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l. OVERVIEW

Utah Clicks, an online application system, was tigyed to provide another means for women*
to apply for some state programs. It is hopedttiaease of the online system will encourage
women to make application thereby improving actesle involved programs. The following
programs are currently available through this wabed online system: Children with Special
Health Care Needs, Baby Watch/Early Interventicar)yEHead Start, Head Start and Baby Your
Baby (BYB). Other programs may be added in thertut

Women may make application online in either EngtisiSpanish for the above programs
through any computer with Internet access includimgputers in most public libraries around
the state. Once a woman has completed an onlpieaion, she may submit it electronically to
an appropriate agency or print out her completgdiegiion and take it to the office she has
selected.**

The BYB site receiving an electronic applicatiom egther print out the application and continue
to process it as if it were a standard paper agipdio or can process the application online
including submission to Medicaid. The BYB workancalso go online and complete an
application on behalf of the applicant, submibithat office, manage it and then submit it
electronically to Medicaid. An applicant can hasai+y into her local BYB office an application
she completed online and printed out. At the BYf&e the information on the application will
need to be re-entered into Utah Clicks unless pipiicant is willing to have the BYB worker
enter her user name and password and submit thieamm to that office. Otherwise, the
application will need to be managed as a standapémpapplication. Paper applications will still
be accepted and should be utilized if the systetiowen. Application for BYB can also be done
by phone including entering an online applicationbehalf of a client. Proof of pregnancy must
be received in order to complete determinationligft®lity. This can be accomplished through
receipt of a faxed, mailed or hand delivered cojphe client's pregnancy test on the letterhead
of the agency that performed the test. It musd Q1A certified or CLIA waived lab.

Utah Clicks simply provides another means for a woro make application for BYB. Only
determination of the start date for BYB eligibilityas been altered by the online process. In the
past, the start date was always the date the Baly Baby worker completed the application
for the woman in the office. With the online presgit is possible for a woman to electronically
submit her application days or weeks before icisialy reviewed and approved whether in
person or by phone. Therefore, the start dat8¥® eligibility now begins the date you receive
a completed, eligible applicatigkND you have a copy of the applicant’s proof of prewna

Until both of these requirements are met, eligipiannot be determinedo not use as the

start date for eligibility the date the applicatwas submitted online as that could result in an
unfairly shortened period of presumptive eligilyilitOtherwiseall of the rules and regulations
that have previouslygoverned the Baby Your Baby Program remain unchangé For
information regarding BYB policy, please use Baby Your Baby Program Training Manual
The manual can be found online on the Maternallafaoht Health Program’s website at:
www.health.utah.gov/mihp. On the home page, aiekProviders and Educators” and scroll
down to “Training”. For more information on Utalicks, please contact the Utah Department
of Health, the Medicaid Health Program Speciakse(“A. Contacts’, Medicaid Eligibility” on
page 63).

*Throughout this document, the applicant will béereed to as “the woman” or “women”. However, dagnily member may
make application for the programs within the UtdickS system.

**The various programs within the system may haiffecent offices, policies and regulations. Thiamal will deal only with
the policies and regulations that are associatéu Baby Your Baby (Presumptive Eligibility for Pl Medicaid or PE).
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Il. THE CONSUMER SIDE

GENERAL INSTRCTIONS

Throughout the application process, if the applickes not understand a question, she can click
on the small question mark icon by that questiahapop-up box with a more detailed
explanation will appear. If the applicant has peoh$ with the computer program (i.e., it will not
load the next set of questions or a similar tecrpcoblem), there is a box in the upper right
hand side of each page labeled “Technical Suppdithe applicant clicks on that phrase, a text
box appears. She can explain her problem andlibe/sent to the programmers. The applicant
can also clear an incorrect response by clickinGlear My Answer” button beside the
guestion needing editing (see Figure #1, paged®ice the applicant has completed setting up
her account, she can sign-out (log-off) at any tand her responses to that point will be saved
and she can return to the system at a later tirdeeamplete her application. More detailed
instructions on this process are under “B. CreatA@ount”, page 8. Applicants can be
confident of the security of their information. dbitClicks uses web encryption for all
information sent over the Internet. Also be awthed the system will automatically sign a user
off the system if there has been no activity f@ra@longed period of time. If this occurs, the
applicant or Baby Your Baby worker will need tourgt to the home page and sign in using
either the applicant’s user name and passwordeoB#iy Your Baby worker’'s user name and
password. This feature helps secure the applEamfrmation. However, any information that
was being entered that had not been previouslydsailkebe lost and will need to be re-entered.

Figure

Utal

#1 General Instructions

CHES

@. y v g:\ hittps: | futahclicks. orgfuasdemojcontent /consumer fhousehold_subsetup. cfmFind=2 ,V E‘ﬂ b 1[5 ogle P~

Fil=  Edit Wew Favorites Tools Help

= 1) i | — - 3 %
wW fﬁ' | 5:\ Utah Clicks - Setup Househald | | ”’-?} 2 f_j o v |-k Page + (CF Tools =

Utah Clicks DEMONSTRATION SITE

Electronically submitted applications will not be processed. Click here to turn off this notice.

Setup Household

Sign-Out Account Home Edit Account Technical Support

Available
Applications Additional questions about Bridget V. Bardot:
What is Utah
Clicks? Marital Status: @
- | ® Married |
More O Single
Resources O Divorced
O Widow/Widower

English _ _ _ Clear my answer

Identify Relationships
Espafiol —

Richard A. Bardot is the |Husband |¥| of Bridget V. Bardot
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A. UTAH CLICKS HOME PAGE

A woman may hear about Utah Clicks through seveaedns. She may hear about it on the
radio or TV, through a Baby Your Baby office, frgarint material or from her provider.
Utilizing any computer with Internet access, thawam opens her Internet browser and enters
the following Internet address (URLyvww.utahclicks.organd is taken to the home page for
Utah Clicks (see Figure #2, page 7). If she haesadly has an account in the system, she can
simply enter her user name and password and aicks@”. She will be taken to her private
account page.

If the woman is new to the system, she can reaaivexplanation of any of the online programs
by clicking on its name in the box on the right tiande of the home page. On the home page in
the beige box, the woman can also select whetleews$hes to complete the application in
English or Spanish and/or link with other helpfesources. By clicking on the question “What

is Utah Clicks?” (beside the picture of three cfalt), the woman will receive a brief summary

of the system. If she wants to make applicatarahy of the programs, she simply clicks on
“Get Started” (next to the baby picture) and itako a page entitled “Create an Account” (see
Figure #3, page 8).

Figure #2 Utah Clicks Home Page

f.: Utah Clicks - Utah Clicks Home Page - Windows Internet Explorer

. - T — —
@._-— |- Q hittps: Afutaholicks. orgfuas/ " i 43 [%| [Live search o]

File Edt View Fawaortes Tool:  Help

A . = 1 3 XX C »
W A l & Utah Clicks - Utah Clicks Home Page | | o B i~ i Page ~ (% Taoks =

Weicome:10 Applications available through Utah Clicks:

‘ﬂ]t l’]C | IC kS Baby Waich Head Start
_ d Baby Your Baby Learn More
CSHCN

Already have an account? Sign-in to your account here. Early Head Start

Username[ | Password | ]
|| Get Started
Create an account to find out if you Your Language More Resources
or your family may be eligible for = English s oS
senices ;
® Espaiicdl ® Private Insurance
: . ® |edical Home
What is Utah Clicks? & Uish Cares
Utah Clicks helps you complete and = 55
submit paperwork for several state
pragrams ® More Resources
B v Utah Clicks iz a service of 13|:h
l]k';!:!!\l!!t:rlL the Utah Department of Health and J“li‘,p .
of Health the Utah Department of Workferce Services. L.l,rul“’
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B. CREATE AN ACCOUNT

After clicking on “Get Started” on the home pades Wwoman is taken to a page entitled “Create
an Account” (Figure #3, page 8). On this page agiyalicant will need to enter a user name and
password. User names must be at least 6 charatiergyth using only letters, numbers and
underscores. They are case sensitive. Her padswast be at least 7 characters long and
include at least one letter and one number. dtse case sensitive. There is also a secret
guestion to help the woman remember her passwanadkshe forget it. After entering her
account information, the woman clicks on the “Ceddty Account” button at the bottom of the
page. Once the applicant has created her acchatnay sign-out (log out) at any point in the
process and return to it at a later time. Thermftdion she has entered to that point will be
saved. She will need to re-enter the system atahee page. At the top of the home page,
under “Sign-in to your account,” the woman ente¥suser name, password and clicks the “GO”
button (see Figure #2, page 7). She will be takdrer own account page.

Figure #3 Create an Account

A Utah Clicks - Create an Account - Microsoft Internet Explorer

File Edit View Favorites Tools Help i
@Back - © - [¥) @ € OSearch S¢Favorites € v L 533
Addl‘essé%)https://utahclicks.org/uas/content,‘consumer/account.cﬁn v]Go Links ~
X! -2 - v \ Search Web - # & - # - @ | & Mail - @ My Yahoo! - @ Personals - i
e  —
|
[ ]
[ 1
1
[ Nl
[ D
s [ |
[ Create My Account ]

&) Dore & & Internet
‘i start | *NovellGro... |® Training | ABYB-UTCli... -3 Utah Click... ©@ [ 3:56 PM




C. ACCOUNT CREATED

After creating her account, the applicant will b&en to a page confirming creation of her
account and summarizing her user name, passwordemnet answer (see Figure #4, page 9).
The applicant should print this page for her resdadassist her when she wants to return to Utah

Clicks after signing-out. To move to the next pape woman simply clicks on “Continue” at
the bottom of the page.

Figure #4 Account Created Page

@:ﬂ, - |__<:1 Epls_:{,l’utahclicks‘nrg,iuasdemn,l’cnntent,l’cnnsumer,l’accnunt_cnnfirm.cFm Vi %J | X : | R~
GC}L'Jg|C.;fC1:vhntmail.cnm V;GD sEvRES- @y B O~
S d | £} Utah Clicks - Account Created !_| G- 8 dsh v [ Page v () Tools ~ .

~

Utah Clicks DEMONSTRATION SITE

Electronically submitted applications will not be processed. Click here to turn off this notice.
e

Account Created

Sign-Out  AccountHome  Edit Account

Technical Support

Awailable Applications:

Thank you Bridget for taking the time to create an account at Utah Clicks.
What is Litah Clicks?

Before continuing, please write down the information below or print this pagefor your records.
More Resources You will need this information to log back in to your Utah Clicks account.

NOTE: Usernames and passwords are case-sensitive. Thus, when you login you will need to

English type in your username and password exactly as they are shown below.
E=pariol
= User Name: Dlonde
Password: Show my password
blonde1
Your secret question is: What is your favorite ice cream flaver?
Your secrat answer is: Strawberry

©2008 -- Dynamic Screening Solutions, Inc. -- www.go-dss.com -- All rights reserved -- TOA Version: 3.5.588
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D. Your Household

After receiving confirmation of creation of her acait and clicking on “Continue” (see page 9),
the woman is taken to a page entitled “Your Hout®hdt simply describes for the applicant
who she needs to enter into the system. Thiseentay include individuals in the household
not usually counted on the Baby Your Baby applarati Later in the process there are questions
specific to household size as required for Babyr¥Baby. However, the initial screening by the
system is broader to determine whether or not tiverg be family members who need to be
screened for possible eligibility for other progsam the system (see Figure #5, page 10). After
reading the instructions and clicking on “Contina¢’the bottom of the page, the “Setup
Household” page appears (see page 11).

Figure #5 Your Household

C;‘ Utah Clicks - Your Household - Windows Internet Explorer

e

@.- y v C) https:ffutahdicks. orgfuasdemofrontentconsumerhousehold_presetup.cfm 2| % | | X I Elalulal i R~
Google ||Glvhatmal.com ¥ G e SRS~ & (@
- T - — . = B = »
W | £ Urah clicks - ¥our Househald | i - B = - [ErPage v 5 Tools -

Utah Clicks DEMONSTRATION SITE

FElectronically submitted applications wilfl not be processed. Click here to turn off this notice.

1Clicks Your Household
i Sign-Out Account Home  Edit Account Technical Support

Avallable Applcations
R Bridget, Utah Clicks now needs to learn about the people you live with.
VWhat iz Utah Clicks?
The following explains whom you should enter:
More Resources
« Enter all persons who need services AND
« If you are 18 and over: enter you, your spouse, your children and step children OR
« If you are under 18: you need to enter the information for all person's in the household,
regardless of relationship.

English
E=pafiol
Remember that for most programs, you will have a chance to meet or speak with a

representative to whom you can explain your unigue situation. Utah Clicks simply helps you fill
out the paperwork.

©2008 -- Dynamic Screening Solutions, Inc. -- www.go-dss.com -- All rights reserved -- TCOA Version: 3.5.588
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E. SETUP HOUSEHOLD

It is on the Setup Household page that the apglicagins to enter household member
information. It is suggested that she begin whi ¢ldest member of the household first. After
completing the information for each household memfage defined in the instructions), the
woman clicks on “Add This Person” at the bottonite page and a fresh “Setup Household”
page will appear (see Figures #6a and 6b, pagasad 12). The applicant continues until all
household members have been entered. By clickirgrimished Adding Persons” at the bottom
right of the page (see Figure 6b, page 12), thiesysvill forward the applicant to the next set of
guestions. If the applicant needs to make a ctioreto a previous page, she simply clicks on
“Go Back” at the bottom left hand side of the paged may then make the necessary corrections.

When entering birth dates for each family memHés, important to utilize the format noted to
the right of the text box (see Figure #6b, page 12)

Figure #6a Setup Household-Personal Information

C;‘ Utah Clicks - Setup Household - Windows Internet Explorer E]@['zl
@.j/ - :_é}EES_:{,I’utahclicks‘Urg,iuasdemu,l’cuntent,l’cunsumer,l’huusehuld_setup.cFm B _:I_ %J | X I__ - i R |-
Gﬂi.'ngi:._fG:VhUtmaiI.cUm V;Go +EvRS- 2 B (@
W i Cl Utah Clicks_- Setup Household !_| B-8 = v () Page ~ () Tooks - .

-

Setup Household

Sign-Out Account Home  Edit Account Technical Support

Ayailable Applications.
R Using the form below, please enter the information for yourself and the persons in your

Vihat is Utah Clicks? household.

IMore Resources NOTE: Entering the eldest persons first will help Utah Clicks process faster and will save you
S time.

English Which persons should I enter?

E=pafiol

Person Information

First Name:
{This guestion is required)

|Richard |

Middle Initial:
A |

Last Mame:
{This guestion is required)

|Bardot |

Sufﬂ__)_{_:_—‘
|- Select - v v

& Internet FA00% T
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Figure #6b Setup Household-Personal InformationtCo

(2 Utah Clicks - Setup Household - Windows Internet Explorer

@7"‘.

: ]E“Civhntmail.cnm _:’l oy RS- @ - &

- |£& https:ffutahdicks. orgfuasdema/content feonsumer fhousehold_setup.cfm

e | ish Clcks - setup Househod |_| B- 8

|
Espafiol

Person Information

First Name:
{Thi=s quastion is raquirad}

i Richard |

Middle Initial:
A |

Last Name:
{This gquestion is requirad}

iBardot |

Suffix:

Birth Date:

{This guastion is requirsd)]

[10/24/1985

Example: 05/24/1990 (mm/dd/yyyy)

Gender:
{This gquestion is requirsd]

@ Male
O Female

Clear my answer

Add This Person

| Finished Adding Persans | m

|

& mmternst H100% T
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After completing the “Setup Household” page fortetamily member, the next page will ask
the marital status/relationship of each persone dpplicant needs to click on “Save
Information” button at the bottom of the page tovadorward in the program (see Figure #6c¢
Setup Household, page 13).

Figure #6c Setup Household-Marital Status & Relahips

p——

@.-\_— - g:\ htFPs:J‘,l’utahclicks.qrg)’_uasdemull’cuntan_t!fcur|surne_r!l’huusahulc_l_s__ubset_gp.cFm?ind=2 ;VJ ﬂ-] | || R | Soogls R
Fil=  Edit Wew Favorites Tools Help

o = = e »
W fﬂt | Q Utah Clicks - Setup }-_Iousehold | | i’-’h - [:J o v |-k Page + (CF Tools =

Utah Clicks DEMONSTRATION SITE
Electronically submitted applications will not be processed. Click here to turn off this notice.

Setup Household

Sign-Out Account Home Edit Account Technical Support
Available
Applications Additional questions about Bridget V. Bardot:
What is Utah
Clicks? Marital Status: @ L
- | ® Married
More O Single
Resources O Divorced

O Widow/Widower

English _ _ _ Clear my answer

Identify Relationships
Espafiol —

Richard A. Bardot is the |Husband || of Bridget V. Bardot
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AR e []
Done & Internet H100% v

13



When that information has been entered, the nege pantains a summary of the information
for that person under “Persons in Your Householdlfinished, the applicant clicks on the
“Finish Adding Persons” button at the bottom righthe page. If there are more household
members to be entered, she clicks on the “Add AerdBerson” button above the grey box
labeled “Persons in Your Household”. She can dlisi& on the “Go Back” button at bottom left
of that page if she needs to return to the previoiage to make corrections.

Figure #6d Setup Household-Add Another Person &dtes in Your Household

f.; Utah Clicks - Setup Household - Windows Internet Explorer E]@E|
@.‘:_‘ - |_§: https:ffutahdicks, orgjuasdemofcontent fronsumer fhousehold_setup,cfm?al=1 Vi ;%J | X E’ | el
CQt'JSlC.;:G:VhUtmaiI.cUm V;GU * E +RS~ &~ 53 ":3'
W | ) Utah Clicks - Setup Hausehald !_| B-8 = v () Page ~ () Tooks - .
A

wfitahClicks Setup Household

Sign-Out  AccountHome  Edit Account Technical Support

Avallable Applications

VWhat iz Litah Clicks?

)Q/ Richard Bardot was added to the household.

More Resources
Using the form below, please enter the information for yourself and the persons in your
househald,

English

NOTE: Entering the eldest persons first will help Utah Clicks process faster and will save you
Espaiiol time.

Which persons should I enter?

[ Add Another Person

Persons in Your Household

Name

Click the person's name to make changes.
Richard A. Bardot 10/24/1985 22 Male

| Finished Adding Persans |

»

Daone & Internet H100% v
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F. SELECT PERSONS

On this page the applicant selects those persdmarihousehold in need of services (see Figure
#7, page 15). If the Baby Your Baby worker is entgthe information on behalf of the
applicant, she should check only the pregnant woasathat will shorten the number of
guestions to which the applicant will need to regpoAt a later time, the applicant can return to
the “Select Persons” page and click on any othenbees needing services and determine other
programs she might wish to apply for on their behal

Figure #7 Select Persons

p——

@.-- y v g:\ hitps: | futahclicks. orgfuasdemojcontent/consumer fselect_persons.cfm :Vl ﬂ-] ||| |Googe P~

File Edit Wew Favorites Tools Help

o o = e »
W fﬂt | {;\ Utah Clicks - Select Persons | | i’-’h - [___J o v |-k Page + (CF Tools =

)

Utah Clicks DEMONSTRATION SITE

Electronically submitted applications will not be processed. Click here to turn off this notice.

Select Persons

Sign-Out Account Home Edit Account Technical Support

Available

Applications Go back to Household Setup

What is Utah

Clicks? . . L
Please select all persons that are needing any services: =

More

Resources [ Select everyone in my household.

. [ Bridget V. Bardot

English O Richard A. Bardot

Espafiol [ Barbie Bardot

I Save and Continug ]

©2008 -- Dynamic Screening Solutions, Inc. -- www.go-dss.com -- All rights reserved -- TOA Version: 3.5.588
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G. SELECT SERVICES

This page allows applicants to select programppdyador. When an applicant is entering
information for herself, she can click on as mahthe services as desired or simply click on the
top square — “I am looking for all possible sergicdhe computer will then present questions
that screen for all programs in Utah Clicks. Ewfemparticular program is not checked, the
woman may still complete an application for it bgging a check mark in the box in front of the
desired application. If the Baby Your Baby worisecompleting the application on behalf of the
applicant, only the box in front of “Baby Your Bdlshould be checked. If the worker fails to
unclick the other boxes, questions for the othegmms that are checked will be included
thereby slowing the process. Later the applicantre-enter Utah Clicks using her user name
and password, return to this page and check as ofahg boxes as she desires. The more
boxes checked, the more questions the applicadisrteeanswer. Note: information entered for
any program in the system that is duplicated irtta@rgprogram will automatically populate
other applications. For example: The name, addaed income are entered for the Baby Your
Baby application. The applicant also submits adHetart application online. The name,
address and income from the Baby Your Baby appticatill automatically fill the appropriate
areas on the Head Start application. When the=t$&8ervices” page is completed, click “Save
and Continue” at the bottom of the page to movilaéonext set of questions (see Figure 9,
pagel?).

Figure #8 Select Services

f: Utah Clicks - Select Services - Windows Internet Explorer

T T = - e o | bl . . |
@._ | * | is https/futahelicks orgfuas/content/consumer/select_applications. cfm ol & | [ X | Live Sear =

File Edt “iew Favortes Toolz Help

Pl s = =T : »
F 4| & Uish Clicks - Select Senices | | - B - o~ |2 Pags - G Tooks -
The following services are available based on the person(s) you selected. Please select the services ~

you are interested in:

I am looking for all possible services,

Baby Watch - Baby Watch provides services for children ages birth to three who have
special needs or developmental delays. Services are provided in family's homes, Baby
Watch centers, and other community settings such as childcare.

Baby Your Baby - Baby Your Baby provides speedy insurance coverage for prenatal
care while going through the more lengthy process of making a Medicaid application. You
can make your application for Baby “Your Baby on this website but to apply online for
Medicaid you will need to go to: https://utahhelps.utah.gov. For more information on
EBaby Your Baby and for answers to questions about prenatal care, call the Baby Your
Baby Hotline free at 1-800-826-9662.

CSHCN - The CSHCM Program provides evaluations and treatment for children who have
serious medical problems and conditions. Medical, behavioral, and mental health
evaluations are provided for eligible children.

Early Head Start - Early Head Start provides resources and support to parents as they
help their young children grow and develop. Services focus on health, nutrition, safety,
emotional development and parent-child relationships. Services are offered through
weekly home visits or center based services, depending on the needs of the family.

Head Start - Head Start fosters healthy development and school readiness. Children
participate in educational activities that help prepare them for kindergarten and life.
Children also receive help in accessing medical and dental care, have healthy meals and
snacks, and enjoy playing indoors and outdoors in 3 safe setting.

Save and Continue

<

Done @ Internet H100% -

‘7 start [®rovell 5. [®2wind.. -[7 £ Utah Clic,., | BADrthclick. . &;aitﬁ 150 BM

H. SELECTING APPLICATIONS

This section involves only one screen. It infortims applicant of the questions she is going to be
asked. After reading the information, the appliaditks on the “Continue” button at the bottom
of the page to move on to the next section.
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|. SCREENING QUESTIONS

In this section questions are presented relat@&hby Your Baby eligibility. The first screen in
this section asks whether or not the applicantegmpant. To continue with the Baby Your Baby
application process, obviously the applicant maspond that she is pregnant. Please note the
information in the blue square. It informs woménhe availability of 17-P, a drug that may
reduce the risk of preterm delivery among womet &ihistory of a previous preterm birth
resulting from a singleton pregnancy. This messagepeated on the “Next Steps” page.

Figure #9 Screening Questions

ﬂ" Utah Elicks - Screening Questions - Windows Internet Explorer

PR = — e
@‘_-7 o« | i3 hitps:/futahclicks.orguas/content/consumerdquestion. cfm M| ﬁ | *4 | 2| | Live Seach | 2|~

File Edit View Fawortes Toolz Help

o — = : z »
e 4| B Uteh Dicks - Sereering Gusstions [l - B - 8 - [ Page ~ Gk Todks ~

Screening Questions

Sign-Out  Account Home  Edit Account Technical Support

Available Applications

Go back to Previous Page of Questions

What ig Utah Clicks? You have completed 0% of the screening questions.

lore Resources
Questions about Just Practice:

English

P Have you had & baby born too early or too littie? There is a drug called 17-P that may lessen your
| chance of having this happen again. 17-P needs to be started between the fourth and sixth
months of your pregnancy. Call your doctor now to see if you should take 17-P.

Is Just Practice pregnant?

@ Yes
O No
Clear my answer
Save and Continue
©2010 -- Dynamic Screening Solutions, Inc. -- www.go-dss.com -- All rights reserved -- TOA Version: 2.5.620

ONE

& Intemet #100% -

£ Utzh Clic. . | 2 DrfiClicks, .. *:_,'l 1:56 PM

After establishing that the applicant is pregn#me, next screen asks the applicant if she wants
Utah Clicks to assist her in completion of a BalpulBaby application. The applicant clicks
on the “Yes” button and then on “Save and Contiratehe bottom of the page (see Figure 10,
page 18).
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Figure #10 Select Applications

/= Utah Elicks - Select Applications - Windows Internet Explorer

—— = =
g.‘- ) ~ | 5 hups:/futahclicks orgfuas/content/consumer/app_select.cim?7ci=1 S & | #][5¢] [ IF=3E
File Edit “iew Favoites Took Help
W 4| 3 Uteh Clicks - Select &pplizations | | - 5 b v [ Page ~ (F Took ~
Select Applications
=ftanClicks
Sign-Out  Account Home  Edit Account t Technical Support
Available Applications
i b | It looks like Just Practice may be eligible for Baby Your Baby.
whnat i Utah
Would you like Utah Clicks to help you fill out this application?
Hore Resource: =
& ves
English < no
Espafiol Save and Continue
©2010 -- Dynamic Scresning Sclutiens, Inc. -- www.go-dss.com -- All rights reserved - TOA Varsion: 3.5.620
Dons & Internet # 100% -
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The next screen, “Fill Out Applications” explaifgetprocess involved in completing the Baby
Your Baby application (see Figure #11, page 18).nmbve to the next screen, the applicant

clicks on the “Begin Filling Out This Applicatiorutton at the bottom of the page (not shown
in the example below).

p——

@.-- y v .g':\https:J‘,l’utahclicks.Urgp’uasdemu,l’cuntant,l’cunsumer,l’questiun_index.cfm?init=1 :Vl ﬂ-] ||| |Googe P~

Fil=  Edit Wew Favorites Tools Help

o }%E:IfMSN.com ‘;}_ Ukah Clicks = Fil Gt dpsli, % |_| v B v [hPage - (BTadk e
[ £
Fill Out Applications
Sign-Out Account Home Edit Account Technical Support
Available
Applications Go back to Select Application to Fill Out
What is Utah
Clicks? . . y ’ S
Detbevrs ) Utah Clicks will now help you fill out the following application:
More
Resources * Baby Your Baby for Bridget V. Bardot
English Utah Clicks will now ask questions needed to fill out this application. It is
= | important to remember the following:
Espariol
* The time it takes to finish depends on how many questions are neaded
for this application.
* You can stop at any time and return later to finish answering
questions.
* The @ button will display more information about a question.
* When you finish, Utah Clicks will help you electronically submit your
application.
Utah Clicks is ready to begin. The next section will ask the question
needed to fill out the application.
(3]
Done & Internet H100% v

The next screen (not shown) has the same queskianare present on the paper format of the
Baby Your Baby application with one exception:eafntering the household address and phone
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number (it is important to enter the phone numbehe format indicated beside the text book
for that question), the applicant is then askedrevisbe heard about Baby Your Baby and is
given a list of possible sources. The applicaiekslin the circle in front of the response
appropriate for her situation. She is then askadyone in the household currently has
insurance. After responding to that question apglicant clicks “Save and Continue” at the
bottom of the page to move to the next screenaslat questions specific to the applicant.

Under “Basic Information” (see Figure #12, page, 18¢ social security number is entered
without hyphens as indicated in the example taityie of the text box. If the applicant has
never had a social security number (SSN), sheeazrelthis text block blank. If the Baby Your
Baby worker is completing the application on thelmant's behalf and the applicant has never
had a SSN, the worker needs to leave the text l@mkb If a Baby Your Baby Program
Identification Number is utilized for an eligibl@@licant, that number must be entered at letter
“F" at the bottom of the application but not in tBecial Security Number area .

If the applicant responds that she a U.S. citisae,simply goes on to the income section on that
screen. If, however, she indicates that she imndiS. citizen, as indicated in the example
below, a blue box drops down and asks whether btheoapplicant is a “qualified alien”. By
clicking on the question mark icon at the end at duestion, an explanation of “qualified alien”
is given (see Figure #12, page 19).

Figure #12 Baby Your Baby - SSN and Citizenship

f, Utah Clicks - Application Questions - Windows Internet Explorer

@._ | ™ | i hitps:ffutahclicks. org/uas/contentdconsumer? question. ofm?pi=24kgi=1 ML | [* | X | Live Searc |18 |~

File Edt View Fawaortes Tool:  Help

A, o [e 1 e . »
W | £& Utah Clicks - &pplication Questions | | ,'}i - B i ~ |iob Page = {CF Tools ~
More Resources .A.
Questions about Just Practice:
English
: Basic Information
Espaniol
Social security number: @
Who's Applying for 222334444 | Example: 111223333
What?
Does Just Practice currently live in Utah and intend to continue living in Utah? @
Juzt Practice (o Yes
Baby Your Baby O No
Clear my answer
Wi s Is Jus’E Practice a citizen of the United States?
L) Yes
@ No
Clear my answer
If Just Practice is not a U.S. citizen, is he/she a qualified alien? @
A qualified alien is a person that has been lawfully admitted for permanent residence by BCIS
(formerly known as INS) and has a Green Card.
@ Yes
O Mo
Clear my answer
Baby Your Baby Income and Household Information
Specific questions sbout the number of persons in the household =nd thair monthly income.
Please count the total number of persons who are:
= The female listed above . v
@ Internat w00z -

[®rovell .. = Remov.. C CUshc.. | Bl ‘-*:J- 2:55 PV
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Continuing on down the screen, the household srerchination criteria are the same as those in
the chart on the back of the paper Baby Your Baiplieation. Income levels also match those
on the paper application (see Figure #13, page @@h Clicks automatically determines if the
income for household size meets the financial lellity requirements and will document

whether or not the applicant meets those requirésranthe Baby Your Baby application.

Figure #13 Baby Your Baby - Income and Househofdrmation

f‘ Utah Clicks - Application Buestions - Windows Internet Explorer

@.;‘:F g i& https: /utahclicks. org/uas/content/consumer/ question. cim?pi=2kqi=1 “ | EJ (| X |' Search | pel [+
rFiIe Edit View Favoites Tools  Help
'1_.-:? *ﬂll? | ;} Utah Clicks - &pplication Questions | | ]’-?] i D m 3 ._v.“ Page ~ ’_.f' Taals - &
O' Mo -~
Clear my ansuer

Baby Your Baby Income and Household Information
ific questions sbout the number of persans in the housshold snd their monthly income:

Please count the total number of persons who are:

® The female listed above

* Her legal spouse (living with her)

= Her unbarn child{ren)

* Her children who are younger than 18 and are living with her
®* Her step-children younger than 18 and are living with her

‘3 | Example: If the female listed above has a legal spouse living with
her and she is pregnant you would enter 3. (1 for the female, 1 for her spouse living with her,
and 1 for her unborn child.)

What is the total gross monthly income expected for those persons counted above, Include:

= The female listed above

= Her legal spouse (living with her)

* Her children who are younger than 18 that are living with her
= Her step-children younger than 18 that are living with her

‘1500 | Example: Enter 1500 if the female above makes $750 gross per
maonth and her spouse living with her makes $750 gross per month and no one else listed has 3
monthly income.

Individual Medical Information

Is Just Practice currently receiving Utah Medicaid benefits?
O Yes
® no

Clear my answer

Has Just Practice ever been on Baby Your Baby before for THIS pregnancy? @

| £

@ Intemet ®100% v

istart | ®hovell .. [=Remov.. [®DcAR.. [/ o [CMENe. | Aushc. [Bodch. ©E 2:57PM
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The “Individual Medical Information” also matchdgetpaper application. After completing the
information, the applicant clicks “Save and Conéhat the bottom of the screen to move on to
the next set of questions (see Figure #14, page 21)

@.-‘_- /‘ ot g} htFF!s:J‘,l’utahclicks.q(g;’_uasdemull’cur|tan_t!fcunsume_r,l’_questiun.cFmZpi=2&qi=1 :VJ ﬂ-] | | [ | Soogle R
File Edit Vew Favorites Tools Help )
W o !;} Utah clicks - &pplication Questions |_| -8B s = |iopPage » () Tools - -
$750 gross per month and no one else listed has a monthly income. L
Individual Medical Information
Is Bridget V. Bardot currently receiving Utah Medicaid benefits?
O Yes
® No
Clear my answer
Has Bridget V. Bardot ever been on Baby Your Baby before for THIS
pregnancy? @
C Yes
@ No
Clear my answer
Is Bridget V. Bardot currently receiving assistance from the WIC
program?
Q Yes
® No
Clear my answer
Is Bridget V. Bardot currently on the Child Health Insurance Program
(CHIP) or the Primary Care Network Program (PCN)?
& yes !
@ No
Clear my answer
I Save and Continue J
(3]

& Internet F100% T
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The next screen requests information about inserédribe applicant indicated earlier in the
process that she is insured. In some cases thieagpmay know only that she is, or may be,
covered by insurance and leave many of the fidlaski(see Figure #15a, page 22). The Baby
Your Baby worker needs to complete the health exsce information when interviewing the
applicant. If the woman is unable to provide thi@imation, the worker cannot issue the Baby
Your Baby card and the woman will have to returfiricsh the application once she obtains the
missing insurance information. It is only neceggar the Baby Your Baby worker to complete
information for any insurance under which the agpit may be covered.

Flgure #15a Baby Your Baby Household Health dasce Information

@. /| ) hitps: Jfukahclicks. orgfuasdemojcantent fronsumer fquestion.cFm?pi=3agi=1 i". j *4 | K ogle L2~

File Edit Vew Favorites Tools Help

o o |<} Utah Clicks - Application Questions | | -8 f - |2} Page ~ (i Tasks ~ i
Clicks? Al i [
More -
Resources IMPORTANT: This group of questions is asking for information about

Household Health Insurance Information, for which you may need
to enter more than one item,

English

T Household Health Insurance Information
spafio
= Please enter the following insurance information:
Who's Applying First, enter health insurance in which you or anyone in your household is
for What? currently enrolled. _
. Next, enter health insurance in which you or anyone in your household
Bridget Bardot have available, but have chosen not to enroll.
Finally, enter health insurance in which you or anyene in your household
gagy Your had, but has ended within the past 6 months.
a0y
NOTE: Do not enter Medicaid, Medicare, CHIP, or PCN.
Where am I? Name of insurance company:

|Actors’ Insurance Company

Phone number of insurance company: @

|201-222-2222 | Example: 801-555-1212
Policy number: @

|B123456-25

Group number: ®
|700697-B

=
S T~ S TSN T U I ) 2]

@ mternet # 100%
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If the applicant is covered by more than one haakhrance policy, she will need to click on the
“Add Another Household Health Insurance Informatibotton at the bottom of the page and
complete the information for the other policy(ie¥)Yhen all insurance coverage has been added,
the applicant clicks on “Continue” at the bottomtoé page (see Figure #15b, page 23). Note
that there is a summary at the bottom of the saregarding the information entered for the
household health insurance coverage.

Flgure #15b Baby Your Baby Household Health tasae Information-cont.

@L" y ~ .g}https:J‘,l’utahcllcks.nrg)’uasdemn,l’cnntant,l’cnnsumer,l’questmn.cFm |_VJ ﬁ *+||X| |Google

File Edit Vew Favorites Tools Help

“u:f 4?‘? | ;f) Utah Clicks - Application Questions

[ f - B @ v [ Paer ok -

Done

employer: &

If this insurance is provided by an employer, enter the employer's
phone number: @
Example: 801-555-1212

Address of insurance company:

Example: P.O. Box 111, 1240 S. Main, Salt Lake City, UT, 84106

l Add Anather Househaold Health Insurance Information J [ Continue J

Items you have entered for Household Health Insurance
Information

Question Answer Edit/Delete
Name of insurance company: Actors' Insurance Edit
Company
Phone number of insurance 201-222-2222
company:
Policy number: B123456-25
Group number: 700697-B
Name of the policyholder: Bridget Bardot
e Internet

# 100%

e
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J. SUBMITTING AN APPLICATION ELECTRONICALLY

After completing the screening questions, the sexten encourages the applicant to submit her
application electronically (Figure #16 Questionsr(pete, page 24). Clicking on “Continue” at
the bottom of the page moves the applicant to &x¢ page.

— ~ = =
@.-- y v .g}https:J‘,l’utahclicks.Urgp’uasdemu,l’cur|tant,l’cUnsumer,l’questiun_cumplete.cFm :Vl ﬂ] ||| |Googe P~

File Edit Vew Favorites Tools Help

9 o ! ;} Utah Clicks - Questions Complete

Utah Clicks DEMONSTRATION SITE
Electronically submitted applications will not be processed. Click here to turn off this notice.
Questions Complete
Sign-Out Account Home Edit Account Technical Support
Available
Applications
What is Utah You have completed 100% of the application questions. 1
Clicks? Go back to Previous Page
More - s
R N You are almost finished. Your applications now need to be
esources = P 2
electronically submitted or printed.
English You have finished answering the questions needed to fill out the
following application:
Espafiol
* Baby Your Baby for Bridget V. Bardot
You are not finished! This application will now be electronically
submitted.
(3]
Done & Internet H100% v
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The next screen explains to the applicant whahsieels to do to submit her application
electronically. At this point, she can click oni&w Application” at the bottom of the screen and
review her answers (see Figure #17 Electronic Ssdion, page 25).

An applicant is encouraged to print a copy of henpleted application for her records. If she so
desires, she can take a copy with her to a Baby Baby office rather than submit it
electronically. However, the preferred methodléconic submission.

Figure #17 Electronic Submission Instructions
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After the applicant clicks on “Continue”, she i&éa to a screen that allows her to select the
Baby Your Baby office to which she wishes to seaddpplication.

Figure #18a Choose an Office-Office List

Despite the notation at the top of the screen pklpecode, the applicant can submit her
application to an agency outside of her zip cotlee Baby Your Baby offices are listed in
alphabetical order by city. Some offices only gt@pplications from women planning on
receiving their prenatal care from that agencyatThformation is noted under the agency’s
name. The applicant may submit her applicatioany Baby Your Baby office in the state, but
generally, it is recommended to submit it to thigcefthat affords her the easiest access. The
applicant clicks on the button in front of the offishe has selected (see Figure #18a, page 26).
Note: If a Baby Your Baby worker is completing @iygplication on behalf of an applicant, the
application should be submitted to that worker¥cef
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To actually send her application to the selectédey the applicant must click on the “Send My
Application to the Selected Office” bar at the battof the screen. (see Figure #18b, page 27).

Figure 18b Choose an Office-Send My Application
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The next screen is the area that confirms subnmgsiapplication to the woman’s chosen Baby
Your Baby Office and includes the applicant’s elewic signature (see Figure 19a, page 28). It

also includes the Utah Department of Health’s aredlighid and Health Financing’s notice of
privacy practices (HIPAA Policy).

Figure #19a Electronic Signature-Confirm OfficdH8PAA Policy

28



After reading the HIPAA Policy, the applicant muosspond to the two questions at the bottom

of the screen (see Figure #19b, page 29). Theafikss if the applicant agrees to the HIPAA
Policy statement and the second is basically theesas question number 9 on the paper Baby
Your Baby application: “l have read or had readn®the statements on this page. | understand
those statements and agree to the terms and amxlgiated. | have provided the answers to the
above questions. Under penalty of perjury, | swieat the answers | have given on this
application are complete and correct. | understarzoh be penalized by law if | give false
information on this application. | am the persepresented by the name typed below.” The
applicant or Baby Your Baby worker then types heng in the text box below the statement.

To finish the submission process, the applicackslon the “Submit My Application” button at
the bottom of the page (see Figure #19b, page PI%. application is then automatically
electronically submitted to the selected Baby YBaby office.

Figure 19b Electronic Signature-Submit My Applioat

After clicking on the “Submit My Application” buttg a screen appears that informs the woman
that her application has been successfully subthfereen not shown).
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The “Baby Your Baby Next Steps” screen (see Figi2@a, page 30) follows confirmation of
electronic submission of the application. “Babyuy®&aby Next Steps” informs the applicant of
what she must do to complete the application poc&he will need to call the Baby Your Baby
office to which she submitted her application tckenan appointment to complete the
application process. The information includesriame of the agency, the street address, phone
number and fax number. This information is différor each of the Baby Your Baby offices.

It is recommended that the applicant print thigearfor her records. This screen also contains
information on 17-P for women who have experieragaevious preterm birth from a singleton
pregnancy.

Figure #20a Baby Your Baby Next Steps
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At the bottom of the screen, the applicant needdi¢k on the “Continue” button (see Figure
#20b Baby Your Baby, page 31).

Figure #20b Baby Your Baby Next Steps, cont.
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K. FINISHING THE PROCESS

The final application screen takes the applicamteioAccount Home page (see Figure #21, page
32). On this page, the woman can sign-out, edibeount and access the portions of the
application process listed in the tan left side b#rthe Applicant clicks on “Baby Your Baby
application for_(applicant’s naméghe is taken to the “Application Status” scréeat

summarizes the application process (see Figure &2@#&igure #22b Application Status, pages
33-34).

If the application was completed by a Baby Your Balorker, give the applicant a copy of the
user name and password assigned so she can ens&chant page at a later time if needed.

Figure #21 Account Home
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On the “Application Status” page (see Figures #2&422b, pages 34 and 33), the woman can
view her application and a history of her appliocat+ date and location of submission, etc.
Towards the bottom of the screen is a repeat oinfloemation on her “Baby Your Baby Next
Steps” page including the agency’s name, addragzsarid phone numbers. She can then sign
out— the online Baby Your Baby process is complete.

Figure #22a Application Status
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Figure #22b Application Status, cont.

lll. BABY YOUR BABY - WORKER SIDE

A. LEVELS OF ACCESS

There are varying levels of access in the databageccess to these levels is based on the type
of security level that was requested for you byghegram manager. Each level of access
permits different management possibilities. Attiye of the security hierarchy are the
programmers of the database — Dynamic Screeningi&u$ personnel. Next are the various
program managers for each of the programs inclidéte system - for Baby Your Baby it is the
Utah Department of Health, Baby Your Baby Hotlimel &edicaid Health Specialist (see
“Contacts” in Appendix A, page 63). Office Managjare in the next level. This level is
generally utilized for all Baby Your Baby workernsBaby Your Baby offices around the state
whether the agency has one site and one or moteevgoor multiple sites and workers. The
intake worker sits at the bottom of the hierarchgl & not currently being utilized.

Each worker can access his/her own level in thabdete plus those below. It is not possible to
access portions of the database above one’s addgyed. Thus, the program manager can
create new offices, assign and delete office masag®l intake workers and open all
applications on the BYB portion of the system. i€@ffmanagers can assign and delete intake
workers, assign applications to workers, reasspgli@ations to other offices and work any
application coming into his/her office. The officenager cannot create new offices or office
managers. The intake worker can receive applicatmd work assigned applications. He/she
cannot assign applications to other workers, rgasgpplications to other offices or work any
application other than those in his/her own box.
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B. GETTING ACCESS TO THE SYSTEM

Before you can view electronic applications or nggnthem, you must first gain access to the
system. This must be done on your behalf by th& BYogram Manager. This individual will
request access to the appropriate security lewbkitJtah Clicks database for you from the
system programmers, Dynamic Screening Solutioree pfogram manager will send you an e-
mail with a user name and password needed to &etyoar account. Shortly thereafter, you
will receive an e-mail from Dynamic Screening Smlos. In that e-mail is a very long Internet
address (URL). Click onit. You will be takenWoah Clicks and asked to enter “the password
your supervisor gave you”. This is the passworthene-mail the program manager sent you.
Enter it. Remember, it is case sensitive! You thién be asked to change that password. You
MUST do this to activate your account. No oneymu will have access to the password you
enter. Please write it down but keep it in a searea. Remember, the Utah Clicks database
contains numerous names, addresses, phone anbssmtiaty numbers as well as income, etc.
Also, remember that when you are working with tataflase, if you leave your deslSHSN

OUT! Walking away from your desk with the program opéso leaves the door open for
anyone to access information in the system. Yostmaintain strict confidentiality of this
database! When you no longer work with Baby YobBplease contact the program manager
SO your account can be closed. Also, do not syauwe password with anyone else including co-
workers. If a co-worker needs access to Utah €]Jiblave the individual contact the program
manager so an account can be established forehsdmponly.
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Once you have activated your account, you can amlsvmanage BYB applications. When you
return to Utah Clicks to view and manage electralilycsubmitted applications, your will enter
the home page via the Internet address (URk)w.utahclicks.orgEnter your user name and
the new password you entered when you activatedgarount in the spaces provided and click
on “GQO” (see Figure #23, page 36).

Figure #23 Utah Clicks Home Page
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The next page is your own account page and wilabeled with your database access level —
office manager or intake worker. Please note -dddmg on how your particular agency/site is
set-up, your pages may open in a slightly differaatner. If you have access to several sites
within your agency, you will need to click on whishie you wish to enter. For example:
Southwest Utah Public Health Department has thiféerent Baby Your Baby sites within their
district: Beaver, St. George and Cedar City. Ueotering the management area, the worker
will need to click on the office he/she wishes mbeg. In the following figure, in the blue bar
across from the Utah Clicks logo, “Office Admination” would be replaced by “Office
Manager” (See Figure # 24, page 37).

Figure #24 Sample Baby Your Baby Worker AccourgéPa
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C. ASSIGNING APPLICATIONS — FOR OFFICE MANAGERS

At the top left hand side of your own Office Manafjeme page is an area labeled “Statistical

Overview” (see Figure #24, page 37). Under thativgy is “Unassigned Applications”. On the
left side bar is also a heading labeled, “Unassighgplications”. By clicking on either of these
areas you will be presented with a list of eledtrally submitted applications that have not yet

been assigned to any worker (see Figure #25, pglge 3

Figure #25 Unassigned Applications (Non-archived)

To assign an application to a worker, click onltl& in front of the applicant’s name that you
wish to assign. At the bottom of the list of apptions is a drop down menu labeled, “Select
Intake Worker”. Click on down arrow at the endloé box and in the drop down menu that will
appear highlight the worker to whom the checkediegion is to be assigned and then click on
“Assign to this Intake Worker”. The applicationlwianish from the “Unassigned Applications”
area and appear in the selected worker’'s box. canualso assign applications to other workers
from your own in box following the same proceduhetake workers are not able to assign
applications to another worker.
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D. YOUR INBOX - FOR OFFICE MANAGERS

Getting to your inbox -

To access an application to manage it, first ethietUtah Clicks home page at
www.utahclicks.orgEnter your user name and password and click “G@& Figure #23, page
36). You will be taken to a page labeled “Officdministration—Baby Your Baby-(your office’s
name, for example: Salt Lake City - Oquirrh Viewn@aunity Health Center”). On that page,
go down to the left hand side of the page and uharnr office’s name - Intake Workers”, click
on your name- in this example — “General Officegg$-igure 26, page 39).

Figure #26 “Office Administration-Baby Your Babydyr office’s name)
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The next page you see will be labeled “Applicatitors(your name)”. All of the unarchived
applications assigned to you will be listed (seguFe #27, page 40).

Figure #27 Applications for ....

Navigating your inbox -

There are 5 headings in the “Applications for (yoame)” box: “Applicant”, “Language”,
“Public Application”, “Submitted”, and “Status” (ed~igure #27, Applications for..., page 40).
In front of the applicant’s name is an empty squalhen selecting an application to assign, you
will need to click on that box to let the computeow which application you are assigning.
The little envelope in front of the applicant’s naimdicates whether or not the application has
been viewed. The envelope in front of an unvieaeplication is closed. Once it has been
viewed, it will open. A green in front of the envelope indicates an applicatioat has already
received a resolution status (see pages 45-48flamation on resolutions status). An
exclamation point in a yellow triangle in frontthie envelope indicates that the application has
remained in an unresolved status over 5 days.

Under “Applicant” the name of the applicant iséidt It is in light purple and underlined.
Clicking on the name will take you to the “Managppication” page. To the right of the
“Application” heading, the application’s languagenioted (English or Spanish) along with the
type of application (“Public Application”) — it wiklways say Baby Your Baby. If you click on
“Baby Your Baby” you can open the actual electraticsubmitted application. (See “Viewing
an applicant’s Baby Your Baby application” below &®tails on opening the application.) The
date and time that the application was electrolyicalbmitted appears under “Submitted”. The
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heading on the far right of the box that is labéthtus” indicates the application’s current
status: received, reviewed, assigned, pendingpapgd or one of the reasons for denial.

Viewing an applicant’s Baby Your Baby application —

The little red icon under “Public Application” (s&ggure #27, page 40) is a PDF file of the Baby
Your Baby application submitted by the applicanbgryou on behalf of the applicant. The PDF
file is a read only file. Even if you were to type the PDF document, the changes would be
deleted when you close the file. Therefore, yoy ordy view the application. Changes cannot
be made to the application. This is to safeguaecapplicant’s information — only she can
change it by going in to her account page and icigckn the blue type “Baby Your Baby
Applications for ...” (see figure #28, page 41).

Figure #28 Account Home

Assigning applications to other workers -

From your “Applications for (your name)” page ($&gure #27, page 40), as an office manager
you may assign an application to another office agen or intake worker. (See the instructions
under “lll, C. Assigning Applications for Office Nkagers” on page 38). If an office manager
assigns an application to a specific worker, thatl®” on the “Unassigned Applications” page
and “Status” on the “Manage Applications” page wilange to “Assigned”.

E. MANAGING AN APPLICATION FOR OFFICE MANAGERS ANDNTAKE WORKERS
Note: As an office manager you can also managgphcation from the “Unassigned

Applications” area under “Statistical Overview” gour “Office Administration” page. Simply
click on the applicant’s name and proceed as iostdubelow. However, it is recommended,
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although not required, that you assign the apptinab an office manager or intake worker in
your agency as that allows the computer to trackiadicate who has worked with the
application as indicated in the “History” sectiom the “Manage Application” page.

To find your “Manage Application” page, first go tiah Click’s home page
(www.utahclicks.orgy enter your user name and password and click “G@5u will be taken to
your “Office Administration” page (see Figure 2&ge 39). On that page, in the lower left hand
corner, in the box titled “Apps”, “Name”, “User Nat click on your name. You will then be
taken to your inbox. In your inbox, click on therple underlined name of the applicant whose
application you want to manag&ou will be taken to a page labeled “Manage Apgian” All

of the various functions you need to manage théagn - “Change Status,” “Add Notes,”
“Archive,” “History” and “Reassign” - are on the “dhage Application” page. You can either
scroll down the page or use the links at the tofnefpage to find the appropriate area (see
Figure 29a Manage Applicatiopage 42).

Figure # 29a Manage Application

Applicant information —

Under this heading is the applicant’'s name, apftinaype (again, it is always BYB), the
language in which the application was submitted(iEh or Spanish), applicant’s address and, if
applicable, the applicant’s e-mail. The e-mail @&sdris a hot link and will allow you to e-mail
the applicant directly from that point.

It is recommended that you view the applicatiorobeimanaging it. To do so, simply click on
the red PDF icon labeled “Baby Your Baby”. If desl, you may print a copy of the application.
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To return to the “Manage Application” page, simplick on “Close Window” in the upper right
hand side of the application page. Also on theriltge Application” page to the right of the
Baby Your Baby icon is another PDF icon labelechiCard”. See instructions under
“Completing the Pink Card (page 48-49) for usethaf icon.

Application status — Changing an applicant’s status

Beneath the “Applicant Information” section the reunt status is displayed in the “Application
Status” area. Utilizing the status categoriesia section to denote an applicant’s status is
helpful to other co-workers and serves as a remitalgou of where any particular application is
in the eligibility process. As you handle more amore applications, being able to tell at a
glance the status of an application can be timangauBelow is a description of the various
application categories of status change.

To change an applicant’s status, click on the dawow at the end of the box under “Current
Status”. All the various status options will appeBlighlight the desired status and click on the
box to the right labeled “Change Status”. When ghbange an applicant’s status, the change
will appear in red next to “Current Status” (segufe #29b, page 43) and be entered in the
“Application History” section (see instructions,gga52). Please note: If you reassign an
application to another worker, the status will awigdically revert to “Assigned”.

29b Manage Application — Changing an applicantsust

There are two categories of status changes. T$teciitegory does not represent the final
resolution status of the application. Applicatgiatus in any of the six categories below are not
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final resolutions can be changed by the intake @odk office manager at any time. These
categories do not appear on the paper Baby Youy Bpplications. The categories are:
Received
Reviewed
Pending
The following reasons for denial also do not repnés final resolution status:
Denied - Applicant no longer interested
Denied - Incomplete or inaccurate information opleation
Denied - Applicant failed to follow through

The “Received” status is the label applied to pplecations upon receipt by the system but prior
to any processing by the Baby Your Baby workerallliyou have done to an application is to
have opened it and reviewed it but the actualklity of the applicant is unknown, “Reviewed”
is the appropriate category to select. If you haweewed the application but the status cannot
yet be determined, for example, you are waitinglierapplicant to come in for a urine
pregnancy test or to fax you a copy of her pregypaest, or if the applicant is unable to provide
all the required information at her initial appairgnt such as the required information related to
her insurance, “Pending” may be the best statgsl&rt until you are able to make a final
determination of the applicant’s eligibility for Bg Your Baby.

The three non-resolving denial status categoriésdn@bove are also not on the paper Baby Your
Baby applications. These should be utilized ingitigations described below especially if you
need to archive the application.

When an applicant submits an application electadljid¢o an office, the applicant views a page
entitled “Next Steps” (see Figures # 20a and P@lges 30-31). She is informed that she must
call the office to which she sent her electroniplaation to schedule an appointment to
complete the application process. The contactim&tion for the office to which she sent her
application is noted on the “Next Steps” page. ddininately, many women submit electronic
applications and never call for an appointmentilggatheir “orphaned” application in your
inbox. Those “orphaned” applications will remamyiour box and an accumulation of them can
make finding applications in your inbox a long pFss. This situation is avoided by archiving
applications of women failing to call for appointmi® How long you wish to wait between
electronic submission of an application and folloprby the applicant prior to archiving is left to
the discretion of each Baby Your Baby site. Fghhiolume sites, you may only want to wait
two weeks before “orphaned” applications are arethivif your office receives fewer
applications electronically, you may be able totw@iger for contact by the applicant prior to
archiving the “orphaned” applications. HoweverpB&our Baby workers are required to
change all applications that have been orphaned r@teived, reviewed or pending status) for
thirty days to “Denied — applicant failed to folldtwough” and mail or fax the applications to
Medicaid at the address or fax number at the tdh@Baby Your Baby Application. It is,
therefore, advisable to archive such applicatidriba point in time. Archived applications can
be retrieved by performing an online search (se&untions under “F Searching for
Applications”, page 56-58). Applications in theteived”, ‘reviewed” or “pending” status
cannot be archived. You must give them eithenal fiesolution (see pages 45-48) or change
them to one of the three non-resolving denial aaieg listed above. In the case of the applicant
who never calls for an appointment, “Denied - Apaiit failed to follow through” is the status to
select that would let you then archive that appliceand mail or fax the application to
Medicaid.
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At other times, the applicant may decide not tacpeal with the eligibility process for various
reasons. Again, to delete such applications froor yn box you must assign one of the three
non-resolving denial statuses. In this case, “Ba&riApplicant no longer interested” is the best
fit. Remember to forward the denied applicatiotedicaid.

There are also cases in which an application isnditdd with a name and little else on it. Even
if the worker wishes to contact the client, shenable to do so as the applicant has failed to
provide enough information. Again, in order toatl¢he application from the inbox, the worker
must assign a non-resolving denial reason. Iretbases, “Denied - Incomplete or inaccurate
information on application” is the appropriate stilen. The application must then be sent by
fax or mail to Medicaid.

If at a later time the applicant does follow-upeyades the lacking information or decides that
she now is interested, her status can be chartdedever, review the information on the
application to assure it is still accurate, esgdbcthe income, if the month a final determination
is made is different from the month the applicariiraitted her application.

There are ten categories that are considered solWre” the application’s status. These
categorles appear on the back of the paper Baby Baly application. They are:
Applicant not a U.S. citizen or legally admitted feermanent residency by USCIS
You have not had your “Green Card” long enoughe(frears by month and year)
Applicant does not live in Utah or intend to cominto live in Utah
Applicant is already on Utah Medicaid
You were denied Medicaid within the past 30 days thie reason for denial has not
changed
Applicant has already had the one Baby Your Baly @lowed per pregnancy
Applicant earns too much money for her househaed si
Applicant is not pregnant
Applicant is on CHIP or PCN
There is an additional category that results imal fresolution status of an application —
“Approved”. For further instruction regarding thetatus, see “Approved Applications,” page
45-47.

For information on indications for utilization o&eh of the above final resolutions categories,
please refer to the online Baby Your Baby Trairifgnual found at:
www.health.utah.gov/mihp under “Providers and Edorsa in the “Training” section.

Once the application is given one of the final heSon categories, the status will appear in red
next to “Current Status” as noted above. Additigna a blue text box the following message
appears: “NOTE: This application has been resolvitk status SHOULD NOT be changed
unless absolutely necessary” (see figure 31 on page

Approved Applications -

When you deny an application, other than addingraotgs and archiving the application, the
process is complete. With application approvarehare a few additional steps that must be
completed.

Once you change an application to the “Approvedius, a page entitled “Application
Resolution” will appear (see Figure #30, page 46).
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Figure #30 Application Resolution

Remember that when the applicant submits her eleictapplication, the information is locked
and is received in a read only (PDF) format. TBé& Facks eligibility dates and the applicant’s
EDD. Additionally, if the applicant has omittedanmation or made errors on the application,
you will be unable to change them on the PDF. Allsere is no way on the PDF to add a Baby
Your Baby Program Identification Number should &pplicant be eligible but has never had a
social security number. However, this informatadong with corrections to the application is
required in order to enter the applicant’s inforimainto the Medicaid computer. The
“Application Resolution” page is the means by whilsts information, along with corrections, is
provided to Medicaid. The “Application Resolutiopdge appears when you change the
applicant’s status to “Approved”. Enter the infatmon requested in the text boxes one through
five. In text box number six (“Additional Notes'gnter any corrections to the application, a
Baby Your Baby Program Identification Number, ifeowas issued to the applicant, and include
any missing information not noted on the PDF ofdpplication. Note: there is a limit to the
number of characters that can be entered intoetttebbx labeled “Additional Notes”.

Therefore, when making corrections or changesaoestion on the application, do not type out
the entire question. Simply give the question nendn the Baby Your Baby Application and
corrected responses - for example, #5=NO. (sea &80, page 46).

When you have completed the information, click &ave Information” and the page will
disappear. You will not be able to access thie@again. However, you will need the
information/corrections you entered in the text Béx(Additional Notes) on the “Application
Resolution” page for your records should you orryamworkers need to access the application
at a later date. Therefore, prior to clicking &aVe Information” at the bottom of the
“Application Resolution” page, highlight the infoation you entered in the “Additional Notes”
text box in number six and copy the informationpod return to the “Manage Application”
page, simply paste the copied information into“thed Notes” section on that page and click on
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“Add Notes” to save it. You will want to type ihé eligibility dates into the notes as well. (See
“Add Notes,” page 51)

“Approved”, applications are automatically trangmemit to Medicaid. As a result, electronically
approved applications do not have to be faxed aaitbthto Medicaid. Mailing or faxing a copy
of an electronically approveapplication will only create confusion and morerkvtor

Medicaid. Once electronically received by Medicdids “imported” into their computer system
and the applicant’s Baby Your Baby eligibility iffioially recognized by Medicaid. Once this
has been accomplished, under “Current Status” efiNtanage Application” page, the following
message appears in red, “This application has inegorted”. Another text box in gray appears
stating, “WARNING! This application has been imjgal. The status SHOULD NOT be
changed unless absolutely necessary.” (see Fidungage 47).

Figure 31 Manage Application — Final resolutiotegiss

Returning Denied Applications to Medicaid -

As of January 1, 2012, you will need to mail or {are or the other but not both) the denied
applications to Medicaid at the address or fax nemalb the top of the application. You must do
this within five working days of determining thepigant’s ineligibility. If an application has
been pending for thirty days — that is, the applicubmitted her application online but has not
scheduled an appointment to complete the applicgtiocess or has failed to provide
information required on the application within tigidays - you must deny the application. To
do this, on the “Manage Application” page change“thpplication Status” from pending,
reviewed or assigned to “Denied-applicant failedoltow through”. At that point you can
archive the application to remove it from your mxl(see page 52 for instructions on archiving
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applications). The application can be retrievedrfrarchives at any time should the woman wish
to continue the application process at a later .tifdete - if you are using an archived
application, review the information with the appint. You need to assure there have been no
changes in the information especially if the apian is being reviewed in a month different
from the one in which the application was origigaubmitted - remember, the income must be
based on the “amount [the applicant] expects teivechismonth for all household

members...”

After denying the application, print out two orelrcopies of the application, one for your
records and another for the applicant and, if m@itienied applications to Medicaid, a copy for
them. Indicate on back of the application undéytiu were denied Baby Your Baby” the
number of the reason for denial. In the case ahemdenied for not completing the application
process, you will need to write “Denied-applicaatdd to follow through” in the line at #10,
“Other”. On the front of the application at lett®,” enter #10. Be sure the woman leaves the
office with a copy of her application indicatingetheason for denial. This is required by federal
regulation.

Help! Ijust entered the wrong resolution status!!

Once an application is changed to one of the sémahdenial resolution categories or to
approved, neither the intake worker nor office nggmacan change the status again. If one of
these categories is selected in error, the onlytewajange the application’s status to another
category is to contact one of the two program marsafpr the Baby Your Baby area of Utah
Clicks. These individuals and their contact infation are below:

Amanda Yoshida

Medicaid Health Program Specialist

Utah Department of Health/ Medicaid and HealthaRiring
Phone: 801-538-6869

Fax: 801-538-6952

E-mail: ayoshida@utah.gov

Marie Nagata, Baby Your Baby Hotline Coordinator
Utah Department of Health

Phone: 1-800-826-9662

E-mail: mnagata@utah.gov

It is suggested that you contact Debby first.hi & unavailable, contact Marie Nagata. Both
contacts have voice mail. Please do not e-maiiGys’ social security numbers as e-mails are
not a secure form of information transmission.case of an erroneous status change on when
neither of the above individuals is availablesisuggested that you e-mail or leave a voice malil
message for one of them so the issue can be déalpremptly on the next business day.

When calling a program manager to request a chahggse specify the applicant’'s name and
desired corrected status. If the change is tm@ateeason, please specify which of the denial
reasons is the correct status. If you erronecaghyove an application you will also need to
contact Medicaid’s Cindy Page at 801-538-6489 alIgWykoff at 801-538-9204. These two
individuals enter Baby Your Baby applications itite Medicaid computer system and will need
to promptly delete the erroneous application froeirtsystem.

Completing the Pink Card -
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Once an application has been approved and thecapiph resolution status page completed, you
will need to complete a Baby Your Baby IdentificatiCard (“Pink Card”) for the applicant.
Blank Pink Cards are a pale pink 8 ¥2” X 11" shdetaper printed on one side only. Pink Cards
are obtained from the Baby Your Baby Hotline atOD-826-9662.

On the “Manage Application-Final Resolution” screstrot (see Figure #31, page 47) to the right
of the red Baby Your Baby PDF icon is another r&dFicon labeled “Pink Card”. Clicking on
“Pink Card” will open another window containing tBaby Your Baby / Pink Card in the same
format as the hard copy of the form (see Figure&fe 50). Information entered by the
applicant or you, acting on behalf of the applicéwats already populated the appropriate spaces
on the Pink Card. The Utah Clicks system will asomatically enter your Baby Your Baby
Office, its address and telephone number. Howesggne information is not present: eligibility
dates, the applicant’s signature, your signatuceaarything the applicant failed to note in her
application. Also, any mistakes entered by thdiegmt or by you will be present on this form.
Since it is a PDF, it is basically a read only doeamt. However, to facilitate making

corrections, adding missing information and to etite eligibility dates (from — Thru), it is
possible to type and make changes on this formsuBe if the applicant failed to enter her social
security number of if you had to enter a Baby YBaby Program Identification Number that it

is present on the form.

When the document is closed all changes madeniili ibe deleted. Therefore, to print the Pink
Card/Baby Your Baby Identification Card for the Apgnt you will need to add the eligibility
dates and any other missing information and makecarrections on the form. Once that is
accomplished, but prior to closing the documerag¢ela blank Baby Your Baby Card in your
printer. You will need to experiment to see whiedly to place the blank in your printer (face
down, head first; face up head first, etc.). Pitwetcard. After checking to make sure the card is
correct and readable, click on “Close This Winddw/feturn to the “Manage Application” page.
The additions/corrections you made to the PDF véldeleted. Be sure that both you and the
applicant sign the card. If desired, make a cdghe Pink Card for your records and give the
original to the applicant.

Since the changes to the Pink Card will not be dalve sure any changes you made appear in
the “Notes” section on the “Manage Application” pagMost, if not all, changes to the
application and the eligibility dates should alrehdve been added to the notes at the time the
approved resolution status was selected (see [ge 4
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Figure #32 Pink Card
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Add notes —

The “Add Notes” section is located immediately vekbe “Application Status” section on the
“Manage Application” page (see Figure #33 Add nated Archive/Unarchive, page 51). “Add
Notes” may be utilized to share information withet BYB workers, to enter eligibility dates,
missing or incorrect information on the PDF of #pplication that you copied and pasted from
the “Application Resolution” page, and to contacsbare information with the applicant.

Figure #33 Add Notes and Archive/Unarchive

To share information with the applicant, it is essary to unclick the “Hide this note from the
applicant” box. Be aware that when you unclickdglithis note from the applicant” that not
only will the note you are addressing specificadithe applicant be open to her review, but all
of the other notes and information under “ApplioatHistory” will also be open to the
applicant’s view. However, you may find it helptoladd a note to the applicant in cases where
she has failed to call for an appointment. Thissage, along with the entire “Application
History” section, will then appear on the applicamiccount page for her viewing. Attempting
to contact the applicant is not required. Whenishanformation with other workers or with
Medicaid, there is no need to share the informatiih the applicant and you simply can leave
the “Hide this note from the applicant box” checke&dl notes, whether they or for the applicant
or not, should always be of a professional natsre@uld be the case with any chart notes.
Remember upon completing the note to click on threlabeled “Add This Note.” Unless it is
clicked, your note will not be saved. When savbd,text of your note will then appear in the
“Application History” section further down the page
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Application History —

Also on the “Manage Applications” page is the satentitled “Application History” (see

Figure #34, 52). This area allows you to view antes you have added and can serve as a
check to make sure notes have been saved. Ipaisaes a complete history of the dates and
times of an application’s submission, assignmeetying, reassignment, status changes and the
person(s) responsible for the activity. When rngogi an application from another Baby Your
Baby worker or from another site, it is wise toiesv the “Application History” section. The
sample below contains many changes of status dusetas a teaching tool. Generally, your
applications will have much shorter applicatiortdng notes.

Figure #34 Application History

Archiving/Unarchiving Applications —

Once the applicant’s status has been changed tofahg final resolution denial categories or to
a non-resolving denial category or has been “Appddythe application may be archived (see
Figure #33 Add Notes and Archive/Unarchive, page 3Remember, applications left in
“Received”, “Reviewed”, “Assigned”, or “Pending” ©aot be archived and will remain in your
inbox. It is recommended that you archive an aagilbn once you have denied or approved it or
it has been “orphaned” for a significant amountime. Applications must be denied after 30
days if the applicant fails to complete the appi@aprocess. Maintaining a long list of
unarchived applications in your inbox can becomalmersome. When the status of an
application permits archiving, a blue box statifithis application can be archived” will be
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present. Simply click on the “Archive Applicatiobar below the box and the application will
disappear from your inbox but be retained in thehUElicks database. If at a later time you
need to find an archived application, in the lefedar, click on “Search” (see “Searching for
Applications” on page 56.)

To unarchive an application, after locating theliagion through an archive search, in the box
at the bottom of the page, click on the client'meaSee Figure #35 Results of Archive Search,
page 53). This will take you to the “Manage Apation” page where you can work with the
application without even unarchiving the applicatidHowever, it is recommended that the
application be unarchived and assigned to a watiectivity with the application can be
tracked by the computer. This is especially imguatrin offices where there are several Baby
Your Baby workers working with the same applicasion

Figure #35 Results of Archive Search
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To unarchive an application, scroll down to the ¢lAive/Unarchive” area and click on
“Unarchive” (see Figure #36 Unarchiving Applicatiompage 54). You may then assign and
manage the application as previously noted.

Figure #36 Unarchiving Applications

Reassigning applications for Office Managers -

From time to time a woman may submit her applicatmthe wrong office. She may simply
have clicked the wrong button; did not know wheee ¢losest office was or there may not have
been an office available online that was near lites also possible that the applicant anticipated
moving to the area covered by the office to whisl submitted her application. In any case, it
IS wise to attempt to contact the applicant — wieby phone or through a note on her account
page - to see if reassigning the application tsenbest interest. However, this contact is not
required. Please closely observe the applicantifidentiality when attempting to contact her.
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If it is determined that the application does neele reassigned, in your box, click on the
applicant’'s name. This will take you to the “Mapafypplications” page. Scroll down to the
bottom the page to the heading “Reassign ApplioaioAnother Office” (see Figure #37a
Reassign Application to Another Office, page 55).

Figure #37a Reassign Application to Another Office
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Another page will appear with a listing of all aadile Baby Your Baby Offices throughout the
state. They are listed in alphabetical order by fallowed by the specific agency; for example -
Cedar City, Southwest Utah Public Health Departméiick on the button in front of the office
to which you want the application sent and, atiibtom of that section, click on “Reassign This
Application to the Selected Office” (see Figure 3age 56). The application will disappear
from your inbox and reappear under the “Unassighgalications” section of the office to

which you reassigned it.

Figure 37b Reassign Application to Another Office

F. SEARCHING FOR APPLICATIONS

All levels of access to the database may searchdibr unarchived (those applications still in the
unassigned area or in someone’s inbox) and arclapptications. To begin a search, click on
“Search” in the left side bar of your inbox or dret‘Manage Application” page. On the next
“System Search” page you will need to specify whethe search is to focus on unarchived
applications (“Applicant Search”) or archived apptions (“Archive Search”).

Searching the Archives

When the “System Search” page opens, under “Sdaieé” click on “Archive Search” (see
Figure #38 System Search — Archive Search, page 7 system will permit you to search all
archived applications in the Utah Clicks databasgeu will not need to complete all the
information on the search page. You can seardh pattial information if needed. For
example, if you are searching for an archived appli's file with the last name of “Johnson”,
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you can enter “John” and Utah Clicks will searchdt last names containing the word “John”.
There is also an option of searching by social sgcoumber or for a range of dates although
Baby Your Baby Offices rarely utilize that featurafter entering the appropriate information,
click on “Perform Search” at the bottom of the page

Figure #38 System Search - Archive Search

Under “Archive Search Results” the information viaé displayed in same format as an
application listed under “Unassigned Applications’in your inbox. By clicking on the
applicant’'s name, you will be taken to the “Mandgmplication” page and can continue per
previous instructions in this section (See FiguBResults of Archive Search, page 53). If you
are unable to find the application under “Archivea&h”, perform a search of the active
applications. See instructions for “Applicant S#éron page 58.
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Applicant Search

To search for an application that is still in a iets in box or is unassigned, click on “Search”
in the left side bar. When the “System Search’epagens, under “Search Type”, click on
“Applicant Search”. If an application is found wrdApplicant Search”, it will be displayed
under “Applicant Search Results.” It will provitige type of application (always Baby Your
Baby), the electronic submission date and namkeobffice to which it was submitted (see
Figure #39 Applicant Search, page 58).

Figure #39 Applicant Search

By clicking on the purple “View Applications” abovke gray box, you will be taken to a page
labeled “Applications for (applicant’s namie)On that page it is possible to either clicktbe
applicant’'s name and be taken to the “Manage Appba” page or click on the PDF icon and
open the actual application. To view the applicsaobntact information, click on “Show
Address Information” in purple to the left of theag box.

G. SPANISH APPLICATIONS

Applications can be completed in English or SpaniShe appropriate language can be selected
on the home page of Utah Clicks in the tan boxhenright hand side of the page by clicking on
either “English” or “Spanish” (see Figure 23, p&§9. When you are managing the application,
the language in which the application was submitietbted after the applicant’s name in the
“Unassigned Applications (non-archived)” sectioeg$-igure #25, page 38) or after the
applicant’'s name in your own inbox. If you are Sganish-speaking, it is suggested that you
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print out the application and place it beside tapgy version of an English Baby Your Baby
application. The question numbers are the santheknglish and Spanish applications. You
should be able to simply compare the two versidrieeapplication to recognize the responses
and to add the information for questions #9 througtter “G” on the paper BYB application.

H. REPORTS

On the home page of Utah Clicks or on your inbage in the left side bar is a heading labeled
“Reports”. Clicking on this heading will take ytmi a page entitled “Baby Your Baby Reports”.
You may also click on “More Statistics” under tHstatistical Overview” section on your
management page (in the same area as “Unassigr@idajons”). The following reports will

be available to you depending on your level of asde the database (see Figure #40, page 59):

Applications to Caseworker Distribution
Application Submissions by Year
Application Submissions by Month
Application Submissions by Day of the week
Application Submission by Date Range

Figure #40 Statistical Reports for (your distrigéacy’s name)
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Highlight the desired report, click on “View Thisport” and specify the year range you wish to
have displayed (see Figure #41 Baby Your Baby Repdkvailable Reports, page 60).

Figure #41 Baby Your Baby Reports — Available Répor

Then click on the “Generate Graph” button (see g2, page 61).
Figure #42 Sample Baby Your Baby Report
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IV. IMPLEMENTING UTAH CLICKS

Now that you have a good idea of how the systenksydrow can you “put it together” and
make it work for you and your clients?

To start with, you will need to consider how usldigh Clicks will impact your work flow. If a
woman calls inquiring about BYB or simply stateg shpregnant and can’t afford prenatal care,
who is going to tell her about Utah Clicks — YouBuY receptionist? Someone else in your
office? That individual will need to be somewhatniliar with the system and know its Internet
address (URL) and how your site is listed in thiensission area. Are you going to have the
woman make an online application and submit itdoryoffice? Will you review it ahead of

time and call her to schedule an appointment gralobwant your receptionist to schedule that
appointment when the woman makes her initial c@lftce the application has been submitted,
do you want to review the woman'’s application wigr and obtain her history by phone
interview? Does the woman have to come in af ahé has a copy of her proof of pregnancy
and can fax it to you? If a woman comes into yaftice for BYB and she has not already
submitted an online application to you, are youngdp enter her information into Utah Clicks
for her? Do you have space in your office wheeeviloman can utilize a computer with Internet
access and complete the application onsite andisitimyour office for immediate review? If

a woman hand-carries a completed application iotg ffice, will you work that application as
a standard paper application or re-enter the indtion into Utah Clicks? These are some of the
work flow issues you will want to address as yoplement Utah Clicks. Below are some
scenarios that may be helpful in designing yougpm.

Four Possible Scenarios
#1 An online application is submitted to your offi@ with no previous contact with the
applicant

A woman may hear about applying for BYB online thgh her own health care provider, on TV,
through print media, etc. After completing herinalapplication she may simply submit it to
your office and it appears in the unassigned agfin section in your online Utah Clicks inbox.
You can either call the woman to facilitate makargappointment to review her application or
you could write an online note to her reminding teecall for an appointment. However, you
are not required to do either of the above astiiesvoman’s responsibility to call you.
Remember that after submitting her applicationvibenan was reminded on the “Next Steps”
page to call the office to which she submitteddpgplication to make an appointment to finish
the process. If the woman calls, you can them¥olour office protocol to complete the
application process (see #2 below). If the wonaals to call after thirty days, on the “Manage
Application” page change the application statu®enied — Applicant failed to follow

through,” forward the denied application to Meditand archive her application (see page 47
for more information on return of denied applicasdo Medicaid). Remember you can always
unarchive it later should the applicant call.

#2 A woman calls for an appointment, completes arpalication online and submits it to
your office

You have found a woman’s application in your inlamd know that she has an appointment.
You can review her application, print out a copg ahange the application status to “Reviewed
on the “Manage Application” page or you can walitilLthe applicant arrives for her
appointment to review it while she is presentyafl are doing follow-ups in person - or review
it with her by phone if you are providing that aptito applicants. Remember to review all
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online applications closely as women often do mobpread their applications prior to
submission and there may be mistakes, typos anglngigiformation in them. Be sure to note
all corrections in the text box labeled “Additioridtes” on the “Application Resolution” page
(see Figure #30 Application Resolution, page 4§bii approve the application. Regardless of
whether or not you approve the application be allrehanges or additions to the application are
entered into the “Add Notes” section on the “Managlication” page. You will not need to
mail or fax a copy of approved applications to Madil when you approve applications online.
Remember that all denied applications will neetlécither faxed or mailed to the Medicaid at
the address or fax number at the top of the Balyr Baby Application (see “Returning Denied
Applications to Medicaid, page 47). Whether thenan’s application for Baby Your Baby is
approved or denied, she should leave your offith wicopy of her online Baby Your Baby
application; her proof of pregnancy; a referralNMeC if she is not already enrolled in that
program; the address of her Department of Workf@ffeee, the URL for the site where she can
apply online for Medicaidhitps://utahhelps.utah.goand a reminder to complete her Medicaid
application as quickly as possible. You shouldehawnard copy of the application and a copy of
the proof of pregnancy. You may also wish to mak®epy of the completed Baby Your Baby
Identification Card (Pink Card) but it is not rempd that you do so. Once all notes have been
entered, archive the woman'’s application.

Some sites print out applications submitted ondind work them as paper applications. If this is
done, remember that you will need to fax or maibpy of the application whether approved or
denied to Medicaid. Also, remind the woman to mlaag&eMedicaid application as quickly as
possible.

#3 A woman arrives in your office (or calls for gphone appointment) for her BYB
appointment without submitting an online application

You could simply do a standard paper applicatioir

Instead of doing the application by hand, open @htks to the home page and click on “Get
Started!” — you don’t need to login for this. Rehd questions to the applicant and enter them in
the appropriate areas. You will need to issuentbian a user name and password. Be sure to
share that information with her so she can retormer account page later. On the applicant’s
“Account Home Page”, print out two copies of heplagation — one for her and one for your
records. Submit her application to your site. nSf. Return to the home page and enter your
user name and password to sign in. Find the adfit under the unassigned application
section. Assign it to yourself. Go to the “Manageplication” page and proceed as instructed
under Section E, “Managing an Application for Offiflanagers and Intake Workers”. Again, if
you approve the application, you will not needdr br mail a copy of the application to
Medicaid as it will be imported into the Utah Clicknbox of the Medicaid worker automatically.
You will, however, need to mail or fax the applioatto Medicaid if the woman is denied BYB.
By entering the woman’s information online versogd a paper application, you also make her
aware of other programs for which she or other lamembers may be eligible. You can utilize
the “Applicant Account Information Form” to providleat information to her (see Appendix B,
page 65 for English and page 67 for the Spanissiargy. Finish the process as noted above in
Scenario #2.

62



#4 A woman hand-carries in an application she contgted online but printed out rather
than submit it electronically

You could work the application as a standard papetication. However, if you do a paper
application, remember that you will need to faxowil a copy of that application to Medicaid.
You could also obtain the woman’s user name ansivpasl, with her permission, and submit
her application to your site and proceed as ingdiander Section E, “Managing an Application
for Office Managers and Intake Workers” (see pafje &4 ou could also re-enter her information
into Utah Clicks as in Scenario 3, however, thainee consuming.

V. REMINDERS

ALWAYS REMEMBER TO LOG OFF WHEN YOU ARE NOT AT YOUR COMPUTER
TO PREVENT UNAUTHORIZED ACCESS TO THE DATABASE!

Remember to review all online applications clogelymistakes; typos and missing information
and list corrections in the “Additional Notes” tebax on the Medicaid “Application Resolution”
page if you approve the application. Be sure fwydbe additions/corrections noted in that text
book to your “Add Notes” section.

Remember to submit denied BYB Applications to Madiowithin five working days of the
denial via mail or fax to the address or fax nundiethe top of the front page of the Baby Your
Baby Application.

If you have questions on how to implement Utah K3ior need training in its utilization, call the
Medicaid Health Specialist at the Utah Departménienlth (see Appendix A, page 64).
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VI. APPENDICES
A. CONTACTS
Medicaid Contact Information

BYB REPRESENTATIVES’ QUESTIONS REGARDING WRONG SSNs, NAMES,
ELIGIBILITY DATES, etc.:
Contact —

Cindy Page

E-mail: cindypage@utah.gov

Phone: 801-538-6489

or

Shelly Wykoff
E-mail: swykoff@utah.gov
Phone: 801-538-9204

CLIENT QUESTIONS REGARDING PROBLEMS WITH MEDICAID PAYMENT /
BILLING:

Constituent services — Randa Pickle — 801-538-6417

Note: For problems with clients’ actual Medicaid apptions, call the Department of
Workforce Services’ Office of Constituent Affaiist, 801-526-4390. The option for filing a
complaint is at the end of the other options folloyy'To repeat this information...”.

PROVIDER PAYMENT ISSUES / QUESTIONS (Including questions fom private
providers, local health departments and community kalth centers):

Medicaid Operations (Information Line) — 1-800-68@51 or 801-538-6155
HEALTH PLAN (HMO) QUESTIONS:

Health Program Representatives (HPR) —
For Wasatch Front representatives call - 801-52852%r 1-866-608-9422 and select
option #2
Rural areas - check with the local health depantse

MEDICAID HEALTH SPECIALIST FOR BABY YOUR BABY ELIGI  BILITY AND
POLICY QUESTIONS:

Amanda Yoshida — 801-538-6848 or E-mail: ayoshide@.gov

Note: Amanda Yoshida works in the area of Medicaid@olor Presumptive Eligibility for
Prenatal Medicaid/Baby Your Baby. As of July 208If Medicaid eligibility is determined by
the Department of Workforce Services (DWS). Fasiions regarding a specific client’s
eligibility or denial for Medicaid or for informain regarding the status of a client's Medicaid
Application, call 1-866-435-7414 or 801-526-0990there are issues with a client's Medicaid
Application or eligibility which cannot be resolveth the DWS caseworker or supervisor at the
office where the client made her Medicaid applmaticontact the DWS’ Office of Constituent
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Affairs, at 1-800-331-4341 or 801-526-4390 (thenppts to file a Medicaid complaint follow
the long recorded message after “If you need to themmessage again...”).

BABY YOUR BABY PROCEDURAL QUESTIONS:

Marie Nagata, Baby Your Baby Hotline Supervisor
1-800-826-9662

Marie can assist in answering questions on cormgeédaby Your Baby Applications either on
paper or via the online application system, UtalekSl She can also assist you if you have
accidentally clicked on the incorrect final res@utstatus for an application on Utah Clicks.

Updated: 03/12-DAC

B. REPORTING FRAUD, WASTE AND ABUSE IN THE BABY YO UR BABY
PROGRAM

When the Baby Your Baby Program is defrauded osedbit casts a negative light on the entire
program, those individuals who work with the progrand the women the program was
designed to serve. Expenditure of funds for womibao should not be eligible for the program
may limit the amount of funds available for womehnonare truly eligible. Failure of the
applicant to honestly answer the questions on HigyB/our Baby Application could open her to
the possibility of prosecution and providers mataging the program in an unlawful manner
could also face prosecution.

What are Fraud, Waste and Abuse?

According to Medicaid Program Integrity, fraud meatian intentional deception or
misrepresentation made by a person for personalaydb receive unauthorized benefit to
[herself] or some other person.” It is considdiradd if a Baby Your Baby applicant
intentionally gives false information on her apption. For example, using a social security
number that is not hers, falsely indicating tha sha U.S. citizen or lawfully in this country
when she is not or misrepresenting her househotuhie to obtain eligibility for Baby Your
Baby.

Medicaid Program Integrity defines waste as “to, egs@asume, spend, or expend thoughtlessly or
carelessly such as administrative inefficiency,agassary treatment, or medical error. If you
note instances of waste, feel free to report it.

Abuse is defined as ...”provider practices that asemnsistent with sound fiscal, business, or
medical practices, and result in an unnecessatytedlse Medicaid program, or in
reimbursement for services that are not medicalyessary or that fail to meet professionally
recognized standards for health care. It alsaded recipient practices that result in
unnecessary cost to the Medicaid program.” Abnghe Baby Your Baby Program would
include providers billing for services such as Ratal Care Coordination or Pre/postnatal Home
Visiting that were not actually rendered or encgurg/coaching applicants to respond to
guestions on the application in a less than hanesiner to obtain eligibility and services
through the program to which the woman is not katit
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How to Report Fraud, Waste and Abuse

If you believe that a Baby Your Baby recipient ooyider has participated in any of the
examples noted above or other questionable pracitease report it to the Payment Error
Prevention Unit of the Department of Workforce $e#s. Their contact information is:

Department of Workforce Services
Payment Error Prevention Unit
DWS Information Fraud Hotline
Phone: 1-800-955-2210

E-mail: wsinv@utah.gov

What You Need to Know When Reporting Fraud, Wastélse
It is helpful if you can provide the following infamation when reporting fraud, waste or abuse of
the Baby Your Baby Program:

The Baby Your Baby recipient’s name

Date of birth

Address

Phone number

Social Security Number or Baby Your Baby Prograentification Number
Employment information

Other details about what you suspect may be hapgéhat appears to be wrong

You may remain anonymous when reporting suspecteagdud.

You may be requested to provide your name so ligainvestigator can contact you if there are
guestions regarding your referral. However, yoly meguest that your name is not used in
conjunction with the case.

You can find more information on reporting fraudaste and abuse at:
http://health.utah.gov/mpi/recipient.html

Revised 3-12/dac
C. OTHER USEFUL, BUT NOT REQUIRED, BABY YOUR BABY FORMS
The following form, in English and Spanish, canused to provide the applicant with
information gathered during her Baby Your Baby ketéghat she will need at a later time

including her user name and password to enabl®lreturn to her application on Utah Clicks.
It is an optional form.
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YOUR UTAH CLICKS ACCOUNT, ENGLISH

APPLICANT’'S NAME

During your telephone appointment today, your B&byr Baby application was filled out.
However while completing your application for Babgur Baby, the computer showed that you
might also want to apply for the following prograniecked below. These programs may also
be of help to you or other members of your family.

Baby Watch

Children with Special Health Care Needs
Head Start

Early Head Start

You can make application for the above programdiggonline at any computer that can
connect with the Internet — even computers in ribsdries. If you are not able to complete the
application checked above by computer, you cantisalhumbers listed below to talk to
someone about how to fill out an application.

Medicaid - You can no longer apply for Medicaid Wd&ah Clicks. However, you can
apply online at:https://utahhelps.utah.goWFor more information go to:

In the Salt Lake area, call 801-538- 6155.

Outside of Salt Lake area, call 1-800-662-9651

Baby Watch 1-800-961-4226
Children with Special Health Care Needs  1-800-82968
Head Start 801-584-8267
Early Head Start 801-584-8267

If you wish to complete the additional applicatidryscomputer, follow the steps below:

Open the Internet

Enter the following Internet address (URIMww.utahclicks.org

On the home page for Utah Clicks, enter the userenand password written below in the spaces
provided and click on “GO”. Remember that bothryoser name and password are case
sensitive.

On the Utah Clicks home page enter the followingr uame:

In the boxed marked “ Password” type in:

You will be taken to youtAccount Home Page”. If you want to change your password on
your Account Home page in the tan bar at the tapp@fscreen, click ofEdit Account” . On

the “Edit Your Account” page under “Account Sigri,lenter the new password and, if desired,
new user name in the spaces provided. Be sumltovfthe directions under each box regarding
the required number and type of characters neamegtir user name and password. At the
bottom right-hand side of the page, click on “Bdit Account”. Only YOU will know the new
password, so be sure to remember it!

On your“Account Home Page”in the tan bar to the left of the page, click éwdilable
Applications”. On the next page click on any of frogram names that you wish to apply for.
A page will open that briefly describes the progralinyou wish to apply for that program, click
on “Apply for (Name of Program)” in purple at thettbom of the page. You may be asked a few
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additional questions. Some of them you may haneadly answered. Answer the questions, if
needed, or if they are already completed simpbkabin“ Continuég .

You will be taken td'Select Services’page. This page lists all the possible prograouscan
apply for on Utah Clicks. Click off the green cheunark in front of those you do not wish to
apply for. Be sure to click the green check mdflobthe box in front of Baby Your Baby since
you do not need to resubmit your Baby Your Baby aplication. Once you have a check mark
in all of the boxes of the applications you wanapply for, click ort Save and Contintiebar at
the bottom of the page. You will be asked the taltial questions needed to complete the other
applications checked on this page. Informatiomfreur Baby Your Baby Application that is
the same on the other applications (for examplar yame, address, phone number, etc.) will
already be present in the new programs for whichare applying.

Revised 11-30-11
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C. YOUR UTAH CLICKS ACCOUNT, SPANISH
This form is identical to the English “Your Utahi€ds Account”.

SU CUENTA DE UTAH CLICKS, ESPANOL

NOMBRE DEL SOLICITANTE

Durante su cita telefonica del dia de hoy, su goticpara el programa Mime a su Bebe (Baby
Your Baby, por sus siglas en ingles) fue debidamesumpletada. Sin embargo mientras
estdbamos completando su solicitud para el proghdime a su Bebe (Baby Your Baby, por sus
siglas en ingles), la computadora nos mostré quedusmbién podria querer solicitar los
programas que se muestran a continuaciéon. Estgsgonas también pueden ser de ayuda para
usted o para otros miembros de su familia.

Programa de Cuidado del Bebe (Baby Watch por susgas en ingles)
Programa para Nifios con Necesidades de Cuidado dal&d Especiales
Programa Head Start (Head Star, por sus siglas emgles)

Programa temprano del Head Start (Early Head Start,por sus siglas en ingles)

Usted puede hacer una solicitud para los antergmagramas en linea conectandose a Internet a
través de cualquier computadora que tenga acckderaet—incluso las computadoras ubicadas
en la mayoria de las bibliotecas. Si usted no pwedepletar la solicitud para los programas
nombrados anteriormente a través de una computadsted puede llamar los niumeros que
aparecen a continuacion para que hable con algoEnca de como completar una solicitud.

Medicaid - Usted ya no puede solicitar el Medicdia Utah Clicks. Sin embargo, usted
puede solicitarlo en linea en la pagina de Internips://utahhelps.utah.gov. Para mas
informacion dirigirse a:

En el area de, llame al numero: 801-538 - 6155.

Fuera de de area de Salt Lake, llame al numer601682-9651

Para el Programa de Cuidado del Bebe (Baby Watchysosiglas en ingles) llame al
numero: 1-800-961-4226

Para el Programa de Nifios con Necesidades de @uida8alud Especiales llame al
numero: 1-800-829-8200

Para el Programa Head Start llame al numero: 8318267

Para el Programa temprano del Head Start llamaraéro: 801-584-8267

Si usted desea completar las solicitudes adicisnale computadora, siga los siguientes pasos:

Abra la pagina de Internet

Escriba la siguiente direccion de Internet (URL)vwutahclicks.org

En la pagina de bienvenida de Utah Clicks, colagjuembre del usuario y la clave escrita en
los espacios proporcionados y pulsa el boton atiketémgreso.” Recuerde que su nombre del
usuario y contrasefa son sensibles y deben séossbe manera correcta.

En la pagina de Internet de bienvenida de Utatk€kiscriba el siguiente nombre del usuario
(user name):

En el espacio de la clave (password) escriba:

Usted sera dirigido a laPagina Principal de su Cuentd Si usted quiere cambiar su clave en
su pagina principal de su cuenta en la barra a@oela en el tope de la pantalla, haga clic en
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“Editar Cuenta.” En la pagin&tlitar su Cuenta’ bajo la pagina “Ingreso a la Cuenta”, entre la
nueva clave vy, si lo desea, un nuevo nombre delrigsen los espacios provistos al tal efecto.
Asegurese de seguir las instrucciones en cadaaégmrespecto al nimero requerido y tipo de
caracteres requeridos para su nombre del usuasioglave. En el lado derecho inferior de la
pagina, apriete el boton “Editar Mi Cuenta.” {(S&ISTED sabra la nueva clave, asi que esté
seguro de recordarla!

En su ‘Pagina Principal de su Cuenté en la barra color canela en la parte izquierddade
pagina, haga clic en “Solicitudes Disponibles.” |Eproxima pagina haga clic en cualquiera de
los nombres del programa que usted desea solititaa. pagina se abrira que brevemente
describe el programa. Si usted desea solicitapesgrama, haga clic en “Solicitar el (Nombre
de Programa)” en purpura en la parte inferior dpdgina. A usted se le pueden hacer algunas
preguntas adicionales. Algunas de estas preguntedepque usted ya las haya contestado.
Conteste las preguntas, si es necesario, 0 sirdéagimtas ya se han completado simplemente
haga clic en “Continue.”

Usted sera dirigido a la pagina d8€leccione los Servicids Esta pagina contiene todos los
posibles programas que usted puede solicitar @drde Utah Clicks. Haga clic para desmarcar
en la lista verde en aquéllos programas que usiedesea solicitar. Asegurese de desmarcar el
programa Mime a su Bebe (Baby Your Baby, por sgiasien ingles) en esta lista verde ya que
usted no necesita solicitar el programa Mime a sudbe (Baby Your Baby, por sus siglas en
ingles) nuevamente Una vez que usted haya marcado en la pagina todosrogramas que
usted desea solicitar, haga clic en el boton “Gaigr@ontinte” de la barra en la parte inferior de
la pagina. A usted se le preguntaran las pregatiagonales que sean necesarias para completar
las otras solicitudes marcadas en esta paginanfoariacion del programa Mime a su Bebe
(Baby Your Baby, por sus siglas en ingles) quel esgma en las otras solicitudes (por ejemplo:
su nombre, direccién, nimero de teléfono, etcgréstpresentes en los nuevos programas para
los cuales usted esta haciendo la solicitud.

Revisado 11-30-11

70



