
 
How to report a change in your employment status 

1. Login to your account (if you’re locked out of your account, you can use our web 
chat service to unlock it) 

2. Scroll down until you see a blue button that says “report a change” 
3. Select Edit Information in the Employment & Income Status section of the 

Application Review page. 
 

 

 

4. Review the blue text to understand what types of income you should report and 
what types of income you shouldn’t report. If you’re unsure about whether some 
of  your income needs to be reported, consider asking a Tax Professional. 
 

 

5. Edit, Add or Indicate that you are no longer receiving a certain type of 
income.  

Tip: If you see a question mark icon, you can click on it for a 
description of the type of income. 

 



 

 

 



 

 

6. Edit, Add or Indicate that you are no longer receiving a certain type of tax 
deduction.  

Tip: If you see a question mark icon, you can click on it for a 
description of the type of deduction. 

 

7. If the income we calculate for you doesn’t match the amount of money you 
expect to make this year, put in the current annual income in The Net Annual 
Income section at the bottom of the page. 
 
Why is this an option? It is possible that you’re self-employed and you expect 
your monthly income to change throughout the year. Or maybe you received a 
payment that was one-time lump sum. Whatever the circumstance, you may not 
regularly receive the same amount of income each month.  



 
 

8.  If you choose to use the Net Annual Income option,  Enter the total amount 
you actually expect to earn by December 31st, in other words, use the amount 
you expect to report when you file your taxes next year. 

 
If you’re not sure, just give your best guess.  

 

 


