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Program Director/Department
Secretary:

How to Check the Eligibility
Status of Clients in a
Particular Program



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

e Type in your username and password.
e Click OK.

R udical Assistance %

Type your password

— |

£ coct



[image: image3.jpg]Special Note
- —————— |

e For program reports to generate please make sure that all clients
have admission dates to the center and to a particular program.

e This is done via the client data window (Program Log tab).




[image: image4.jpg]2. Open Send/Receive Medicaid Eligibility
Menu Option

e To generate the eligibility report select Send/Receive
Medicaid Eligibility from the main menu
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e From the File menu select Print
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[image: image6.jpg]4. Select Eligibility Report

e From the drop down menu select Eligibility
Report




[image: image7.jpg]5. Select Report Criteria

e Select a specific date range and print option.

e Set program option to the particular program you wish to check
status.

e Set location to particular center if different than current. Click
OK.




[image: image8.jpg]6. Print or View Eligibility Report

o Medicaid Eligibility Inquiry
Report is available for viewing
or printing.

e This report allows Program
Directors or Department
Secretary to view or print the
eligibility status of all clients in
a particular program.
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