COVERED
CALIFORNIA

September 18, 2019

Your destination for affordable,
quality health care, including Medi-Cal

This Job Aid illustrates how to complete a Report a Change (RAC) on behalf of a consumer to
make changes to their household information. Note that not all changes require the Business
Rules Engine to run. Upon submitting the RAC, an eligibility determination occurs automatically
depending on the type of change processed. For example, CalHEERS redetermines eligibility
when processing a change which adds or removes a household member (HHM), adds or
updates income and/or a change to
the physical address (resulting in a
rate change: zip or county). @ff‘m"'g

Changes resulting in an eligibility Hi, John!
redetermination may impact the
consumer 6s coverage
for premium assistance. Eligibility

results should be carefully reviewed

with the consumer to be sure that any
impacts of the changes are

understood.

Welcome Back to Your Account.

Has your household size or income changed? Are
you moving? Be sure to report any changes that may
affect your eligibility.

Click the "Report a Change"” button below If any of your information has changed.

If you have Medi-Cal, you must report changes within 10 days of the change. If you have a health plan through Covered
California, you must report changes within 30 days.

Click here to learn more about reporting a change

The RAC functionality is used in a
variety of scenarios but the steps for

each change scenario are similar.
This Job Aid will highlight the steps to
complete the following common types
of reported changes:

 Remove a HHM
1 AddaHHM

1 Report a change of address

This Job Aid also describes how to
use RAC functionality to change the
application type from unsubsidized
(no financial assistance for health
care coverage) to subsidized (the
Consumer receives financial
assistance for coverage in the form of

a Important Dates

Covered California
« Open Enroliment begins Nov. 1, 2017 and ends Jan. 31, 2018.
+ To start coverage by Jan, 1, 2018, apply by Dec. 15, 2017,

Medi-Cal

* You can apply for Medi-Cal year-round.

Report a Change

Announcements Manage My Application More Actions

monthly premium assistance, cost sharing reductions, tax credits, or Medi-Cal).
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JOB AID: REPORT A CHANGE

The additional steps required for reporting changes during Special Enroliment periods are also
described.

Begin a Report a Change

After submitting an application and completing plan selection, the Consumer Home page
displays the Report a Change button.

Depending on the type of user and the time of year, clicking the Report a Change button
presents a couple of options via popups for : : :
the user to make a selection. For example: View Confirmation

1 For the Service Center
Representative (SCR) and County
Eligibility Worker (CEW), the View
Confirmation popup displays to ‘ Comsumer View | ‘ ‘
choose the Consumer View or
Flexible Admin View of the

Would you like to open the Consumer View or the Flexible Admin View?

application Which coverage period do you need to report a change
or?
1 If a household has renewed their

application for the upcoming year, Does the change you want to report impact your current coverage or

the Which coverage period do you your coverage for 20207 If it impacts your current coverage and
need to report a change for? popup coverage for 2020, update your current coverage first and then return
displays to this page and update your information for 2020 as well.

o For Consumers, Agents and
CEC:s, this popup displays only
until the end of the year (12/31) () Report a change for 2020
for users to select either the
current year or the upcoming

year to complete a RAC o l

o For Service Center
Representatives (SCR) and
County Eligibility Workers (CEW) this popup displays all year long for cases older
than one year

@ continue report a change for 2019

A RAC application can also be initiated from a link in the Manage My Application section of the
Consumer Home page. In addition, if the RAC is started but not completed the button on the
Consumer Home page changes to Continue Report a Change. In the Manage My Application
section there is also a Continue Change Report to resume the RAC and a Cancel Change
Report link to remove any changes made and cancel the RAC.

Clicking the OK button navigates the user to the How would you like to review and update this
application? page. The Cancel button closes the popup.
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JOB AID: REPORT A CHANGE

The How would you like to review and update this application? page displays for SCR and
CEW users only, with two navigational options:

1 Walk through each section i each section is presented for review with this page flow.
Apply updates to each section of the application as required

9 Skip to final review i allows the user to bypass each household and individual
information section and navigate directly to the Final Household Review page to review
and update the specific section for the reported change

How would you like to review and update this
application?

RECOMMENDED

Walk through each section Skip to final review
We will walk you through each section of We will take you directly to the final
the application. You can make updates as application review. From there, you can
you go. make updates as needed.

Get Started Skip to Review

Note: After selecting an option, the Consumer Home page reflects the RAC is in Continue

Report a Change status and the How would you like to review and update this application?
page no longer presents as an option.
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JOB AID: REPORT A CHANGE

Skip to final review option

As mentioned earlier, the Skip to final
review option allows the user to bypass
each household and individual
information section and navigate directly
to the Final Household Review page to
review and update the specific section
for the reported change. On this page,
review one or more sections as required
to make the RAC updates.

9 Click the Edit link next to the
section requiring an update

9 Clicking the Confirm button
displays the Final Individual
Review page for each HHM

9 Similar to the Final Household
Review page, click the Edit link
to update information for that
member

Note: The Skip to final review option
navigates the user through the same
page flow regardless of the type of RAC.

lication

Final Household Review
Household Members

@ Donald D.

Marital Status & Relationships

Marital Statuses:

Donald D.’s marital status: Single

Home and Mailing Address

@ Donald D Home address Malling address
1601 Exposition Bivd 1601 £ u Bivd

Applying For Health Care

@ Donald D

Household Tax Information

Primary Tax Filer

@ Donald D.

Tax filing status
Single

Also plan to file taxes:

@ Donald D.

Tax filing status

Required to file taxes

@ Donald D.

Claimed as a dependent: Nobody expects to be claimed as a dependent

Household Income

@ Donald D

Income

Projected Household Income
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JOB AID: REPORT A CHANGE

Walk through each section option

To review household information previously provided and make updates to more than one

section, select the Get Started button
on the How would you like to review
and update this application? page.

Note: The Back button returns the
user to the Application Menu page.

On the Has Your Household
Changed? page, users can add and
remove HHMs. After making all
changes, or if it is determined that no
updates are needed on this page,
click the Save & Continue button and
proceed to the next confirmation
page. Repeat this for each
confirmation page. RAC confirmation
pages include:

1 Confirm These Relationships and
Marital Statuses are Correct

1 Confirm These Home and Mailing
Addresses Are Correct

9 Confirm This Tax Information Is
Correct

M Confirm This Income Information
Is Correct

OntheNo w, Let 6EchRe v i

Household Member to Make Sure Their
Information Is Correct page, the SCR can
review information for each household
member before completing the RAC.

9 Click the Review link next to the
HHM to access the Review [HHM]
Information page for the
household member selected

If a review is not needed, click the
Save & Continue button to
proceed to the final review

CoveredCA.com is a joint initiative between Covered California and the California Department of Health Care Services

Update Your Applica

Has Your H

ousehold Changed?

Click "Remove” to remaove someone from the household or "Add" to add a new member. You cannot remaove the
Primary Contact.

‘You can review all household members® information later in the application.

© @

Tom L. Tom L.
7 9yrs

+

Add Household

Member
Primary Contact Remove

Now, Let's Review Each Household Member to Make Sure Their
Information Is Correct

Information you may need to update:

ﬂaj Centact Information

@ Health Care

Citizenship & Immigration Househaold Members
ew citzenship & mmiratio (B HousholdMemsers

Click "Review" to view and update each person's information.

.
Review
47 yrs
@ Tom L. .
Review
Syrs
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JOB AID: REPORT A CHANGE

The Final Household Review page is a snapshot of

all the household information and allows for a quick -
update ‘I;i‘naIanus&ehald Review
1 Click the Edit link to navigate to that Household Members

secti onds c¢ o mafdiupdaiathei o n e e
information as necessary

Martalstatus & Relationships
For example, clicking the Edit link next to the Marital
Status and Relationships section displays the o Tom B o
Confirm These Relationships and Marital Statuses
are Correct page where relationship and Marital
Status can be updated. B
Home and Maling Address

1 Click the Confirm button on the Final
Household Review page to proceed with the © =
RAC process
@ Tom. Hmm-ug"lr

Similar to the Final Household Review page, the
Final Individual Review page is a snapshot of the Aplying For Health Care
individual information divided into separate sections. e @

1 Click the Edit link next to the section
requiring an update. The Review[ HHM] 6 s S
Information page displays where the ©
individual information can be updated

Household Tax Information Edit

9 Click the Confirm button on the Final
Individual Review page to proceed with the ©
RAC process

Note: Click the Confirm button for each HHM. Requred o e anes: 7

@ Tom L

Claimed as a dependent: Nobody expects to be claimed as a dependent

Household Income Edit
@ Tom L

Income

Costeo

@ TomL

Projected Household Income §21,000.00/ year
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JOB AID: REPORT A CHANGE

The Choose an Event that Best Applies to This Household page displays to capture Special
Enrollment information.

# Application Menu  Fowr answers wall e gaved

Choose an Event that Best Applies to This Household

If none of the events apply to this househeold, choose "None of the above " We check year-round to see if anyone
qualifies for Medi-Cal.

Has anyone in this household experienced any of the following events in the last 80 days? Or is anyone a federally
recognized American Indian or Alaska Mative?

¥ouw can also report events [ar are expected o ooour i ihe next 6l days, and pou only nead o choose ane per hausehold. O

| Had a baby or adopred a child W

This application qualifies for special enrollment as & result of a qualifying life event.

0 Yes, this household qualifies for Special Enraliment

-:::- Mo, this household does not qualify for Spedial Enrollment

Coverage Date Category

& Eirth/Adoption/Appeals Mid-Month () WEC or Marriage/Domestic Partnership () Regular

et .,

Enter the date of the qualifying life event, if there is one. Enter today's date if not. ©

| 86/ 18,2819 |

Spedial enrollment expiration date

| es/89/26819 |

Note: Selecting a Qualifying Life Event (QLE) reason initiates plan selection. Not all Life Events
initiate plan selection.

Once the Choose an Event that Best Applies to This Household page is complete, the Sign &
Submit Your Changed Application page displays.

The Sign & Submit Your Changed Application page is the last page in the RAC process.

After the Sign & Submit Your Changed Application page is complete, users must click the
Submit Application button in order to complete the Report a Change transaction.
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JOB AID: REPORT A CHANGE

The Household Eligibility Results Summary page displays with the eligibility determination for

each HHM. Review the revised
eligibility information carefully
with the Consumer to make
sure they understand how their
reported changes impact their
coverage.

Note: Federal and State
subsidy disclaimers display
information about tax filing
requirements in cases where
tax credit and/or subsidy
benefits are received.

ation Menu  Your answ

Update Your Application

Sign & Submit Your Changed Application

Agree to the terms and conditions, and electronically sign your application below.

©

You are responsible for reporting changes to any information in your application. Some common changes are:
moving, adding or removing family members and changes in immigration status. If you are enrolled in Medi-Cal, you
must report a change within 10 days. If you are enrolled in Covered California, you must report a change within 30
days.

Click here to learn more about reporting a change

1 agree and certify under penalty of perjury to report any changes to the information in this application to
Covered California or to my local county office.

®

Please read this important information about your application. Once you finish reading, check the box to certify that
you have done so.

RIS 1G0T G LU T S G U G I 1 A @1 Gk U U Y U IS G NG TS G S S L S Uy 1

punishable by imprisonment for up ta four years).

| know that all information disclosed on this application will be used to determine eligibility of every person applying for health insurance
on this application. The information will be kept private as required by federal and California law.

| understand that if | have received federal advanced premium tax credits for health coverage through Covered California during the
revious benefic year, | must have filed or will file a federal income tax return for that benefit year.

| understand that if | have received California Premium Subsidy for health coverage through Covered California during the previous benefit
year, | must have filed or will file a state income tax return for that benefit year,

By entering my full name below, | agree that this digital signature shall have the same force and effect as if | signed this application by my
own hand.

| agree and certify under penalty of perjury that | have read the full legal terms and conditions.

®

By entering my PIN and typing my full name | certify under penalty of perjury that | have read and | understand the
questions in this application. | have answered honestly to the best of my ability.

Electronic Signature PIN ©

Electronic Signature

| Hazel Mouse

ST e
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JOB AID: REPORT A CHANGE

Cancel Change Report for [current year]

The Cancel change report for [current year] link displays for CEWs/ SCR when there is a
RAC in-progress (not yet submitted) for the current year and the consumer is enrolled in a plan
for the next enrollment year.

Announcements Manage My Application More Actions

103172018 View eligibility results Authorized Representative
SuionEticalmi=tegon Continue change report Manage delegates

Review Application Shop and Compare
View all announcements

I Cancel change report for 2018 I Certified Enroliment Counselor home

Update Consent for Verification and Tax Filing
Attestation

Note: Beginning in Open Enrollment until 12/31 of the current year, the Cancel change report
for [current year] link displays for Consumers, Authorized Representatives, Certified
Enrollment Counselors, Certified Insurance

Agents, and Plahned !Based Enrollers when How would you like to review and update this
a change report is active for the current year. application?

Report a Change Example s

RECOMMENDED

For all change scenarios described in this
document, the task begins by finding the
Individual and the associated case using the
Search Individual link on the Administration
Home page. Select the appropriate

Walk through each section Skip to final review

Indlvldual from the Results IlSt and CIle the \:‘Veww\l‘walkyat:llhrough eak(h se(‘t\an of WlewwHtakeyou (Erett\y':cthefma\

. the application. You can make updates as application review. From there, you can
View Home button to go to the Consumer yougo. make updates 35 needed.
Home page.

Note: The option to Walk through each
section or Skip to final review is presented
for all RACs.

Report a Pregnhancy

To process a RAC in pregnancy status, click the Report a Change button on the Consumer
Home page. The How would
you like to review and m
update this application? page /
displays.
Announcements Manage My Application More Actions

1. Select the Skip to et e oy slakegates
Review button, the
Final Household
Review page displays.
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JOB AID: REPORT A CHANGE

2. Click the Confim button on the Final Household Review page, the Final Individual
Review page displays for the first HHM.

3. Click the Confirm button for each HHM until the Final Individual Review page displays
for the applicable individual requiring a pregnancy update.

4. Click the Edit link next to the Pregnancy
Information section. The Review [HHM]
Information page displays with the
following sections:

Review Jessica’s Information

I Basic Information

1 Contact Information @ s

1 Marital Status & Relationships N

1 Pregnancy Information

1 Health Care

1 Citizenship & Immigration _

1 Military Service

f Optional Demographic Information
o o

5. Select the caret (down arrow) next to the .
Pregnancy Information section to expand [orome 18
that section. el

6. Selecting Yes dynamically displays the
following fields:

Health Care

1 Is [HHM] pregnant?
9 Due date
1 Number of babies

Wilitary Service

[ =]

7. Click the calendar icon to select an expected delivery date or type the date in the Due
date field.

8. Enter the number of expected babies in the Number of babies field.

9. Click the Save button. The Final Individual Review page for the updated individual
displays with the Pregnancy Information section updated.

Note: When a section is missing information, a Missing Information message in red text

displays next to the section. At the top of the page, a We need more information about
[ HHM] . Pl ease compl ete the sectalsodigplays. mar ked
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JOB AID: REPORT A CHANGE

I .n. We need more information about Tom. Please complete the sectionis) marked “Missing Information.”

These Missing Information messages guide the user throughout the RAC flow.

10. Selecting No displays an additional question: Has the pregnancy ended? If so, when did
the pregnancy end? Use the calendar icon to select a date or type in the end date of the
pregnancy.

Note: If indicating an end to a pregnancy because of a newborn, make sure to also add
the newborn in the Add a Household Member RAC section illustrated below.

11. Click the Confirm button. The Choose an Event that Best Applies to Your Household
page displays.

Applicadon Manu  Yowr arswers will L

Uodate Your Application

Choose an Event that Best Applies to Your Household

If none of the events apply, choose "None of the above " We check year-round to see if you qualify for Medi-Cal.

nyone in your household experienced any of the following events in the last 60 days? Or is anyone a federally
n or Alaska Native?

1 350 report events that you expect f0 oocur in the next 60 davs. and vou only meed fo choose ane per hausehold

| Had a baby or adopted a child | v |

Enter the date of your qualifying life event, if you have one. Enter roday’s date if you do not. @

| 87,/15/2819 |

=

12. Click the Save & Continue button after entering a QLE and date.

13. The Sign & Submit Your Changed Application page is the last step of the RAC process.
Address required attestations, and when ready, click the Submit Application button to
submit the RAC.
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JOB AID: REPORT A CHANGE

Remove a Household Member

To process a RAC to remove a HHM, click the Report a Change button on the Consumer
Home page. The How would you like to review and update this application? page displays.

1. Select the Skip to — Appiication Menu
Review button, the Final
Household Review
page displays.

vpgate o

Final Household Review

2. On the Final Household
Review page, select the
Edit button on the . i {@} TomL.
Household Members
section. The Has Your
Household Changed?

Household Members

Application Menu

page displays.
3. The Has Your Household Changed? (12 vour Household Changed?
page allows a household member to be
added or removed. Click the Remove e o Teme SO o S TS o A 283 e e st e e
link below the tile for the member being You canreview all ousehaold mermbers' nformaton g inthe applicatin.
removed. @ @
4. The popup displays option(s) Tom L TomL *
dynamically depending on the case; all O
four options may not display at the o o
same time:

1 Remove (member) from their

health care policy only
1 Remove member from their health care policy and Tax Filing Household
1 Remove Member from your tax

f| I | ng household on Iy @ Remove Tom from your tax filing househald only.
This will remaove Tom from your tax filing household, which
ﬂ RemOVe mem ber from the may change the amount of tax credits you are eligible for

and impact the cost of your insurance.

application entirely

Wy are you removing this person from your household?

Note: If only one option is available, it is
preselected.
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JOB AID: REPORT A CHANGE

5. Select a reason from the Why are you removing
this person from your household? dropdown
and click the Remove button.

Note: An error message displays if a
reason is not selected.

6. A confirmation popup displays: Are you sure you
want to delete [HHM] from your household?

M Click the Yes button to continue
i Click the No button to cancel the action

7. After clicking the Yes button. Has Your
Household Changed? page displays. The
removed HHM tile no longer displays.

8. Click the Save & Continue button on the Has
your Household Changed? page. The Confirm
Your Marital Status is Correct page displays.

9. Select the What is your marital status? and
click the Save & Continue button.

Note: Continue through each section
clicking the Save & Continue button for
each page.

10. Once on The Final Household Review
page, the HHM removed no longer displays
in the Household membersésection.

11. Click the Confirm button to continue
through the remaining pages and complete
the RAC.
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