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Introduction to One-e-App

One-e-App: One Stop Access to Health Care Coverage

One-e-App is a web-based system for connecting families with a range of health and social service programs. This approach
can improve the efficiency and the “face” of the application process for families seeking health care coverage. This training
manual is intended for use by Certified Application Assistors (CAA) and CAA Supervisors using One-e-App in Los Angeles
County.

In Los Angeles, One-e-App submits the data electronically to four health coverage programs:
= Medi-Cal for Children and Pregnant Women
= Healthy Families
= Healthy Kids
= Child Health and Disability Prevention Program (CHDP) for CHDP providers*

One-e-App uses an interactive interview approach to help simplify data collection and entry. Instead of writing an address four
times, it is written once for four programs.

One-e-App helps to improve the quality and completeness of applications. As the data is entered, the system performs routine
error checks, providing immediate notification when a required field is incomplete or data is incorrectly entered. The system
features drop-down menus, radio buttons and other familiar computer navigation tools.
Other features include:

= Real-time English and Spanish versions of the application

= Ability to select a provider and a health plan

= Printable documents in some threshold languages

= Electronic document storage

= Ability to personalize reminder and notification letters

= Contacts and “Ticklers” that enable application assistants to remind families about their upcoming annual

redeterminations

One-e-App will ultimately be linked to the Children’s Health Outreach Initiative (CHOI) case management system. This linkage
will allow assistors to transfer application data but users will still have to go directly to CHOI for case management, reporting
use of services and retention of benefits, and to report troubleshooting of problems encountered.

One-e-App is currently used in seven California counties to screen and electronically route applications to programs such as
Medi-Cal, Healthy Families, Healthy Kids and county indigent care. One-e-App offers counties the flexibility to choose which
programs they would like to include, and each of the counties has taken a different approach to implementation. To learn
more about One-e-App and how it is being used in other California counties, visit www.oneeapp.org.

In the future, One-e-App in Los Angeles may include additional benefits programs like WIC, Kaiser Child Health Plan and
Medi-Cal for adults and children19 and over.

*(This manual provides information on referrals to CHDP, but does not provide information on the CHDP Gateway submission
process). For information on the CHDP Gateway see http://www.dhs.ca.gov/pcfh/cms/chdp/chdpgateway.htm
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Introduction to One-e-App

Who should use One-e-App?

Application Assistors may currently use One-e-App to apply for four health coverage programs:
* Medi-Cal for Children and Pregnant Women
* Healthy Families
* Healthy Kids
* Child Health and Disability Prevention Program (CHDP)

It is the perfect response for children who have temporary Medi-Cal, such as through the CHDP
Gateway, but who need to apply for “full scope” Medi-Cal.

Pregnant women who have not received prenatal care and may be eligible for Presumptive Eligibility
should be referred directly to an appropriate provider for Presumptive Eligibility services (see
Resources). The follow-up applications for Medi-Cal for pregnant women should be faxed or sent to
the County fax or address in the Resource section, but you may also use One-e-App. All pregnancy
applications should be followed closely to be sure that they are received and sent to the County for
Medi-Cal processing. All applications sent to the County directly should be followed closely as well.

When should a paper application be used?

Future plans for One-e-App include adding programs for adults and older children. Currently, the
system will notify the Department of Public Social Services that an adult is interested in applying, but
the One-e-App form does not serve as an application for an adult and will not “hold” the date of
application.

Until additional programs are added, other application processes are more appropriate means of
applying for health coverage when the person:

» is from another county; One-e-App is currently only for Los Angeles County residents
* is 19 or over (unless pregnant)
» is disabled or applying for coverage on the basis of disability, or receive SSI income

* needs sensitive services (confidential) for sexual assault, family planning, diagnosis and
treatment of a Sexually Transmitted Infection, pregnancy, mental health issues, or substance
abuse treatment.

Adults should apply elsewhere if they:
* need health coverage quickly or

* need to apply to cover past months’ bills. This is especially true if the date is near the end of the
month, since Medi-Cal can cover three months’ retroactive coverage.

Please call the Health Consumer Center of Los Angeles at (800) 896-3203 if you have
guestions about health coverage applications for an individual or family or
guestions about immigration information.
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Introduction to One-e-App

One-e-App: SEARCH FIRST!

Searching for an Existing Application in One-e-App

As one of the first steps in One-e-App, assistors must conduct a search for the applicant or a
household member to determine whether an application has already been started in One-e-App.

One-e-App does not show where else the applicant may have submitted an application. It is
extremely important to be sure that the applicant and all of the family members applying have
not already applied somewhere other than One-e-App, or that they don’t already have benefits*.

Application Assistors should use the following resources:

Medi-Cal
« If the client is unsure whether or not she or he has applied, use the Department of Public
Social Services “Questions to Ask” (see Resources) to see if the client might have a Medi-
Cal case. It might be that a recently closed (within the last 30 days) case can be re-opened.

« If the client thinks she or he has a case or a child in the family has a Medi-Cal case open,
use SAEVS or AEVs (see Resources or materials from MCH Access or National Health
Foundation CHAMP training) online or by phone, or call (877) 597-4777

Healthy Families

Healthy Families will only answer questions from the CAA who originally helped the client, until
the application is accepted or denied, or that person him/herself (the parent or teen). If you are
not the original assistor, it may be necessary to have the client on the phone in person or with a
three-way phone call. Call (800) 880-5305 to find out about the status of an application or an
existing or previous case.

Healthy Kids
If the applicant thinks she or he might have a Healthy Kids case, call LA Care at (888) 452-5437
for assistance.

Child Health and Disability Prevention Program (CHDP)

For general information, to find a provider or to see if a child may be currently eligible for an
exam, call 1-800-993-CHDP (1-800-993-2437). You may also find a provider at:
http://lapublichealth.org/cms/chdp/provider_finder.asp

r N

THINGS TO CONSIDER:

*According to our Department of Public Social Services, some 60% of the denied Medi-Cal
applications for children that arrive in Los Angeles monthly either already have Medi-Cal or
already have started the process to apply. Duplicate submissions waste resources that could
be used to help more children with enroliment and finding health care.

J
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Getting Started: LOGGING ON

The One-e-App website for CAAs is:
https://thecenter.oneeapp.org You will be taken
to the Welcome Page for Los Angeles County and
will choose “English” or Spanish”.

User Login

Please login using the username {with county extension) and password that were assigned to you.
Example username: For a username of "caa” and County ID of "ccc” enter "caa.cocc" username.

User Id||

Password

Click here if you have forgotten your password or your account has be

PASSWORD EXPIRATION

* Passwords must be changed every 30 days in both One-e-
App and Health-e-App.

» 7 days before your One-e-App password expires, you will
receive a tickler reminder that your password is about to
expire. It will be displayed on the tickler banner on the top of
the Menu screen until the user changes the password.

* Health-e-App does not remind about password changes. It is
recommended that you update your Health-e-App password
(on the Health-e-App website or by calling the Health-e-App
help desk to reset) every time your One-e-App password is
reset. That way you won’t receive data transfer errors from
the Health-e-App website from an expired password. See
www.healtheapp.net or (866) 861-3443

Tips for password management:

You can use the One-e-App Password for Health-e App
(but not the reverse). See the Password Management Tip
Sheet in the Resource section for more information.
When you get the reminder, follow these steps:

1. Change your password in One-e-App

2. Modify your profile in One-e-App to change your Health-e-
App Password (the same one you changed it to in One-e-
App)

3. Go to Health-e-App and change your password to the new
password.

HOW TO LOG ON

User Login Screen:
Enter your assigned user ID.

User IDs will most likely contain your first initial
and last name. There may be some User ID
variation for agency staff with similar names.

You then add the county extension of “.Ia”. This
lets One-e-App know which county you are
from: “la” for Los Angeles.

For example for Sara Martinez, enter
“smartinez.la” in the user ID field.

You will receive your User ID and password
information from your Agency System
Administrator.

Password Requirements

The following are requirements for the
password you create each 30 days:

= |t must be at least 8 characters in length
» |t must contain at least one number

» |t must be a combination of upper and
lower case characters

* |t must contain at least one special
character like, #, @, %

= |t must be case sensitive (It matters if you
type in capital or lower case letters)

LA County One-e-App User Manual
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Getting Started: LOGGING ON

User Login

Flease login using the username {with county extension) and password that were assigned to you.

Example username: For a username of "caa" and County ID of "coc” enter "caa.coc” username,

User 1d |

Password

Click here ifjyou have forgotten your password ar your account has been disabled.

RESETTING YOUR PASSWORD

You have 5 attempts to correctly enter your password
and User ID before your account becomes disabled.

You use the Hyperlink, “Click here” that can help you
reset your password if you forgot it or if your account has
been disabled.

The link will navigate you to a screen where you will be
asked to answer the secret question that you chose when
you first logged into One-e-App.

If you answer the secret question correctly, the password
is reset to the default password, available from your
System Administrator.

If you haven’t set up your secret question, you don't
answer the secret question correctly, or after five
consecutive failed tries to log on, you will have to contact
your One-e-App System Administrator (the person in

charge at your agency) to reset your password.

RESETTING YOUR PASSWORD

What can | do
if | forget my
password?

LA County One-e-App User Manual
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Getting Started: LOGGING ON

User Login

You have the following User Types.

Please select one user type to proceed

Select One

ack Dne
Certified Application Assistant
COA SOpErTETT

<

USER LOGIN TYPES

Depending on your job function(s) you
may have access to one or more user
type logins.

When you log in as a Certified
Application Assistant (CAA) you will
have the ability to process applications,
and record and track continuing contact
with the applicant. You will be able to
note and set reminders for any issues
that require follow up and/or advocacy.
Every CAA user type must have a CAA
Supervisor assigned to them.

When you log in as a CAA Supervisor

User Login

You hawve the following User Types.
Fleaze =elect one user type to proceed | - Sglact One

-——5elect One
DONCAT0N Assl
rvisor

CAA Sul

you have additional functions. To learn
more about the additional functions a
CAA Supervisor can access, refer to the
Supervisor chapter on PAGE 11.

PLEASE NOTE

There are other user types that are
not explained in this manual.
(System Administer & CHDP only)

LA County One-e-App User Manual
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Getting Started: LOGGING ON

Work Location

Please select 3 work location.

Wark Location | Tesk Qrganization Location | s

Other Location | ----- Select One----- -

[[Jsave as default lacatian.

10

WORK LOCATION

The work location lists various sites your
agency uses for One-e-App application
assistance. This function will track the
applications that are completed at each of
your agency’s worksites.

Applications taken at specific application
assistance events can also be counted.

It is important that you select the correct
location each time you log on.

If you work out of one location only, you
can click on the box below to save that
location as the “default location”. This
means it will be the location that
automatically appears, to save time when

you log on.

LA County One-e-App User Manual
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One-e-App Supervisor Functions

Every CAA must have a CAA Supervisor assigned to them from their agency. The CAA Supervisor is someone who
can view the status of and manage applications of all the CAAs. A CAA Supervisor must also be a CAA, as they can
process applications assigned to them.

User Login

You have the following User Types.

Please zelect one user type to proceed | -

CAA Surv'iscr

When you log in as a CAA Supervisor
you have three additional Menu options:
1. Review Expired Applications

2. See Preliminarily Eligible and Submitted
Applications.

Menu

(") Begin Application

() Renew/Modify Application
() Conduct Application Search
() Contact Management

(O) Search Disenrolled Persons

3. View Supervisor Workload Summary

Review Supervisor Expired Applications
will provide you with a list of your agency’s
expired applications.

You have the option to Close the
Application or Return the Application to the
Worker.

You must first check the box of the
application you want to access. This will

open up the pull down menu. Then select

Close Application to remove it from the
/ Expired Application workload.

<4
(%) Review Supervisor Expired Applications
[aar= Pr—*ll L
() View Supervisor Workload Summary
() View Assistor Workload
(") Program Submission Workload
Expired Applications
Applic Sistor
. |[pue Date;“?'ﬁ%"!’ s App ID Program MSNReason App Status
g Child Health
I5/16/2007| B\”iE” Liz Ramirez|200712100052| Dizability Prevention | 1 |Expired ~
Program L
. Child Health Close Applicz
B| |lsr16r2007 HcBl:lfin.- Liz Ramirez|200712100052| Disability Prevention | 1 Exp|;e¢ T

Program

You will receive a pop up indicating that the
application will remain “AS IS” to allow a

i

future modify or renewal. You can access
this application in the future from the
Renew/Modify Menu function (for more
information please refer to the Menu

Windows Internet Explorer

¥ renewal, Click OK to proceed

= Function Chapter)

% This will complete the application 'AS15' to allow 2 future modify or

OK

| | cancel

LA County One-e-App User Manual
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One-e-App Supervisor Functions

Expired Applications

|| ||DueDate 5‘%‘% A—!slmstor | AppriD | Program MSNReason| App Status
L ————— Holiday, |, : g Childitcalthy .
05/16/2007 Eillie  |HZz Ramirez200712100052 Dizability Prevention| 1 |Expired
Program
Holiday. | . . . Child Health . =& Application
05/16/2007 Summé'r Liz Ramirez|200712100052|Disability Prevention| 2 |Expigéd [ o Warker
Program .

\’4/

i

Windows Internet Explorer

"-.I This will bring back the applicaticn fer Liz Ramirez to complete, Click
' OKto proceed

QK ] ’ Cancel

13

You must first check the box of the
application you want to access.
Clicking on the box will open up the
pull down menu.

Selecting the Return to Worker
option will return the expired
application to the CAA Applications
in progress workload.

You will receive a pop up indicating
that the application has been
brought back for the CAA to
complete.

LA County One-e-App User Manual
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Supervisor Functions: SUPERVISOR MENU FUNCTIONS

SUPERVISOR WORKLOAD
Henu SUMMARY
O Begin Application The Supervisor Workload Summary

() Renew/Modify Application

© Conduct Application Search provides a summary of agency staff

() Contact Management workloads. It allows the supervisor to
{7 Search Disenrolled Persons query by an individual CAA’s application
() Retrieve Fax Cover Sheets status by program.
() Review Supervisor Expired Applications

' / The Supervisor Work Load Summary
QO view Superviser Workload Summary displays the following information for each
VIS STt oo user who reports to that supervisor.

{7 Program Submission Workload

Supervisors can filter down the information

l | displayed on this workload by selecting
assistor name or program name from the

drop down list at the top and clicking

Liz Ramirez (SC)

search.
( Interviews in Progress: 1 — i i .
Interviews in progress—Displays the
Persons Determined Preliminarily Persons nt of licants wh r ill in th
Program Mame Ellgl_hle Submitted COU tO app ca tS O are St t e .
Healthy Families i 0 interview process for whom the preliminary
Healthy Kids i i R .
Medi-Cal for Children and Pregnant 2 4 englbl'lty has not been determined.
Wamen - -

Note: Clicking on the count will navigate
Tatal Members Determined Preliminarily Eligible for Lramirez: O the s_uperwsgr to that partICUIar users
Total Memnbers Submitted for Lramirez; 4 Applications in Progress Workload.

Total Interviews in Progress for Lramirez: 1

@ You have the ability to assign an
application in progress to another CAA in

your agency. You must click on the box
Applications in Progress for Liz Rami next to the Due Date and click on Assign.
= ate Creation Date Applicant Name Application ID YOU will be n:.:1V|gated toan ASSIgn screen
( O Y| sssz007 B/2/2007 Toe fox 200721300040 which has a list of CAAs to whom

N—" application can be assigned.

Note: Each indicates an extenzion of 2 days has been applied.

Note: Each indicates a reminder is associated to this application.
Mote: Each R indicates a renewal application.

Hote: Each indicates application hazs been edited by another application assistar.

Reminders Extend ' Remove ' Bring Back . Generate Nutir@xt

LA County One-e-App User Manual
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Supervisor Functions: SUPERVISOR MENU FUNCTIONS

P—— SUPERVISOR WORKLOAD
Interviews in Progress: 1
Persons Determined Preliminarily
Persons Determined Preliminaril Persons .. .
Program Name Eligible ¥ Submitted / Eligible (by Program) — Displays the
Healthy Families i 0 H
oath Kids ; ] numbe.r of apphFal.’ltS Yvho ngre
Medi-Cal for Children and Pregnant . 7 determined preliminarily eligible for
iformen - - . . .
/ different programs. These applications
Total Interviews in Progress for Lramirez: 1 have not been submitted.
Total Mermbers Determined Preliminarily Eligible for Lramirez: 0 Lo ) )
Total Members Submitted for Lramirez: 4w Note: Clicking on the count will navigate

the supervisor to that particular user’s
Program Submission Workload.

Persons Submitted (by Program) —
Displays the count of applicants who were
determined preliminarily eligible for
different programs and whose applications
have been submitted. To the program(s)
for which they qualified.

Note: Clicking on the count will navigate
the supervisor to that particular user’s
Program Submission Workload.

LA County One-e-App User Manual
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CHAPTER 3

Certified Application
Assistant (CAA)
Menu Functions

oneZapp

One Stop Access to Health Care
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CAA Menu Functions

Menu

") Begin Application

) Renew/Modify Application

() Conduct Application Search

(") Contact Management

(") Search Disenrolled Persons

() Retrieve Fax Cover Sheets

() Update Applicant Data

() View Assistor Workload

(") Program Submission Workload

(") View Expired Applications

() View Reminders

(") Health-e-App Fax Cover

("1 Pending Health-e-App Applications for CHDP Children
(") Submitted Health-e-App Applications for CHDP Children
() View Ticklers

() View Faxes

) View Notes

{1 view Application Workflow History

() Re-print Forms

17

This section reviews all the
following topics that appear on
the opening menu of choices
you have as you start your
work on One-e-App.
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CAA Menu Functions: BEGIN APPLICATION

Application
(") Conduct Application Search

() Contact Management

(") Search Disenrolled Persons
() Retrieve Fax Cover Sheets

) Update Applicant Data

() Wiew Assistor Workload

) Program Submission Workload

i

Search for an Application

Before beginning a new application, you must perform a search to find out whether the applicant{s) alrg@
exists in the system. Please specify at least two criteria or a unique identifier by which you would like

First Marne Mancie
Middle Name
Last Marme |Rigetti

Suffix | ---Select One---

Gender () Male & Fernale

Date of Birth |02 nz 1970

Person Place of Birtl
Califarnia County | ---Select One--- % | or
US State | ---Select One--- ~| ar
Other Country | ---Select One--- R

The search results can be further filtered by the assistor's name and a creation date range.

o search.

18

Menu Begin Application

When you begin a new application
the One-e-App system will always
prompt you to conduct an
application search. You can search
for the Primary Informant, who is
the person you interview for the
application, or any other family
member. The primary informant
does NOT need to be applying for
health coverage and does NOT
necessarily need to live in the
home.

This search will assist in eliminating

““duplicate applications in the system.

Later, you will search for other
people on the application.

When you conduct searches for an
applicant, enter at least two of the
following criteria: applicant’'s name,
gender, or date of birth.

During the initial application search
it is not necessary to fill out this
section beyond those initial fields.

LA County One-e-App User Manual
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CAA Menu Functions: BEGIN APPLICATION

Search Results

To retrieve and continue with an application, click on the applicant's name. Applications that vou are authorized to

coauthor are highlighted in blue.

Applications in Progress

[ T Applicant Name [ Date Of Birth | Created By | Creation Date | Application ID

Person ID | [Score[ |

| No matching records were found.

Determined Applications Pending Submission

SEARCH RESULTS

The search will provide search
results in the One-e-App system
from all agencies working with One-
e-App in Los Angeles County.

Applicant Date Of | Created Creation Program Retrieve | Application D= )
Name Birth By Date Name Fax 1D
. Liz Healthy
Joel Ruiz 7/16/1999 FEmies 11/29/2006 Eoriie= Fax 200633200338 3190000?34—806??
. Liz Healthy
Joel Ruiz 7/16/1999 e 11/29/2006 Eorire= Fax 2006332003338 3190000?34—806??
Expired or Program Closed Applications
Applicant Date OF Creation Program Retrieve Application
Name Birth Sl 3y Date Name Fax D Score
Jules Ray 1/22/2000 J%”:::S” 11/25/2006 A /A |200532800047 |? 54.55
Submitted Applications
(Applicant| Date Of bmitted issi Program |Retrieve| Application
Name Birth By Date MName Fax ID S O TEE
Fl E Healthy
Joel Ruiz | 5/10/2005 [Liz Ramirez| 1/4/2007 Famnilies Fax 2ElU7UE|3EIUE|3?3L‘BUUUUSUUEU?B?LEIEI.EIEI
Juanito Manju Healthy
I;-E'l. Ruiz 6/14/1991 (R enT 12/11/2006 Kids Fax 200634—4—003?431900107344065? 70.75
@ E an ROz [Tor eor T = 1202/2000 NSA N/A 200634600247319000?6346067? 70.75
N Medi-Cal
or
Joel Sarah Children
il E Deutsch 1/1/1937 Deutsch 11/7/2008 — Fax 200631000391 N/A ? 55.00
Pregnant
Woman
m]ic R‘gf”r:D 8/30/2006 |uana Felix| 12/13/2006 HEK?LT"' Fax [20063460024731900079346064 8> 55.00

Hote: Each E indicates a renewal application.

Mote: Each 0 indicates a renewal application which has started and not completed through final elig

Note: Each
Hote: Each D is a link to a person’s application summary.

Mote: Each E is a link to add a person to the dipboard.

Total number of applicatio

Total number of determined applications
Total numby

’ Search Begin New Applicatio ‘ R
Report a Bug/Mal  Interview
Data Entry

indicates Program Closed application{s) / person{s).

In progress :

ding submission :
of submitted persons :

ene

0
2
5

ity review.

View Clipboard

/

19

After you verify that your client is
not in the search results you can
begin a new application.

If your search comes back with a
match, and you can verify that it is
the same person, click on the
Clipboard icon next to their name.

Then click on Begin New
Application to continue. Clicking
on the clipboard icon will put the
client’s information in the new
application, or “pre-populate” it.
Verify that the information
previously entered is still current
and correct.

You have the choice of Interview
mode or Data Entry mode.

* Interview mode is
recommended when working
directly with a client.

« Data Entry mode is
recommended when taking an
application over the phone, or
when agencies have a
dedicated person entering data
after the client interview or
application is complete.

LA County One-e-App User Manual
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CAA Menu Functions: RENEW/MODIFY APPLICATION

Menu

() Renew/Modify Application

{1 Con

(") Contact Management

Uct Apphication Search
(") Search Disenrolled Persons
(" Retrieve Fax Cover Sheets

{1 Update Applicant Data

(") view Assistor Workload

() Program Submission Workload
() View Expired Applications

Person Detail

First Name |Kathy
Middle Name

Last Narne |Smith

Suffix | —select One— (L

Gender O Male @ Fermale

1o6a |||

Date of Birth |01 01

Person Place of Birth

Califarnia County | -Select One— B4 or

Us State | -—-Select One---

Other Country | —Select Ong-—

Dor
[¥]

The search results can be further filtered by the assistor's name and a creation date range,

Application Assistor

First Name (Liz

Last Marne |Ramirez]

RENEW/ MODIFY
APPLICATION

Renew/Modify Application
allows you to do the following:

Renew:

Search for clients who are due to renew
their coverage. This function is available
within the last three months of clients’
coverage, also known as the renewal
period.

Modify:

A modify allows you to make changes to
an application after it has been submitted,
changes such as:

— Add a family member who was not
previously included during the initial
contact.

— Change in status of eligible members,
like income or pregnancy

|

When "Renew/Modify Application” is
chosen, you will be routed to the
Search for Application screen.

20

You will be prompted to conduct an
application search.

Note: One-e-App does not allow either
Applications In Progress or Determined
Applications Pending Submission to be
modified.
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CAA Menu Functions: RENEW/MODIFY APPLICATION

Search Results

To renew or modify an application, click on the applicant's name. Applications that you are authorized to coauthor are

highlighted.

Expired or Program Closed Applications w

SEARCH RESULTS

The Search Results will provide you
with possible matches based on the

N

Applicant | Date Of Created Creation Progra\| Retrieve Application | Person Scorel \ Crlterla entered |n the Search screen.
Name Birth By Date Name Fax ID D
hii d d. . .
nematching records nere BR You can make changes by clicking
Submitted Applications on the applicant’s name.
Applicant Da_te;lf Submitte Qbmission Program |Retrieve npﬁ'ﬁ:tion Person ID  |Score
et h By Apale | Hame | Fax Applications you are authorized to
I:‘ @ Smith 1/1/1968|Liz Ramirez 1]}%{2006 MAD MAA 2006325% 3190000532506 7 100,00 D f K i
1| | hanet smith|3/3/1995 |Liz Ramirez| 11/22/2 Hf(?“jt:" Fax znnsazsnnnz;wnnnmazsnss es.an|[] coauthor are hlgh“ghted In green.

Mote: Each B indicates a renewal application

Note: Each @ indicates a renewal application which has started and
Note: Each indicates Program Closed application(s) / person(s)
Note: Each Dis a link to a person's application surnmary

Note: Each E is a link to add a person to the clipboard

Total number of submitted persons @ 2

' Search ' Renew /Modify ' Yiew Clipboard
Report a Bug/Make a Suggestion

View Current Session Contents

completed through final eligibility revie

“Coauthor” means that you will be able
to open and continue that application
without going through the security
screen.

"\

Expired Or Program Closed

ot Applications

Displays the applications expired because
they are incomplete or the programs to

OR

which they have applied closed.

AN

Submitted Applications

Displays the applications that were

Person Information

You can impart data for the fallowing individual(s) on an application.

submitted to program(s) for which the
system screens.

| PersonID | Last Name | First Name | Date of Birth |

Place of Birth |

| Mo matching records were found.

The One-e-App system will highlight all

Close & Remove
Report a Bug/Make a Suggestion

View Current Session Contents

the Search Results that have a match
score of 90% or higher. If you use a
Unique Identifier (application ID, person
ID or SSN), the search results will show

i

all results having an exact match to the
Unigue Identifier entered.

Submitted Applications
Applicant| Date Of |Submitted|(Submission| Program |Retrieve| Application
Name Birth By Date Name Fax D PEFEN LY  |SERRE
Medi-Cal far
[F] E Beth Ruiz | 5/5/1985 |Liz Ramirez| 12/15/2006 C';'L‘:rgen”alf:d Fax [?D0633200338[31900006348068/100.00
warnan

O|®|| saliy ruiz [3/12/2000|10ana Felix| 12/13/2006 | Healthy Kids | Fax  [pons34annza7]atiananTasdsnes|63.55
m]|c] 5“;3:“2”‘3 1/12/1970( luana Felix | 12/13/2006 ) N/ [2D0E34600247(3190007 7 346066|63.10
OI|B|| Blizab=th |yzp51050] 20050 |20 2006 AR N/8  [ZD0633400532(31900142334063|52.75

Smith Chau
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CAA Menu Functions: CONDUCT APPLICATION SEARCH

Menu

(") Search Disenrolled Persons
(") Retrieve Fax Cover Sheets
() Update Applicant Data

(1 View Assistor Workload

(") Program Submission Workload

() Wiew Expired Applications
() \Wiew Reminders

a4

CONDUCT APPLICATION
SEARCH

Conduct Application Search
allows you to view applications
that have been started,
completed, or are pending
submission.

Search for an Application

Before beginning a new application, you must perform a search to find out whether the applicant(s) already
exists in the system. Please specify at least two criteria or a unique identifier by which you would like to search.

Person Detail

First Name
Middle Name
Last Name

Suffix | —Select One— ¥

Gender ) Male O Female

Date of Birth

Person Place of Birth

Califarnia County | -—-Select Ong-—

US State | -—-Select One—

Other Country | —5elect One-—

Application Assistor

First Name

Last Name

Creation Date Range

From

To

Unique Identifier
Application ID

Person 1D

55N

S

\

or

¥| or
v

You will be prompted to conduct an
application search. The more criteria you
enter the more narrow the search. Try
entering a few criteria first, then narrow
the search if needed by adding more
criteria. Enter criteria as follows.

Person Detail (enter at least two of the
—— following)

» First name

» Last name

» Gender

+ Date of birth
* Place of birth

\
CAA Name

{k

When you search by CAA name, all the
applications that have been created by
this assistor will appear.

Unique Identifiers
—  « Application ID
* Person ID

* Social Security Number

22
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CAA Menu FunctionS: CONDUCT APPLICATION SEARCH

Applications in Progress

Applicant Name|Date Of Birth Created By Creation Date|Application ID| |
James Smitlé [2/1970 |Suresh Govindarajalu| 12/1/2006 200633400037 319000?6334063}?
James Smith N/A Mathivanan REmTaT——{25/2007 | 200702400017 |?

Jan Smart /2/2000 Liz Ramirez /6/2007 200721700314
Aniyah Smith f17/2007 Jose Millan /10/2007 200722100027 3190000?2210?4}?
Jackline Smith 11/11/1970 Vishnu Katta 11/29/2006 | 200633200122 }?

Determined Applications Pending Submission

RESULTS: APPLICATION
SEARCH

You can make changes by clicking
on the applicant’s name.

Applications you are authorized to
coauthor are highlighted in green.

The Search Results will provide you
with possible matches, based on the
criteria entered in the search screen.

Applicant | Date Of | Created | Creation | Program | Retrieve | Application Scorel
MName Birth By Date MName Fax D
Emanuel AT sarah | 44599/9 Healthy o 5 = | = | =
s 1/1/2001 | ZETA | 11/17/2006 | =R N/A  |200632000275(31900065320065/8]74.50 %
Expired or Program Closed Applications
Applicant Date Of Creation | Program | Retrieve | Application
e Birth Created By Date T o o) Person ID Score|
Jane Smith | 2/2/1990 |Liz Ramirez| 5/3/2007 N/A [200712200167(31900039122076@(100.00
Janet Smith | 5/5/2005 |(Liz Ramirez| 7/11/2007 N/A  [200719100022(31900002191074 8% 99.00
Janet Smith | 3/3/1995 |Liz Ramirez| 7/30/2007 n/a  [200721000475 99.00
: Oneeapp = =
1ames Smith N/A Test Lo | 11/14/2006 N/A N/A  |200631700073 & (35.00
1ames Smith N/A  |Aravind Mali| 2/8/2007 N/A n/a  [200703800017 85.00
James Smith| 10/10/19949 '?::?:EL?fepr 4/20/2007 /& N/ |200710900156 319000361090?6|? 85.00
Jamy Smith |12/14/2006 ég;';gg“e 12/14/2006 N/ N/A  |200634700211(31500065347065/ 8 82.50
Jim Smith | 2/3/2002 |Sonali Joshi| 12/1/2006 N/A N/A  [200633400276(21900074334065[ @ 79.50
Jimmy Smith|10/10/1970 '?::?:EL?fepr 4/20/2007 N/A N/A  |200710900214 31900047109073|? 78.00
Emanuel P Oneesapp o . . . -
Sith 1/1/2001 | $IESTPR 11171872008 /A N/A  [200632100026(31500004321067/8 74.50

If you used a Unique Identifier, the
search results will show all results
having an exact match to the Unique
Identifier entered.

Applications in progress—Displays
the application that is still in the
interview process and the preliminary
eligibility has not been determined.

Determined Applications Pending
Submission—Displays the
applications that were determined
preliminarily eligible for different
programs and are currently pending
submission to corresponding
programs.

Expired Applications—Displays the
application and/or applicants who are
expired due to incomplete submission.

Submitted Applications—Displays
the applications that were submitted to
eligible program(s) for which the
system screens.

LA County One-e-App User Manual
Help Desk 1-866-429-1979



CAA Menu Functions: CONTACT MANAGEMENT

Menu

) Begin Application
) Renew/Maodify Application
{7 Cond icati
() Contact Management

tion Searc

(") Search Dizenrolled Persons
() Retrieve Fax Cover Sheets

() Update Applicant Data

{1 Wiew Assistor Worldoad

() Program Submission Workload
() Wiew Expired Applications

CONTACT

MANAGEMENT

The contact management
function provides you with the
ability to record and track contact
with applicants, such as address
changes, notices received,
additional information needed
and issues raised with you
during phone calls or meetings.

As you learned in the previous
section, you must conduct a
search to locate the application.

Contact Management

Please specify any cormbination of the following criteria to search for an application and view the contact

inforrnatian,

Person Detail

First Mame Sara

Middle Mame

Last Mame |Flares

Suffix | —Select One-— (54

Gender (O Male & Female

Date of Birth

Person Place of Birth

California County | ---Select Ong---

Us State | -—-Select One--—

Other Country | -—-Select One-—

The search results can be further filtered by the assistor's name and a creation date range.

E

|:| ar
B o
[+]
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CAA Menu Functions: CONTACT MANAGEMENT

Contact Management
To retrieve and continue with an application, click on the applicant's name.

Applications in Progress
[ Applicant Name | Date Of Birth | Created By | Creation Date | Application ID | Person ID | Score ||
Mo matching records were found.

Determined Applications Pending Submission
[ ] Applicant Name | Date Of Birth | Created By | Creation Date | Retrieve Fax | Application ID [Score |

1 =Sandy Flores 5/17/2000 | Liz Ramirez |  11/21/2006 | Fax | 200632400186 | 66.95 |
Submitted Applications

[T Applicant Name [Date Of Birth|[Created By [Created Date [Retrieve Fax|Retrieve Fan| PersonID ||
|_[Sars Elizabeth Flores | 6/24/1968 | Liz Rarnirez | 11/21/2008 | HA | /A [31900051324063 |

Application Not Yet Started
[ Contact Name | Date Of Birth | Createdby | Creation Date | Application ID | Person ID |
| Mo matching records were found.

Note: Each K indicates a renewal application
Note: Each @ indicates a renewal application which has started and not completed through final eligibility review.
Note: Each indicates Program Closed application(s) / person(s).

Tatal number of applications in progress : 0

Total number of submitted persons @ 1

RESULTS: CONTACT
MANAGEMENT

You can make changes by clicking on
the applicant’s name.

Applications you are authorized to
coauthor are highlighted in green.

' Search ’ Add New Contact Next
Report a Bug/Make a Suggestig
View Current Session Contents
Contact Details
First Marms Home Phone
Middle Marne Cell Phone
Last Marne work Phone bt
Suffix | - Select One--—-— " what language does this
person speak best?
Gender () Male O Fernale
Date Of Birth
Ernail

i
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Applications in progress—Displays
the application that is still in the
interview process for which preliminary
eligibility has not been determined.

Determined Applications Pending
Submission—Displays the applications
that were determined preliminarily
eligible for different programs and are
currently pending submission.

Submitted Applications—Displays the
applications that were submitted to
program(s) for which the system
screens.

Applications Not Yet Started—are
contacts that have been created without
creating an application in One-e-App.

Add a new contact is used to create
new contact information if a specific
person was not found in the search
results.

If your search results locate the person,
you can add contact information by
clicking on the person’s name.
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CAA Menu FunctionS: CONTACT MANAGEMENT

Contact Management

Application ID: 200700300037
Related Applications: N/A

Contact Search Criteria

Persons

[&an persons |
[] Joselito Rojas [#] 30el Ruiz Betty Rojas

Contacts

[&an contacts |
Letters Phone Calls Office Visit

Creation Date Range

From
To
'Search 'Reset
Funding Source List
Person Name Funding Source Created By Date
Joselito Rojas NfA N/A N/A
Joel Ruiz MN/A MN/A MN/A
Betty Rojas NSA NfA NSA

Ib. Add/Edit Funding Source

Contact List

Contact Type | Description | Created By | Date
\ No matching records were found.

& View/Edit Contact “ Add New Contact

Application Follow Up Item

| Person Name | Begin Date | Follow Up Item | Program | Status | Date Resolved | Delete
No matching records were found.

Iﬁ View/Edit Follow Up Ttem 4 Add New Follow Up Ttem ' Enrollment Verification

Next

a

Contact Type Phone Call R

Description

Contact Date Client visited to complete application

Contact Text Client called in to check application status
Client called in to change information
Client called in to find or change provider
Client called in seeking assistance in getting doctor's appointment
Contacted dients with reminder to mail premiums
Contacted dients to request additional information
Action Item 1 Contacted dients to request verification documents
Contacted family to assist with finding or changing a provider
Helped dients make appointment with physidan {utilization)
Helped dients make appointment with dentist (utilization)
Helped dients make appointment with eye doctor {utilization)
Contacted State or local agency regarding dient'’s case
Action Item 1 Status Filed eligibility appeal on dient’s behalf
~ Filed a complaint/conflict resolution fappeal with health plan andfor provider
Action Ttem 2 Contacted dient with reminder about upcoming Annual Eligibility Review (AER)
Completed Annual Eligibility Rewview (AER)
Completed Add a Person Form
Assisted dient to re-enroll after a disenroliment
Schedule appointment with dient

Action Ttem 2 Status | —— Select One —— ~

26

The Contact Management section
allows you to add and track new
contact with the client and record
issues into the system.

View/edit: This function allows you to
view and make changes to issues
previously entered.

Add a New Issue: This function
allows you to add new presenting
issues that are program specific.

Verification: This function allows you
to log enrollment verification.

Redetermination: This function
allows you to log information
regarding the applicant’s program
redetermination.

Referral: This function allows you to
log and track referrals given.
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CAA Menu Functions: SEARCH DISENROLLED PERSONS

Menu SEARCH DISENROLLED

PERSONS

() Begin Application

{1 Renew/Modify Application
(" Conduct Application Search
() Contg
() Search Disenrolled Persons
() Retrnieve rax

This search function can provide
information regarding any person
who was enrolled in the One-e-
App system and has been

anagement

over Sheets

O Update Applicant Data disenrolled from the Healthy

{1 View Assistor Workload Kids program for the following

() Program Submission Workload reasons: non-payment, aging

() View Expired Applications out, moved out of county,

(O View Reminders incomplete renewal, a change in
family circumstances that makes

@ the child ineligible, or cancelation

coverage.

Search for a Disenrolled Applicant

&\
T et You must conduct a search to
First Name |Ocate the flle
Middle Mame

Last Mame
Suffix | —-select one-— [
Gender Omale O Fernale
Date of Birth m

Person Place of Birth
California County | -Select One-— B4 or
Us State | —Select Gne— ] or

Other Country | —Select One-— [v]

The search results can be further filtered by the assistor's name and a creation date range.

Application Assistor

First Mame

Last Marme

Disenrollment Date Range

Frorm

E &

Tao

Unique Identifier
Application 1D

Person ID

SEN

©search W Reset

LA County One-e-App User Manual
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CAA Menu FunctionsS: SEARCH DISENROLLED PERSONS

Healthy Kids Disenrolled Applicants Search Resuits

N

Healthy Kids Disenrolled Applicants

Member Name | Date of Birth | Disenrollment Date | Reason for Disenrollment

| App ID | MSN

No matching records were found.

Mote: Each | © indicates a renewal application which has started and not completed through final eligibility review,

' Search ’ Generate MNotice

MNext

-
N\

28

RESULTS: SEARCH
DISENROLLED
PERSONS

This search results screen will show
you more details about the
disenrollment, such as the date and

reason for disenrollment from the
Healthy Kids program.

New Application ID

The application ID number will be
reassigned every year that the family
renews its case using One-e-App.
Make sure the application you are
viewing is the most current one.

If the family has been disenrolled (for
over a month) and would like to be
added back to the program, you can
mark the box next to the most
current application button. This will
start a new application with a link to
the previous application.
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CAA Menu Functions: RETRIEVE FAX COVER SHEETS

Menu

") Begin Application

() Renew/Madify Application
(") Conduct Application Search
(") Contact Management

() Search D
(") Retrieve Fax Cover Sheets
(") Update Applicant Data

() View Assistor Workload

(") Program Submiszion Workload

d Perzons

() View Expired Applications
() view Reminders

i

Retrieve Fax Cover Sheet D S

Before beginning a new application, you must perform a search to find out whether the applicant(s) already

exists in the system. Please specify at least two criteria or a unigue identifier by which you would like to search,

Person Detail
First Marne |Tina
Middle Marme
Last Mame |Turner
Suffix | —--Select One--—- |:|
Gender O male ® Fernale

Date of Birth I:I

Person Place of Birth
California County | -—-Select One-—- £ or
Us State | select one— ol or

Other Country | -—-Select One-—- =

The search results can be further filtered by the assistor's name and a creation date range.

Application Assistor

First Marne

Last Mame

Creaton Date Range

From

E [

Ta

Unique Identifier
Application ID

Person ID

SEN

’ Search ' Reset

29

RETRIEVE FAX COVER

SHEETS

This function allows you to reprint
the One-e-App Fax Cover Sheet
created for the application. You
may need to do this if the
applicant needs to fax in
additional documentation or if you
did not create one during the
application submission process.

You will be prompted to conduct a
search for the application.
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CAA Menu Functions: RETRIEVE FAX COVER SHEETS

Retrieve Fax Cover Sheet

To retrieve a fax cover sheet, click on the ‘fax' link for the application.

Determined Applications Pending Submission

RESULTS: RETRIEVE
FAX COVER SHEET

To retrieve existing Fax Cover
sheets click on the Fax link.

Applicant Date Of | Created Creation Program Retrieve | Application
Name Birth By Date Mame Fax i) PETSOm Y [ SECE
Christina =arah
ey 1/1/1997 Boshm 11/17/2006 [Healthy Kids RS 200632000341 (31900094 320060/56.60
Expired or Program Closed Applications
Applicant Date OF Created Creation Program Retrieve Application erson o oo
Name Birth By Date Name Fax I 1D
Mo matching records were found.
Submitted Applications
Applicant | Date Of bmitted bmi Programf| Retrieve \ Application
Name Birth By Date Name Fax 1D FEFEED Y | SE0EE
Criskiana Ashol kK Healthy,
Mayer 10/31/1997 Fout Sr 11/9/2006 Kids Fax 0631200397 MR 68.05
Christina simi
PORTERY 12/12/1996 chandran 11/16/2006 N/A Fax / 00631900145 (31900054 31 9060|6490
p——

Mote: Each [ indicates a renewal application.

Mote: Each @ indicates a renewal application which has started and not completed through final eligibility review,

Note: Each indicates Program Closed application(s) / person(s).

Total number of determined applications pending submission @ 1

Total number of submitted persons © 2

’ Search Next
Report a Bug/Make a Suggestion
¥iew Current Session Contents
Inne app Fax Cover Sheet Apoiicator D 200712100088 I
Parmanant Documents Tiaks AFEEINT
ST R
MMLHJ
Frimary informant Armow Head
Ciher Parsans Jeninber Headl
Adcrass TEID W2 ET
Lok Angesc, CA. ZIp - 50017
Homes Phonae : (2132222222
Plzxss mark an "X In the check box nevt o exch document you are taxing. Example E

Pleags fap iy 1-018-770-8273

Cooumenic Attaghsd

D Frosl of ClizesabipilL 3, Matissal Decomeshation [Jennifer Hul)

Hotes

30

For additional tips, see Fax Cover Sheet
Tip Sheet in the Frequently Asked
Question Section.
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CAA Menu Function

S: UPDATE APPLICANT DATA

Menu

(") Begin Application

() Renew/Modify Application
() Conduct Application Search
(") Contact Management

() Search Disenrolled Persons

& RE%{&E—E&L‘Z&EEF She
) Update Applicant Data
) View Assistor Workload
() Program Submission Workload

4

UPDATE APPLICANT

DATA

This function will allow you to
update:

* Addresses
» Telephone numbers

« Family names, including the
primary informant

Search for an Applicant E

Please specify any combination of the following criteria to search for an applicant.

Parson Detail

First Name
Middle Name
Last Name
Suffix | -Select One— W
Gender (O Male O Female

Diate of Birth

— You will be prompted to
conduct an application search.

31
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CAA Menu Functions: UPDATE APPLICANT DATA

Profile of Joel Ruiz

Primary Informant’'s Address and Contact Information

rimary Informant's Address

Effective Date

Home Address (do not use PO Box) Mailing Address

Delivery Type |Street Address %
Street Number |525

Prefix |5 v Prefix

Street Name |Ardmaore None hd Street Name

Post Direction | -—Select One— % Post Direction

Unit Type and Unit Type and

APT | [125

Number Number
City |Los Angeles City
State | California v State
Zip (90022 Zip
County |Los Angeles v Cou

You will be navigated to a
page where you can update:

* Addresses
» Telephone numbers

* Names, including the
primary informant

1. Click on the box in the
section that you would
like to update data

Include an effective date

of the change

3. Update the data and click
on the Save icon.

Are home and mailing address

same? - e Mo

Person Details
Demographics

Effective Date |01 10 2008

Primary Informant's

First Name |Joel First Name Joselito
Middle Name Primary _Infcrmant's
Middle Name
Last Name |Ruiz Primary Informant's Rojas
Suffix | —Select ne-— % IEREITETE
SN @ ves ONo Primary Informant's Enalich 3
PNy Ny pp Preferred Spoken Language g
53N 866 |86 | [6555 Primary Informant's F— -
Preferred Written Language g
' Generate Universal Summary Save
32
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CAA Menu Functions: VIEW ASSISTOR WORKLOAD

Menu VIEW ASSISTOR

WORK LOAD

") Begin Application

() Renew/Modify Application
() Conduct Application Search
(") Contact Management

() Search Disenrolled Persons
() Retrieve Fax Cover Sheets
{7 Upda i

() View Assistor Workload

C‘ Pr':lgram SI.IIJITIiE-E-iI:lI'I WI:IFI'C|I:IE|I:| ° Applications in progress
() Wiew Expired Applications

This menu function can assist
with the management of your
applications.

When you select View Assistor
Workload you will be navigated to
three different workloads:

» Determined Applications
Pending submission

» Submitted Applications
Awaiting Disposition.

LA County One-e-App User Manual
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CAA Menu Functions: VIEW ASSISTOR WORKLOAD

Applications in Progress

Due Date

Creation Date

Applicant Name

Application IDN

O

1/29/2007

1/15/2007

Brian Lopez “ﬁ

200701400067 \

Note:
Naote:
Note:
Note:

Repoft a Bug/Make a Suggestion

ch indicates an extension of 2 days has been applied.

ch indicates a reminder is associated to this application.

ach H indicates a renewal application.

ach E’ indicates application has been edited by ancther application assistor.

minde@ Remove ’ Bring Back

‘ Generate Notice Nes

S

You can set a reminder by clicking on the little box near

the due date of the applicant, then click reminder. You

will be able to add notes that will be linked with the
application.

34

J Applications in Progress

This displays applications that are still
in the interview process for which
preliminary eligibility has not been
determined. Additional functions in this
workload can assist you in managing
the application.

The Extend icon extends the application
beyond the 14 days that are allowed to
keep an application in progress. It will
extend for two additional days. You can
extend an application twice.

The Remove icon removes an application if
the client is no longer interested in applying
or if you find the application to be a
duplicate. You will be prompted by the
system to choose a reason for removal.

The Bring Back icon brings back an
application that had been removed because
the client was no longer interested in
applying. Once the application has been
“brought back”, you will be able to complete
the application process.

Generate Notice can help to remind a
client when you have an application that
has been sitting in your workload for a long
time. One-e-App can generate letters for
reminders at 7 and 13 days after the
application was suspended. Once you click
on “Generate Notice”, the system will
produce the appropriate 7 or 13-day
reminder letter that you can send to your
client. The 7-day reminder tells the client
the application is about to expire; the 13-
day notice tells the client the application
has expired and to contact you.
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CAA Menu Functions: VIEW ASSISTOR WORKLOAD

Submitted Applications Awaiting Disposition

200634600064 R Marco Martinez

Ramirez , Liz

200634700021 Mega Bucks

Application ID Applicant Name Assigned To
O 200632500027 R Janet Smith Ramirez , Liz
O 200833300054 Janie Montoya Ramirez , Liz
F 200633400144 1% Jose Garcia Ramirez , Liz
O 200633400144 R Linda Garcia Ramirez , Liz
O 200633400409 R Carlos South Ramirez , Liz
O 200634400010 R June Bug Ramirez , Liz
L
L

Ramirez , Liz

Note: Each R indicates a renewal application.
Note: Each w indicates application has been edited by another application assistor.

' Generate Fax Cover

Next

Healthy Kids Applications Submitted

Status | ALL m

Days |60 m

Submit Date Range | || || |T°|

Application 10 ||

First Mare | |

Last Mame | |

sswl [ [ ]

[O=ave current Status and Days as my default setting.

'Search ' Reset

Number of Records Found 8

Application ID | Applicant Name | Disposition Date | Status | Coverage Type | Reason for Denial
200632500027 Janet Smith Pending - -
200633300054 Janie Montoya Pending

200633400144 Jose Garcia Pending

200633400144 Linda Garcia Pending

200633400409 Carlos South Pending

200634400010 June Bug Pending

200634600064 Marco Martinez Pending

200634700021 Mega Bucks Pending

35

SUBMITTED APPLICATIONS
AWAITING DISPOSITION

Submitted Applications Awaiting
Disposition displays the applications
that were submitted to the Healthy Kids
program and are still awaiting a
determination, or “disposition” of their

eligibility.

This workload will give you the ability to
search for Healthy Kids Applications that
have been submitted within a specified

time frame.
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CAA Menu Functions: PROGRAM SUBMISSION WORKLOAD

Menu

(") Begin Application
() Renew/Modify Application
(") Conduct Application Search
() Contact Management

(") Search Disenrolled Persons
() Retrieve Fax Cover Sheets
() Update Applicant Data
() \View Az d

Program Submission Workload

() View Expired Applications
) View Reminders
() Health-e-App Fax Cover

i

PROGRAM SUBMISSION
WORK LOAD

The Program Submission
Workload contains two tables.

* Applications Pending
Submission

 Applications Submitted

Applications Pending Submission <+<—1— Applications Pending
|| One-e-app APP ID |EEN| ApplicaI:l; iaaTceh!n:r:;Ln;:-rézrwz::Lg;l;:-::lt;r. | Coverage Type | System Name 1 Su meSSIOn
Abplications Submitted ¢ Incomplete applications that

pplcations submitte .- . .

S~ are awaiting submission OR
-e-a ican ase - PR overaqe M . .

%‘J‘E % S5ent Date Cm Prelimin Eligibilit C.rﬁ* SN!:::(T Faxes| ° Appllcatlons that have passed
200632400186 [Flores, Sandyll1/21 20062007414Med;f;"g‘::;tc\,:g‘:;::\a“\a@ry Health-g-App | N/ the preliminary englbl'lty
200632400186 |Flores, Toddy11/21 20052007414MEd'P'feag‘:;;tC\,:g‘:gzz and  primary Meaglth-e-App | WA
200632500027 | Srmith, Janet A N/ ] Healthy K_ids Primary M~ /A screen.

200632500027 I\ﬁiT—lga‘I 11722 20062007441MEd'P'Eeag‘:gl:tC\,cgfgzﬂ a0 orimary | Health-s-app | W L
Applications Submitted
Note: Indicates Reconsidered Program.
These are applications that have
Next been completed and submitted.
6 LA County One-e-App User Manual
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CAA Menu Functions: VIEW EXPIRED APPLICATIONS

Menu

() Begin Application

() Renew/Modify Application

(") Conduct Application Search

() Contact Management

(") Search Disenrolled Perzons

() Retrieve Fax Cover Sheets

") Update Applicant Data

() View Assistor Workload

(") Program Submission Worldfad
@Expired Applica@

() View Remmders

() Health-e-App Fax Cover

VIEW EXPIRED
APPLICATIONS

The Expired Application
function will list applications that
have passed the 14 days allowed
in the system. Remember that
you can extend the application
twice, for two days each time,
prior to the expiration date.

) Expired Application

Deadline

Applications will expire 14 days
from the application creation
date unless they are extended.

Expired Applications

Creation Date [

Applicant Name

App ID

MM Due Date [
| Mo matching records were found.

Mote: Each & indicates an extension of 2 days has been applied

Mote: Each B indicates a renewal application.

Reminders ' Generate Notice

Next

37

You can continue to work on the
application if it has expired, but your
CAA Supervisor must “Bring Back”
the application and assign it to you.
Once your CAA Supervisor returns
the expired application into your
Applications in Progress workload,
you have 14 days to submit it before it
expires again.

You can generate notices that can be
sent to the client to remind them to
complete the application. For more

information on notices refer to page
34,

LA County One-e-App User Manual
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CAA Menu Functions: VIEW REMINDERS

Menu

(") Beqin Application
) Renew/Modify Application
() Conduct Application Search
(") Contact Management

(") Search Disenrolled Persons
() Retrieve Fax Cover Sheets
() Update Applicant Data
() View Assistor Workload

() Program Submission ¥

e

ired AppHcations
() View Reminders
() Health-e-App Fax Cowver

i

VIEW REMINDERS

The View Reminder function

will allow you to view and print
all messages that have been
created.

You can set reminders in the
Application in Progress
Workload. Refer to page 34,
Applications in Progress, to
learn how.

Reminders

Applicant Name Reminder Messages Due Date | Application ID
O Karl Kigsely Karl will return to finish application process on 1-24-07 |01/24/2007| 200702200045
¥ print Next

38
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CAA Menu Functions: Health-e-App FAX COVER

Menu

Health-e-App FAX
COVER

") Begin Application

") Renew/Madify Application
{7) Conduct Application Search
{7) Contact Management

This function allows you to retrieve
and print a Health-e-App fax cover
sheet.

{7) Search Disenrolled Persons
(") Retrieve Fax Cover Sheets

() Update Applicant Data

() View Assistor Workload

() Program Submission Workload

You will be prompted to conduct an
application search.

() Wiew Expired Applications
) Wiey i

() Health-e-App Fax Cover
() Pending Health-e-App Applications for CHDP Children
() Submitted Health-e-App Applications for CHDP Children

() view Ticklers

Before beginning an hea application, you must perform a search to find out whether the applicant(s) already
exists in the system. Please specify at least two criteria or a unique identifier by which you would like to search.

Search for an Application

Person Detail

First Name [Arro You can view and print the Health-e-App
Nidieliame fax cover sheet by clicking on the Fax
= Hyperlink.
et LER LGss For more information see Fax Cover Tip
Date of Bith Sheet, in the Frequently Asked Questions
Section.

a

Search Results
DCN

AW AwIm

healfh 9 Oppj' Documentation Fax Cover Sheet

To retrieve fax cover of an application, click on the fax. Applications that you are authorizeg/to coauthor are Listed.

* This page must be the first page of the fax transmission
** Your documentation must be submitted within 24 hours. ™

Health-E-App Submitted Applications

Applicant | Date Of | Submitted | Submission | Program i Application Date: June 01, 2007
Name Birth By Date Name Fax D FEEID SRS To: Healthy Famiies/Medi-Cal
Pennifer Head| 5/5/2000 | Liz Ramirez /2/2007 ;:_:!}i:’; ( Fax 00712100086(31900011121070(63.50

Fax Number: 1-856-8484976

From: Arow Head

Phone: Home: (213) 2222222
Document Control Number: 20074420908
Document Checklist: Please check the appropriate bosx to indicate which documents you are attaching

[ Signed Rigits and Responsi

Total number of applications submitted: 1 [] Proo of Income - pay stub, last year's federal income tax fling, etc.

LA County One-e-App User Manual
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CAA Menu Functions:

Pending Health-e-App Applications for CHDP

Menu

(") Begin Application

(") Renew/Modify Application
() Conduct Application Search
() Contact Management

(") Search Disenrolled Persons
(") Retrieve Fax Cover Sheets
() Update Applicant Data

() View Assistor Worldoad

() Program Submission Workload
() Wiew Expired Applications
() Wiew Reminders

2.5 L it

=
=g =g g P

<@ng Health-e-App Applications for CHDP Children

() Submitted Health-e-Epp Applications tor CHODP Children

() Wiew Ticklers

Pending Health-e-App

Applications for CHDP
Children

This menu function will list the
applications that have been held 30
days for children who have been
referred to the CHDP program. This
will allow families to utilize the
temporary full-scope Medi-Cal that
can be received by accessing the
CHDP program. There are some
exceptions to receiving the temporary
full-scope Medi-Cal.

A tickler is automatically sent to you
after the 30 day hold has expired. This
will alert you that this application is
ready to be submitted to Health-e-App

Pending Health-e-App Applications for CHDP Children

~N\One-e-app APP ID | Person Name——— Preliminary Eligibility Received Date
( ’ 200703500195 Ethan Jones Medical for Children and Pregnant Women 02/05/2007

ﬁ" 200703500195 Carol Jones Healthy Families 02/05/2007

O 200704600051 Jackson Compass Healthy Families D2f16f20/0'{‘/

O 200704600580 Sprinkle Rain Healthy Families 6/2007

|:| 200704300030 Drift Wood Healthy Families 02/19/2007

|:| 200704500030 Drift Wood HEalthy’Euﬁ\"( 02/18/2007

|:| 200705000012 Marcia Brady /HeﬁfffyFarni\ies 02/20/2007

I|_| | 200705800023 | Grace Green / Healthy Families 02/28/2007

| | 200713300057 | BrigM‘ Healthy Families 05/14/2007

— You will need to click to check the
One-e-App application and then click

| on Submit. The application is then
batched with other applications that
are pending submission. The batch
is routed and sent to Health-e-App
each night. Once the application has
been successfully submitted it will
show up in “Submitted Health-e-App

/’

THINGS TO CONSIDER

Pending a CHDP application for a family is a big
responsibility. You are delaying the official date of
application and must be sure there are no retroactive

goes and receives his/her CHDP Gateway full
coverage in case of any need for coverage while the

Qpplication is pending.

expenses needing coverage and that the child actually

\

_/
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for CHDP children workload” where
you can print the Health-e-App
summary.
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CAA Menu Functions: submitted Health-e-App Applications for CHDP

Menu

(") Begin Application

() Renew/Modify Application
() Conduct Application Search
(") Contact Management

() Search Disenrolled Persons
() Retrieve Fax Cover Sheets
() Update Applicant Data

() View Assistor Workload

() Program Submission Worldoad
() View Expired Applications
() View Reminders

(") Health-e-App Fax Cover

{:;' Pendi et ATt fer-SHERChildren

J Submitted Health-e-&pp Applications for CHDP Children
(3 View Ticklers

() Wiew Faxes

41

SUBMITTED HEALTH-E-APP
APPLICATIONS FOR CHDP

CHILDREN

LA County One-e-App User Manual
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CAA Menu Functions: VIEW TICKLER

Menu

() Begin Application

() Renew/Maodify Application

() Conduct Application Search

() Contact Management

() Search Disenrolled Persons
(") Retrieve Fax Cover Sheets

() Update Applicant Data

() View Assistor Workload

() Program Submission Workload
() view Expired Applications
() Wiew Reminders

(") Health-e-App Fax Cove
(") Pending Health-e-Apf Applications for CHDP Children
Sybmitted Heali-e-App Applications for CHDP Children

) Wiew Notes
Ticklers
New|Active Tickler Type Description Start Date | End Date
General need to update my password on 3-3-07 2/16/2007 | 3/3/2007
Required Documents mom will bring in proof of income 2/20/2007 |2/27/2007
General update your password in Health & 2/28/2007 |3/18/2007
General CLIENT WILL COME IN TO FINSH APPL. 3/6/2007 |3/25/2007
General need to fax income verification on 3-13-07 3/12/2007 | 3/13/2007
General need to update my passwords on such date 5/7/. 1/2007
Required Documents please 5/14/2007 |5/15/2007
General 1 Update my passwords next month 5/14/2007 |6/13/2007
Gdd Tickler Next
O —
Add New Tickler
Tickler Type lect Oy D
Description
Start Date
End Date

/

Ticklers are reminders or alerts
that you create or are generated
by the One-e-App system. Some
ticklers can also be sent to you by
other users. The View Tickler
function allows you to:

e View all your ticklers

» Add a new tickler

When you log on to One-e-App, a tickler
banner running at the top of your screen
will tell you how many ticklers you have
saved. Click on the banner to view all
ticklers.

You can add a tickler by clicking on Add
Tickler.

Tickler Types:
e General
e Required Documents
e Premium
e Appointment with client —Office Visit

o Appointment with client —Phone Call

Application Modified.

LA County One-e-App User Manual
Help Desk 1-866-429-1979



CAA Menu Functions: VIEW FAXES

Menu

) Begin Application

) Renew/Modify Application

) Conduct Application Search

) Contact Management

) Search Disenrolled Persons

) Retrieve Fax Cover Sheets

) Update Applicant Data

) View Assistor Workload

) Program Submission Workload

) View Expired Applications

) View Reminders

) Health-e-App Fax Cove

) Pending Health-e-Apy Applications for CHDP Children
) Submitted Health/&-App Applications for CHDP Children
1 Wiew Ticklers

) View Faxes

) \View Notes

) View Application Workflow History

s

View Faxes

Before beginning a new application, you must perform a search to find out whether the applicant(s) already
exists in the system. Flease specify at least two criteria or a unique identifier by which you would like to search.

Person Detail

First Name ||
Middle Name
Last Name
Suffix | —gelect One-— L4
Gender O male O Female

Date of Birth m

Person Place of Birth
California County | Select Gne— B4 or
US state | —Select One— B4 or

Other Country | —--Select One-— |:|

The search results can be further filtered by the assistor's name and a creation date range.

43

The View Faxes function will
will allow you to view and print
the verification documents that
were faxed using the One-e-App
Fax Cover Sheet.

You will first be prompted to
perform an application search.

LA County One-e-App User Manual
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CAA Menu Functions: VIEW FAXES

Submitted Applications
Applicant D-a_tel]f Submitted |[SubmissionProgram Retrieve| Application PoraniD) b RESU LTS VI EW
Name Birth By Date Nalme Fax 1D
— G < FAXES
<_.Bms-r;2;ck>’””“ TR |72tz Ol et —ror—ssscasaonzeses #0000 You can view and print the fax:
~— Puﬁeognngt verification documents l?y clicking
Eé“sa”a 3/4/1970 [Debbie Winsk{ 12/4/2006 | WA | N/A [20063370034531900092337066%93.50 {’j on th.e name of the applicant
IR highlighted in green.
g;‘flaﬂ:' 12;12/19?0(30”?#5:?;3'“ 12/11/2006| WA | NA [200634400697319001463440688]65.00 |y
gﬁﬂ LnflnlzunszSi;'g;i‘:jalu 12/13/2006 Hf(?tllt:" Fax  P00634601039031900174346068f| 68.00 |y
iﬁ?g: 1/18/1959 Ag?gﬁ“ 12/4/2006 | N/A | N/A |200633700436319001153370698>| 67.50 %
DS;S:r”D?m 2/3/1975 | Sonali Joshi | 12/4/2006 | N/A N/A [20063370008931300033337068 % | 67.00 %]
g;‘;ﬁgg 5/5/1973 GE:f:ra 12/11/2006| WA | NA [0063440035831900088344068%] 67.00 Rﬁp
E;i:gg 1/3/2004 AE;?QEE 2/1/2007 Hffi‘ét:" Fax [20070300011331900004031070%|67.00 %
EE';';?IQ;‘ 7/27/1969 Ch\;ignp?on 12/1/2006 | WA | N/A [200633400466319001153340668>65.50 {’j
Smg;a 2/18/1975 Bsairebgagla 12/4/2006 | N/A | N/A |20063370045131900125337067 64.50 |
Stit?n”;n 1/1/1964 Krﬂf‘k”aj;'ni 12/11/2008| WA | N/A |20063440037431900089344065%{63.00 %

i

Application 1D:200633200221 Date Submitted: 11/29/2006

Click on the word FAX to view and print

(24 days) " _
verification documents.
Preliminary Eligibility for Programs
Opt Qut| Person ID Person Name Program Name Coverage Ty
31900062332063 | Susan Brownstick | Medi-Cal for Children and Pregnant Women Prima}/ For tips on faxing documents you can
31900064332061 | Wendy Brownstick Healthy Families P}'n{ary refer to the Fax Tip Sheet in the
31800065332060 | Katty Brownstick Healthy Families Primary Frequently Asked Questions section.

Healthy Kids Disposition Details

Assigned User:

Applicant Name |Di5position | Disposition Date | Coverage Type}'ﬁenial Reasons | Coverage Period

No matching records were fpfind.

Verification Documents

Temporary Verification Documen, = {iﬁoﬂs
Proaf of Income
Proof of Los Angeles County Residen
~~~
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CAA Menu Functions: VIEW APPLICATION WORKFLOW HISTORY

Menu

Lo Mlotac

() Begin Application
() Renew/Modify Application
() Conduct Application Search
() Contact Management

() Search Disenrolled Persons
() Retrieve Fax Cover Sheets
() Update Applicant Data

() View Assistor Workload

() Program Submission Workload

{3 \View Expired Applications
() View Reminders
() Health-e-App Fax Cower
"y Pending Health-e-App Applications foy/ CHDP Children
() Submitted Health-e-App Applicatio
) Wiew Ticklers
) View Faxes

<\ww Application Workflow @

() Ree-print Forms

for CHDP Children

i

APPLICATION WORKFLOW

HISTORY

This function will provide you with
a complete history of the
application: application creation,
preliminary eligibility
determination, submission and
application expiration.

Search Res

ults

<—

To retrieve and continue with an application, dlick on the applicant's name. Applications that you are authorized to
coauthaor are highlighted in blue.

Submitted Applications

— You will be prompted to conduct an
application search.

To access the workflow history you

Applicant| Date Of (Submitted|Submission| Program |Retrieve| Application |
Name Birth By Date Name Fax 1D Er=am I B
Joel Ruiz | 5/10/2005 |Liz Ramirez| 1/4/2007 ;';_ﬁ:h:‘; Fax [200700300037)31900005003 BQ}L‘“ o Hﬁ
Joel Ruiz | 7/7/1970 |Liz Ramirez| 4/27/2007 N/A N/A  |20071160040931900153116078% (100,00,
Joel Ruiz | 7/7/1970 |Liz Ramirez| 5/4/2007 N/A N/A 200?L23DDUE2319001531160?8’Q} 100.00
Joselito 0141970 _Karen | 272172007 N/A /A 200?0510031?319001010510?0’? 76.00 Fb

Ruiz Lauterbach
Gisele Ruiz 3/20/1379 Cajncds:._al 6/11/2007 NfA N/A 2UD?L61002:9319000881610?:’? 75.00 Fb

must click on the stack of books.

i
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CAA Menu Functions: VIEW APPLICATION WORKFLOW HISTORY

Workflow History for One-e-App Application ID: 200712300082 (Modified)
Renew/Modify Application ID: 200711600409

Pre Preliminary Determination History

[ Applicant Name | User Name | Status | Status Date | Person ID |
| Joel Ruiz | LizRamirez | Created | 05/04/2007 | 31900153116078 |
Post Preliminary Determination History
Applicant | User Status
Name Name Program Name Status Date Person ID
Lizzie Ruiz | . 12 Child Health Disability | Applications Pending | 5e 5412007 3130015411607
Ramirez Prewvention Program Submission
Lizzie Ruiz | . 2 Healthy Kids Applications Pending | o 0415007 31300154116077
Ramirez Submission
Lizzie Ruiz | . 2 Healthy Kids Signed Pending | e /04 /2007 3190015411607
Ramirez Submission
Lizzie Ruiz Liz Healthy Kids Completion 05/04/2007 [31900154116077
Ramirez
Lizzie Ruiz Child Health Disability Expired 05/19/2007 [31900154116077,
Prewvention Program
47

This screen will provide you with a
complete history of the application:
application creation, preliminary
eligibility determination, submission
and renewed application with the new

Application ID.
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CAA Menu FunctionS: RE-PRINT FORMS

Menu

() Begin Application

() Renew/Modify Application

{1 Conduct Application Search

() Contact Management

() Search Disenrolled Persons
(i Retrieve Fax Cover Sheets

{1 Update Applicant Data

() View Assistor Workload

{1 Program Submission Workload
() View Expired Applications

() View Reminders

{1 Health-e-App Fax Cover

() Pending Health-e-App Applicajfons for CHDP Children
() Submitted Health-e-App Apdlications for CHDP Children
{1 Wiew Ticklers
() Wiew Faxes
() View Notes
) Wiew &

@E-print Forms

licatio orkflow History

RE-PRINT FORMS

This menu function will provide you
the ability to re-print forms you have
filled out or that you forgot to print
before:

* Healthy Kids Rights and
Declarations

 Healthy Kids Consent to release
of records

* Income Affidavits

* One-e-App Fax Cover Sheets

* Universal Summary

» Healthy Families Renewal forms

 Healthy Families Add-a-Child
form

i

(You will see applicant’s signature
on the Healthy Kids form)

Search for an Application

Before beginning a new application, you must perform a search to find out whether the applicant(s) already
exists in the system. Please specify at least two criteria or a unigue identifier by which you would like to search.

Person Detail

First Name
Middle Name
Last Name
Suffix
Gender () male O Female

—Select One— %

Date of Birth

<— You will be prompted to conduct an

application search.

i
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CAA Menu Functions: RE-PRINT FORMS

Submitted Applications

P | o |y e | e | Fag | "PPy5 " | persont | scorel] N
Joel Ruiz | 5/10/2005 |Liz Ramirez| 1/4/2007 | HEBY | o 200?0030003?319000050030?3’?100.00

Joel Ruiz | 7/7/1970 |Liz Ramirez 4/27/2007 |  N/A N/A 200?1150040931900153115073|?100.0}

Joel Ruiz | 7/7/1970 |Liz Ramirez 5/4/2007 |  N/A N/A 200?12300082319001531160?8|?wnén )
J°Ffuei“zt° 10/14/1970 Laﬁz:eb';ch 2/21/2007 | N/A N/A 200?0510031?319001010510?0|? ?6.0&.@
Raul Ruz [3/13/1997 | _Ka"®" | 372112007 /A N/A 200?0510031?319001020510?9|? 69.50 | [
J”Ffu”:izm 6/14/1991 K':‘fk';jr“ni 12/11/2006 Hf(?“jt:" Fax 2006344003?43190010?344065’? 57.50 |
Dan Ruiz [10/20/1965(Juana Felix| 12/13/2006 | N/A N/A 20063460024?319000?634606?|? 57.50 [y
Lizzie Ruiz| 2/2/2005 |Liz Ramirez| 4/27/2007 | He2thY | oy 200?11500409319001541150??’? 64.00 R"]

i

Print Documents and Forms

Application 10:200711600409

Date Submitted: 4/27 /2007

(11 days)
Person Information
Person ID Person Name Date of birth Gender
31900153116078 Joel Ruiz 7/7/1970 Male
31900154116077 Lizzie Ruiz 2/2/2005 Fernale
Self Affidavit of Income
[ Person Name | IncomeType | Gross Monthly Amount | _ ——Pormemt——__ |

I Joel Ruiz | Manthly $800.00 | Self Affidavit of Income Letter
Healthy Kids Summary
[ Person Name [ Program [ PO — ] |
| Lizzie Ruiz | Healthy Kids | C Healthy Kids Summary |
v
Rights and Declarations
Program Name _—Documant— _— Signed -
Healthy Kids @ent to Release of Records & Information > /
Healthy Kids Healthy Kids Rights and Declarations
’ Language 'Generate Universal Summary 'Generate Fax Cover Next

SEARCH RESULTS:
RE-PRINT FORMS

You can view and re-print
forms by clicking on the finger
with a ribbon tied around it.

Click on the highlighted field of
the document you would like to

/ reprint.
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