Completing the Income
Verification



Accessing the Income Verification System

1.

To access the online Income Verification System, parents/guardians must create an OH|ID account by going to this link,

htips://safe ode.state oh.us/portal.
a.  You must use your State of Ohio ID card or Ohio driver's license when seting up the account.
b. If you have an existing Department of Education {formery SAFE) profile, you will be able to link your profile to
your new OH|ID account once your account is established.
Once created, log into your OH|ID account to complete the Department of Education Profile Setup.
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In the setup process, select the role | am a parent signing up for Scholarship Income Verification program.
If you did not get the income verification option, or already had an OH|ID account, you should run the Department of
Education Application Request by clicking on Open App (see arrow).
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This is the Income Verification tile that should be listed in the My Apps section of your OH|ID account.
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Income Vericasion

Parents create OH/ID account through
the state of Ohio (if new to the system)
A State of Ohio ID or driver’s license is
needed for account registration

Parents request access to the ‘Income
Verification” app

Once registered, parents log into their
OH/ID account to access the Income
Verification app
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Section 1 — Complete and verify the Parent Contact Information

Section 2 — Complete My Income Verification

My Income Verification(s)

Please complete your income verification for the school year you are applying for. Once submitted, please check back later to view your status

School Year Head of Household Name Income Verification Status Poverty % Action
2021 - 2022 MN/A MN/A MNIA
2022 - 2023 MN/A MN/A MNIA
2023 - 2024

(3., O T Income Verification Started N/A

e Go to Income Verification

Select the 2023-2024 School Year — Click on button to begin income verification



Once the parent enters the Income Verification app

Section 1 — Complete and verify the Parent Contact Information

Section 2 — Complete My Income Verification

My Income Verification(s)

Please complete your income verification for the school year you are applying for. Once submitted, please check back later to view your status

School Year Head of Household Name Income Verification Status Poverty % Action
2021 - 2022 MN/A MN/A MNIA
2022 - 2023 MN/A MN/A MNIA
2023 - 2024 (3., O T Income Verification Started N/A

e Go to Income Verification

Select the 2023-2024 School Year — Click on button to begin income verification



The parent should now be able to enter Household Members

Income Verification

Income Verification Status

m ‘ Income Verification: Income Verification Started

Household Summary

Fiscal Year

2024

Household Members

Add New Member

Click Add New Member

Household Members

Add New Family Member

* Relationship * First Name Middle Name

* Household Member

|. Yes %~ |

* Last Name

* Date of Birth

| [ mmayyyy)

Last 4 SSN#

| [JNeverissued an ssN

* Marital Status




Enter Information for each Household Member

Household Member defined as the following:
The eligible student and their legal guardian
The spouse of the legal guardian or birth parent of any child under the age of eighteen
Children under the age of eighteen who live with the legal guardian
Relatives who are age sixty-five and who are claimed as a dependent for federal
income tax purposes.
5. Disabled or blind adults or children related to the parent or legal guardian of the
eligible student
6. Children of the parent or legal guardian of the eligible student who are fulltime
students aged twenty-two or less

= LY e o

FYI.. The system will not allow you to enter a Household Member older than 18 years of
age. Please see slide eight, adding Household Income, for directions on adding adult
children into the portal.

Adult children between 18-22 living at home must be full time students to qualify as
household members.



Entering Household Income
Click on Add New Income Button

Household Income

Add New Income *Required

* Member Name * Income Source * Income Frequency (How often) * Gross Amount

"] | x| | x| |

Select Household Member for whom income is reported
Select Income Source from dropdown

Select Frequency from dropdown

Enter Gross Amount

Select Household Member for whom income is reported
Select Income Source from dropdown

Select Frequency from dropdown

Enter Gross Amount

*Note: If using Adjusted Gross Income (AGI) to verify income, select ‘Wages and Salaries’ dropdown as Income Source.
The amount to enter for the ‘Gross Amount’ field should be the AGI (found on line 11 of your federal return). You will
need to upload page one of your federal return to verify the AGI (see next slide for adding documents)*




Name Income Source Gross AMT Income Frequency Annualized AMT Include In Household Income

! TR, Wages and Salaries $1,000.00 Monthly $12,000.00 Yes “mm
Click on the Documents button (first green button on the right side of the screen)/

New pop-up box appear on the left side — click Add Documents button
Select document type
Click Close Add Documents — Save — Repeat process for any additional reported income

Click here to enter comment for adult child over 18 years old
Include first and last name, last four of SS# and full birthdate in comment box — this will be reviewed by EdChoice staff
and once verified the eligible adult child will be manually added as a ‘Household Member’

*When uploading documents that include social security number, block out everything except the last four digits*
**When applying for multiple students, only one uploaded form is needed to verify all students in the family**

Once all income has been reported and supporting documents uploaded, click Submit to finalize the process

Income Verification Status

m Income Verification: Income Verification Started m ‘
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