gov

& Common

helping those in need

Online Services | Agencies | Governor | Help

Search Virginia.Gov

Hello, Larry. You are logged in.

Start Resources Income Bills
People Additional Information
Review Your Additional Information Changes
Before you click Next to move on to other changes, please take s |ock at this page to make sure everything is comed.

*  If you need to make a changs to somathing you have told us, olick on "Changs”
*®  If you have changed your mind and don't want to report & change or new addition, dick on “Unde Change".
.

If you need to add information for an individual, choose the persen's name from the dropdown box and then didk the Add button.

Once you have reviewed this summary and all the information is comect, click the Next button st the bottom of the page.

r Summary of School Enroliment Changes

ﬂ “ SretmentSes st Canast
‘Il New Full time

This is & new Schoal Enroliment or

@

Add a New School Enrollment
To add s new Scheol Enraliment, plesse choose the parsan who wants to sdd new School Enroliment ., then click the Add button,

Name:

< click hers to choose > v

|
ancel My Changes

<< PREVIOUS NEXT »

CommenHelp is provided by the Vimini

36. Review the Additional Information Changes, if something needs changed click the pencil and
paper icon to update the information.
37. Click Next.

21




Income Screen

Virginia.gov

& Common

helping those in need

ine Services | Agencies | Governor | Help

Hello, Larry. You are logged in-

Start

Employment Income

Income

Resources Income

Submit

Other Income

rSomeone Has a Change in Job Income or Has a New Job
“You have told us that someane has @ change in @ job or change in income.
Here's how ta repart & change far any of the types of jobs listed below.
® Ifsomeone’s job has changed, click the "Change"” opticn for that job. For example, you should dlick the "Change” option to report = changs in
hours or pay
® ifthere is no change for semecne, olick “No Change™.
® Ifa job has ended, dlick the "End"” option for that job.
® Ifsomeone has o job nat previcusly reported, ched the “Add a Job” option next to that person
rWhat Job Changes Do You Want To Report?
Name of Employer Details What would you like to do?
i3 & naw job
I/ acd = naw job
T Add = new job
= Add & new job
I Add & new job
—What Self Employment Changes Do You Want to Report?
Type of Self-Employment Wihat would you like to
Does LARRY have a new self-employment? T Add a new self-employment
Does MARY have a new self-employment? T Add a new self-employment
Does KELLY have a new self-employment? I Add & new sslf-=mployment
Does KACEY have a new self-employment? I Add a new self =mployment
Does New have a new self-emplayment? I” Add 2 new s=if-=mploymant

e ——
Cancel My Chang

e — e e
<< | PREVIOUS NEXT >

Commenkelp is provided by the ¥
Toll-Free Helpling:1-8 4370 | Email
-2012- T

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
& Common

helping those in need

Hello, Larry. You are logged in.

Start Resources Income Submit

 Reporting Changes in Housing and Utility Bills

You have told us that somecne has 8 change in bills. Here's how to repart the change:

.
.
.
.
*

If somacne has & change in & kill, click the “Change” optian for that bill

If someone’s bill has not changed, didk the “Mo Change” option for that bill

If somecne no longar pays 3 type of bill, dlidk the "End” option next to that bill.
If someone has a new type of bill, dick the “Add” option next to that person

1f you split & new bill with somecne [for example, your reommate], click the "Add” option for esch parsan who pays a share of the bill. On the
pages that come next. tall us the smount esch parsan pays.

.

If you pay a new bill together (for example, you and your spouse), just dlick the option for ane person. On the pages that come next, tell us the total
amount that you pay together

Keep in mind that you won't be sble to tell us sbout @ change in the smount you pay for heat, eleckicity, watenisewer, rash removal, cocking
fuel, telephone. This is becsuse you get a stendard credit for some types of utility bills you have.

1f you pay for 3 utility that hests your home, you will get the highest utility credit availsble. As & result, you might not see your other utilities listsd
below except for Water Well or 3 i Well or or Utility

r Reporting a Change ng Bills

Housing Bills What would you like to do?

Does the househald have 8 new Housing Bill? I} Add & new bill

r Reporting a Change in Utility Bills

Does the household have a new Utility Bill? I Add & new bill
e ——— —
Cancel My Changes £< " PREVIOUS NEXT »

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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Ju Online Services | Agencies | Governor | Help Search Virginia.Gov

& Common

helping those in need

Hello, Larry. You are logged in.

Start Resources Income Bills Submit

"Housing-‘UtiIity"I'."Iedical Bills.

Flease check the box for any new housing/utility/Medical bills that your household is paying

rHousing Bills
I} Rent or Morigage T Resl Estate/Mobile Home Tax
T Homeowner's Insurance I Gther
T None
rUtility Bills
T Electricity M ges
[ Kerosene I ceal
I oil T woed
T watensewsr I careage
™ Instalistion [T Telephone
[ other

is provided by the Virgin
Toll-Free Helpline:1-8566-626-4270 | Em:

52012 - Te:

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

v Online Services | Agencies | Governor | Help

Search Virginia.Gov

& Common ——

helping those in need

Hello, Larry. You are logged in.

Start Resources Income Submit

rOther

You have told us that household pays for Other, Plesse snswer the questions below o tell us more sbout this psyment. If you are not billed each manth,

please estimate what it costs on a manthly basis

How much is your household suppased to pay for Other each month? ]

rOther Paid By

Plesse check the box {or boxes) to tell us wha is responsitle for this payment.

r =y ﬂ -
LARRY MARY KELLY KACEY
| Does your household pay for sny cther Othar bills? C Yas & Ho

CEDED

CommonHelp is provided by the Vimin
Toll-Fras Helpling:1 5-4370 | Email:
Commonwealth of Virginis - 2012 - Te:

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

o0v Online Services | Agencies | Governor | Help

& Common

helping those in need

Hello, Larry. You are logged in.

Start Resources Income Bills Submit

Review Your Housing and Ufility Changes

Biefore you submit or mave on to other changes, please take & look to make sure averything is comect. If you need o edit & change you have told us about, olick on
Edit” If you nead to add a new housing or utility bill, choose the name of the parson who has the bill and the type of bill it is. Then click the Add butten. If you
heve changed your mind and don't want to report & change or new bill, dick on “Erase.” If someone is ne langer paying a bill listed here, dick on "End”. Gnoe you
have raviewsd this summary, click the Next buttan st the bottom of the page.

If na changes were made

Review Your Answers:Summary of Housing Changes

e

Cthar Thiz is @ new Housing Bill

Add a Housing Bill

To add = housing bill, plesse chocse the type of bill, then click the Add button.

Type:

= click here to choose > W

 Summary of Utility Bill Changes

e

GCther This is & new Utility Bill § ]

Add a utility bill
To add & utility bill, plesse choose the type of bill, then dlidk the Add butten

Type:

= click hars to choose = | »

Cancel My Changes

CommenHelp is provided by the Vir
Toll-Fres Helpline:1-

Comme

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

Online Services | Agencies | Governor | Help

12 | Print | Page H

& Common

helping those in need

Hello, Larry. You are logged in.

Start Resources Income Bills Submit

Submif Your Changes

 Submit Your Changes
If you're resdy to send your changes to your worker, dick the Submit button at the bottom of the page. Onee you do this, your changes will be sent to
your worker electronically. Pleass keep in mind
*®  Your worker mey ssk you to provide procf of some of the changes you've tald us sbout. If your worker asks for proof, you'll need to mail, fax or
bring it in within 10 days of when your worker asks for it If you report 8 change but don't give the proof you worker asks for, your benefits may

end.

* |n some cases, the changes you've told us sbout may not result in any change in benefits.

*  You do not need to call your worker to tell them sbout this changs you'e sbout to report through CommenHelp

1 understand that the eleckonic signature will have the same legal effect and can be enforoed in the same way 85 a wiitten signature.

I By cheding this box and typing my name below, | am elecronically signing the changs report,

First Name Middle Initial Last Name Suffix

Additional Information
In the box below, you may provide us with sny information relsted to the chenges you have reported. Space is limited, so plesse be brief.

=]

CommanHelp is pravided by the Vin
Toll-Free Helpline:1-855-835-4270 | Email
Comm: is - 2012 - Te

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.




