The Office of Family Assistance
Program Training and Reporting

Oh = Department of
lO Job and Family Services

Interim Reporting via Self Service Portal

Purpose:
Provide Self Service Portal users with instruction on how to complete an Interim Report electronically or print
the Interim Report for completion and submission to the county agency.

Description Hyperlink to Scenario
Complete Interim Report Electronically Complete Interim Report Electronically
Print Interim Report from Message Center | Print Interim Report from Message Center
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Complete Interim Report Electronically
Access and complete the Interim Report on the Self Service Portal.

Step  Description

1 Log-in to your Self Service Portal Account at https://benefits.ohio.gov
2 Once logged into your account, click Access my benefits.
Ohio | senetis

i

Check eligibility for Cash, Check eligibility for Early
Food, or Medical Childhood Services
Assistance

‘What benefits could I receive? Wheot services coeld my family

receive?

- [sss )
V= (o] OO
a5
Apply for Cash, Food, Access my Cash, Food,
Medical, or Child Care Medical, or Child Care
Assistance Assistance

Manage my applications. Access my benefits. |
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Step  Description

3 Access my benefits drop-down menu displays, click Interim Reporting.

Gl

(-
O

Access my Cash, Food,
Medical, or Child Care
Assistance

4 Select a case to view and answer interim reporting questions displays:
1. Select appropriate case
2. Click Save and Continue

Select a case to view and answer interim reporting questions
Click the radio button against the case you wish to answer interim reporting questions for.

* Red asterisk indicates required

Case Number= Applicant Programs

1 9999999 KAREN SNAP

2

Cancel and Exit Save and Continue
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Step  Description

5 It is time for your Interim Report displays, read instructions (screenshots below do not display the
entire page)

What do you do with this form?

You must:

« Fill out the below questions or the SNAP Assistance Interim Reporting Form which was sent to you by:
DEADLINE 06/15/2022

« If a question says to Attach Proof, you will be prompted to attach proof once you click Save and
Continue. Example: proof of insurance can be check stubs, self-employment records, award letters or
other documents showing how much income you get.

e Electronically Sign and Date upon clicking Save and Continue

« If you need more space for your answers, please call your county office or submit responses via the
SNAP Assistance Interim Reporting Form which was sent to you.

What if you have questions?

Call your county office listed above

6 Answer required questions.

Has anyone moved into or out of your home since your last reapplication (date above)? *
O Yes or I am not sure - Fill in the boxes below
O No or I already reported the change to my county contact - Go to the next question

Has anyone had a change in their hourly rate of pay, salary, employment status (full time/part time) or
place of
employment since your last reapplication (date above)? *

O Yes or I am not sure - Fill in the boxes below

O No or I already reported the change to my county contact - Go to the next question

Has anyone's unearned income changed by more than $100 since your last reapplication (date above)? *
0 Yes or I am not sure - Fill in the boxes below
O No or I already reported the change to my county contact - Go to the next question

Has your household moved? =
O Yes or I am not sure - Fill in the boxes below
No or I already reported the change to my county contact - Go to the next question

Has your child support obligation changed since your last reapplication (date above)? *
Yes or I am not sure - Fill in the boxes below
O No or I already reported the change to my county contact - Go to the next question

Have you or anyone in your household won $3,750 or more (before withholdings) in lottery or gambling
winnings? *

O Yes or I am not sure - Fill in the boxes below

2 No
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Step  Description

7 Electronically sign Interim Report:
1. Click Check to Sign box
2. Enter full name
3. Confirm proper Description selected
4. Click Save and Continue

1 () Check to Sign *
2 Name = 3 Description
Applicant

4

Save and Continue

8 If applicable, Upload Documents. Click Save and Continue.

Upload Documents

The following document type extensions may be uploaded: .afp, .bmp, .doc, .docx, .gif, .jpa, .jpeg, .pdf,
.png, .tf, .tiff, .txt, .xls, .xlsx.

File Size Limit is 10MB.

Document gglact one v No file chosen
Type

N

| Save and Continue

Note: Document may be uploaded from a mobile device.
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Step  Description

9 Interim Reporting Confirmation displays, click Exit.

Interim Reporting Confirmation

Your interim reporting has been successfully submitted.

Co |~
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Print Interim Report from Message Center
Download and print the Interim Report on the Self Service Portal.

Step  Description

1 Log-in to your Self Service Portal account.
2 Access Message Center by expanding the Menu icon on the home page.
Ohio |z

AN
™

Check eligibility for Cash, Check eligibility for Early
Food, or Medical Childhood Services
Assistance

‘What benefits could I receive? What services could my famity

receive?

[#2e )
2l

Apply for Cash, Food, Access my Cash, Food,
Medical, or Child Care Medical, or Child Care
Assistance Assistance

Manage my applications. Access my benefits.
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Step  Description

3 Message Center displays, click New Messages hyperlink.

Message Center

2 New Message(s)

Information
Links
4 ..;.. 12> :.I-I-. - -.-! - DQ

eligibility for Cash, Check eligibility for Early

sod, or Medical Childhood Services
Assistance

What services could my family

benefits could I receive?

receive?

Ems 2 a

Mihiat's beew?

[eee )

Help
ly for Cash, Food, Access my Cash, Food,
Language ical, or Child Care Medical, or Child Care
English Assistance Assistance

Espafiol L
Somal DO MY SPPSCations. Access my benefits.

Message Center Inbox displays, click SNAP Interim Reporting hyperlink.

Message Center
Inbox Sent [tems Archive Folder
O From \ Subject Received
] Automatic,Processor- 2014 SNAP Interim Reporting 06/14/2022
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Step  Description

5 Message Center displays Interim Reporting correspondence, click Download.

Message Center

Inbox Sent Items Archive Folder

From: Automatic,Processor- 2014

Received: Tue 06/14/2022 12:30 PM

Subject:  SNAP Interim Reporting

Message:

Attachments

SNAP_Interim_Report_1462022.pdf m

6 Upon downloading, you may print the Interim Report for completion and submission to your county
Department of Job and Family Services.
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