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Welcome to HIPP Online !                 

Department of Medical Assistance Services



Getting Started on your HIPP Journey 

• Before you begin your HIPP Application there are documents that you 
should already have prepared so that you are able to complete the 
application in one sitting. The documents that are required to process 
your HIPP Application are listed below:

1. Insurance Plan Summary or Summary of Benefits ( Required)
2. Copy of your most recent paystub (that reflects your insurance premium 

deduction) ( Required)
3. An Employer Insurance Verification form, sign and dated by your 

employer( Required)
4. A front and back image of each unique insurance card is required; 

Medicaid recipients only . ( Required)
5. Other supporting documents to upload (Examples: Power Of Attorney, 

Custody Order, Executor) ( Not Required) 



Examples of a Plan Summary or Summary of Benefits

Plan Summary Summary of Benefits



Examples of a Paystub with health insurance premium deduction

The health insurance premium deduction is visible on the right side of this 
example
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Employer Insurance Verification (EIV) Form Example

1st and 2nd Page of the EIV document 
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Examples of Insurance Cards

Front Back
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Other Supporting Documents ( Not Required)

POA Consent Form
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You are Ready to start your application ! 

• We hope the examples were helpful, and as you go 
through the steps of completing your application 
please be sure to:
1. Provide accurate information
2. Check for misspelling's
3. Call the HIPP Unit if you have any questions 

regarding the submission of your application
4. Please keep track of your application ID number that 

is provided 

Let’s Go !  
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Starting Your HIPP Application: 1st  Visit the DMAS 
webpage at:  www.dmas.virginia.gov
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• Click on the “ Programs  & Services” option located on the left hand side 
of the screen, once you have clicked on the link a drop down will appear, 
and you will have the ability to select the ‘HIPP” option. Please click on the 
“HIPP” link once it is displayed. 



Navigating the DMAS website

Once you have arrived at Department Of Medical Assistance Services page, 
your screen should look like the screenshot below 
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Step 1 continued……..

The top of the webpage should resemble the screenshot below
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Step 1: Select the HIPP Online Application

As you scroll to the bottom portion of your screen, you will select the option 
highlighted below 
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Step 2

From the HIPP Application link, the user is 
navigated to the new HIPP User Selection 
Screen.
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NEW USERS

First time users will need to register for REDCap by clicking the ‘First Time 
User’ link highlighted in red below
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Step 3

New users are navigated to the HIPP Registration 
Screen where they’ll enter the following information:
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Your User Name will be your email address

User’s will enter their email address and their first and last name, followed by 
clicking ‘Submit’ highlighted in red below
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Creating your password

User will receive a message that an ID was created and an email generated to 
create a password , which is written in red below
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Email to Create Password

The email that the user will receive, will be formatted like the screen shot 
below. The email will also reference the User email address as well:
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Link to Red Cap 

From the email, the user will click on the link to create password highlighted 
in red below
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Red Cap

The password link will open the following screen below with the user name 
pre-populated:
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Setting up you password 

The user will need to create a password, then re-enter it and click ‘Submit’ 
highlighted in red below
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After creating your password 

The user will be navigated to the REDCap survey tool
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My Projects

From this screen, the user should confirm they are logged in (user email displays) and 
click ‘My Projects’ highlighted in red below, on the left side of the screen
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Step 4: Setting your security question 
First time users will receive the prompt for a security question.  This is only done at registration.  Once 
completed the user is navigated to the REDCap HIPP application survey.
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All Set !

The user will select a question and supply an answer and click ‘Save’, upon 
which they will receive a successful message.  Click ‘Close’:
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Step  5

After closing the message, the user is routed to the 
“HIPP-1”  Project Screen.  
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Hover over the Link

Hover over HIPP-1 to see the link and click to open the application
highlighted in red below
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Getting Started on the Application

The REDCap project page will display
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Step 6

Click the ‘View/Edit Records’ option from the Data Collection portlet on the left side of 
the screen, and under the REDCap Section highlighted in red below
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Step 7

The user will be routed to the REDCap View/Edit Records Screen
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From the ‘Choose an existing Application’ drop down, the user will see one application listed and select 
that option.  The option name may vary from this screen shot for uniqueness highlighted in red below
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Step 8 

The Record Home Page will open and the user will select the status button 
highlighted in red below 
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Step 9 : Completing the Application Data Entry 
Fields

Blank application: Section 1  (screen shots are split for presentation purposes 
only):
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• As an application is 
saved, missing and 
incomplete items 
will be identified. 
The system will alert 
the applicant of 
items that should be 
updated.

What to expect as you complete your application



Step 9: Continued 

Screen shot of data entry fields below
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Step 9: Continued 

Screen shot of data entry fields below
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Step 9: Continued 

Screen shot of data entry fields below
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Step 9: Continued 

Screen shot of data entry fields below
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Step 9: Continued 

Screen shot of data entry fields below
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Uploading Documents 
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Step 9: Continued 



Step 9: Continued 

Screen shot of data entry fields below
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Step 10 

Once a user has completed the application, they will change the complete drop down 
selection to complete and click ‘Save and Exit Form’ highlighted in red below
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Application Submittal successful

If fields are missed the user will receive notification as to which need to be completed.  
If submission is successful, the following message will be received.
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Logging Out 

To log out, the user clicks ‘Log Out’ in the upper left
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REGISTERED USERS

Registered users will click on the ‘Registered User’ link:
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REGISTERED USERS

Registered/existing users will be navigated to the REDCap Log In screen:
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REGISTERED USERS

Enter email and password and click ‘Log in’ highlighted in red below
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REGISTERED USERS

If user forgot password they can click ‘Forgot Your Password?’ link highlighted 
in red below

49



REGISTERED USERS

After logging in , the user will be navigated to the REDCap survey tool
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REGISTERED USERS

From this screen, the user should confirm they are logged in (user email 
displays) and click ‘My Projects’ highlighted in red below
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REGISTERED USERS

Hover over “HIPP-1” to see the link and click to 
open the application highlighted in red below
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REGISTERED USERS

The REDCap project page will display
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REGISTERED USERS

Click the ‘View/Edit Records’ option from the Data Collection portlet on the 
left side of the screen, under the REDCap Section highlighted in red below
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The user will be routed to the REDCap View/Edit Records Screen
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REGISTERED USERS



REGISTERED USERS

From the ‘Choose an existing Application’ drop down highlighted in red below, the user will see 
one application listed and select that option.  The option name may vary from this screen shot for 
uniqueness:
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REGISTERED USERS

The Record Home Page will open and the user will select the status button highlighted in red below (Notice 
that the status button is now green as the application is submitted where initially, as a newly registered user it 
was white):
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REGISTERED USERS

User’s existing record is retrieved and displayed and allows for editing:
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REGISTERED USERS

Continued from the previous slide (highlighted in red below)
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REGISTERED USERS

Change ID number highlighted in red below
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REGISTERED USERS

After all updates are made, user will make sure that the Complete drop down option 
is still ‘Complete’ and then click ‘Save & Exit Form’ highlighted in red below
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REGISTERED USERS

If changes clear the edits, the user will receive a successful edit message and 
can log out, highlighted in red below
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COMPLETED APPLICATION !
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• What to expect next
Up to 45 days processing time
You will receive a written confirmation of your 

approval or denial to the program 
 If approved for the program you will receive 

information on the next steps as a HIPP member



Questions 

Please contact the HIPP unit with any question
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HIPP HIPP Unit Contact Information:
600 East Broad Street, 12th Floor

Richmond, VA 23219
(804) 225 – 4236

(800) 432 – 5924 (Virginia Residents)
http://dmasva.dmas.virginia.gov/Content-pgs/rcp-

hipp

http://dmasva.dmas.virginia.gov/Content-pgs/rcp-hipp
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