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Document Submission



Submission Summary
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After viewing the submission summary, 
click ‘Next’ to submit documents.  



Select Type of Proof
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People often misconstrue this to be a list of 
required documents.  It is not.

Scroll through this list and click all the types of 
proof you have that are relevant to the case.

If you forget to list something, there will be 
opportunities to add documents later.  



Submitting Documents
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We strongly advise you upload documents 
within 24 hours of the application. 

If a caseworker opens the application before you submit 
documents, you may lose your ability to upload them 
online. 

Step 1: Select the household member the 
document is relevant to, the type of proof, and 
document type. (e.g. Johnny Appleseed, Proof of 
Residency, Drivers License)

Step 2:  Attach the file. Please note that uploads 
are limited to 2MB. Each document should have 
their own upload. Do not submit multiple 
documents at once.

Step 3: Add document. 



Documents to always submit, if applicable
Type of Proof Document Needed

Pension Income Most recent 1099R

Self Employed Income 1099 and/or self employment ledger listing work 
related expenses

Unemployment Unemployment Statement

Alien Registration Number Copy of the front and back of green card for all 
Legal Permanent Residents in the household

Work Income Last 30 days of paystubs and/ or written letter from 
employer that includes a date, amount earned, and 
frequency paid. Employer should type the letter and 
use business letter head if possible.
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Recommended Documents
(not required, but encouraged)
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Type of Proof Document Needed Why do we recommend? 

Identification Illinois State ID/ Drivers 
License

All information on ID if you 
want to complete identity 
proofing.

Social Security Income Social Security Award Letter Allows benefit counselor to 
confirm gross income and 
verify eligibility

Medical Expenses Bills or receipts for Medicare 
premium, supplemental 
premium, medical supplies, 
doctor co-pays, medical 
transportation, hospital visits, 
dental or vision care, and 
prescriptions

Can be used as deductions for 
SNAP benefits



Verification Checklist
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When IDHS is unable to verify a 
piece of information they will send 
a Verification Checklist.

The checklist states who the 
verification is for, what type of 
proof is needed, and the 
documents they can accept.

Often, the deadlines are short so 
action needs to be taken 
immediately. 



9

Manage My Case



What is Manage My Case?

• Manage my Case is a Portal that allows you to: 
• File Redeterminations 
• Apply for new benefit programs
• View the status of any existing benefit cases
• View important decision notices issued by IDHS
• Report Changes
• Upload documents
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Accessing Manage My Case
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Step One: Log in using the 
person’s ILogin and ABE 
accounts
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Log in screen

To access Manage My Case you will need to either 
create an ILogin and/or ABE account or sign in to 
their current account.
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Creating an ILogin account

Enter the client’s email, name, and 
create a password.

Note: Do not enter your email or 
someone else’s who may use ILogin in 
the future (also used for SSA.gov). Only 
one account can be attached to an 
email.
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Select “Set up” under email

Next you will be directed to select a 
security method.  All accounts will be 
required to set up an email.  After 
clicking “Set up” you may enter the 
client’s email and password.
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Enter code sent to email

An email will be sent to the 
client’s email address that will 
include a code. Enter the code 
on your screen. 
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Set up second security method

The client can opt to set up a 
second security method by 
phone, security questions, or 
authenticator apps. 

As caseworkers, it can be 
helpful to use security 
questions to avoid having to 
contact the client each time we 
access their account. 
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Connect the ABE Profile

Once both security methods are verified, 
you will be directed back to the log in 
screen to connect an ABE profile. 
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Connect the ABE Profile
If the client has a previous ABE profile 
you may enter their User ID and 
password. 

If the client does not have a previous 
account, click the blue hyperlink at the 
bottom to create the profile. 

Note:  When entering a previous profile 
you may encounter an error. Click the 
blue hyperlink to bypass the error.
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Select “Manage My Case”

Click here to go to Manage 
My Case



Link Your Account
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IMPORTANT! Although there is a red 
asterisk marked by ‘Individual ID’ it is 
not actually a required field. 

If the client has a social security number, 
do not put anything in this box. It can 
cause glitches. 
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Verify the client’s identity

You only need to verify identity once – either at the 
time of application or when accessing Manage My 
Case for the first time.



Multiple Cases
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If the client has a closed case in 
the system, you will see the 
case number and the word 
‘denied’ or “terminated” under 
case status.

Click the ‘Click Here to 
Report Changes’ button 
next to the ‘Approved’ case 
to access the Manage My Case 
for their current benefits.

Note: If you ever need to contact a 
case manager, try to have the case 
ID # ready before you speak with 
them.  Case IDs can also be found 
on the upper right-hand corner of 
paper notices.



Manage My Case Home Screen

24

The options to view and 
upload requested verifications 
will appear here.

You can choose to 
cancel benefits here.

Each tab has a 
unique use 
relevant to the 
client’s case

The status of previous change 
reports can be viewed in this 
section

“View notices” will take you 
to a log of every letter sent 
to the client.



Manage My Case Tabs
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Case Summary Tab

On this tab you can 
view previous notices 
that were mailed to 
the client. 

Here, you can view all 
previous applications, 
redetermination, or 
change reports.
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Benefit ‘Details’ 
Tab

When you click to view the summary, 
you will find information about the 
case. For SNAP, this includes 
redetermination dates, benefit 
amounts, and how much they will 
receive in the following months (this is 
helpful when a client’s benefits are 
being garnished for overpayment).
* We do not have a photo of this section. 



28

Contact
Information
Tab

Customer’s questions will appear 
in an email queue in IES for a 
caseworker to review. 

However, we recommend 
contacting an LOA for a quicker 
response

Customer’s current mailing 
address appears here.  They 
are reminded to report any 
changes.
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Account Management Tab

You have the option 
to set up a new 
password and change 
communication 
preferences.



Redeterminations and Report 
Changes
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Completing Redeterminations
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If the client needs to 
redetermine, the ‘Renew 
My Benefits’ button will 
appear on the home screen 
60 business days before the 
redetermination is due.
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An overview screen will then review which benefits are up 
for Redetermination. Click NEXT. 



The Redetermination Form 

• This form is typically auto-populated with the client’s existing 
information.

• Confirm the information is correct with the client and make 
corrections when necessary.

• Submit!
• Upload required documents if necessary.

Redeterminations typically only take about 15 minutes to complete 
when using Manage My Case.
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Save the tracking number and a 
PDF of the Redetermination. 

Click NEXT to submit any 
necessary documentation. 

If the client receives a verification 
letter, you can upload documents 
on the home screen.



Report Changes
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Recipients must report changes within 
10 days of the change occuring 
Depending on the change, the person’s 
benefits may be impacted.

Benefit counselors should  track 
change reports and follow up with 
IDHS if they haven’t been processed in 
30 days. Changes can also be reported 
through the IDHS Hotline. 



Thank you!
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