
Income Verification Worksheet Guide 
 
 
 

SECTION 1 = Household Member Information SECTION 2 = Income Questions 
 
 

Step 1: 
List yourself and all other household 

members. 

*Please use the Income Calculator for information 
on how to determine ‘Household Members”. 

**Worksheets that do not list parent and student(s) 
will be rejected. 

Step 1: 
Answer the following five questions 
about yourself, the parent applicant. 

 
 
 
 
 

Additional documentation may be requested. 
 
 
 

Step 2: 
Does this person have Income? 

Select YES: if the individual received income from an 
employer (including self-employment) 

Select NO: if the individual did NOT receive income 
from an employer and/or the only income received 
is from a source listed in Section 2 (i.e. Social 
Security Benefits) 

 
 
 
 
 
 

 
Step 3: 

Did this person file a Federal Income 
Tax Return? 

Select YES: if the individual filed a tax return/extension 
OR is included on the spouse’s joint tax return OR 
intends on filing a tax return. 

Select NO: if the individual did NOT (or is not required 
to) file a Tax Return. Select NO for children claimed as 

dependents. 

Step 2: 
Enter the total annual amounts 

received from all listed 
household members. 

 
DO NOT enter decimals (.), commas (,) or dollar 

signs ($) in the boxes. Enter numbers as whole dollar 
amounts. Example: $12,651.30 = 12652 

 
 
 
 
 
 
 
 

*You may enter 0 if no income is received* 
 

Example: John received $80/month for Social 
Security and Kate received $60/month for Social 
Security. Multiply the monthly income of $140 by 
12 months. Enter the total of 1680 in the SSI box. 

 

AFTER YOU SUBMIT THE WORKSHEET IN 
MYPORTAL, RETURN TO YOUR TO-DO LIST. THERE 

WILL BE NEW DOCUMENT REQUESTS. ALL 
REQUESTED DOCUMENTS MUST BE UPLOADED IN 

MYPORTAL, AS ONE WORD OR PDF FILE. 
 

For more information visit our website 
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https://k12.ncseaa.edu/opportunity-scholarship/income-calculator/
https://www.ncseaa.edu/income-verification-test/

