
Version 3. Last updated 3.10.14 

1 
 

FFM Application Scenarios and Instructions 

FFM Application Scenario Instructions 

FFM applicants have an open 
SNAP case 

 Do not route the FFM application to the office with the SNAP case. 
 Process the FFM application and if approved, open a new medical case.   

FFM applicants also have a 
pending application/case in 
IES 

 Check to make sure the applicants are the same on both the FFM app and 
the pending application in IES. 

 If applicants are the same, then withdraw the FFM application as duplicate 
entering either the IES case number or the ABE application T number. 

 If applicants are NOT the same on both applications, contact the applicants 
to determine who is applying for benefits.   

Exception: 
 If you discover another pending application after you have already initiated Data 

Collection on the FFM application, you will need to continue processing the FFM 
application.  If you certify the FFM application, send an email to the office with 
the pending IES application to notify them of the outcome of the FFM 
application.  If you need additional information, send a 267.  If the other 
application is still pending when you are ready to certify the FFM application, 
follow the instructions above.  If the other application has already been processed 
when you are ready to certify, then you may need to deny the FFM application for 
duplicate assistance at that time. 

All FFM applicants are 
currently receiving medical 
coverage (including 
CountyCare) 

 Follow the instructions on the FFM job aid to resolve this case by 
withdrawing as a duplicate (step #15).   

 Enter the IES case number if the coverage was approved in IES.  Enter the 
legacy case number if the coverage was approved outside of IES. 

Some FFM applicants are 
receiving medical coverage 
but some are not (this 
scenario also includes 
children on Share/Premium 
but no parent coverage) 

 Make the FFM applicants that are currently receiving medical coverage 
non-requestors during registration. 

 Process the application for the remaining requestors on the application. 

FFM applicants appear to be 
AABD  

 If all applicants are AABD, register case in AIS, and then withdraw the 
application as duplicate entering the legacy case number.    

 If only some applicants are AABD, mark AABD as non-requestors and 
process remaining applicants in IES. 

o Register those AABD applicants you indicated as non-requestors in 
AIS. 

FFM applicants previously 
approved in IES but case has 
since been cancelled in 
legacy system 

 At this time you will not be able to process this scenario in IES.   
 Review case to see why and when case was cancelled.   
 Direct the original office to reopen the case via the legacy system if 

appropriate. 
 Contact customer as needed to gather additional information. 

FFM application/case needs 
to be split 

 Register the split part of the application in the All Kids office, assigning it to 
Sharon Dyer-Nelson.   

 Transfer both cases to the appropriate office prior to certification. 

FFM application is denied in 
error 

 If an FFM application is denied and certified, their information is referred 
to the FFM.  There is no way to undo this currently. 
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 To ensure the customer(s) receive benefits if eligible, the worker should 
process a new Medical-only case for the customer in IES.  The worker 
should also issue extra communication to the customer that their FFM case 
was potentially denied in error and that they may receive information from 
the FFM accordingly, but that if they are approved for Medicaid through 
ABE/IES, they do not need to take action on these communications. 

FFM Application is denied 
due to customer’s failure to 
provide verifications but 
customer provides 
verifications later 

 HFS is in the process of issuing new policy on this formally but effective 
immediately you can proceed as follows: 

 Applications for medical benefits can be reopened if: 
o people who fail to provide info timely provide what we've 

requested within 60 days of the date of the notice of denial, and  
o the info provided is responsive to the request.   

 If the information provided is responsive to the request, you should 
recreate that application in IES using the original date of application. 

 This reopen should be done by the office whose payroll the case now sits 
on. 

 The office that receives the late verifications should notify the office that 
owns the case that they have been received and the case needs to be 
reopened.  The verifications can be uploaded to the denied case or 
scanned and emailed to the office as in some instances you cannot upload 
documents to denied applications (see notes on uploading docs below). 

 

Notes when Uploading Documents 
 Uploading documents to denied cases 

o If an application is denied during application registration you will not be able to upload documents to this 
case. 

o If the application/case is denied during data collection you should be able to upload documents to this case.  
Contact the IES User Support Center if you need assistance with this. 

 Receive error “The selected employee does not have the specialist tag” 
o This would happen after you transfer the case to a new office from All Kids.  This means that the worker that 

it was transferred to is missing the specialist tag and the LAN Coordinator in that office just needs to update 
their profile. 

 
Other reminders when processing FFM applications: 
 If you don’t complete application registration and the app is “stuck” please contact Pamela.Clay-Wilson@illinois.gov 

to let her know.  She will coordinate with All Kids to get these done. 
 If you forget to transfer to Sharon before initiating data collection, then you should follow the instructions in the 

FFM job aid (step #17). 
 If you forgot to transfer the case in IES before you certified it, then you will need to arrange for the case transfer to 

happen in the legacy system.   
 Link to policy memo covering verifications for medical programs - 

http://intranet.dhs.illinois.gov/onenet/page.aspx?item=66564  
 
FFM Appeals Reminder 
Appeals for FFM applications processed by DHS caseworkers will be handled by the office of choice – not the office of 
the worker that processed the case.  Appeals on FFM applications processed by HFS workers will be handled by HFS. 
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