Red Cap : HIPP Electronic Application Tutorial

September 1, 2018

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. Afront 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 and Coverage: What this Plan Covers & What You Pay For Covered Services

blue ¥ of california
Full PPO Combined Deductible 10-250 90/70

Coverage Period: Beginning On or After 1/1/2018
Coverage for: Individual + Family | Plan Type: PPO

9 A The Summary of Benefits and Coverage (SBC) document will help you choose a health plan. The SBC shows you how you and the plan would
share the cost for covered health care services. NOTE: Information about the cost of this plan (called the premium) will be provided separately.
This is only a summary. For more information about your coverage, or to get a copy of the complete terms of coverage, visit bsca.com/policies
or call 1-888-256-1915. For general definitions of common terms, such as allowed amount, balance billing, coinsurance, copayment, deductible, provider, or ather
underlined terms see the Glossary. You can view the Glossary at healthcare.gov/sbe-glossary or call 1-866-444-3272 to request a copy.

Important Questions
ividual / $500 per family for
What is the overall iders; $250 per
deductible? individual / $500 per family for non-
participating providers.

Are there services Yes. Preventive care and services
covered before youmeet | listed in your complete terms of

Why This Matte
Generally, you must pay all of the costs from providers up to the deductible amount before
this plan begins to pay. If you have other family members on the plan each family member
must meet their own individual deductible unfil the total amount of deductible expenses paid
by all family members meets the overall family deductible.

This plan covers some items and services even if you haven't yet met the deductible
amount. But a copayment or coinsurance may apply. For example, this plan covers certain
preventive services without cost-sharing and before you meet your deductible See a list of
covered preventive services at healthcare gov/coverage/preventive-care-benefits

your deductible? coverage.
Are there other

deductibles for specific No.
services?

You don't have fo meet deductibles for specific services.

$1,250 per individual / $2,500 per

What is the out-of-pocket | family for participating providers;
limit for this plan? $3,250 per individual / $6,500 per

family for non-participating providers

The out-of-pocket limit is the most you could pay in a year for covered services. If you have
other family members in this plan, the overall family out-of-packet limit must be met.

Copayments for cartain services,

premiums, balance-billing charges, and
health care this plan doesn't cover

Whatis not included in
the out-of-pocket limit?

Even though you pay these expenses, they don't count toward the out-of-pocket limit.

Yes. See blueshieldca.com/fap or call

Will you payless if you | 4 4ag 95 1615 for a lst of network

use a network provider?

This plan uses a provider network. You will pay less if you use a provider in the plan’s
network. You will pay the most if you use an out-of-network provider, and you might receive
a bill from a provider for the difference between the provider's charge and what your plan

providers. pays (balance billing). Be aware, your network provider might use an out-of-network provider
for some services (such as lab work). Check with your provider before you get services.
E:ey:: "e?jl ;{;’ ertal No. You can see the specialist you choose without a referral

Summary of Benefits

BlueChoice Advantage

Sen

FIRSTHELP—24/7 NURSE ADVICE LINE

In.

twork You Pay'2

Summary of Benefits

O

stwork You Pa

Visit wew.carefirst.com /doctor to locate providers

Free advica from a registered nurse.

aboul your options for care.

Visit wwwcarefirst.com needcare to learn more

‘When yaur doctor is not availabie, call FirstHelp 2t B0O-535.9700 to speak with &
registered nurse about your health guestions and treatment options.

Visit www.carefirst.com /bluerewards for more
information

Blus Rewards is an incentive program where you can e2m up to $600 for taking an active
role in getting healthy and staying healthy.

ANNLAL DEDUC
Individual | $1.000 (combined in- and out-oFnetwark) | $1.000 jined in- and sut-of-network)
Family | $2.000 (combined in- and out-of-network) | $2,000 (combined in- and i

ANNUAL OUT-OF -POCKET MAXIMUM (Benefit period)*

Medical*

| $3.000 Individual$6,000 Family

[ 56,000 Individual/$12,000 Family

Prescription Drug:

| $2,000 Individual4$4,000 Family

All drug costs are subject to in-network out-
of pocket maximum

LIFETIME MAXIMUM BENEFIT

Lifetime Maximum [ Mane [ one

PREVENTIVE SERVICES

Well-Chikd Care B Wo charge* CarcFirst pays 100% of Allowed Bensit

Adult Physical Examination No charge* Deductible, then 40% of Allowed Benefil
Gneluding routine GYN visit)

Breast Cancer Scresning Wo charge* CarcFirst pays 100% of Allowed Bensfit

Pap Test Wo charge* CareFirst pays 100% of Allowed Bensiit

Prostate Cancer Screening Wo charge* CarcFirst pays 100% of Allowed Banft

Colorectal Cancer Screening Wo charge* CareFirst pays 100% of Allowed Bensfit

OFFICEVISTTS, LABS AND TESTING.

Offce Visits for liness $20 per isit Deductible, then 0% of Allowed Benefit

Imaging (MRA/MRS, MR, PET & CAT scans)”

Deductible, then 20% of Allowed Banefit

Deductible, then 50% of Allowed Benafit

Lab’

Deductible, then 20% of Allowed Banefit

Deductible, then £0% of Allowad Bensfit

Xray Deductible, then 20% of Allowed Benefit | Deductible, then 807 of Allowed Benefil
Allergy Testing Deductible, then 20% of Allowed Benefit | Deductible, then 80 of Allowed Bensfit
Allergy Shots $5 pervisit Deductible, then 40% of Allowed Benefit

Physical, Speech and Occupational Therapy*
{imited ta 30 visits/injury fbenefit period)

Deductible, then 20% of Allowed Banefit

Deductible, then 50% of Allowed Benafit

Chirapractic
{imited to 20 visits/benefit period)

Deductible, then 20% of Allowed Banefit

Deductible, then 50% of Allowad Bensfit

Acupuncture Not covered (except when approved Hot covered (except when approved
e autharized by Plan when used for or authorized by Plan when used for
anesthesia) anesthesial

EMERGENCY SERVICES

Urgent Care Center $20 per visit Deductible, then 40% of Allowad Benefit

Emergency Raom—Facility Services Deductible, then 20% of Allowed Banefit, | In-network deductible, thea 20% of Allowsd
450 per visit Benefit, $50 per visit

Emergency Room—Physician Senvices

Deductible, then 20% of Allowed Banefit

In-network deductible, then 20% of Allowed
Bangfit

Ambulance i medically necessary)

Deductible, then 20% of Allowed Benefit

Deductible, then 80% of Allowed Benefit

16) % VA ® 51199, 300+ Optice & Versr
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Examples of a Paystub with health insurance premium deduction

The health insurance premium deduction is visible on the right side of this
example

COMMONWEALTH OF
WVIRGINIA

OFFICIAL PAY RECORD

MNo Leave Information Awvailable

Emilnm TNumber

Pay Period Fayment
Date IDate
CI'J'!I-E."Z{]!SV— AWIL201R8 0OEAML2018
Earnings Deductions
Umits Description Current ¥ T Description Current YT
T :
Pretax Hith Care 2315 305100
EE—
—
e——
Current YTD B Current ATy R
Gross Pay — —— Deductions S Net Pay A

Current VI

—— s o=rosrED Bave G

Hanking irfornration detail can be found on the Divecr DepositiAdditional Prafile page.
T wiews, click the underscored date on the Pay History page.




Employer Insurance Verification (EIV) Form Example

15t and 2"9 Page of the EIV document

Analyst: HIPP# Analyst: _____ HIPPR,
4—P (Please indicate the cost and benefits for the coverage you have selected.)
EMPLOYER INSURANCE VERIFICATION SECTION LAN BENEFITS
DEPARTMENT OF MEDICAL ASSISTANCE SERVICES Employee Name(Last, First. MI): Full SSN:
Health Insurance Premium Payment Programs Unit plovee Hame(Last it M by e | Teka, A By - 33 - a3y
600 E. Broad Street, Richmond, VA 23219 n - "
(804) 225.4236 | (800) 432-5924 (in Virginia only) Name and Address of Melflcal Insurance Company: Mame and Address of Dental Insurance Company:
Fax Number: 804-452-5447 Bloe Swad of Cq‘lfcn\iq,
Email : HIPPC Ser virainia.aov 50 Qeale 3%, San Froneiseo, LA A4S 1508
Insurance Company Phone: (H1S )} 34 = 5000 Insurance Company Phone: { 3
Insurance Policy/Group Number: ) 606 SR8 Insurance Policy/Group Number:
* Any information provided on the form will remain confidential. In order to make a determination, please complete and E"eje‘:“'”&"‘;: health savings accaunt (HSA)? Hlameland Sccess STKlon Thsusnce Comyany:
return this form within 15 days to the mailing address above.
What are the annual deductibles for the health insurance:
Individual § 3 5o Family 5 So0 Insurance Company Phane: { )
= = 0 Insurance Policy/Group Number:
My signature serves as a release of information for verification of all required information. of ealth Plan Services Under the Health Pian
Employee Name: a;\m Dae. Phone Numher:ﬁg ) 555- 5885 | {Check all that apply): - (Check al that apply):
[ Comprehensive Major Medical [ Medical
Address: 133 Main St. . Richmead ¥I Signature: Mm_ J Joe Date:_8/0:1 /18 X HMoPPO X Pharmacy
ax [J Hospital Only ] vision
] Other [ Dental
INFORMATION BELOW IS TO BE COMPLETED BY THE EMPLOYER ONLY Medical, Dental and Vislon Insurahce Premium Information.
If self-employed the policyholder must plete as the employer. Provide Employer & Emj costs for the elected plan(s):
SECTION 1 — EMPLOYEE INFORMATION Coverage "Bdﬁ:“ l?:e“l:alill.lm :‘::l::;"m
Employee Name Full 55M: (MM/DD/YY) Prem (remiim _, tremium | F of, i ¥ i |
. Em on w
(Last, First, MI) ) Town A, |l15 -3 - bate of Brth: O] 7 01 / 480 c:;? | y For Emplayee's elected plan(s)
Employer | § [ JE S Medical Dental Vision
la, Employee Status [ Ful-Time [ Part-Time: Cast to Employee 4 $ $
pate wirea: 1/24 {18 ib. Retiree? [ Yes 8 No I%E].'.em;!nyee mrm-mv enralled in the Health Plan? Employes + Spouse \E'udv: Weekly: Weekly:
52 Weeks 52 Weeks 52 Wesks
1c. School Emplayes? [Jves  [RNo If yes, provide the Effedjve Date: “_kj Ik Cost to Employer 3 3 4 O 50 wWeeks E 50 Weeks H 50 Wesks
Cost to Employee O 48 Weeks O 8 weeks O 48 Weeks
1d. If 1c answer is yes, check applicable bex: (1 10-Menth [ 12-Month $ L — | J—
SECTION 2 — MEMBERSHIP (Starting with Employee) - Attach an additional page if more than 7 e
L] Full SSN Date of Birth Refationship Currently Envelied in Plan Sy | — —— | J— 4 = | semiy i | S/
= weomon |, |, |7 |Bammer | B B
Ooe  Joha A QL1 -01| oy fon /1agh | Employee | BYes Ot — = —— | B 2 payperiods pay pert pay pert
T - N e O Employee + Children |
Do | Jure 6. [l "33 "3 01 7ol [1ag) | Speuse B Yes Costto Employer | $ 5
al " fov ! - Yes [N — —_— e Monthly: Monthly: Monthly:
Doe, Will ¢ JETIRE VI TN T (W = Costto Employee | ¢ $ s Ol loManhs | T 10Mons | [ 10 os
Dac. ; ) Il la 01 /01 /3018 | Ayl Klves Clno —r O 12-Months O 12-Months O 12-months
B— o~ o e [ s i
e Cottofmoiore | MMMy |6 5
e L v Do SECTION 5 — EMPLOYER'S REPRESENTATIVE
SECTION 3 - COVERAGE OPEN-ENROLLMENT INFORMATION Humron Resoures Repracenioiiug o Banefis Merager: Tt
3a. If the employee Is currently enrolled, what is the type of coverage? Selectone | ) eee pate gwoop: O (AN 7 1 i{. UiVE le‘- hwu&
af the fallawing: Employer/Company Name: Aene e Work Fhone: ( $8§ ) |3y~ 96§
[ Employee Only [ Employee + Child B Famity B Employer Address: - iy State: 2ip Code:
BEm e BEme i ol | e e ol Tt Weshlake Ave TR S
D comra I certify all information contained herein wamwu‘cuofm kmowledge.
| Emplayer ledetla oate: 8/10/ 1%
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Examples of Insurance Cards

VIRGINIA'S WEDICAID PROGRAN
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Other Supporting Documents ( Not Required)

POA

Form
1338
POWER OF ATTORNEY
BE IT KNOWN:
That the i @
corporation), (a partnership), (a ) organized under the laws of
ot (an indivi ietor, aresident of the State of )

hereby irrevocably appoints the Securities Commissioner of Texas, and the Commissioner’s
successors in office, its attorney in Texas upon whom may be served any notice, process, or pleading
in any action or proceeding arising out of any transaction subject to the Texas Securities Act, in
accordance with all applicable laws of the State of Texas; and the undersigned hereby agrees that
any proceeding against it may be commenced in any court of competent jurisdiction and proper
venue within Texas by service of process upon the Securities Commissioner of Texas, and the
Commissioner’s successors in office, with the same effect as if the undersigned was organized or
created under the laws of Texas, or was a resident of Texas, and had been lawfully served with
process in Texas.

A copy of any notice, process, or pleading served hereunder will be mailed to the
undersigned’s address of record on file with the Securities Commissioner as of the date of service.

This Power of Attorney is made in compliance with the provisions of the Texas Securities

Act, Tex. Rev. Civ. Stat. Ann. art. 581-1 et seq.

Dated this day of 2.
(Name of applicant)
By
(President)(Partner)(Sole Proprietor)(Member)( )
By
(Secretary)( )

Strike out inapplicable terminology and fill in blanks, as appropriate.

08-10-2003

Consent Form

CONSENT AUTHORIZATION FORM FOR RELEASE OF INFORMATION
Health Insurance Premium Payment (HIPP) and HIPP For Kids Program

Purpose: Medicaid eligibility is required for participation in the HIPP/HIPP For Kids Program.
Authorization for release of Medicaid eligibility information is required by the HIPP/HIPP For
Kids Program when the Medicaid eligible family member does not live in the same houschold as
the polieyholder or applicant, who has the health insurance coverage, through their employer’s
sponsored-group plan. This consent form authorizes the Department of Medical Assistance
Services the right to release information about the Medicaid eligible family member(s) eligibility
status to the policyholder/applicant. The person who applied for Medicaid eligibility through
their local Department of Social Services must authorize this request since it may become
necessary for the HIPP/HIPP For Kids Program to communicate information regarding the
eligibility status of a family member, to the policyholder, who is not living in the same
household.

If the consent form is not signed authorizing release of Medicaid eligibility information,
participation in the HIPP/HIPP For Kids Program will be denied.

The consent form must be signed below by the Medicaid eligible family member, if age 18 or
older, or by the person who applied for Medicaid eli ity at the local Department of Social
Services.

1 {Print name of person who applied for Medicaid) authorize
the HIPP/HIPP For Kids Program to release Medicaid eligibility information of the eligible
family members listed below to (Print the Policyholder’s
name) for the purpose of participation in the HIPP For Kids Program. This authorization will
remain in effect as long as there is continuous participation in the HIPP/HIPP For Kids Program.
Any break in participation will require a new signed consent form.

Please list the eligible Medicaid family member(s):

Signature of Person Authorizing
Consent:

Relationship to Medicaid Family Member:
Date: Phone Number. (optional)
(Reference: Chapter 2, Page 1, Section 2: HIPP Policy Manual)

VIRGINIA'S WEDICAID PROGRAN
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You are Ready to start your application !

let'sGo! = g=

* We hope the examples were helpful, and as you go
through the steps of completing your application
please be sure to:

1.
2.
3.

Provide accurate information
Check for misspelling's

Call the HIPP Unit if you have any questions
regarding the submission of your application

Please keep track of your application ID number that
is provided




Starting Your HIPP Application: 1st Visit the DMAS

webpage at: www.dmas.virginia.gov

* 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.

VIRGINIA'S MEDICAID PROGRAM

DOMAS Department of Medical Assistance Services
INNOVATION - QUALITY - YALUE

L PR Virginia Governor

I About Medicaid I New Adult Eligibility! | Fenipih S Hibr e

I Eligibility Guidance -

I i =" DMAS administers

FAMIS
| s the Medicaid

f b .
Managed Care | - - prO
Benefits 5

Services

Behavioral Health

Client Services | & S

Dental
GAP

HIPP

J ‘ \‘ .l
COVER V]R.GIN[A

W Conrecting Yirminians to
e l ~ affordable Health lnsutance

Medicaid Expansion: : What Providers and Virginia Medical Assistance Eligibility Manual
Stakeholders Need to Know

Medical Assistance Eligibility and Guidance
Home an d Communi ity Based Senm:ss Toolkit

_Medallion 4.0




Navigating the DMAS website

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

Department of Medical Assistance Services

Home Health Insurance Premium Payment
About Medicaid

Eligibility Guidance

"

i

L]
——

I FAMIS —
B —
—
-

| Managed Care Benefits ,

|

|

HIPP.Online &
Forms

Programs & Services

Long Term Care

For Providers .l E _|
I L f
l Report Fraud or Abuse @
-
Aml
I Appeals Manuals &

S
Resolrces 2k

.~ DMAS Open Data




Step 1 continued........

The top of the webpage should resemble the screenshot below

L JT T r— x|+

« C

Pwvew.dmas.virginia.gov/ # Mipps

Managed Care Benefits
Programs & Services

Long Term Care

Report Fraud or Abuse

Appeals

ﬂ
I For Providers

i| DMAS Open Data

Department of Medical Assistance Services

HIPP Online & Forms

If you think you might qualify for HIPP or HIPP for Kids, you can apply onling of by filing out a paper application. Whether you apply for HIPP online of use the paper form, you will need 10 complese the same $1eps listed in the checkist below:
HIPP Application Checklist

o Complete all parts of the HIPP appication (onling of paper form)
o Complete the Employer Insurance Ventication (EIV) Form
o Submt insurance summary (verifying deductibies, co-pays and co-NSurance amounts)
+ Provide cument paystubs
+ Submat front and back images of insurance cand(s) of the Medicaid eligible family membed(s)
HIPP Online is the quickest and most secure way to apply for HIPP and HIPP for Kids! Click the HIPP Online link below to:
= Create your new HIPF Oniling account
« Fill oul your onling application
*+ Upioad your suppoiting documents
+ Receive your appiication confirmation via email

You can 5o S8 oul 3 paper by the ) for ¥ias App AEIV form below. Submil your compieted paper form by email, fax, of mail (contacts ksted below)
Sending Information to HIPP Once You Are Enrolled

Enrolied HIFP and HIPF for Kids members must tm in documents on an cngoing basis to siay eligible for the program. HIPP members can submil verications electronicaly by creating an account with HIPP Online. HIPF Online is designed to
give you more secunty and controd of your iformation and will save you time. Use HIPP Oniline 1o

« Securely upload your quanerly and annual papenwork
+ Coafirm your HIPP information has been received

= Receive reminders when your paperwork is due

* Updae your information if your prémiums incréase

Ensolied HIPP and HIPP for Kids members can also continue sending their documents and venifications through emall, fax, and mail 1o the contacts ksted below. For fax, mall and email, please be sure 1o include the HIPP case name, case
UM and your telephone rumber

VIRGINIA'S WEDICAID PROGRAN

DMAS
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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

% 4

C @ hipywwwdmasirginia.gov # hippornkne
Enrobed HIPF and HIPP for Kids members can alse confinue sending their documents and verfications through email, fx. and mail 1o the contacts sted below. For fax, mall and emall, please bé sure 1o include the HIFP case name, case

NIMBET And your IEephone rumber

Chck here to access the HIFF Online
For more information about HIPP Online, take a look at the fiyer befow or view fhe siep-by-step insbructions. You can also waich a bref instructional video. If you have guestions aboul HIPP Oniine or would ke addfional information, email

HIPPoustomeservice@dmas virginia gov or call 1-500-432-5024

g HIFP Onling

e HIPP Online

[instructional Videa Coming Soon)

Email scanned documents o Fax documents fo (S04) 452-5447 Wil o
HIFPCUSICmerservice SHamas. virgnia gov Depariment of Medical Assistance Senvices
Al HIPP Lnit

GO0 East Broad Streel. Suile 1300
Richmond, Vieginia 23215

Web P Public Notices - VA Regulatory Town Hall  Media Requests  Subscribe  Contact Us

& i

VIRGINIA'S WEDICAID PROGRAN

DMAS

INNOVATION » QUALTY « VALUE




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

g 24, 2018
. s i Test Environment | Home | Contact Us
L [/ t’zgtma /
| Home Provider Services ¥ Provider Resources ¥ EDI Support ¥ Documentation ¥




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

Aug 24, 2018

.
uginia -
A&ggg ;

Test Environment | Home | Contact Us

ifcaid

ovider Services ¥




New users are navigated to the HIPP Registration
Screen where they’ll enter the following information:

[ suomit [ React I Cancel




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

Aug 24, 2018
C(/L& inia . Test Environment | Home | Contact Us




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

Aug 24, 2018
.& . - Test Environment | Home | Contact Us
[/ L /
Medicai 3
Provider Services ¥ Provider Resources ¥ EDI Support ¥ Documentation ¥ Provider Enrollment

 Suomit [ Resct [ Concel|




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:

W v [ - X

@ Ignore x Q @ Q gl‘vﬂeetiﬂg 23 Moveto: ? % To Manager |_|_3 5 Rules - @ a% B Find Q

=B VI &3 Team E-mail +' Done N OneNote 2, Related ~

~ Delete = Reply Reply Forward _ | Move Mark Categorize Follow | Translate Zoom
& Junk i B More - | L Reply & Delete “z Create New = - B Adions © | Unread - up * . l¢ select =
Delete | Respond ‘ Quick Steps [F] Move ‘ Tags F] Editing | Zoom ‘
From: HIFPAdministrator@conduent.com Sent:  Fri 8/24/2018 3:24 PM
To: Y
ce
Subject: REDCap access granted
R R - N R N N L N T A B B R I IR T --‘11‘--1-‘-12--%‘-)\@
i . ]
[This message was automatically generated by REDCap]

A REDCap account has been created for you in which your REDCap username is duinisngiUNuueimeny  Click the link below to set your new password and log in.
Set yvour new REDCap password




Link to Red Cap

From the email, the user will click on the link to create password highlighted

in red below

- @

@ Ignore x Q @ Q [ Mesting (23 Move to: ? % To Manager E 5 Rules - @ 9 a% B Find Q

- 3 Team E-mail &' Done N OneNote ! 3y Related -
Junk - Delete | Reply Reply Forward . _ | Move . Mark Categorize Follow | Translate Zoom
& Jun i B More - =& Reply & Delete 2 Create New = . B Adions = Unread 2 e ; Rk Select -
Delete | Respond ‘ Quick Steps [F] Move ‘ Tags F] Editing | Zoom ‘
From: HIFPAdministrator@conduent.com Sent:  Fri 8/24/2018 3:24 PM
R
ce
Subject: REDCap access granted
R N - N R N N D I 7 ] ' g - . -1 10 11 ' 12 IR

[This message was automatically generated by REDCap]

A REDCap account has been created for you in which your REDCap username is-“. Click the link below to set your new password and log in.
Set yvour new REDCap password

[ =)




Red Cap

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

REDCap

Set Your Password

Your password has not been set yet or has been reset. You will need to set your password here to whatever value you wish. Please
enter your desired password below and click the "Submit’ button. Once your password has been set, you may use it with your
username whenever you |og in to REDCap. Please make sure that you write down or remember your new password for future use.
The new password entered must be AT LEAST 9 CHARACTERS IN LENGTH and must consist of AT LEAST one lower-case
letter, one upper-case letter, and one number.

Username: -@cn nduent.com

Password:

Re-type password:

| submit

REDCap 7.4.5 - ® 2018 Vanderbilt University




Setting up you password

Vi

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

REDCap

Set Your Password

Your password has not been set yet or has been reset. You will need to set your password here to whatever value you wish. Please
enter your desired password below and click the "Submit’ button. Once your password has been set, you may use it with your
username whenever you log in to REDCap. Please make sure that you write down or remember your new password for future use.
The new password entered must be AT LEAST 9 CHARACTERS IN LENGTH and must consist of AT LEAST one lower-case

letter, one upper-case letter, and one number.

Username: —QCD nduent.com

Password: ssssssEEEE

Re-type paSSWDrd: ..II...I‘II|

REDCap 7.4.5 - @ 2018 Vanderbilt University




*EDCap’ Home My Projects @ Help & FAQ HiTraining Videos &sSend-it W Messenger

Welcome to REDCap!

REDCap is a mature, secure web application for building and managing online
surveys and databases. Using REDCap's stream-lined process for rapidly
developing projects, you may create and design projects using 1) the online
method from your web browser using the Online Designer; and/or 2) the offline
method by constructing a "data dictionary’ template file in Microsoft Excel, which
can be later uploaded into REDCap. Both surveys and databases (or a mixture of
the two) can be built using these methods.

REDCap provides automated export procedures for seamless data downloads to
Excel and common statistical packages (SPSS, SAS, Stata, R), as well as a built-in
project calendar, a scheduling medule, ad hoc reporting tools, and advanced
features, such as branching logic. file uploading. and calculated fields,

Learn more about REDCap by watching a 3 brief summary video (4 min). If you
would like to view other quick video tutorials of REDCap in action and an
overview of its features, please see the Training Resources page.

NOTICE: If you are collecting data for the purposes of human subjects research,
review and approval of the projectis required by your Institutional Review
Board.

If you require assistance or have any guestions about REDCap, please contact
DMAS Survey Administrator (TEST).

g ™

New Users ciick here

http://vammiststimsOl.vammis.local:3080/redcaptest/index.php?action=help ]

After creating your password

The user will be navigated to the REDCap survey tool

Logged in as
G

REDCap Features

Build online surveys and databases quickly
and securely - Create and design your project
rapidly using secure web authentication from
your browser. No extra software is required.

Fast and flexible - Conception to production-
level survey/database in less than one day.

Export data to common data analysis
packages - Export your data to Microsoft Excel,
PDF, SAS, Stata, R, or SPS5 for analysis.

Ad Hoc Reporting - Create custom queries for
generating reports to view or download.

Scheduling - Utilize a built-in project calendar
and scheduling module for organizing your
events and appointments.

Easily manage a contact list of survey
respondents or create a simple survey link -
Build a list of email contacts, create custom email
invitations, and track who responds, or you may
also create a single survey link to email out or
post on a website.

REDCap Mobile App - Collect data offline using
an app on a mobile device when there is no WiFi
or cellular connection, and then later sync data
back to the server.

Send files to others securely - Using 'Send-It',
upload and send files to multiple recipients,
including existing project documents, that are too
large for email attachments or that contain
sensitive data.

& My Profile  GrLog of
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y 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

Ls d i
%nnduem.:nm : § My Profile G Log Oﬁ

%EDCap Home Help & FAQ HE Training Videos =i Send-it W Messenger

Welcome to REDCap!

REDCap is a mature, secure web application for building and managing online
surveys and databases. Using REDCap's stream-lined process for rapidly
developing projects, you may create and design projects using 1) the online
method from your web browser using the Online Designer; and/or 2) the offline
method by constructing a "data dictionary’ template file in Microsoft Excel, which
can be later uploaded into REDCap. Both surveys and databases (or a mixture of
the two) can be built using these methods.

REDCap provides automated export procedures for seamless data downloads to
Excel and common statistical packages (SPSS, SAS, Stata, R), as well as a built-in
project calendar, a scheduling module, ad hoc reporting tools, and advanced
features, such as branching logic, file uploading, and calculated fields,

Learn more about REDCap by watching a g brief summary video (4 min). If you
would like to view other quick video tutorials of REDCap in action and an
overview of its features, please see the Training Resources page.

MNOTICE: If you are collecting data for the purposes of human subjects research,
review and approval of the project is required by your Institutional Review
Board.

If you require assistance or have any questions about REDCap, please contact
DMAS Survey Administrator (TEST).

y

New Users diickhere

REDCap Features

Build online surveys and databases quickly
and securely - Create and design your project
rapidly using secure web authentication from
your browser. No extra software is required.

Fast and flexible - Conception to production-
level survey/database in less than one day.

Export data to common data analysis
packages - Export your data to Microsoft Excel,
PDF, 5A5, Stata, R, or 5P55 for analysis.

Ad Hoc Reporting - Create custom queries for
generating reports to view or download.

Scheduling - Utilize a built-in project calendar
and scheduling module for organizing your
events and appointments.

Easily manage a contact list of survey
respondents or create a simple survey link -
Build a list of email contacts, create custom email
invitations, and track who responds, or you may
also create a single survey link to email out or
post on a website,

REDCap Mobile App - Collect data offline using
an app on a mobile device when there is no WiFi
or cellular connection, and then later sync data
back to the server,

Send files to others securely - Using 'Send-It,
upload and send files to multiple recipients,
including existing project documents, that are too
large for email attachments or that contain
sensitive data.
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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.

Set Up Password Recovery Question

To help you easily and quickly recover your REDCap password (in case you forget it in the future), we
need you to select a security question of your choice below and then provide an answer for it. Once
you have filled out this information, if you forget your password, you can click the 'Forgot Your Password? link
on the REDCap login screen, and it will ask you to provide a correct answer to your security question (the one
you will select below). In such a case, it will send a new temporary password to the email address associated
with your REDCap account. Setting up your password recovery question below will prevent you from having to
wait on a REDCap administrator to reset it manually if you ever forgot your password.

NOTICE: It is highly recommended that you set your password recovery question now, or else you might get
accidentally locked out of your REDCap account.

Select a question: | - select a security question -

Provide answer to question: | | (not case sensitive)

Please confirm your email address: E|

{If you attempt to recover your password, your new password will be sent to this email address.)

Mot now. Remind me again in 2 days.




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

{ Set Up Password Recovery Question

SUCCESS! You have now set up your password recovery question.
You will be able to easily recover your password in the future.




After closing the message, the user is routed to the
“HIPP-1" Project Screen.

*EDcap Home [ElMyProjects @ Help & FAQ EiTraining Videos MiSend-it W Messenger %mdum‘_mm & My Profile (% Log out

b projects to which you currently have access. Click the project title to open the project. Read more
Filter projects by title
Records Fields Instrument Type Status

HIPP-1 5 20 205 | sner 8 F

REDCap 7.45 - @ 2018 Vanderbilt University
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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

File Edit View Favorites Tools Help X @& X (& Share Browser WebEx v ‘
7 [@| oMas vM 3. Portal - Prod . Portal - Prod - Node 1 . Portal - Prod - Node 2 3. Portal - Test 3. Portal - Test (Direct) | A|Portal - Dev & ECM (Direct) @] TaBs
. - N . Logged in as
EDcap Home [EMyProjects @ Help & FAQ HiTraining Videos Misend-it W Messenger @ <o ucnt.com A MyProfile  (*Log out

b projects to which you currently have access. Click the project title to open the project. Read more
Filter projects by title

Records Fields Instrument Type Status

20 295  1surey Vd

REDCap 7.4.5 - ® 2018 Vanderbilt University




Getting Started on the Application

The REDCap project page will display

REDCap

& Loggedinas

—onduent.mm

% Log out

E My Projects

& Project Home or := Project Setup
P REDCap Messenger

Project status: Development

Data Collection

Record Status Dashboard

- View data collection status of all records

|2 View / Edit Records

- View or edit existing records

Show data collection instruments
Applications

' Field Comment Log
=i APl and =i API Playground

Help & Information

© Help & FAQ
H video Tutorials
& Suggest a New Feature

& Contact REDCap administrator

[1]

]

(1]

HIPP-1

& Project Home

i= Project Setup

Project status: / Development Completed steps 4 of 7

v

Complete!

v

Complete!

v

Complete!

Main project settings

Disable | @ Use surveys in this project? E| &% VIDEO: How to create and manage a survey

Enable | (@ Use longitudinal data collection with defined events? [?

Modify project title, purpose, etc. |

Design your data collection instruments & enable your surveys

Add or edit fields on your data collection instruments (survey and forms). This may be done by
either using the Online Designer (online method) or by upleading a Data Dictionary (offline
method). You may then enable your instruments to be used as surveys in the Online Designer.

Go to | 5 Online Designer | or | [%] Data Dictionary |

You may also browse for pre-built data collection instruments in the | REDCap Shared Library

Have you checked the Check For |dentifiers page to ensure all identifier fields have been tagged?

Enable optional modules and customizations

Madify | @ Repeatable instruments [?]
Disable | @ Auto-numbering for records [?]

Enable | @ Scheduling module (longitudinal only) [2]
Enable | @ Randomization module [?]

Enable | @ Designate an email field to use for invitations to survey participants [7]

Additional customizations |

Set up project bookmarks (optional)




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

REDCap

& Loggedinas

GRS <o riduent.com
% Log out
E My Projects
& Project Home or := Project Setup
P REDCap Messenger

Project status: Development

Data Collection

Record Status Dashboard

- View data collection status of all records

View ( Edit Records

Show data collection instruments
Applications

' Field Comment Log
=i APl and =i API Playground

Help & Information

© Help & FAQ
H video Tutorials
& Suggest a New Feature

& Contact REDCap administrator

(1]

HIPP-1

& Project Home | i= Project Setup

Project status: / Development Completed steps 4 of 7

v

Complete!

v

Complete!

v

Complete!

Main project settings

Disable | @ Use surveys in this project? E| &% VIDEO: How to create and manage a survey

Enable | (@ Use longitudinal data collection with defined events? [?

Modify project title, purpose, etc. |

Design your data collection instruments & enable your surveys

Add or edit fields on your data collection instruments (survey and forms). This may be done by
either using the Online Designer (online method) or by upleading a Data Dictionary (offline
method). You may then enable your instruments to be used as surveys in the Online Designer.

Go to | 5 Online Designer | or | [%] Data Dictionary |

You may also browse for pre-built data collection instruments in the | REDCap Shared Library

Have you checked the Check For |dentifiers page to ensure all identifier fields have been tagged?

Enable optional modules and customizations

Madify | @ Repeatable instruments [?]
Disable | @ Auto-numbering for records [?]

Enable | @ Scheduling module (longitudinal only) [2]
Enable | @ Randomization module [?]

Enable | @ Designate an email field to use for invitations to survey participants [7]

Additional customizations |

Set up project bookmarks (optional)




Step 7

The user will be routed to the REDCap View/Edit Records Screen

File Edit View Favorites Tools Help

DMAS VM . Portal - Prod | . Portal - Prod - Node 1| . Portal - Prod - Node 2 %, Portal - Test g3, Portal - Test (Direct) | A |Portal - Dev &) ECM (Direct

f\’EDCap" HIPP-1

i = View / Edit Records

onduent.com
@ Logaut You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, click the
E my Projects button below.

A& Project Home or i= Project Setup
W REDCap Messenger

Project status: Development

Total records: 24 / In group: 0

o N N i
I Data Collection = Choose an existing Application ID select record

Record Status Dashboard

- View data collection status of all records

2 View / Edit Records

- View or edit existing records

Data Search

Show data collection instruments Choose a field to search

All fields

{excludes multiple choice fields)

I Applications =l

& Field Comment Log Eearchiquery)

‘gil APl and lgil API F'Iayground Begm typms to sEarc{1 the project data, then dlick an
itern in the list to navigate to that record.

I Help & Information

[

@ Help & FAQ
H video Tutorials

 suggest a New Feature @ NOTICE:
This project is currently in Development status. Real data should NOT be entered until the

B Contact REDCap administrator project has been moved to Production status.
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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

REDCap

& Loggedinas

GRS < onduent.com
2 Log out

E My Projects
A& Project Home or = Project Setup
P REDCap Messenger

Project status: Development

I Data Collection

Record Status Dashboard

- View data collection status of all records

|2 View / Edit Records

- View or edit existing records

Show data collection instruments «

(p—

&' Field Comment Log
=i APl and =i API Playground

I Help & Information

© Help & FAQ
H video Tutorials
& suggest a New Feature

i Contact REDCap administrator

(1]

(1]

HIPP-1

=} View / Edit Records

You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, click the
button below.

Total records: 25 / In group: 1

Choose an existing Application ID

Data Search

Choose a ﬁeld tn_ search Al fields
{excludes multiple choice fields)

Search query

Begin typing to search the project data, then click an
itamn in the list to navigate to that record.

@ NOTICE:
This project is currently in Development status. Real data should NOT be entered until the
project has been moved to Production status.




Step 8

The Record Home Page will open and the user will select the status button
highlighted in red below

*EDCEIP“ HIPP-1

& Logged in as Record Home Page
G o duent.com
@ Log out . .
The grid below displays the form-by-form progress of data Legend for status icons:
B My Projects enterad for the currently selected record. You may click on @ Incomplete © Incomplete (no data saved)
# Project Home or = Project Setup the colored status icons to access that form/event. @ Unverified @ Partial Survey Response }
@ REDCap Messenger .
Praject status: Development | Gi Choose action for record = J @ Complete @ Completed Survey Response
(@) Many statuses (mixed) (@ji” @) Many statuses (all same]}
I Data Collection =
Record Status Dashboard Application 1D HIPP_APP
- View data collection status of all records HIPPA_77
2 View / Edit Records
= UET e E A B R E Data Collection Instrument Status
lication ID HIPP_APP Ty B —
Select other record
I Applications (=]
& Field Comment Log
=i APl and = API Playground
I Help & Information =]

© Help & FAQ
B video Tutorials
& suggest 2 New Feature

I Contact REDCap administrator




Step 9 : Completing the Application Data Entry

Fields

Blank application: Section 1 (screen shots are split for presentation purposes

only):

REDCap

& Loggedinas

mas.virginia.gov

2 Leog out

E my Projects
M Project Home
Project Setup

Project status: Production

Data Collection

0]

Record Status Dashboard

|2 Add s Edit Records

Application 1D 1116-7

Data Collection Instruments:

Applications

Help & Information

Select other record

Health Insurance Premium Program Application/Renewal

Actions: | £ Download PDF of instrument(s) = ] | =) Share instrument in the Library ] 2 VIDEO: Basic da

= hipp_application

| & Adding new Application ID 1116-7 |

Application 1D 1116-7

Note: Correspondence Types

- Quarterly Paystub Submission
- Annual HIPP Renewal

- Information change

You will need to r previ ly up old documents before uploading you current documents.

When selecting "Quarterly Paystub Submission™ or "Information change” you may be asked "ERASE CURRENT VALUE OF
THE FIELD . select "OK" each time that this is asked.

2 Mew HIPP application
0 Quarterly Paystub Submission

O annual HIPP Renewal
Correspondence Type

- ~ O Information change: any change not reported in
= must provide valus -
the annual renewal or paystub submission. Not
applicable for new applications or applications
waiting for approval.
reset
Section 1: Personal Information of Policyholder/Employee

Caution: Save your changes prior to printing: unsaved changes are lost during printing.
First Name

* must provide valus

Middle Ini

Last Name
* must provide value

Date of Birth

| Today M-D-Y

= must provide valus Please de not select "Teday” hers for the Policy Helder

Yes No
Does the policy holder get Medicaid? = (@] ]

* must provide value

Yes No
Does the policy holder get Medicare?

= must provide valus

. (@] (@]

Social Security Number

* must provide value

Home Phone Number Fleass includs the sres cods without any spaces or sdditansl
characrers

cell Number
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What to expect as you complete your application

As an application is

saved, missing and
incomplete items
will be identified.
The system will alert
the applicant of
items that should be
updated.

NOTE: Some fields are required!

Your data was successfully saved, but you did not provide a value for some fields that

require a value. Please enter a value for the fields on this page that are liste

Provide a value for...

# Is the Medicaid member's address different from policyholder's address
# First Name

+ Last Name

+ Date of Birth

# Relationship to Policyholder/Employee

# Does this person get Medicaid?

+ Does this person get Medicare?

# Is this person covered under your insurance?

# Last four digits of Social Security Number

+ Employee Status

# Date Hired

+ Retired from previous_employment?

# School Employee

# Human Resources Representative or Benefits Manager's name

+ Representative's Phone Number

+ Employer/Company Name

# Employer/Company Street Address

+ Employer City

+ Employer State

+ Employer Zip Code

« Employer/ Subscriber Insurance Policy Number

# Insurance Plan Type

+ Services Covered Under the Health Plan

+ Type of Health Plan

+ Insurance effective date

# Does policy have a health saving account(HSA)

+ What is the individual annual deductible for the health insurance.
+ What is the family annual deductible for the health insurance.

# What is the individual maximum out of pocket expense for the health insurance.
# Upload Most Recent Paystub
+ Upload Insurance Plan Summary
# lnload the Fmnlaver Tnsurance Verificatinn form. sinn and dated by vour emnlover

Okay Ignore and leave record

VIRGINIA'S WEDICAID PROGRAN
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Step 9: Continued

Screen shot of data entry fields below

Cell Number Sawve &. Exit Form

~ must provide value _ Please include the area code without any spaces
characrars

Work Phone Number

Please include the are= code without any spaces or "
characters

* must provide valus +

Street Address
* must provide valus =
City =)

* must provide valus +

State H

£ e e e el . Pleass use the two letter postal abbreviation for your state (=.g. VA
for Wirginia)

Zip Code H

* must provide value . Please use your five digit zip code

Yes Mo
Is the Medicaid member's address
different from policyholder's address o o
* must provide value
reset
Section 2: Household Information - list everyone living in the household. Do not include the policy holder.
MNumber of people living in the household. do not include the
peolicy holder in t number. - 1
= must provide value N
1st Person in Household
First Name H
= must provide valus =
Middle Initial -
Last Name H
= must provide valus +
Date of Birth ) ER [ Tegay | oo
= must provide value v FPlease use the "Calendar™ button to input your date of birth
Grand Grand Step Step
Spouse Daughter Son daughter son MNiece Mephew Daughter Son Other
Relationship to
Policyholder/Employee - (@] O (@] (&) (@] (&) O (&) O (@]
* must provide valus .
reset
Yes No
Does this person get Medicaid? = (o] (]
* must provide value :
reset
Yes No
Does this person get Medicare? 52 (] (]
= must provide valus :
reset
Yes No

Is this person covered under your
insurance? — (=] <
* must provide valus
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Step 9: Continued

Screen shot of data entry fields below

Social Security Number H)

* must provide value v

Section 3: Employer/fCompany Information

Full-Time Part-Time
Employee Status a @] @]
* must provide value -
reset
Date Hired b ———
- E |_Today M-D-Y
* must provide value v
Yes Mo
Retired from previous_employment? a5 O O
* must provide value -
reset
Yes No
School Employee B @] @]
* must provide value -
reset

Human Resources Representative or Benefits Manager's name

* must provide value *

Human Resources Representative or Benefits Manager's Title

Representative’'s Phone Number H)
Please include the area code without any spaces or additional

* must provide value *
P! characters

Employer/Company Name

* must provide value v
EmployerfCompany Street Address

* must provide value v
Employer City a)
* must provide value v

Employer State

N Please wse the two letter postal abbreviation for your state (=.g. VA
* must provide value * P
for Wirginia)

Employer Zip Code a)
* must provide value + Please use a five digit zip cade

Employer/Subscriber Insurance Policy Number
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Step 9: Continued

Screen shot of data entry fields below

Employer Plan COBRA Individual Policy Self Employed Foe & (S Rein
Insurance Plan Type =% (] (] (] [a] Sawve & Stay
* must provide value =
Medical Pharmacy Dental vision
Services Covered Under the Health
Plan - =] (£ [~ [~1
* must provide valus -
) Employee + Employee + Employee +
(One selection allowed per column) Employee only Spouse Child Children Family Other
Medical Coverage — (] (] (=] (] (] (]
* must provide value <
reset
) Employee + Employee + Employee +
(Cne selection allowed per column) Employee only Spouse Child Children Family Oother
Pharmaceutical Coverage =3 (@] (e (e (@] (@] (e
* must provide value <
reset
) Employee + Employee + Employee +
(Cne selection allowed per column) Employee only Spouse Child Children Family Oother
Dental Coverage =3 (@] (e (e (@] (@] (e
* must provide value <
reset
) Employee + Employee + Employee +
(Cne selection allowed per column) Employee only Spouse Child Children Family Oother
Vision Coverage =3 (@] (e (e (@] (@] (e
* must provide value <
reset
Comprehensive
Major Medical HMO PPO Hospital Other
Type of Health Plan =3 (e (e (e (e (@]
* must provide value =
reset
Insurance effective date ; B [([Today

This information can be found on your Insurance Card or Blan
Summary

H EY [ Teday »

* must provide valus -

Open-enrollment From Date (must be greater than "Insurance

effective date™). + This information should be available from your employer
Open-enrollment To Date = B [Today -

. This information should be available from your employer

--- Medical Insurance Company Information ---
Medical Insurance Company Name

* must provide value v
Medical Insurance Company address line 1

* must provide value -
Medical Insurance Company address line 2

Medical Insurance Company city

* must provide valus =

Medical Insurance Company state
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Step 9: Continued

Screen shot of data entry fields below

Employer Plan COBRA Individual Policy Self Employed
Insurance Plan Type = () (e () [a]
* must provide valus =
Medical Pharmacy Dental

Services Covered Under the Health

Plan = 4] [~ =1 [~

= must provide walus

. Employee + Employece + Employee +
{(One selection allowed per column) Employee only Spouse Child Children Family Other
Medical Coverage — () [a] (] (] (] (&)
* must provide walue =
reset
i Employee + Employece + Employee +
(One selection allowed per column) Employee only Spouse ‘Chila Children Family Other
Pharmaceutical Coverage = () (&) (] (] (] (&)
* must provide walue =
reset
i Employee + Employee + Employee +
(One selection allowed per column) Employee only Spouse ‘Chila Children Family Other
Dental Coverage - le] [ L&) o L] []
* must provide walue =
reset
i Employee + Employee + Employee +
(One selection allowed per column) Employee only Spouse ‘Chila Children Family Other
Vision Coverage - L] [ L&) o L] [e]
* must provide walue =
reset
Comprehensive
Major Medical HMO PPO Hospital Other
Type of Health Plan = (] (] (] (&) (]
* must provide walue Z
reset

Insurance effective date ) EX] [(Today

This information can be found on your Insurance Card or Blan

= must provide walus €
Summany

Open-enrollment From Date {must be greater than "Insurance 5 EY] [ Today M-D-¥
effective date™). = This information should be awvailable from your employer
Open-enrollment To Date - B [Tocay | o

. This information should be available from your employer

- Medical Insurance Company Information -
Medical Insurance Company Name

* must provide valus -
Medical Insurance Company address line 1

* must provide walus +
Medical Insurance Company address line 2

Medical Insurance Company city

* must provide walue -

Medical Insurance Company state
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Step 9: Continued

Screen shot of data entry fields below

Medical Insurance Company state H) - »
. Please use the twao letrer postal abbreviation for Save &. Exit Form
> must provide walus + o mim)
: :
mMedical Insurance Company zip code

* must provide walus = Please use a five digit zip code Cance|

Medical Insurance Company Phone Number

Pleass include the area code without any spaces or additional
characters

* must provide valus
Medical Insurance Group Number
= must provide wvalue v This infermation can be found on your insurance card
Medical Insurance Policy Number =
This infermation can be found on yeur insurance card
Yes Mo

Does policy have a health saving )
account{HSA) — (@] (@]

* must provide wvalus
reset

wihat is the individual annual deductible for the health insurance. -
= must provide walus v This infermation can be found on yeur plan summary
wWhat is the family annual deductible for the health insurance.

= must provide valus s This information can be found on your plan summanry

what is the individual maximum out of pocket expense for the
health insurance. -

This infarmation can be found on your plan summary
* must provide valus
wWhat is the family maximum out of pocket expense for the health
insurance. . This infermation can be found on yeur plan summary
-—- Pharmaceutical Insurance Company Information —
Pharmacy Insurance Company Mame
= must provide walus

Pharmacy Insurance Company address line 1
(address is not required: enter if available)

Pharmacy Insurance Company address line 2 =

Pharmacy Insurance Company city -

Pharmacy Insurance Company state . Pleas= use the two letter postal abbreviation for the state (=.g. VA

for Virgini=)

Pharmacy Insurance Company Zip code
Please use a five digit zip code

Pharmacy Insurance Company Phone Number

=2 e (e R e Hemos mEl = e S GEals S Sy SEeess 37 SohiEnel
Pharmacy Insurance Group Number

= must provide wvalus

Pharmacy Insurance Policy Number -

—- Dental Insurance Company Information —
Dental Insurance Company Mame
* must provide valus

Dental Insurance Company address line 1
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Uploading Documents

Dental Insurance Company address line 1
(address is not required; enter if available)

Dental Insurance Company address line 2

Dental Insurance Company city
Dental Insurance Company state
Dental Insurance Company zip code

Dental Insurance Company Phone Number

Dental Insurance Group Number

* must provide value

Dental Insurance Policy Number

Upload Most Recent Paystub

* must provide valus

Upload Insurance Plan Summary

* must provide valus

Upload the Employer Insurance Verification form. sign and dated
by your employer

* must provide valus

A front and back image of each unique insurance card is require;
Medicaid recipients only . Enter the number of insurance card
uploads that will be needed.

Insurance card 1 upload

* must provide valus

yes
Do you have other supporting
documents to upload (Examples:
Power Of Attorney, Custody Order, —. <
Executor)?

Please use the two letter postal abbreviation for the state (e.g. VA
for Wirginia)

Pleass use a five digit zip code

Pleass include the area code without any spaces or additional
characters

@ Upload document
Please be certain that the paystub reflacts a deductien for the
medical insurance premium Pleass be certain that all of the

doecuments are clearly legible, as poor guality images may not be
acceptad.

@ Upload document
This must provide information about your deductibles, co-pays, and
the services coversd by your insurance. Please be certain that all of
the documents are clearly legible, as poor quality images may not
be acceptad.

@ Upload document

Please be sure that both pages of the EIV form are completed
according to the instuctions.

Flease be certain that all of the documents are clearly legible, as
poor quality images may not be acceptad.

@ Upload document
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Step 9: Continued

Upload document

Upload Insurance Plan Summary (2 _plon_summary_upload)

Select a file then click the 'Upload Document’ button

Choose File |test_paystub_07.01.18.pdf

‘ Upload document | (Max file size: 32 MB)




Step 9: Continued

Screen shot of data entry fields below

| have given true & accurate information to the best of my

knowledge. | understand that if | have given false information,

withheld information, or failed to report a change | may be

breaking the law & could be prosecuted. | authorize insurers or

employers to release any information on myself, or other

household member(s) necessary to determine eligibility for the

HIPP/HIPP for Kids program. If you agree with this statement enter

your first and last name.

* must provide value

| understand that within 24 hours | will receive an email

confirmation of my submission. - [ves
* miust provide value

| understand that | must select "Form Status™ "Complete” to

submit this form to the Virginia Medicaid HIPP unit. Y Oyes

* must provide value

Form Status

Complete? ~ Incomplete

Save & Exit Form




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

* must provide value

Form Status

Complete?

Save & Stay

- Cancel -

| Delete data for THIS FORM only

NOTE: To delete the entire record (all forms/events), see the
record action drop-down at top of the Record Home Page.




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.

REDCap

& Loggedin as

-:onduent.r.um

@ Log out

El My Projects

M Project Home or i= Project Setup
M REDCap Messenger

Project status: Development

I Data Collection

(1]

Record Status Dashboard

- View data collection status of all records

|Z# View / Edit Records

- Viewr or edit existing records

Application |ID HIPP_APP
Select other record

I Applications =l

4 Field Comment Log
=i APl and mj| API Playground

(1]

I Help & Information

@ Help & FAQ
H video Tutarials
(& suggest a New Feature

i Contact REDCap administrator

HIPP-1

Record Home Page

The grid below displays the form-by-form progress of data
entered for the currently selected record. You may click on
the colored status icons to access that form/event.

|- & Choose action for record ]

Legend for status icons:

@ Incomplete () Incomplete (no data saved) [?]
(L) Unverified (@) Partial Survey Response

@ Complete &) Completed Survey Response
(@) Many statuses (mixed) (@)i” /i@ Many statuses (all same)

‘ « Application ID HIPP_APP successfully edited

Application ID HIPP_APP

HIPPA_77
Data Collection Instrument Status
hipp_application (sur=y) @



Logging Out

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

REDCap "™

& Loggedin = Record Home Page

- The grid below displays the form-by-form progress of data Legend for status icons:
EEl My Projects entered for the currently selected record. You may click on @ Incompleste @ Incomplete (o data saved)
& Project Home or = Project Setup the colored status icons to access that form/event. @ Unverified @ Partial Survey Response -
P REDCap Messenger .
| i Choose action for record = (@ Complete &) Completed Survey Response

Project status: Development o
(@) Many statuses (mixed) (@)i_ @) Many statuses (all same)

[ Data Collection (=]

Record Status Dashboard « Application ID HIPP_APP successfully edited

- View data collection status of all records

|Z» View / Edit Records o
- View or edit existing records Appl ication 1D HI PP_APP

HIPPA_77

Application 1D HIPP_APP
Select other record

Data Collection Instrument Status

[ Applications (=] hipp_application (survey) @
& Field Comment Log
=i APl and =i API Playground

[ Help & Information [=]

© Help & FAQ
H video Tutorials
[ suggest a Mew Feature

2 Contact REDCap administrator




REGISTERED USERS

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

Pro

wginta
.
vider Serv




REGISTERED USERS

REDCap

Log In

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

Please log in with your user name and password. If you are having trouble logging in, please contact DMAS Survey Administrator (TEST).

Username:

Password:
‘ Login

Welcome to REDCap!

REDCap is 2 mature, secure web application for building and managing online
surveys and databases. Using REDCap's stream-lined process for rapidly developing
projects. you may create and design projects using 1) the online method from your
web browser using the Online Designer: and/or 2) the offine method by
constructing a 'data dictionary’ template file in Microsoft Excel, which can be later
uploaded into REDCap. Both surveys and databases (or a mixture of the two) can be
built using these methods.

REDCap provides automated export procedures for seamless data downloads to
Excel and comman statistical packages (SPSS, SAS, Stata, R), as well a5 2 builtin
project calendar, a scheduling module, ad hoc reporting tools, and advanced
featuras, such as branching logi. file uploading, and caleulated fields.

Learn more about REDCap by watching a 3 brief summary video (4 min). If you
would like to view other quick video tutorials of REDCap in action and an overview of
its features, please see the Training Resources page.

NOTICE: If you are collecting data for the purposes of human subjects research,
review and approval of the project is required by your Institutional Review Board.
Ifyou require assistance or have any questions about REDCap, please contact

DMAS Survey Administrator (TEST)
Ve ~

New Users cicchere
X

Forgot your password?

REDCap Features
Build online surveys and databases quickly and
securely - Create and design your project rapidly
using secure web authentication from your
browser. N extra software is required.

Fast and flexible - Conception to production-level
survey/database in less than one day.

Export data to common data analysis packages -
Export your data to Microsoft Excel, PDF, SAS, Stata,
R. or SPSS for analysis.

Ad Hoc Reporting - Create custom queries for
generating reports to view or download.

Scheduling - Utilize 2 built-in project calendar and
scheduling module for organizing your events and
appointments.

Easily manage a contact list of survey
respondents or create a simple survey link - 5uild
2 list of email contacts, create custom email
witations, and track who responds, or you may
also create a single survey link to email out or post
on awebsite.

Send files to others securely - Using ‘Send-It'
upload and send files to multiple recipients,
including existing project documents, that are too
large for email attachments or that contain
sensitive data.

Save your data collection instruments as a PDF to
print - Generate a PDF version of your forms and
surveys for printing to collect data offiine.

‘Advanced features - Auto-validation, calculated
fields, file uploading, branching/skip logic, and
survey stop actions

REDCap API - Have external applications connect to
REDCap remotely in a programmatic or automated
fashion.

Data Queries - Document the process of resolving.
data issues using the Data Reselution Workflow
module.

Piping - Inject previously collected data values into
question labels, survey invitation emails, etc. to
provide a more customized experience.

REDCap 7.4.5 - © 2018 Vanderbilt University




REGISTERED USERS

Enter email and password and click ‘Log in” highlighted in red below

REDCap

Log In

Please log in with your user name and password, |

(TEST).




REGISTERED USERS

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

REDCap

LogIn
Please log in with your user name and password. If you are having trouble logging in. please contact DMAS Survey Administrator
(TEST).
Username:
Password:

‘ Log In Forgot your password?

Welcome to REDCan!




REGISTERED USERS

*EDCap’ Home My Projects @ Help & FAQ HiTraining Videos &sSend-it W Messenger

Welcome to REDCap!

REDCap is a mature, secure web application for building and managing online
surveys and databases. Using REDCap's stream-lined process for rapidly
developing projects, you may create and design projects using 1) the online
method from your web browser using the Online Designer; and/or 2) the offline
method by constructing a "data dictionary’ template file in Microsoft Excel, which
can be later uploaded into REDCap. Both surveys and databases (or a mixture of
the two) can be built using these methods.

REDCap provides automated export procedures for seamless data downloads to
Excel and common statistical packages (SPSS, SAS, Stata, R), as well as a built-in
project calendar, a scheduling medule, ad hoc reporting tools, and advanced
features, such as branching logic. file uploading. and calculated fields,

Learn more about REDCap by watching a 3 brief summary video (4 min). If you
would like to view other quick video tutorials of REDCap in action and an
overview of its features, please see the Training Resources page.

NOTICE: If you are collecting data for the purposes of human subjects research,
review and approval of the projectis required by your Institutional Review
Board.

If you require assistance or have any guestions about REDCap, please contact
DMAS Survey Administrator (TEST).

g ™

New Users ciick here

http://vammiststimsOl.vammis.local:3080/redcaptest/index.php?action=help ]

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

Ls d i
S & My Profile

REDCap Features

Build online surveys and databases quickly
and securely - Create and design your project
rapidly using secure web authentication from
your browser. No extra software is required.

Fast and flexible - Conception to production-
level survey/database in less than one day.

Export data to common data analysis
packages - Export your data to Microsoft Excel,
PDF, SAS, Stata, R, or SPS5 for analysis.

Ad Hoc Reporting - Create custom queries for
generating reports to view or download.

Scheduling - Utilize a built-in project calendar
and scheduling module for organizing your
events and appointments.

Easily manage a contact list of survey
respondents or create a simple survey link -
Build a list of email contacts, create custom email
invitations, and track who responds, or you may
also create a single survey link to email out or
post on a website.

REDCap Mobile App - Collect data offline using
an app on a mobile device when there is no WiFi
or cellular connection, and then later sync data
back to the server.

Send files to others securely - Using 'Send-It',
upload and send files to multiple recipients,
including existing project documents, that are too
large for email attachments or that contain
sensitive data.

GrLog of

VIRGINIA'S WEDICAID PROGRAN

DMAS




REGISTERED USERS

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

I% 2 MyProfile  GrLog of®

%EDCap Home Help & FAQ HE Training Videos =i Send-it W Messenger

Welcome to REDCap!

REDCap is a mature, secure web application for building and managing online
surveys and databases. Using REDCap's stream-lined process for rapidly
developing projects, you may create and design projects using 1) the online
method from your web browser using the Online Designer; and/or 2) the offline
method by constructing a "data dictionary’ template file in Microsoft Excel, which
can be later uploaded into REDCap. Both surveys and databases (or a mixture of
the two) can be built using these methods.

REDCap provides automated export procedures for seamless data downloads to
Excel and common statistical packages (SPSS, SAS, Stata, R), as well as a built-in
project calendar, a scheduling module, ad hoc reporting tools, and advanced
features, such as branching logic, file uploading, and calculated fields,

Learn more about REDCap by watching a g brief summary video (4 min). If you
would like to view other quick video tutorials of REDCap in action and an
overview of its features, please see the Training Resources page.

MNOTICE: If you are collecting data for the purposes of human subjects research,
review and approval of the project is required by your Institutional Review
Board.

If you require assistance or have any questions about REDCap, please contact
DMAS Survey Administrator (TEST).

y

New Users diickhere

REDCap Features

Build online surveys and databases quickly
and securely - Create and design your project
rapidly using secure web authentication from
your browser. No extra software is required.

Fast and flexible - Conception to production-
level survey/database in less than one day.

Export data to common data analysis
packages - Export your data to Microsoft Excel,
PDF, 5A5, Stata, R, or 5P55 for analysis.

Ad Hoc Reporting - Create custom queries for
generating reports to view or download.

Scheduling - Utilize a built-in project calendar
and scheduling module for organizing your
events and appointments.

Easily manage a contact list of survey
respondents or create a simple survey link -
Build a list of email contacts, create custom email
invitations, and track who responds, or you may
also create a single survey link to email out or
post on a website,

REDCap Mobile App - Collect data offline using
an app on a mobile device when there is no WiFi
or cellular connection, and then later sync data
back to the server,

Send files to others securely - Using 'Send-It,
upload and send files to multiple recipients,
including existing project documents, that are too
large for email attachments or that contain
sensitive data.

VIRGINIA'S WEDICAID PROGRAN
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REGISTERED USERS

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

File Edit View Favorites Tools Help X @ @ & X G& Share Browser WebEx ~ ‘
7 [@| oMas vM 3. Portal - Prod . Portal - Prod - Node 1 . Portal - Prod - Node 2 3. Portal - Test 3. Portal - Test (Direct) | A|Portal - Dev & ECM (Direct) @] TaBs
. - N . Loggedin as
EDCap Home [EMyProjects @ Help & FAQ HiTraining Videos Misend-it W Messenger CEREE——- o <Nt com A MyProfile  (*Log out

b projects to which you currently have access. Click the project title to open the project. Read more
Filter projects by title

Records Fields Instrument Type Status

20 295  1surey B F

REDCap 7.4.5 - ® 2018 Vanderbilt University




REGISTERED USERS

The REDCap project page will display

REDCap

& Loggedinas

monduent.mm

% Log out

E My Projects

& Project Home or := Project Setup
P REDCap Messenger

Project status: Development

Data Collection

Record Status Dashboard

- View data collection status of all records

|2 View / Edit Records

- View or edit existing records

Show data collection instruments
Applications

' Field Comment Log
=i APl and =i API Playground

Help & Information

© Help & FAQ
H video Tutorials
& Suggest a New Feature

& Contact REDCap administrator

[1]

]

(1]

HIPP-1

& Project Home

i= Project Setup

Project status: / Development Completed steps 4 of 7

v

Complete!

v

Complete!

v

Complete!

Main project settings

Disable | @ Use surveys in this project? E| &% VIDEO: How to create and manage a survey
Enable | (@ Use longitudinal data collection with defined events? [?

Modify project title, purpose, etc. |

Design your data collection instruments & enable your surveys

Add or edit fields on your data collection instruments (survey and forms). This may be done by
either using the Online Designer (online method) or by upleading a Data Dictionary (offline
method). You may then enable your instruments to be used as surveys in the Online Designer.

Go to | 5 Online Designer | or | [%] Data Dictionary |

You may also browse for pre-built data collection instruments in the | REDCap Shared Library

Have you checked the Check For |dentifiers page to ensure all identifier fields have been tagged?

Enable optional modules and customizations

Madify | @ Repeatable instruments [?]
Disable | @ Auto-numbering for records [?]

Enable | @ Scheduling module (longitudinal only) [2]
Enable | @ Randomization module [?]

Enable | @ Designate an email field to use for invitations to survey participants [7]

Additional customizations |

Set up project bookmarks (optional)

VIRGINIAS D PAOGRAN

DMAS

INNOVATION “VALUE




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

REDCap HIPP-1

& Loggedinas —
onduent.com # Project Home | := Project Setup
% Log out
B wmy Projects Project status: /# Development Completed steps 4 of 7
& Project Home or := Project Setup
M REDCap Messenger Main project settings
Project status: Development . . . .
Disable | @ Use surveys in this project? B &% VIDEO: How to create and manage a survey

Data Collection Complete!

[1]

Enable | (@ Use longitudinal data collection with defined events? [?

Record Status Dashboard
- View data collection status of all records Modify project title, purpose, etc. |

View ( Edit Records

Show data collection instruments

J Design your data collection instruments & enable your surveys

Add or edit fields on your data collection instruments (survey and forms). This may be done by

Applications =l Complete! either using the Online Designer (online method) or by uploading a Data Dictionary (offline
method). You may then enable your instruments to be used as surveys in the Online Designer.
(= Field Comment Log
=i| APl and gj| API Playground Goto | 5 Online Designer | or |[%] Data Dictionary |

Help & Information (=] You may also browse for pre-built data collection instruments in the
@ Help & FAQ Have you checked the Check For |dentifiers page to ensure all identifier fields have been tagged?

H video Tutorials
& Suggest a New Feature J Enable optional modules and customizations
i Contact REDCap administrator Modity | @ Repeatable instruments [2]

Complete! Disable | @ Auto-numbering for records [?]
Enable | @ Scheduling module (longitudinal only) [2]

Enable | @ Randomization module [?]
Enable | @ Designate an email field to use for invitations to survey participants [7]

Additional customizations |

P ) A Set up project bookmarks (optional)




REGISTERED USERS

The user will be routed to the REDCap View/Edit Records Screen

File Edit View Favorites Tools Help

DMAS VM . Portal - Prod | . Portal - Prod - Node 1| . Portal - Prod - Node 2 %, Portal - Test g3, Portal - Test (Direct) | A |Portal - Dev &) ECM (Direct

kEDcap‘- HIPP-1

- L°555md LEE 5 View / Edit Records

@ Log out You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, click the
Bl my Projects button below.

A& Project Home or := Project Setup

8 REDCap Messenger Total records: 24 / In group: 0

Project status: Development

I Data Collection = Choose an existing Application ID -- select record —

Record Status Dashboard

- View data collection status of all records

2 View / Edit Records

- View or edit existing records

Data Search

Show d llection i
ow data collection instruments » Choose a ﬁ_EId tq search All fields
o {excludes multiple choice fields)
I Applications [=]
' Field Comment Log Search query
‘gil APl and lgil API F'Iayground Begm typl'rls to sEarc{1 the project data, then dlick an
itern in the list to navigate to that record.
I Help & Information =
© Help & FAQ
H video Tutorials
& suggest a New Feature @ NOTICE:

This project is currently in Development status. Real data should NOT be entered until the

B Contact REDCap administrator project has been moved to Production status.

VIRGINIA'S WEDICAID PROGRAN




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

LINnialieness:
REDCap HIPP-1
— =+ View / Edit Records
Y lepes You may view an existing record/response by selecting it from the drop-down lists below. To create a new record/response, click the
E My Projects button below.

i

A& Project Home or = Project Setup
W REDCap Messenger

Project status: Development
l Data Collection

Record Status Dashboard

- View data collection status of all records

|2 View / Edit Records

- View or edit existing records

Show data collection instruments «

(p—

&' Field Comment Log
=i APl and =i API Playground

l Help & Information

© Help & FAQ
H video Tutorials
& suggest a New Feature

i Contact REDCap administrator

(1]

(1]

Total records: 25 / In group: 1

Choose an existing Application ID

Data Search

Choose a ﬁeld tn_ search Al fields
{excludes multiple choice fields)

Search gquery

Begin typing to search the project data, then click an
itamn in the list to navigate to that record.

@ NOTICE:
This project is currently in Development status. Real data should NOT be entered until the
project has been moved to Production status.




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):
REDCap HIPP-1
Sl Record Home Page
o The grid below displays the form-by-f f data
e grid below displays the form-by-form progress of da : .
B My Projects Legend for status icons:

A& Project Home or = Project Setup
@ REDCap Messenger

Project status: Development

. Data Collection EJ

Record Status Dashboard

- Wiew data collection status of all records

2 View / Edit Records

- View or edit existing records

Application |D HIPP_APP
Select other record

. Applications [=]

‘1; Field Comment Log
=i APl and =i API Playground

Help & Information

(1]

© Help & FAQ
H video Tutorials
@ suggest a New Feature

¥ Contact REDCap administrator

entered for the currently selected record. You may click on
the colored status icons to access that form/event.

|. & Choose action for record =~ J

Application ID HIPP_APP

HIPPA 77
Data Collection Instrument Status
hipp_application (survey) @

@ Incomplete () Incomplete (no data saved) [2
() Unwverified (@) Partial Survey Response
@ Complete &) Completed Survey Response

(@) Many statuses (mixed) (@)i_ i@ Many statuses (all same)




REGISTERED USERS

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

REDCap

& Loggedinas

% Log out

E My Projects

A& Project Home or = Project Setup
P REDCap Messenger

Project status: Development

[1]

l Data Collection

Record Status Dashboard

- Wiew data collection status of all records

|£» View / Edit Records

- Wiew or edit existing records

Application I HIPP_APP

Select other record

Data Collection Instruments:

e

=
' Field Comment Log
=il APl and =il API Playground
l Help & Information =

© Help & FAQ
H video Tutorials
& Suggest a New Feature

% Contact REDCap administrator

Save & Exit Form

HIPP-1

Save & Stay

Actions: | ﬁ Download PDF of instrument(s) ~ ] 43 VIDEO: Basic data entry

2 hipp_application

&~ Editing existing Application ID HIPP_APP

HIPP_APP

To rename the record, see the record action drop-down at top of the
Record Home Page.

Application ID

Section 1: Personal Information of Policyholder/Employee

First Name

Ninnie X
* must provide value
Middle Initial M
Last Name

Mouse
* must provide value
Date of Birth —

10-02-1981 | [ | Today | wov
* must provide value

Yes No
Does the policy holder get Medicaid? ® O
* must provide value
reset
Enter the policy holder's Medicaid ID 111111111111
* must provide value
Yes MNo
Does the policy holder get Medicare? O O]
* must provide value
reset

Last four digits of Social Security Number 1234

* must provide value

Home Phone Number




REGISTERED USERS

Continued from the previous slide (highlighted in red below)

REDCap

& Loggedinas

% Log out

E My Projects

A& Project Home or = Project Setup
P REDCap Messenger

Project status: Development

l Data Collection

[1]

Record Status Dashboard

- Wiew data collection status of all records

|£» View / Edit Records

- Wiew or edit existing records

Application I HIPP_APP

Select other record

Data Collection Instruments:

l Applications =
' Field Comment Log
=il APl and =il API Playground

l Help & Information =

© Help & FAQ
H video Tutorials
& Suggest a New Feature

% Contact REDCap administrator

HIPP-1

Actions: | ﬁ Download PDF of instrument(s) = l

2 hipp_application

&~ Editing existing Application ID HIPP_APP
Application ID

Section 1: Personal Information of Policyholder/Employee

First Name

* must provide value
Middle Initial

Last Name
* must provide value
Date of Birth

* must provide value

Does the policy holder get Medicaid?

* must provide value

Enter the policy holder's Medicaid ID

* must provide value
Does the policy holder get Medicare?
* must provide value

Last four digits of Social Security Number

* must provide value

Home Phone Number

4 VIDEO: Basic data entry

Yes

Save & Exit Form

Save & Stay

HIPP_APP

To rename the record, see the record action drop-down at top of the
Record Home Page.

Ninnie X
M
Mouse

10-02-1981 |BY | Today | wov

O

reset

1 111111111111 I

®

1234




REGISTERED USERS

Change ID number highlighted in red below

SRS

& Logged inas Actions: |  Download PDF of instrument(s) = ] 4% VIDEC: Basic data entry
Cancel
€ Logout = hipp_application
E My Projects
A& Project Home or = Project Setup & Editing existing Application 1D HIPP_APP
W REDCap Messenger HIPP_APP
Project status: Development Application ID To rename the record, see the record action drop-down at top of the

Record Home Page.
Data Collection

[1]

Section 1: Personal Information of Policyholder/Employee
Record Status Dashboard ki
irst Name

- View data collection status of all records - | Minnie
* must provide value

2 View / Edit Records
- View or edit existing records Middle Initial L M

Application I HIPP_APP Last Name

Select other record ~ Mouse
* must provide value

Date of Birth

* must provide value

Data Collection Instruments:

10-02-1981 | [B] [ Today | wov

Applications

[1]

/' Field Comment Log . o
| APl and =i API Playground Does the policy holder get Medicaid? O] 0

* must provide value

Help & Information

Enter the policy holder's Medicaid ID

* miust provide value

111111111112 x

]
P

© Help & FAQ
H video Tutorials
@ Suggest a New Feature Yes No

Does the policy holder get Medicare?
X Contact REDCap administrator * must provide value 3 O 2

Last four digits of Social Security Number

reset

1234

* must provide value

Home Phone Number




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

. o aR 7 N :
miust provide value v emove Save & Exit Form

by your employer

* must provide value

@ Remove fi

Upload the Employer Insurance Verification form, sign and dated Hardship Exempticn.

— Cancel —

A front and back image of each unique insurance card is require;
Medicaid recipients only . Enter the number of insurance card =il
uploads that will be needed. '

Adverse Legal Acticn.docx (0.01 MB)

Insurance card 1 upload

* must provide value v @ Remove file or [ Send-it

I have given true & accurate information to the best of my

knowledge. | understand that if | have given false information,

withheld information, or failed to report a change | may be

breaking the law & could be prosecuted. | authorize insurers or

employers to release any information on myself, or other ~ | Minnie M. Mouse
household member(s) necessary to determine eligibility for the

HIPP/HIPP for Kids program. If you agree with this statement enter

your first and last name.

* must provide value

Form Status

Complete?

- Complete

l Save & Exit Form || Save & Stay

| Delete data for THIS FORM only

NOTE: To delete the entire recard (all forms/events), see the
record action drop-down at top of the Record Home Page.




REGISTERED USERS

If changes clear the edits, the user will receive a successful edit message and
can log out, highlighted in red below

REDCap """

& Logged inas Record Home Page
% Log out : )
= The grid below displays the foerm-by-form progress of data Legend for status icons:

My Projects i

¥ . ] _ . entered for the cur_rentl).l selected record. You may click on @ Incomplete O Incomplete (no data saved)
A& Project Home or i= Project Setup the colored status icons to access that form/event, ) i
() Unverified (@) Partial Survey Response

M REDCap Messenger -

Project status: Development | Gi Choose action for record = @ Complete @ Completed Survey Response

| (@) Many statuses (mixed) (@i @) Many statuses (all same)
Data Collection

(=
Record Status Dashboard | « Application D HIPP_APP successfully edited
- View data collection status of all records
|5 View / Edit Records o
- View or edit existing records Appl ication ID HI PP_APP
HIPPA_77
Application 1D HIPP_APP
S h cord .
=SS OmELEas Data Collection Instrument Status
Applications (=] hipp_application (survey) @

/' Field Comment Log
=i APl and mj API Playground

Help & Information

(1]

© Help & FAQ
H video Tutorials
& Suggest a New Feature

i Contact REDCap administrator




COMPLETED APPLICATION !

* What to expect next
1 Up to 45 days processing time

-1You will receive a written confirmation of your
approval or denial to the program

1 If approved for the program you will receive
information on the next steps as a HIPP member




Please contact the HIPP unit with any question

HIPP HIPP Unit Contact Information:
600 East Broad Street, 12t 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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