
Ohio Benefits Self Service Portal 
Assistor Toolkit  

Step-By-Step Walk Through  



Steps for Applying for Medicaid Coverage on the  
Ohio Benefits Self Service Portal  

There are two different processes that have to be completed in order for an individual to 
apply for Medicaid coverage: 

2 

Completing the “Landing Page” 
 

When visiting Benefits.Ohio.Gov, individuals are prompted to answer a series of 
questions that help determine if they are potentially eligible for Medicaid coverage.  
These questions also help decide the best place for an individual to apply for 
medical benefits.  

Process 1 

Completing the Medicaid Application 
 

Once the “Landing Page” questions are answered, individuals are directed to 
create an account and to complete an application for Medicaid benefits. This 
application has the potential to go through the “No Touch” process, where eligibility 
is determined in near real time without caseworker intervention. If an eligibility 
determination cannot be made in near real time, the application is sent to the 
county Job and Family Services (JFS) office in the applicant’s county of residence 
to gather verifications and determine eligibility.  

Process 2 

Note: The following images are for demonstration purposes only. Information can be 
better viewed directly on the Ohio Benefits Self Service Portal.  



Walk Through of Completing the “Landing Page” – Screens 1 and 2  

Below are the initial “Landing Page” screens.  
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Steps Screenshot 

1. Go to Benefits.Ohio.Gov and 
click “CHECK YOUR 
ELIGIBILITY” if the individual 
does not have an existing 
account. 

2. Indicate if the individual is 
applying for coverage for 
himself/herself or his or her 
family.  

Screen 2 Screen 3 Screen 4 Screen 5 

  

Screen 1 

  



Walk Through of Completing the “Landing Page” – Screens 3 and 4 

Below are additional “Landing Page” screens.  
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Steps Screenshot 

3. Enter the number of people 
who are in the applicant's  
household.  

4. Enter the monthly household 
income.  

5. Enter the applicant’s zip code. 

Helpful Hints 
• If the individual only provides a 

yearly income amount, divide 
the yearly amount by 12. 

• At this point, the yearly income 
can be an estimate. The 
individual must provide accurate 
income amounts on the 
Medicaid application.  

• After clicking Next a pop up 
window will appear from 
OhioMeansJobs.com, the 
state’s premier job bank.  

Screen 1 Screen 2 Screen 3 Screen 4 Screen 5 
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Below is an additional “Landing Page” screen.  

Walk Through of Completing the “Landing Page” – Screen 5  
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Steps Screenshot 

6. Answer the series of “Yes” or 
“No” questions on this page.  

Helpful Hint  

• If the individual responds “Yes” 
to the question, “Have you or 
your spouse ever served/are 
serving in the US military?“, they 
are directed to apply for veteran 
benefits. Answering “Yes” to this 
question has no bearing on the 
individual’s Medicaid eligibility or 
application, however some 
veterans are not aware of 
benefits for which they may be 
eligible. Depending on how the 
individual answers the following 
questions, this information is 
routed to veteran benefits, and 
someone from veteran services 
may contact him or her 
regarding possible services.  

Screen 1 Screen 2 Screen 3 Screen 4 Screen 5 



Confirmation of the Individual’s Potential Eligibility  

The system uses the answers provided to the questions on the previous page to determine 
if the individual is potentially eligible for Medicaid. When the individual is found potentially 
eligible, the following message is displayed: Based on your answers, you may be 
eligible for Ohio Medicaid. Click “APPLY” to help the individual complete the full Medicaid 
application. 
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Helpful Hints 

• If individuals are determined by the 
“Landing Page” as not potentially 
eligible for Medicaid, they can still 
proceed and fill out a full Medicaid 
application.  

 
• Do not discourage anyone from applying 

for Medicaid.  
 

• Keep in mind that this information is 
important to have when assisting an 
individual with completing a full 
Medicaid application. 
 



Completing a Medicaid Application  

Now that we have walked through how to complete the “Landing Page” screens, the 
individual can proceed with the Medicaid application.  
 
The application includes three sections:  
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Setting Up an 
Account 

Applying for 
Benefits  

Filling Out a 
Medicaid 

Application  

For each section, the toolkit provides step-by-step instructions for 
completing each application page and helpful hints and reminders to 

support accurate entry of application information.  



How to Set Up an Account on the Ohio Benefits Self Service Portal  

 

Setting Up an Account 
Applying for Benefits  Filling Out a Medicaid Application  

Select “Click here to create a 
username” if the individual does 
not already have an account.  

The “Information 
Links” section of the 
page provides helpful 
information including 
county JFS offices 
information.  

Once you click “APPLY” the following page populates in a separate browser window.  

8 



How to Set Up an Account on the Ohio Benefits Self Service Portal  

 

Setting Up an Account 
Applying for Benefits  Filling Out a Medicaid Application  

All fields marked with an asterisk (*) are mandatory and must be completed. The more information you 
provide, the quicker the application can be processed.   

• Click “Save and Continue” after all 
available information is entered. 
 
 
 
 
 
 
 
 
 

 
• Although it is not a required field, 

enter the individual’s Social 
Security Number if available. 

• Do not enter in a dummy Social 
Security Number if you do not know 
this information.  

  

Helpful Hints 
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How to Set Up an Account on the Ohio Benefits Self Service Portal  

 

Setting Up an Account 
Applying for Benefits  Filling Out a Medicaid Application  

• Click “Save and Continue” after all 
available information is entered. 
 
 
 
 
 
 

• If the applicant answers “No” to the 
question, “Is your home address 
the same as your mailing address?” 
he or she is prompted to answer 
additional questions.  
 

• If the applicant answers “No” to the 
following questions they will be 
asked to provide their County of 
residence. The County Office 
address will then serve as their 
Home address.  
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Helpful Hints 

All fields marked with an asterisk (*) are mandatory and must be completed. The more information you 
provide, the quicker the application can be processed.   



How to Set Up an Account on the Ohio Benefits Self Service Portal  

 

Setting Up an Account 
Applying for Benefits  Filling Out a Medicaid Application  

• You will be asked to confirm your 
address(es) and select the County 
where your Home Address is 
located before you can continue to 
the Sign Up screen (shown here). 

• Use only letters and numbers as a 
username.  

• Passwords MUST be 8 characters 
long and MUST meet 3 of the 4 
following criteria: an upper case 
letter, a lower case letter, a number 
and a special character.  

• Suggest that the individual choose 
something easy to remember for 
his/her username and password. 

• This checkbox to acknowledge 
“Terms and Conditions” must be 
checked to move forward in the 
application.  11 

Helpful Hints 

All fields marked with an asterisk (*) are mandatory and must be completed. The more information you 
provide, the quicker the application can be processed.   



How to Set Up an Account on the Ohio Benefits Self Service Portal  
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Setting Up an Account 
Applying for Benefits  Filling Out a Medicaid Application  

Below is the confirmation page. This page confirms that an account has been successfully created. Click 
“Continue” to move forward. The applicant will next be asked to verify their identity before they can “Apply 
for Benefits”.  

Write the individual’s username and confirmation number on the “Take Home Sheet” included in the 
toolkit. Give this sheet to the individual at the conclusion of the application.  
If the individual forgets their password when signing back into their account they will be asked to 
provide the answers to the security questions they chose when creating an account.   

Helpful Hint  

Authorized 
Representatives 
and Verify Your 
Identity appear in 
the Information 
links list.  



Step-By-Step Instructions Regarding Applying for Benefits 
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Setting Up an Account 
Applying for Benefits  

Filling Out a Medicaid Application  

Click “Apply for assistance” to indicate that the 
individual is applying for benefits.  

Once the Household Application 
Information page appears, the applicant 
must choose if anyone in the household 
is applying for Medicaid. 



Step-By-Step Instructions Regarding Applying for Benefits 
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Setting Up an Account 
Applying for Benefits  

Filling Out a Medicaid Application  

Read through the entire 
screen before selecting the 
checkbox marked with a 
red asterisk and clicking 
“Continue”.  



Step-By-Step Instructions Regarding Applying for Benefits 
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Setting Up an Account 
Applying for Benefits  

Filling Out a Medicaid Application  

• Review the “Instructions” after 
the individual has agreed to 
the terms on the previous 
screen. These instructions are 
an explanation of the different 
features within the application. 

 
• Click “Continue” to move 

forward.  

Helpful Hints 



1. Mandatory fields are marked with a * 
(red asterisk).  

2. Click “Save and Continue” to move 
on to the next screen. 

 
Helpful Hints 

• Applicants who opt to receive 
messages through text or email only 
receive messages regarding his or her 
account, not about their Medicaid 
application. All online communication 
about Medicaid applications can be 
accessed via the message center on 
the applicant’s account. Applicants 
access their account by signing into 
the portal using his or her username 
and password.  

• If the applicant answers “No” to the 
question, “Is your home address the 
same as your mailing address?” he or 
she is prompted to provide a home 
address. Next the applicant must 
confirm their address. 

Walk Through of Filling Out a Medicaid Application –  
Start Application  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application –  
Start Application  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps 

3. Provide more detail about the 
applicant.  

 
Helpful Hints 

• If the applicant answers “Yes” to the 
question “Do you have a Social 
Security Number?”, a SSN must be 
entered. 

 
• If the applicant’s primary language is 

not English, the county will provide a 
translator or interpreter at no cost if 
needed, upon request.  
 

Screenshot 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application –  
Start Application       
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

3. Review the information previously 
entered. If any information is 
incorrect, correct it by clicking 
“Edit.”  

4. Click “Save and Continue” to move 
on to the next section, People.  

 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



1. Enter all other household members 
on this screen. You are prompted to 
answer the same questions that 
were asked during the Start 
Application phase for each 
household member added.  

 
Helpful Hints  

• The steps involved in the People 
phase are repeated for all 
individuals in the household.  

 
• Click “Save and Continue” to move 

on to the next section, Job and 
School.  
 

Walk Through of Filling Out a Medicaid Application - People  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



1. If the applicant answers “Yes” to the 
question “Is anyone working, 
planning to work in the next two 
months or is self-employed?” 
additional questions about 
employment are displayed.  

Helpful Hint  
• The more information provided 

regarding employment, the easier it 
is for the county JFS office to 
process the application.                                                                                                                                                                                                                             

Walk Through of Filling Out a Medicaid Application –  
Job and School  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



2. Review the information previously 
entered. If any information is 
incorrect, correct it by clicking “Edit.”  

3. Click “Save and Continue” to move 
on to the next section, Other 
Income.  

Walk Through of Filling Out a Medicaid Application –  
Job and School  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



1. If the applicant answers “Yes” to the 
question “Is anyone getting or going 
to get money from any of these?” or 
“Will anyone in the household file a 
tax return next year?”, additional 
questions are displayed. The 
applicant will be asked “How much?” 
and “How often?” a person on the 
application is receiving money. 

Helpful Hint 
• The more information provided 

regarding how the individual(s) on 
the application file taxes and/or fit 
into the tax household, the easier it 
is for the county JFS office to 
process the application. 

Walk Through of Filling Out a Medicaid Application – Other Income  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application – Other Income  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

2. Review the information previously 
entered. If any information is 
incorrect, correct it by clicking “Edit.”  

3. Click “Save and Continue” to move 
on to the next section, Expenses.  

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application – Expenses 
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

1. If the applicant answers “Yes” to the 
questions “School Expenses 
(Tuition, Books or Transportation)?” 
or “Support Expenses 
(Child/Spousal)?”, additional 
questions are displayed. The 
applicant will be asked “How 
much?”, “How often?”, the “Start 
Date” and if the expense is “Court 
ordered”.  

Helpful Hint 
• The more information provided 

regarding expenses, the easier it is 
for the county JFS office to process 
the application. 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application – Expenses 
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

2. Review the information previously 
entered. If any information is 
incorrect, correct it by clicking “Edit.”  

3. Click “Save and Continue” to move 
on to the next section, Other.  

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application - Other  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

1. Verify other people who are included on 
the application. If anyone is missing 
from the household, return to the People 
section and add the individual(s). If a 
single individual is applying, no names 
display on this page.  

2. The applicant should answer questions 
to the best of his or her ability. In order 
for a correct determination to be made, 
he or she has to share information about 
any other insurance he or she receives.  

Helpful Hint 
• Answer the question if anyone in the 

home has Medicare.  Applicants may 
forget this is a form of insurance and 
may not mention it.  

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application - Other  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

3. Review the information previously 
entered. If any information is incorrect, 
correct it by clicking “Edit.”  

4. Click “Save and Continue” to move on to 
the next section, Submit Application.  

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application –  
Submit Application  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

1. If the applicant clicks “Yes” to the 
question “if you are not registered to vote 
where you live now, would you like to 
apply to register to vote?” additional text 
is displayed for the applicant to visit their 
local office if they would like help in filling 
out the voter registration application.  
The applicant can also access a Voter 
Registration and Information Update 
Form. 
If the applicant answers “Yes” to “Did 
anyone help you complete this 
application?” additional text is displayed.   

Helpful Hints 
• If an individual from your organization 

assisted the applicant, enter information 
about the organization as well as about 
the individual assistor. If your 
organization provided a means for the 
application to be completed, like a 
computer, input information about the 
organization.  

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application –  
Submit Application  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

2. Verify the county of residence to which 
the application should be forwarded if it 
cannot be automatically processed.   

3. Scan and/or upload all documentation 
for any of the information provided 
throughout the application.  

Helpful Hint  
• Please reference the Ohio Benefits Self 

Service Portal Checklist for a list of 
documents that are useful to upload.  
Providing these documents helps 
ensure the application is processed as 
soon as possible.  
 

• All  uploaded documents must be in a 
.JPG, .TIFF, .doc, .docx, .xls, .xlsx or 
.PDF file format and be 1MB or smaller. 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application –  
Submit Application  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps Screenshot 

4. Read through the certifications.  

5. By clicking the checkbox under the 
statement “Check to Sign” and typing 
his or her name under “Name,” an 
applicant is authorizing the application 
to be submitted and is giving the county 
permission to ping the federal hub to 
verify citizenship and tax information for 
all individuals on the application.   

6. By clicking “Submit Application”, an 
eligibility determination is made on the 
application, either automatically or by 
the county JFS office.  

 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 



Walk Through of Filling Out a Medicaid Application –  
Submit Application  
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Setting Up an Account Applying for Benefits  
Filling Out a Medicaid Application  

Steps 

1. Upon submission, applicants receive a 
confirmation number. This number can 
be used to look up the applicant’s 
application at his or her county JFS 
office.  

Helpful Hints 
• If you and/or the applicant call to check 

the status of the application and the 
county informs you that the application 
is not in their system, please do the 
following: 
• Confirm you are contacting the 

county JFS office that the 
application was submitted to.  
 

• Ask the county JFS office to search 
for the case by entering it as a 
“Request ID” within the system. 

Start Application People Job and School  Other Income Expenses Other 
Submit 

Application 

Screenshot 



Appendix – Authorized Representative 
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Steps Screenshot 

If you or your organization have the 
permission of an applicant to act as his or 
her Authorized Representative you must 
complete the Authorized Representative 
Request form. This information can be 
accessed through the Information links 
section on the left side of the screen.  

Helpful Hint 
• If an applicant is selecting an Assisting or 

Community-Based Organization as their 
Authorized Representative he or she can 
input the name of the organization on the 
Authorized Representative Request 
screen and “N/A” into the First Name and 
Last Name fields on the Case Information 
Screen.  
 

• A job aid to assist individuals in 
completing an Authorized Representative 
Report can be found on the Ohio Benefits 
Project Website at: 
http://ohiobenefitsprojectwebsite.org/wp-
content/uploads/2014/11/JobAid_Authoriz
ed_Rep_v1.pdf  

http://ohiobenefitsprojectwebsite.org/wp-content/uploads/2014/11/JobAid_Authorized_Rep_v1.pdf
http://ohiobenefitsprojectwebsite.org/wp-content/uploads/2014/11/JobAid_Authorized_Rep_v1.pdf
http://ohiobenefitsprojectwebsite.org/wp-content/uploads/2014/11/JobAid_Authorized_Rep_v1.pdf
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