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Liability Clerk:

How to Check Daily the Entire
Client Population for Eligi
Status Changes




[image: image2.jpg]1. Log on to eMedicalAssistance

e Type in your username and password.
e Click OK.
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[image: image3.jpg]2. Open Send/Receive Medicaid Eligibility
Menu Option

e From the Main Menu select Send/Receive Medicaid
Eligibility
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[image: image4.jpg]3. Select Report

e From the File menu select Print
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[image: image5.jpg]4. Select Daily Change Reports — Change
Report (Medicaid Within month)

e From the drop down menu select Daily Change Reports
e Select Change Reports (Medicaid, within month)

B

oonomor om0 o)




[image: image6.jpg]5. Select Report Criteria

e Select a specific date range and print option.
e Set program option to all to show entire client population.
e Set location to particular center if different than current. Click OK.




[image: image7.jpg]6. Print or View Changed Medicaid Eligibility
Report

e Changed Medicaid Eligibility
Report is available for viewing
or printing.

e Liability clerk can then update

client's Medicaid records

according to changes
reported.
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Changed Medicaid Eligibility within the Month of March
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