JOB AID: REPORT A CHANGE
October 7, 2015
Your destination for affordable,
quality health care, including Medi-Cal

This Job Aid shows how to use the Report a Change function on behalf of a Consumer to make
changes to their application information. After making changes to the Consumer’s information,
it is crucial to re-run the eligibility determination for the household. Changes such as removing
or adding a household member, changing a physical address, or updating income information
may impact the Consumer’s coverage or eligibility for financial assistance. Eligibility results
should be carefully reviewed with the Consumer to be sure that any impacts of the changes are
understood.
The Report a Change functionality is used in a variety of change scenarios but the steps for
each change scenario are similar. This Job Aid will highlight the steps to complete the following
common types of reported changes:


Remove a household member



Add a household member



Report a change of address

This Job Aid also describes how to use Report a Change functionality to change the application
type from unsubsidized (the Consumer receives no help with the cost of coverage) to subsidized
(the Consumer receives help paying for coverage in the form of monthly premium assistance,
cost sharing reductions, tax credits, or Medi-Cal). The additional steps required for reporting
changes during Special Enrollment periods are also described.
Report a Change Overview
After submitting an application and completing plan selection, the Individual homepage displays
the Report a Change button.
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Click the Report a Change button to go to the Report a Change Summary page which displays
with the most recently submitted household information.
Click the Edit button in a
section to go to the
appropriate application
pages to make the
necessary changes.
Once the changes are
entered, click the
Continue button at the
bottom of the Report a
Change Summary page
to continue to the
Application Signature for
Reported Changes page
to complete the required
attestations.
Consumers completing
the Report a Change
independently must also
enter their name and PIN.
After the Application Signature for Reported Changes page is completed and the Submit button
is clicked, the Eligibility Results page displays with the eligibility determination for each
household member. Review the revised eligibility information carefully with the Consumer to
make sure they understand how their reported changes impact their coverage.
Begin the Report a Change
1. For any of the change scenarios described in this document, the task begins by finding the
Individual and the
associated case using
the Search Individual
link on the Administration
homepage. Select the
appropriate Individual
from the Results list,
and click the View Home
button to go to the
Individual homepage.
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2. Click the Report a Change button or the Report a Change link appearing in the Actions
section of the Individual homepage to begin.
3. The View Confirmation popup displays asking which
application view preferred. Select Consumer View
access the Single Streamline Application or Flexible
Admin View to launch the Flexible App in Admin
View. A Return button is available to return to the
Consumer Home Page. The selected application
view will launch.

to

4. The Report a Change Summary
page displays with the most
recently submitted household
information. Review the
information in the appropriate
sections of the Report a Change
Summary page.
5. To make changes, click the Edit
button to navigate to the
appropriate application page(s)
and enter the necessary changes.
To cancel changes entered, click
the Cancel all changes link on
the Report a Change Summary
page. A warning popup appears.


Click the Yes button to cancel
the changes entered, close the popup
and navigate back to the Individual
homepage.



Click the No button to close the popup
and remain on the Report a Change
Summary page without canceling the
changes entered.

Remove a Household Member
1. To remove a household member, find the Household Member section on the Report a
Change Summary page for the person to be removed.
Note: A Primary Contact cannot be removed.
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2. Click the Remove checkbox that displays beneath the Edit button, and a group of radio
buttons appears.
The radio button options that appear depend on the case; all four options will not appear at
the same time:





Policy Only
Tax Filing Household Only
Policy and Tax Filing Household
Remove Member not in
the Policy or Tax Filing
Household

3. Select the appropriate radio button
from the options listed.
4. Scroll to the bottom of the
Household Member page
and click the Continue
button.
5. A popup message displays advising that you have been navigated to the Demographic page
to enter information. Click the Close button to close the popup. The Personal Data –
Demographic Information page appears.
6. Once the required information has been entered, scroll to the bottom of the Demographic
Information page and click the Return to Summary button.
7. The Report a Change Summary page displays. This page is the last step before submitting
the change and re-running the eligibility determination.
Scroll down to the bottom of the page and click the Continue button to navigate to the
Application Signature for Reported Changes page.
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8. The Application Signature for Reported Changes page displays the Your Changes section
with the Type of Change,
Member, Reason, and
Event Date fields. Each
type of change is
associated with a member
and must have a
corresponding reason and
event date.
An option from the
Reason dropdown must
be selected and an event
date must be entered for
each Type of
Change/Member
combination.
9. Select an option from the Reason dropdown list. (For example, to remove a household
member, find the appropriate Remove Household Member row in the Your Changes
section on the Application Signature for Reported Changes page and select the appropriate
reason from the Reason dropdown list.)
10. Enter a date in the Event Date field (mm/dd/yyyy).
11. Click the I know that I must report any changes checkbox above the Review and Sign
section.
12. Click the Review and Sign
attestation checkboxes. (The
Submit button is not enabled until all
required fields are completed.)
(When assisting a Consumer who is
logged into the system, or if the
Consumer is completing the Report
a Change independently, the
Consumer must also enter their
Electronic Signature and PIN on
the Application Signature for
Reported Changes page.)
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13. Click the Submit button at the bottom of the Application Signature for Reported Changes
page. The Eligibility Results page displays, showing the Eligibility Results for each
household member. Scroll to the bottom of the Eligibility Results page and click the Save &
Exit button or if plan selection is necessary, continue by clicking the Choose a Health Plan
button.
Note: Remember that Consumers have the option to change how they receive their
available premium assistance. For
example, the Consumer can increase the
amount of monthly premium assistance
and decrease the
amount of the annual
tax credit if they have
experienced an
income loss.
14. Click the Return
button at the top left
corner of the page
above the global
header, to navigate
back to the
Administration home
page.
Add a Household
Member
1. To add a member to a
household, first
search the Iindividual
as described above,
navigate to the
Individual homepage, click the
Report a Change button to go
to the Report a Change
Summary page, then scroll to
the bottom and click on the Add
Household Member button.
2. The Household Members page
appears.
Enter the household member’s
name, sex, date of birth, and
other required information as
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appropriate for each member (such as whether the person has a Social Security number,
the person’s citizenship status, etc.).
Note: When adding new household members, the Date of Birth must not be a date in the
future.
Click the Continue button at the bottom of the Household Members page when all the
required fields have been completed.
3. The Relationships page displays. Select options from the dropdown lists to choose
relationships between the new member and others in the household. When finished, click
the Continue button at the bottom of the Relationships page to proceed.
4. The Household Summary page displays. Review the information presented, and then click
the Continue button at the bottom of the page. Proceed through the application pages
presented, entering the information required to add the new household member.
5. Once all the appropriate application pages have been completed, the Report a Change
Summary page appears. Click the Continue button at the bottom of the page to proceed.
6. Follow Steps 8 – 14, outlined in the above section titled, Remove a Household Member, to
complete the Report a Change process for this scenario.

Change of Address for the Household
The process to report a change of address is similar to what has already been described for
removing or adding a household member.
Note: When a residence address remains within the same health care rating region, CalHEERS
will not offer plan selection when the Report a Change is submitted.
1. After finding the Individual, navigate to the Individual homepage, and click the Report a
Change button to go to the Report a Change Summary page.
2. To change the address of the Household, go to the Primary Contact section and click the
Edit button.
3. Scroll down to the Primary Contact – Home Address section and make the necessary
changes to the household’s address.
Note: Any mailing address in the United States may be entered.
Click the Continue button at the bottom of the Primary Contact – Home Address page. The
Confirm Your Address popup appears, displaying address verification results.
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Depending on the verification results; correct or confirm the address information, or select
the closest match displayed, and click the OK button to proceed to the Household Summary
page.
7. To return to the
Report a Change
Summary page,
click the
Continue button
at the bottom of
the Household
Summary page
and subsequent
pages until the
Report a Change
Summary page appears.
Scroll to the bottom of the Report a Change
Summary page and click the Continue button to
proceed. Note: The Primary Contact’s address is
a factor used to determine the available health
plans for the household. A major address change,
such as moving to a new city or county, may result
in changes to eligibility or coverage. When an
address is changed, the Voter Registration page
may appear. Complete the Voter Registration
page, or make no selection, and click the Continue
button to proceed.
8. Follow Steps 8 – 14, outlined in the above section titled, Remove a Household Member, to
complete the Report a Change process for this scenario.

Change of Address for a Household Member
1. To make an address change for an individual household member rather than the entire
household, find the Household section, then click the Edit button.
2. Click the Continue button at the bottom of the next pages to navigate to the Address &
Contact Information page in the Personal Data section, then scroll to the section for the
household member whose address has changed.
3. If needed, change the response to the question: Is this person’s residence address the
same as your address? from Yes to No.
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4. A group of fields displays to enter the
new address, or update an existing
address.
After entering the new
address, scroll to the
bottom of the Address &
Contact Information
page and click the
Continue button. The
Confirm Your Address
popup appears,
displaying address
verification results.
5. Depending on the
verification results,
correct or confirm the
address information or
select the closest
match, and then click
the OK button to proceed.
Click the Return to Summary button to
navigate to the Report a Change
Summary page.
6. For additional information about
completing the Report a Change process for a
change of address scenario, see steps 8-14,
in the above section titled, Remove a
Household Member.
Report Income Changes
There are several situations where Consumers may experience changes in their income, such
as getting laid off, getting a new job, or receiving a wage increase. The process to report a
change in income is similar to what has already been described for other change scenarios.
Keep in mind that changes to income can have a direct impact on the Consumer’s eligibility for
help with the cost of health coverage.
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1. After finding the Individual,
navigate to the Individual
homepage, and click the
Report a Change button to
go to the Report a Change
Summary page.
2. On the Report a Change
Summary page, click on the
Income checkbox at the top
of the page. The Income
Introduction page displays.
3. Use the left navigation
panel on the Income
Introduction page to select
the type of income or
income deduction to modify.
For example, select the
Employment Income tab to
navigate to the Employment
Income page, where
needed changes such as a
wage increase from an
existing employer or the
loss of employment income
can be entered.
When the Income pages
have been completed, the
Income Summary page displays the
Expected Yearly Household Income
section.
The amount shown in the You Expect
column can be updated if the Consumer
wishes to attest to a different amount.
For example, if the Consumer is expecting a seasonal change in income which would
change the expected yearly household income amount, the Consumer can enter a different
amount in the You Expect column.
4. When finished with the Income section, click the Return to Summary button at the bottom
of the Income Summary page to return to the Report a Change Summary page.
5. Click the Continue button at the bottom of the Report a Change Summary page to proceed.
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6. Follow Steps 8 – 14,
outlined in the above
section of this Job Aid titled
Remove a Household
Member, to complete the
Report a Change process
for this scenario.
Change Application Type
For unsubsidized cases (cases
without financial assistance),
Report a Change functionality
can be used to change the
application type to subsidized
(cases with premium
assistance, or with Medi-Cal).
Changing the application type
from one without financial
assistance to one with financial
assistance allows the
Consumer to see if they are
eligible for help with the cost of
coverage.
Note: The application type can
only be changed for cases
without financial assistance.
The application type on a case
with financial assistance
cannot be changed via the
Report a Change process.
To change the application
type, as with all other change
scenarios described in this Job
Aid, the task begins by finding
the Individual and associated
household using the Search
Individual link on the
Administration home page.
Select the appropriate Individual from the
Results list, and click the View Home button to
go to the Individual homepage.
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1. Click the Report a Change button, or if that button is not present, click the Report a
Change link appearing in the Actions section of the Individual homepage.
2. The Report a Change Summary page displays with the most recently submitted household
information. Click the Change Application Type button.
Note the Change Application Type button does not display for subsidized cases since the
ability to change a subsidized application to unsubsidized is not available.
3. The Get Help with Costs popup appears.


Click the No button to
return to the Report a
Change Summary
page without changing
the application type.



Click the Yes button to
return to the Apply for
Benefits - Get Help
with Costs page to
change the application
type, and then
continue through the
application pages to
provide information
required to determine
eligibility for premium
assistance or MediCal.

4. When all the required
information has been
entered, the Application
Signature page displays.
Complete the Your
Changes and Review and
Sign sections, as
appropriate for the user.
Note: When changing the
application type, Changed
Application Type is the
only option that appears in
the Reason dropdown list
for the corresponding Type
of Change/Member
combination.
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Special Enrollment Section
Consumers can enroll in a plan or change their current plan if they experience a ‘qualifying life
event.’
The Application Signature for Reported Changes page displays a section titled Special
Enrollment after all the required household, personal, and income information updates have
been entered and the Report a Change is ready to sign and submit.
CEWs and SCRs processing applications on behalf of Consumers will see additional fields on the
Application Signature for Reported Changes page.
Complete the section by entering information to approve the special enrollment reason and select
the coverage date type, and then complete the Review and Sign section, as appropriate for the
user type.
Click the Submit button at the bottom of the Application Signature for Reported Changes page
to submit the Report a Change.
Eligibility Results
When eligibility is re-determined as
a result of a reported change,
eligibility for each household
member is displayed on the
Eligibility Results page.
Carefully review this page and any
changes to eligibility, cost, or
coverage with the Consumer.
Once the eligibility review is
completed, scroll to the bottom of
the Eligibility Results page and
click the Save & Exit button, or if
appropriate, continue to plan
selection.
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