How to upload a document

All members can submit requested documents or return
paperwork via the Benefits Portal at FSSABenefits.IN.gov.
To upload a document to an application or case, you must

first be logged in to your Benefits Portal account.
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the “Sign In” button.
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Application Summary for Online Application{s)

To print a copy of aa enline application summary. click on Print Summary. Ta request a copy of the summary be malled 1o the applicant's mading address, chick it Sumes
document to your completed application, dlick on Uplead Decuments.

Once you are logged

in, navigate to the
Application Summary
for Online Application(s)
section or Cases section
and find the application or
case number you want to
upload to. Use the “Upload
Documents” button to
begin the upload.
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To view Case Information, itk on the case number you wish to view. You will be able 10 NIVEAE 10,2 Pags 1o repart changes, get Froof of EgIbikty or get Cortain forms from the Case Information page.

Te repact changes in your ciftumatantes without going to the Case Informatian page, tlick on Report a Change in the Attion column for the case for which | ouwant to submit 2 change repart.
Cliek en the Natices/Correspandence link bislow 1o decess a list of notices and o yeur case, click on Uploas Docurents.
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When you click the “Upload Document Upload

Documents” button, you will be taken to
the Document Upload screen. There you can  Iowroios
select documents for upload. You are able e e
to upload the following file types: PDF, PNG, - =
JPG, JPEG, BMP, TIFF, TIF, GIF and DOCX.

The documents can be up to 20 Mb in size.
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L After you have submitted your documents, you
Upload Files Confirmation will see a confirmation screen telling you that
b s opsraRskoet P your documents were successfully uploaded. You

be processed by eligibility.

can then return to your account Home Page to upload
additional documents if needed.
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