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Health Insurance Premium Payment Program 
User Instructions 

 
 The Health Insurance Premium Payment Program (HIPP) system provides a 
means to track and facilitate enrollment, payments, ongoing eligibility, and other 
recipient interactions with DMAS.   This system consists of two primary parts.  User 
entry and maintenance provides security as to who may enter and update HIPP 
information.  Application tracking provides for application entry and tracking. 
 
System Navigation 
 

 “Folder tabs” are located at the top of each page.  The user’s security level 
determines which tabs are displayed.  For example, only an administrator will see “User 
Maint”. 
 

 
 
Initial Screen Option:  To open the system to the screen that is most used: 

• Open the HIPP system 
• Go to the desired screen 
• Bookmark the URL using the Microsoft Internet Explorer bookmark. 
• Or, create a shortcut on the desktop using the URL as the location. 

 

  This is the edit symbol.  Mouse clicking this symbol will open a new screen 
so that changes may be made to the row on which the symbol resides. 

 

   This will facilitate a search within a list.  
Click of the hourglass to display search options. 
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Application Maintenance 
 

Application Tracking contains two primary functions:  application maintenance 
(entry, maintenance and retrieval) and checklist letter maintenance (entry, maintenance, 
printing, and retrieval).  
Application Log:  The first screen will provides a log of applications currently in the system.  

 

 
NOTE: The Names (above) have been removed for adherence to HIPAA regulations. 
 

• “Days” is the number of days between application date and status date for approved and 
denied applications, or days between application date and current date for all other 
statuses.    
• “Checklist Day” is the day since mailing the checklist; “2 of 10” is day four in a ten day 
turnaround period. 
 
There are two types of filters built into the application log: a HIPP system filter and an 
Oracle APEX filter.  Each user maintains their own filters and they may be changed at 
any time.  Exiting and re-entering the system will not affect the HIPP filters.   Unless 
saved, Oracle filters are lost upon exit.   
 
Oracle APEX filters: 

Temporary filters are created by clicking the hourglass. 

 
 

To turn off Oracle filters click   then . 
 
 

To save the Oracle filters click on  then . 
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Enter a name and optional description then apply. 
 
Result: 

 
More than one filter may be saved 

 
 

Once created, the Oracle filters will be available until deleted.  Click 

 to delete the filter.  
 

HIPP System Filters: 
 

• “Name” is the name to be displayed in the log.  “Applicant” will display only the 
applicant names, “Case” will display only the case names, and “Both” will display 
applicant and case names. 
 

•  “Order” designates the order the applications are shown.  The choices are application 
id, name, and days. 
 

• “Filter” – filters the log by analyst, program, and status. 
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Examples,  
1. To filter applications assigned to a particular analyst select “analyst”, “=”, and  

“Carol Cartte”. 
2. To filter HIPP applications select “program”, “=”, and “HIPP”. 
3. To filter applications by status “status”, “=”, and “Open”. 

 
Please note that more than one expression may be selected for a filter; analyst may be 
“Carol Cartte” and “Kelly Calder”; status may be “Approved” and “Denied”. 
 
After setting the filters click “Refresh” so that the log will reflect the new filters settings. 
 
 
To remove a filter, place an “X” next to the filter to be removed then click on “Refresh”.   

 
In this example “Jameka Joyner” and “Open(I,P,R,E)” will be removed. 
 
Result: 

 
 
Click “Reset” to remove all filters. 
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Application Log Report. 
 
A report may be generated from the Application Log 
.  

 
 
 
The report is generated by clicking in “Print Filtered Applications. 

 
NOTE: The Names (above) have been removed for compliance to HIPAA regulations. 
 
 
Applications for the report are filtered with the same filter established on the Application 
Maintenance Log screen.
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Application Maintenance: 

 
 
Functions: 
• < Previous: scroll alphabetically to the previous “Employee Last/First”. 
• Next >: scroll alphabetically to the next “Employee Last/First”. 
• Delete:  only users with the administrator level of security will have this button; only an 
administrator can delete an application. 
• Update: update the application with newly changed information. 
• Refresh:  re-loads the application without saving changes. 
• Create: starts a new application. 
• Documents: view or attach documents to the application 
 
Fields: 
• Application ID is system generated when a new application is entered. 
• 45th day is system calculated based on “App Date”. 
•  “Day” is the days between “App Date” and “Status Date” for approved an denied 
applications; days between App Date and current date for all other statuses. 
• “Checklist Mailed / Received”   is user maintained in the checklist maintenance screen. 
• “Day 1 of 10” is the number of days since the checklist was mailed. 
• “Go to letter” – mouse click on “Go to letter” to create or edit a checklist. 
• “Add” phone number – mouse click when a third or fourth phone number is needed. 
• “Enter mailing address” – when the “Mailing Address” and  “Street Address” are 
different, click on   to allow mailing address entry. 
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• “Copy” will copy the street address to the mailing address; mailing address may be 
changed after the copy.  If no mailing address is entered the checklist will use the street 
address in the letter.  
• “Remove” will remove the mailing address from the application and remove the mailing 
address entry area. 
 
 
When the status is changed to “Approved” several new fields will appear and are required 
so that an approval letter may be generated. 

 
 

  An “Approval Letter” button will also appear at the bottom of 
the screen.  Upon clicking, a new screen will display asking for Medicaid household 
members that should be included in the letter. 
 

 8 
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Checklist Entry a 
 
When the status is changed to “Denied” and a reason code with the description of 
“Other” is selected a new field, “Other Reason”, is displayed so that a reason may be 
entered.  The reason entered will display in the denial letter. 

 
 

  A “Denial Letter” button will appear at the bottom of the screen.  
Upon clicking the denial letter will be generated.  To add, change, or remove a denial 
reason from the letter click on the “Reasons” tab at the top of the screen.
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Checklist Entry and Maintenance:  This maintains information needed to generate the 
checklist letter. 

 
 

Functions: 
“Checklist”:  The checklist button will only appear when a previous checklist has been 
mailed to the applicant.  Mouse click “Checklist” to view a list of previously mailed 
checklists. 
 
Fields. 
“Mail To” name is initially loaded from the employee name when present, otherwise it is 
loaded from “other contact”.  Address is loaded from the “mail to” when present, 
otherwise from “street address”.  The address may be changed when necessary. 
 
“Checklist 2 of 2” indicates that there was a previously created checklist mailed to this 
applicant.  If this is the first checklist being sent to this applicant this verbiage will not 
display; it will not display “Checklist 1 of 1”. 

• “< Previous” will scroll to the previously mailed checklist. 
• “Next >” will scroll to the next existing checklist for the application. 
• “Checklist” – view list of existing checklists for the application. 

 
“Lock” will appear before “Print”.  The checklist must be locked from further update 
before it may be printed. 
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“Print” will appear after the checklist has been locked.  The checklist must be locked 
from further update before it may be printed. 
 
“Checklist printed and locked” - “Print” will cause a checkmark to display in “Checklist 
printed and locked”.  Either an administer or the checklist creator can remove the 
checkmark to allow further editing.  The checklist should not be changed after final print 
and mailing so that an accurate history is maintained. 
 
Documents/Other – up to 160 characters may be entered. 

 
 

Spellchecker: click the “ABC” button to check the spelling. 
 
 
Checklist Log. 
 

 
 

A mouse click on “Checklist” in the checklist maintenance screen will open this screen.  
This screen list all checklists previously mailed to the applicant. 
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Attach Documents 
 

 
 
•  “Browse” to select a file to attach.  The file may be in any file having user access. 
•  “Attach Document” will copy the “Browse File” into the Oracle server. 
•  To view a file click on the file name under “Documents Saved In The Database”. 
•  To Update a file, first delete it then re-attach it. 
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Reports  

 
Click on the desired report. 
 
Application - Status by Month 

 
 

Select year, date to use (application date or status date), and analyst (“All” or analyst 
name) then click on “Refresh”. 
 
Applications Closed By Month 

 
 
To view applications for a month, click on the month’s abbreviation or the month’s bar 
on the graph. 
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Applications Closed 

 
 
To view applications for click on the “Appr”/”Den” or the Appr/Den part of the graph. 
 
 
Applications Closed by Analyst 

 
 
To view applications for an analyst click on the analyst’s initials or the analyst’s part of 
the graph. 
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Application Pending 
 

 
 
To view applications for an analyst click on the analyst’s initials or the analyst’s part of 
the graph. 
 
 
Application Processing 

 

 
 
 
 
 
 
 
 
 

... 
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Internal HIPP Calendar 
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Setup Screens 
 
User Maintenance 
 
 To access the HIPP system a user must be assigned a security level.  User 
Maintenance provides for the entry and update of HIPP system users.  There are two 
levels of authority: administrator and analyst.  Administrators have access to all functions 
within the system.  Analysts do not have access to user maintenance and they are also 
restricted in other parts of the system (detailed later). 
 
 Selecting the “User Maint” tab opens the following folder showing users that   

 
 

are currently allowed access to the system, their security level, and status.  Click on 
“Create” to allow a new user into the system or the edit symbol to update an existing 
users.   

   
 

• “User Id” is the same id used when the user signs onto the computer in the morning; 
normally first initial and last name.   
• “Analyst Id” should be three letters, normally the user’s initials, and must be unique in 
the system.   
• Security level may be administrator or analyst. 
• Status may be active or inactive. 
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Reason Code Maintenance 
 

 
 
“Denial” indicate the reason will display in the denial letter. 
 

 
 
For historical reference, discontinued reason codes should be changed to “Inactive” (not 
deleted). 
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Common Documents 
 
 This screen provides for the addition and maintenance of documents that may 
need to be printed within the system.  Administrators may access this screen. 
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