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Introduction

This course highlights some of the Report a Change and Case Maintenance processes used in
kynect benefit. Agents and kynectors need to familiarize themselves with Report a Change and
Case Maintenance processes to better assist Residents with their health coverage cases.
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1 Report a Change and Case Maintenance in kynect benefits

The Report a Change and Case Maintenance processes in kynect benefits are designed to
make updating a Resident’s case straightforward for Agents, kynectors, and Residents.
Residents should report all changes in their information in a timely manner to avoid
interruptions in their benefits or having to repay benefits. Use the Report a Change process to
complete the three categories of change:

1. Add or Remove Household Members.
2. Modify other information such as income, expenses, resources, health, or health
coverage.
3. Assist with life changes that may trigger a Special Enroliment Period (SEP).
o A SEP is triggered once the change is entered in kynect benefits.

Please note: The Special Enrolilment Period Reason Screen is triggered in the Enroliment
Manager Module.

|
Please Note: The Report a Change button may not be accessible if the case is up for :
renewal or if a Caseworker is working on the case. :
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1.1 Reporting a Change: What to Know

Agents and kynectors assist Residents with making updates to their cases in kynect benefits.
These updates involve Residents reporting changes to their information. Correctly navigating
these changes in kynect is key to appropriately updating a Resident’s case. Agents and
kynectors should be aware of the helpful Report a Change tips below.

Existing Cases

Updating a Resident’s case could result in additional

Requests for Information (RFI) or impact other programs
(SNAP/KTAP/ Child Care). It is important that kynectors
inform Residents of any RFI.

Adding/Removing Individuals

If an Individual is on an existing case, remove the
Individual from the existing case through
Department of Community Based Services (DCBS)
before adding to a new case.

Updating Income

When updating income, do not delete the existing income
reported. Add an end date for the existing income, and
then add any new income.

Qualified Health Plans (QHPs) and Payment
Assistance (APTC)

Individuals who do not qualify for Medicaid may be
eligible for Qualified Health Plans (QHPs), Payment
Assistance (APTC), and/or special discounts (CSRs)
coverage through QHPs.

Resolving Requests for Information (RFI)
Issues

kynectors assist in resolving RFI issues that may
occur when changes to cases are made.

Dire Need

Dire Need is only for Individuals that need service within
24 hours due to critical medical need.
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1.2 Modifying Information

When Residents select “Modify other information such as income, expenses, resources, or
health,” they are prompted to change any of the following information:

Editable Information in kynect when Reporting a Change

« Contact Information (Phone, Email Address)
* Relationship and Tax Filing Status

* Medicare Coverage

* Health Coverage

* Pregnancy

+ Education

» Disability
» Citizenship
* Income

+ Resources

» Expenses

+ Living Arrangements

» Emergency Medical Condition (only prompted in kynect for non-citizens when
modifying information)

* Member Information
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1.3 The One Case Concept

The One Case Concept is important to keep in mind when assisting Residents. Even though
Residents may have access to different programs and benefits, they essentially have one case
that acts as a comprehensive profile for their personal information. Therefore, any changes
made to their information impacts all programs with which they are associated. Be sure to
make Residents aware of these impacts. The following may change a Resident’s benefits.

New program Updates made to other Changes made to

applications completed programs Resident’s QHP and
health insurance
Applications completed for Any change made to other affordability programs

other benefit programs programs may impact the

may impact a Resident’s Resident’s benefits. Updates to a Resident’s

current benefits. Qualified Health Plan
and/or health insurance
affordability programs may
impact their benefits.

Impacts
Resident’s
Benefits
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1.4 Proration of Premiums

Enroliment premium proration logic uses calendar days instead of the standard 30-day month
cycle to calculate premiums. Below are some common scenarios with definitions:

Scenario Definition

Newborn Addition

After 31 days from the date of birth, a
newborn’s premium will be prorated daily
for the remainder of the month.

Death of Primary Subscriber

When mid-month date of death is reported,
enrollment will be terminated. The
Premium will be prorated based on the
date of death.

Death of Dependent

When mid-month date of death is reported
for the dependent, the Premium will be
prorated based on date of death of the
dependent.

Worker Override

When override worker selects mid-month
termination date, the Premium will be
prorated based on selected disenroliment
date.

Disenrollment Received from Issuer Inbound
File

When disenrollment request for mid-month
termination is received in the Inbound file
from Issuer, the Premium will be prorated
based on requested disenroliment date.

SEP with User Input Effective Date

This will occur when a worker selects the
mid-month coverage date during a Special
Enrollment Period.
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1.5 Request for Information (RFI)

Any changes made to a Resident’s case may generate a Request for Information (RFI) that the
Resident is required to resolve. Be sure to make Residents aware of any RFI because they may
directly impact their benefits.

Pending Questions A RFl is an indication that
important information is needed to confirm outstanding
questions for a Resident’s case.

Make Residents Aware of a RFI When Reporting a
Change or making any updates to a Resident’s case,
make them aware that a RFI may be generated.

RFI Impacts on Other Benefits For example, if you
report a change in address on a Resident receiving
Medicaid and SNAP benefits, they will receive an RFI
requesting verification for shelter and utility expenses.

e The RFI may pend their case if they have SNAP
benefits, but their Medicaid benefits would be
approved.

e The case will show pending due to the household
composition RFI. When a new address is reported
SNAP also re-verifies Household Composition which
is a required verification and if not returned SNAP J \
eligibility will discontinue.

Document Uploading Ensuring the required documents
are uploaded properly is critical to approving the case.
Agents/kynectors should use the Document Wizard on
the kynect benefits dashboard to upload documents.
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2 Report a Change Navigation —~

The Report a Change navigation demonstration walks through 4
how to Report a Change in kynect benefits and highlights the
following kynect benefits navigation process:

1. Reporting a Change for Resident’s contact information.
2. Reporting a Change to add a Resident to a case.

3. Reporting a Change with loss of Employer-Sponsored
Insurance (ESI).

4. Displaying Report a Change eligibility results.

The following interactive navigation demonstration will walk you
through assisting the Kent family in kynect benefits.

21 Accessing an Individual’s Information

1. Enter the Individual’s Case Number to begin the reported change.

For this example, the
Individual we are
assisting is Clark Kent. To
access Clark’s information
enter his case number.

Enter
112747594

then click Enter
on your keyboard.
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3. Click the Individual’s Name to access their profile.

Click Clark Kent’s name to
access his profile.

Lontupsoted ()

eriethon

arjmfzen

—
kynect Bosnboord  Pregrems

To Report a Change for Clark,
click Report a Change.

[Rr—— f— o

5. After clicking Report a Change, a prompt appears asking what type of change the

Individual would like to report. Click Modify other information such as income,
expenses, resources, or health.

Click Modify other
information such
as income,
expenses,
resources, or

health.

After clicking the Report a Change button, a prompt appears asking what type of change you
would like to report. Clark needs to update contact information, health coverage information,
and add a household member.

First we will update his contact and health coverage information.

11
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6. Click Continue.

7. Click Contact Information.

Ooshboard  Programs

—
kynect

ReportaChange

Lo Mhove

On the Report a Change
screen you can select from
various details of the
household to Report a
Change.

Now that we have selected to edit
Contact Information, select the
Individual(s) that need their contact
information updated.

12
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9. Select the Household Member(s) who need their contact information updated.

saloct applicable household member(s):
W CuARx KENT

| osam |

EBetanonsng and Tox fiing Sratus

10. Click Healthcare Coverage to update the Individual’s healthcare coverage information.

Fergvonsnp 9ng Tox filing Stotus.
o, Clark also needs to update his
healthcare coverage information.
| MHealthcars Coverage
Cuams asnt
TAZY
CAARY aZNT
WMCATY
Palicy 5 YMCAY
Smorgme7tiest oo e Sttty
Pregnancy
Member vformatien o

11. Click Continue to navigate to the Change Summary screen.

13
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2.2 Reporting a Change for Resident’s Contact Information

12. Click Start to edit the Individual’s contact information.

Click Start

to begin editing Clark’s
contact information.

0of 3 completed

Contact information

=

Lo wiNT

Sign & Submit

13. Click the Cell or Landline box to update the Individual’s contact information.

Y phone type
Londline | Cell l

Soloct your proforrad contact o
encourage you to select Ele
must click “Yes” in agreomen

‘While npdating information, make sure
to validate all information is included
and accurate. Secondary phone type
was blank. Clark informs you that the
phone type is a cell phone.

14. Click Next to continue updating the Individual’s contact information.

Sec mry phane type
Landiine Call
Solect your preferred contact methad for ITSms such as Messages and tax relted forms. We

encouroge you to select “Clectronic- Email ond Text Message’ for best communication. You
must click “Yes N ogreerment 1o Being $on 10Xt Messages above 1o select this opuion.

14
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15. Enter the Individual’s Household Address. Make the Individual aware that updating an
address may create a Request for Information (RFI).

Clark informs you that he needs to update

his address for the household. Updating an
: *  address for the household may create a
e —— Request for Information (RFI). Be sure to
CLARKTKENT make Clark aware of this and any necessary
acton 3ot steps he needs to take to resolve the RFI.

Addross information (9

Does CLARK KENT have a physical address?

== = Enter 200 Meridian Ave
e then click Enter on your keyboard
to update Clark’s address.

¥ ARK KENT o
S -

16. Select the Individual’s Address from the drop-down.

Crangs summary

CLARKTKENT

Address Infermation (O

Doss CLARK KENT have a physical address?

Click the top
address option
from the address list.

17. Click Yes or No for Does the Individual have a different mailing address.

CLARKTKENT
Address Information ()

Does CLARK KINT have o physical oddress?

.

200, MERDIAN AVENUE. LOUTSVILLE, JEFFERSO!

Click No since Clark does not
have a different mailing address.

Does everyone in CLARK KENT have the C i o

IDoes CLARK KENT have o different mailing oddress?

15
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18. Click Next to continue updating contact information.

MERIDIAN AVENUE. LOUISVILLE, JEFFERSO}

Does CLARK KENT have o different malling oddresa?

-

Does everyona in CLARK KENT

Please edit the sectians below with your changes.
Now we will update contact
information for Lois Kent.

0of 4 completed

Contoct information

CLARK KENT

LORKENT

0 Member Detalls

Healthears Coverage

Sign & Submit o

20. If the Individual and Household Member(s) share the same contact information, check
the box that says they have the same contact information.

e
LOIS KENT Lois and Clark share the same contact
Soatan tor2 information.

contact Information ()

D 21 P thi some contoct informiation as CLARK KENT

Click the box. v i i

16



Report a Change and Case Maintenance Training Guide

21. Click Next to complete the contact information update.

Selpct you fa and tax related farma. We.
you to select ic- Emailand * for icotion. You

must elick “Yes" i tobeing is option.

® | Elestraric - Ermail anly

Elactromic - Email and Tent Messags

cLARK K s=n @
Lapes medi °
el b Click Start to
update the
Sign & Submit Member Details.

23. Click Next.

17
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24. Click Next since there are no expenses to report.

Expansos summary Q)

Residents can report their expenses. Clark

has no expenses to report at this time.

s ek “ 9

2.3 Reporting a Change for Resident’s Health Coverage

25. Click Start to update the Individual’s Healthcare Coverage.

Now we will update Clark’s healthcare

coverage information.

Fpeness indormation.

Hoalthears Cavarage

Sign & Submit

Exiit

26. Click Next to update the Individual’s healthcare coverage information.

Click Next
to update Clark’s healthcare

“ coverage information.
ot et enrolled?

Exit

18
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2.4 Reporting a Change with loss of Employer-Sponsored Insurance (ESI)

27. Click the trash can icon next to the Employer-Sponsored Insurance plan being
terminated.

Clark Kent informs you that he can no longer afford his health coverage through
his employer and gives you the termination date of his coverage.
‘We will now update his Employer-Sponsored Coverage information.

Add Coverage

© vMCa23 Policy ID: YMCAIZY

Remove Coverage?

YMCAIZS

For the reason for
removal click
Too Expensive.

29. Enter the Individual’s Coverage end date.

Remove Coverage?

YMCART

4 only remove this heal wrerage fit has ended for all

Select Coverage end date
to enter Clark’s coverage
end date.

Remove Coverage

19
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30. Select the appropriate Year, Month, and Day for the coverage end date from the
calendar.

Clark Kent informed
you that his coverage
end date is July 31st.

Click July 31st on the
calendar icon.

Remove Coverage?

YMCAIZZ

Click Remove Coverage
to update Clark Kent’s healthcare coverage.

32. If the Individual has no other health coverage, delete the option to enter additional
healthcare coverage by clicking the trash can icon.

Since the Kent family has no other healthcare
coverage, we will delete the option to enter :
additional healthcare coverage. Remember,
this information can be updated at any time.
Click the trash ean icon.

20
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33. A prompt will appear asking to confirm the changes to the Individual's healthcare
coverage information. Click Delete to confirm.

After updating Clark Kent’s healtheare coverage information, a
prompt appears asking to confirm the changes to Clark Kent's
healthcare coverage information.

Click Delete.

34. Click Next after the healthcare coverage information has been updated.

‘We are now finished updating

Clark’s healthcare coverage
information.

ges.acd them

2.5 Reporting a Change to add a Resident to a case

35. Click Add/Remove Household Member when the Report Additional Changes prompt
displays.

After updating Clark’s healthcare coverage
information, a prompt appears asking if any
additional changes need to be reported.

‘We still need to add a household member for Clark.

Click Add/Remove Household Member

21



36. Click Add Member.

Clark informs you that he needs to
add his newborn baby — Jake Kent Edit
to his Household Members.
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HouseholdMembers Click Add Member.

LIS KENT
Edit
L 28 yoors old ]
JACK C KENT
9 5 yearraa o L}
JEMNY KENT
D 2 yoarssia Lo L} o

37. Enter the Household Member’s First Name into the field.

© ChmnpaSummary

Household Member Details

questios shout the bousshold me
ente the name s it appears on the card.

e Enter Jake
into the First Name field, then
click Enter
on your keyboard.

38. Enter the Household Member’s Last Name into the field.

« CrangeSummary

Household Member Details

Select the Last Name field
to enter Jake’s last name.

22
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39. Select the Household Member’s Sex from the drop-down.

40. Select the appropriate Year, Month, and Day for the Household Member’s Date of Birth
from the calendar.

Click the Calendar icon
to enter Jake’s date of birth
(6/30/2021).

nown e

- @

Click No
since Jake does not have his
Social Security Number.

23
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42. Check why the Individual does not have a Social Security Number.

Hot aligil

applisd for 8N

REfuS0S 12 OB10IN an S5 DECaUss of o welk-ostabi shod rokglaus 0DoTIve

Does net hava an SSN and may anly be issusd an 55N for o valid non-wark reasan

Refusas ta provide an 55N

Mewbarn without SN

Leithout 55N Card

Click Newborn without SSN.

Has this individual served in the LS, military?

43. Click Yes or No for /s this Individual a U.S citizen?

applied for S84

ROMUS0E 10 ODLOIN G 55N DOCAUEE OF O WOl 010D BN IAEQIIUE ODOTIVD

Does ot hava an 55K and may anly be issusd an 55N for o valid non-wark reasan

Refusas ta provide an 55N

& | Nawbornwithout 554

Without S5M Card

s this Individual aUs. Cltizen? O

You No

Hos this individual served inthe U

Click Yes

since Jake is a U.S. Citizen.

44. Click Yes or No for Was this Individual in the U.S military?

Mas this individual served in the WS, mifitary?

- . ko

since Jake has not served
i in the U.S. military.

Yas No

Sodeot this individual's race(s)

AMEnGAN INCEGN oF Mazkan Native
Asian
Black or Africon Americon

Moriva Howslon/Othar Pocific siandar o

Whito

24
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45. Click Yes or No for /s this Individual a Resident of the Commonwealth of Kentucky?

I:! Click Yes

since Jake is a Kentucky
Resident.

Baloet b intfividual s raee(s)

[ ———Y

™

46. Select the Household Member’s Race.

for Jake’s race.

47. Click Yes or No for Is this Individual Hispanic/Latino
(|

ket o
Click No

since Jake is not
Hispanic/Latino.

Frogram selectian

Vit per g wosss i iU Bk PPy ee?

25
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2.6 Applying for Medicaid/KCHIP
48. If the Individual wants to apply for Medicaid/KCHIP, check the box for Medicaid/KCHIP.

Clark wants to
apply for
Medicaid/KCHIP
for Jake.

Click Medicaid/KCHIP/
Qualified Health Plan with
payment assistance (APTC).

49. Click Save to confirm the selection.

Click Save.

2.7 Confirming and Saving Household Members Information

50. Click Next once all Household Members have been added.

Dz - B
o - ®
"o - @
° JAKE KENT sl E

0 yoars old

We are finished adding

household members.

26
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51. Click Start to confirm the Individual’s contact information.

1of Scompleted @

© Houschold Mombers eait

Since we added a new
household member, we are
prompted to confirm Clark
Kent's contact information.

SHoet your tor terms we
you to select ™ i~ Email and " for best ication. You
mustelick “Yes” i ing i

& | Electronic - Email only
Electronic - Email and Text Message

il

Clark confirms all of his contact
information is accurate.

53. Click Start to confirm that the new Household Member’s information is correct.

Contoct information

CLARK KENT Edit =
..... =
Lonenir
~~~~~~~~~
JBKERENT ot
Reps, kynoctors, & Agants
Click Start
b to confirm Jake’s

contact information.

Hoarsoheld Information

27
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54. Check the box to confirm that the Individual and Household Member have the same
address.

p—
kynect Doshboord  Progroms . Reps, kymectors SAgents  Help EFADs

 Change Summery

JAKE KENT

Address information (3

LIAKE KENT 0% 50m Qocrass a5 CLARK KENT.

Doos JAKE KENT hove o physical oddress?

. -

We are finished updating Jake's
contact information.

Click Next.

56. Click Edit to continue to confirm the Household Members.

TofBeompleted @

© st ‘

@ Contoctinformation.

We are prompted to confirm

Clark’s household members.

28
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57. Click Next once all Household Members’ information has been confirmed.

A - ®
e - 8
i) it ]
i -

We have confirmed Clark’s =
household members. “

2.8 Reporting a Change to update the Authorized Representative, kynector, or Agent on
a Resident’s case

58. Click Start to navigate to the Reps, kynectors, & Agents screen.

JTHNY KINT

JARERENT iy

Rups kynoctors, £ Agents

Relationship & Tax Filing
Houscheld Information Click Start

to update the Reps,
= kynectors, & Agents section.

D Heclthcare Coveroge

Sign & Subrmit o

59. Click Next to continue with no updates.

The Reps, lkynectors, & Agents section allows
Individuals to grant permission to Authorized
Representatives to make updates to their
information on their behalf.

Clark informs vou there are no updates needed for
this section.

Find an Insurance Agent Click Next.

29



Report a Change and Case Maintenance Training Guide

2.9 Confirming Relationships and Tax Filing Status

60. Click Start to confirm the new Household Member’s relationship to the Individual and
their tax filing status.

& Ropskynectors. & Agents

Since we added Jake as a household
member, we are going to confirm his
relationship and tax filing status.

Rulationahip & Tax Flling

CLARK KENT

\\\\\\\

JEMNY KENT

JAKERENT start @)

Member Dotails

o

61. Select the primary Individual’s Relationship to the new Household Member from the
drop-down.

JAKEKENT
Relationships (&

MIMMHPMIHMKIKENT

R — Click Son

it Typing to enter Jake’s relationship
; with Clark.

Stap Grondfather (ncheding Great)

son

Stap San

Unele (Including Great)

(2
62. Select the Household Member(s) Relationship to the new Household Member from the
drop-down.
JAKE KENT
melationships (&)

Relationship With CLARK TKENT

son

I'l‘s|ﬂl'nﬂsl’l'pwilh LOIS KENT Cl](:k So]]_

_ . for Jake’s

Bt Typing relationship with his

mother, Lois. o

30
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63. Select the Household Member(s) Relationship to the new Household Member from the
drop-down.

Relationship With JACK € KENT

PREKCATE MR i Click Brother/Half-Brother
‘::jm‘('jliv'_':wl — for Jake’s relationship with Jack.
Adopted Son

”lrmf Holf-Brother

arothar

64. Select the Household Member(s) Relationship to the new Household Member from the
drop-down.

Relationship With JACK C KENT

AKEKENT i

Brotnar] Hon-Brother
Relationship With JENNY KENT
Click Brother/Half-Brother
= o for Jake’s relationship with Jenny.
Adoptad Son

Fothar-in-Low

65. Once all household relationships for the new Household Member are updated, click
Next to navigate to the Tax Filing screen.

Relationship With JACK C KENT

Relationship With JENNY KENT

‘We are finished updating
Jake’s relationships with the
members in his household.

31
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66. Click Dependent of individual in the household to update the tax filing status of the
new Household Member.

TaxFiling (&

How doos JAKE KENT intond to fila taxes this yoar? @

I ‘ Dependent of individual in the housenoid I
]

Dependent of individual nat in the housenold

Married Filing Jointly Click Dependent of
individual in the
household.

Now we will update Jake’s tax filing
status. Jake is a dependent of his
father, Clark.

qualitying Widow{er) °

67. Select who the Household Member is a dependent of.

I da nat intand ta fils taves

Quaolitying Widow{sr)

single

Whaiis JAKEKENT a dependent af?

Il et Jake is a tax
dependent of his
Lot KenT father, Clark.

Click Clark T Kent.

68. Click Next.

1 da nat intand ta file taves

Qualifying Widow{sr)

single

Whais JAKEKENT o dapendent of?

® | CLARK T KENT

LOIS KENT

‘We are finished updating Jake’s
tax filing information.

32



Report a Change and Case Maintenance Training Guide

2.10 Updating Household Information

69. Click Start to update the Individual’s household information.

JEMNY KENT

JBKERENT it =+

Member Dotaills.
Click Start

to begin updating

© recithcars Coverage Clark’s Household
Information.

Sign & Subrmit

70. Click Yes or No for Is anyone in the household blind.

Heann &)

g b No one in Clark’s household is blind.

71. Click Yes or No for Does anyone in the household have a disability.

Health @

No one in the household has a
disability.
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72. Click Next to continue.

Hoalth @

ks anyone in this household blind?

Yo

= - - o

73. Click Yes or No for Is anyone in the household a migrant or seasonal farmworker.

inthi T
= No one in the household is a
migrant or seasonal farmworker.
ol i Black Lung, or Vi p
Yeos No

inschaal?

Yas No

Was anyene in Foster Care?

Yo Ho

ek o “ °

74. Click Yes or No for Is anyone in the household eligible for entitled income.

“ No one in the household is eligible for
entitled income, such as Social
Security Income, unemployment
income, Black Lung, or VA pension.

ome,

mmpwrmmlineemu.lluek ar Vil pension?

You

= iz m
You No

Was anyone in Faster Gare?
You e

s sl “ °
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75. Click Yes or No for Is anyone in the household currently enrolled in school.

InthE g
unemployrment income, Black Lung, or VA pensian? No one in household is currently

Yee enrolled in school.

y inschaol?

Was anyene in Foster Carc?

1 ity Income,
Black Lung, or Vi '3

No one in the honsehold was in Foster

Was anyons in Foster Care?

Exit

You

77. Click Next to continue.

was anyone in Faster Care?

You

Exit
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78. Click Next to continue with no updates.

h os stocks or bands?

Clark confirms there are no

e - (e

Both Clark and Lois work
at the YMCA.

iveincome i interest, or royalties? @

i iva suppa incama,
child iUmﬂﬂeE“ﬁﬂ UUWE Eazmm!a.ar fester care income? (O

80. Click Yes or No for Does anyone in the household have self-employment income.

B "
= No one in the household has
self-employment income.

Deos anyene in this houssheld have solf-omplayment income? 0

"
L ¥ income
o)

ves ™
o hi terest, or rop o}

Yos L]

- O — @

ehlld support. adaption subskdy payments, of foster care income? (@
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81. Click Yes or No for Does anyone in the household receive income from Social Security,

retirement, or pension.

No one in the household
a receives income from Social
Security, retirement, or
£ e | pension.
o G
®

Doss Inthi

Yo

o ppar incoma, such as ol % °

child suy adoption subsk ments, or fester core incomer &

82. Click Yes or No for Does anyone in the household receive income from dividends,

interest, or royalties.

No one in the household
receives income from dividends,
interest, or rovalties.

o " il R > O
=
[ yone suppartor mei i
child support, adoption subsidy payments, or fester care income?

Yos N

mmpu:rmou:m“ﬁ:.' @

Yo No

o ik " o

83. Click Yes or No for Does anyone in the household receive support or maintenance

income.

No one in the household receives
support or maintenance income,
such as alimony, child support,
adoption subsidy payments, or
foster care income.

adaption subsidy

=

unemployment benefit? @

Yo No
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84. Click Yes or No for Does anyone in the household receive income from an insurance
settlement or unemployment benefits.

interest, or royaities? O

No one in the household receives
dbailk  income from an insurance settlement

“ or unemployment benefits.

P |
unemployrment benefit? ©

You

85. Click Yes or No for Does anyone in the household receive any other type of goods,
services, or payments.

o inthi ive any type of goods, services, or payments? 0

You

No one in the household receives any other

ool susrantly reches type of goods, services, or payments.

from lattery or ga
thelost 3 months?

No

Does anyene In this household recelve Medicald, SNAP, or TANF benefits in anothaer state in the
manth of July or sxpact to receive banefits in the month of August? @

Yo No

T = == o

86. Click Yes or No for Does anyone in the household gamble or play the lottery.

Does anyone in this househol

No one in the household gambles or plays the lottery.

o

income ¥ or g g
income fram winnings in the last 3 months?

=
Doos anyens in this househeld rocelve Modicakd, SNAP, or TA
manth of July of sxpect to receive benefits in the month of A

Yas No

= = /= o
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87. Click Yes or No for Does anyone in the household receive or expect to receive
Medicaid, SNAP, or TANF benefits in another state.

[t inthi iue any ather type of goods, services, ar payments? @

Does anyane in this hou:
hatanyane received ind
ingome from winnings

No one in the household receives any out of state
benefits.

Doos anyone in this household recelve Medicaka, SNAP, or TANF Banefits in another state in the
manth of July or axpoct to receive banafits in the month of August? @

88. Click Next to continue.

o inthi ive any type of goods, sarvices, o payments? @

Yo

¥ ¥ oF g g
ngome from winnings in the last 3 months?

Doos anyens In this housshold recelve Medicak, SNAP, or TANF,
manth of July o expect to receive benefits inthe month of Aug

Yas “ Click Next.

89. Click Yes or No for Does anyone in hour household need help paying medical bills from
the last three months.

nead bills fram the last @

Ho

Clark says Yes, due to the birth claims for
Jake that he and Lois are responsible for.

Click Yes.
for is asenior citizen,

blind, or has o disability? ©
vas Ho

Doos anyane in this household pay ehild suppart?
Yes No

o n or ather © o
Yos Ho

39



Report a Change and Case Maintenance Training Guide

90. Click Yes or No for Does anyone in the household have Medicare Part D Premium.

Deos anyene in your househald need help p

No one in the household has Medicare.

You No

Dows anyane in this housshold have o Medicars Part D premium? (0

Yas

bilind, or has o disobility? ©

Yo N

Deos anyen In this househeld pay child suppert?

Yas No

o inthi forchi thor o £
Yo

91. Click Yes or No for Does anyone in the household have medical expenses for a senior
citizen, blind, or disabled Individual.

bills from the last @

No one in the household has medical expenses
for a senior citizen, blind, or disabled

[ e ] Individual.

biind, or has o disobility? ©

is it
= m
Deos anyen in this househald pay child suppert?

Yas He

i forchi E @ o
vee

92. Click Yes or No for Does anyone in the household pay child support.

bills from the last @

:Ilnel.erhm«ﬂwb\'lﬂ @ . .
R “ No one in the household pays child support.
Doos anyene in this housenold pay child suppan?

Doss anyoneinth forchi ot © o
You
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93. Click Yes or No for Does anyone in the household pay for child care or other
dependent care.

nead lical bills fram the last @
“ i

[ inthi i 0]

Doos anyane in this for someona who is asenior citizon,

Blind, or has o disability? ©

Does anyene in this heuseheld pay child supp:

No one in the household pays for Child Care
or other dependent care.

Click No.

94. Click Next to continue.

Does anyane in this household pay child suppart?

Click Start
to confirm the
Member Details for
the household.

@ Healthcars Coverage

Sign & Submit
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96. Check the box to choose the new Household Member’s preferred Managed Care
Organization (MCO) plan.

Browse All Plans
Solect JAKE KENT's preferred MCO plon
Wo pratarance Clark chooses which
preferred Managed Care
Humana Healthy Horizons in Kentucky Organizatlon (MCO) he

wants for Jake.

Atna Better Health of Kentucky

Jaling Healtheore

Click WellCare of Kentucky. bnieid

97. Click Next to continue.

Aa@tna Batter Hoalth of Kontucky

unity Pan

5 | WollCars of Kentucky

Passport Haalth Plan by Maling Haclthcors

antham Bhee Groas Blus Shield

uem

98. Select the Living Arrangements field to update the new Household Member’s current
living situation.

—
kynect Domhboard  ragrome

BENEFITS APPUCATION

Pr—
JAKE KENT
Select the Living
Arrangements field
to update Jake’s current living
gituation to In Home.

Living Arrangements ()

PR et o

Isulnm
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99. Select the appropriate in-home assistance from the drop-down.

—
kynect Dowhboord  Progroms - Reps, kymectors, £ Agents  Melp £ FAGs

Sumiseary

JAKE KENT

Living Arrangements (&)

For this training example, click
Not Applicable.

100. Click Next to continue.

Living Arrangements (&)

:::::::::

@ Healtheare Coverage

Sign & Submit
Click Edit
to update the
household’s
Healthcare

Coverage.
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102. Click Next.

T T T T e —p—————

—
Healthcare Coverage Selection
——
; There are no updates

. needed for the household.
hackharevaroge, btk iy serstoa?

- -

Bock Exit

103. Select Report Change for Existing Household Members or No Additional
Changes.

Clark confirms there are no
additional changes that need to
be reported for the household.
Click No Additional Changes.

Report Additional Changes

Are there any additional changes that need o be reparted

2.11 Sign & Submit Process
104. Click Start to Sign & Submit.

LGS KENT

ggggggggg

JAREKENT Edir >

After Clark

confirms there are
no additional
changes that need
to be reported we
can now move
forward to Sign and
Submit.

© Hoakthars Cavarnge edit

Click Start
to Sign and Submit.

44



Report a Change and Case Maintenance Training Guide

105. Click Next to confirm the Collateral Contact information needed for verification.

JUDY KENT

Clark confirms the Collateral Contact
information needed for verification.

After yau submit your application, you can use the PAFS-78 farm ta verify wha lives with yau.

Click Next.

106. Click Read and agree to Application Statement of Understanding so the Individual
can confirm and agree.

woenen Signature Page

Terms of Agreement Summary

In penalties
o ot agree, your application my be affected,

Click Read and agree to
Application Statement of
Understanding
=0 Clark can confirm and agree.

Staternent of Understanding

After reviewing the Statement of
Understanding with Clark,
click T agree.
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108. Click Read and agree to Medicaid Penalty Warning so the Individual can confirm and
agree.

« Ghvange summery

woenen Signature Page

ur application my be affected,

ot aret ogras 19 $4AF Blahts £ Sespanalbiitiss

Click Read and agree to
Medicaid Penalty Warning
so Clark can confirm and agree.

After reviewing the Medicaid Penalty
Warning with Clark,
click I agree.
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110. Click Read and agree to Failure to Reconcile Statement of Understanding so the
Individual can confirm and agree.

dgnect

S
Signature Page

Torms af Agreement Summary

T R R

[T

Pt 1 e b bare 1 P T et s sy

Click Read and agree to Failure to
Reconcile Statement of
Understanding
so Clark can confirm and agree.

111. After reviewing SNAP Rights and Responsibilities with the Individual, click | agree.

Faihura to Recancila Staterment of Undurstarding

After reviewing Read and agree to
Failure to Reconcile Statement of
Understanding with Clark,
click I agree.

112. Click Yes to authorize the use of federal databases to renew coverage.

i tha peliiony Speiciiagiue 12 wait vegeect) O Clark authorizes CHFS to access state
L and federal databases for benefits
renewal.

ur name below, you are elecironi ing this application
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113. Click I agree to the kynect qualifying health coverage statement.

Click I Agree
to the kynect qualifying
health coverage
statement.

ater Ragitration

Wiould you s t2 ogister ta vate (D o

114. Click Yes or No for Would the Individual like to register to vote.

By entering your name below, jou are electronically signing this application

CLARK

Househald membar doss not have o middie initicl

ey s S

KENT seloct ®

Clark is already registered to vote.

Voter Registration

Would you like to register to vote? 0
= E

115. Click Submit Benefits Application to submit the updates once the electronic signature
of the Individual is accounted for.

lark .

went

After entering Clark’s name to
electronically sign the application, we
are finished Reporting Changes for

ek you ass reglterso vetst © Clark Kent and his family.

WosorRegistration

Click Submit Benefits
Application
to submit the updates.
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116. kynect benefits will now process the changes the Individual has reported and update
their benefits based on those changes. Click Continue.

BENEFITS APPLICATION

kynect benefits will now process
the changes Clark Kent has
reported and update his benefits O Rewieving Your Resulta
based on those changes. "

Procassng Your Application
Validating M Four Doto
F Saving Al Your Dota._

Deterimining Your Bandits

| Continue l

Click Continue.

2.12 End of Reporting a Change Steps
117. Click Return to dashboard.

Click Return to dashboard.

118. Click Benefits to view the Individual’s Benefits.

Click Benefits to
Claims & Payments see Clark’s Benefits.

Hoarings

Coso#:TTATEE4  « Active

approved [ Panding Vercation o 1

* Medicaid/KCHIP

- sNAP

o Hew o Anneuncements
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119. The Benefits screen displays all Benefits associated with the Individual and their
household.

Kynect N Y S — p—————

- | Benefits

POPR P —

Covems BELTTATON

The Benefits screen displays all Benefits associated
with the Resident and their honsehold.

e
| Continue
L J
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3 Assessment

1. Residents should report in a timely manner to avoid interruptions to their
benefits or having to repay benefits.

a.
b.
C.
d.

Taxes

All changes in information
401k retirement plans
Medicare plans

2. The One Case Concept highlights that any changes made to a Resident’s information

impacts
a. Their taxes
b. Their childcare
c. All programs with which they are associated
d. Their job

3. A

is an indication that important information is needed to confirm

outstanding questions for a Resident’s case.

a0 oo

Warrant

Late notice

Request for Information (RFI)
Policy

4. Any changes made to a Resident’s case may generate a that the Resident
is required to resolve.

a.
b.
C.
d.

Request for Information (RFI)
Email

Tax

Late fee

5. Are Agents and kynectors able to assist Residents with updates to their information in
kynect benefits?

oo oo

a0 oo

Only on Tuesdays

No

Yes

Only with certain Residents

completed for other benefit programs impact a Resident’s benefits.

Training videos
Applications
Doctor visits
Webinars
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7. Be sure to make Residents aware of any Request for Information (RFI) because they
may
a. Call the police
b. Directly impact their benefits
c. Contact their family members
d. Fine them $1,000

8. Which information is editable when Reporting a Change in kynect?

a. Contact information

b. Prescription medications

c. Vehicle registration number

d. Grandparent’s primary care doctor

9. Which of the following changes in information needs to be reported by the Resident?

a. Address change

b. Medication changes

c. Changes in paid time off
d. Doctor visits

10. Which information can you use to access a Resident’s case?

a. Their Costco membership ID

b. Their case number

c. Their job’s tax number

d. Their spouse’s job’s tax number
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