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Sandy Dugan, Administrator, DHS – CW/SSP 
Operations 

 
Number: SS-IM-15-018 

Authorized signature  Issue date: 08/14/2015 
 

Topic: Other 
 

Subject: Updating Addresses on OHP/CM Medical Cases 
 

Applies to (check all that apply): 
 All DHS employees  County Mental Health Directors 
 Area Agencies on Aging  Health Services 
 Aging and People with Disabilities   Office of Developmental 

Disabilities Services(ODDS)  Self Sufficiency Programs 
 County DD Program Managers  ODDS Children’s Intensive  

In Home Services  ODDS Children’s  
Residential Services 

 

 Stabilization and Crisis Unit (SACU) 
 Child Welfare Programs  Other (please specify):       

 

Message: 
To support our shared DHS/OHA customers and the Governor’s priority in 
administering Medicaid to Oregonians in need, the decision was made to provide 
OHP/5503 PSET access to a designated point person in each SSP office to update 
addresses under specific circumstances on 5503 medical cases in CM.  
 
Effective immediately: If a customer contacts your local office to report an address 
change and meets the guidelines described below, refer the address change to the 
designated point person in your office. Connect with your Supervisor if you do not 
know who the designated point person is in your office. 
 
Guidelines:  
 
 Do not update the address if – 

 The new address is associated with a SAC case (C5 case); 

 The new address is associated with an APD branch; 

 The new address is an out of state address; 

 There is a household change due to the new address; 

 The case displays an error when trying to update; 
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 The case is closed or closing and the customer has a concern this is an 

error. Please have the customer contact the OHP Customer Service Center 

at 800-699-9075. 

 
*Use the MEDC form to report an address change to OHP/5503 if the case conflicts 
with the above guidelines. 

 
Designated point people should only update the address when it is a P2 medical case 

at 5503 with VP status and the case does not conflict with the above. Prior to updating 

the address, please do the following: 

 HZIP the address and copy the OUTPUT (not the input); 

 Paste the address and hit the Enter/Update key. Make sure the Apt # is not 

cut off (DHR only allows 25 characters). Correct accordingly by 

abbreviating long street names. See attachment for abbreviating common 

street names; 

 If the case has a compute future effective date. Please leave INCM code to 

COMPUTE. 

 
If the new address results in a CCO or FIPS change, the designated point person can 

do one of the following –  

1. Provide the customer with the available CCO options by looking up the 

information in MMIS.  

 If the customer has a CCO preference, the designated point person 

can email CES at CES.DMAP@dhsoha.state.or.us to request the 

CCO change. If the customer does not have a preference, no email is 

necessary – the customer will auto enroll into a CCO in their area.  

2. Advise the customer to contact the OHP Customer Service Center at 

800-699-9075 to discuss CCO options. 

 
This change is not required for every address change reported to a local SSP office, 
but should be considered as part of the support we provide to our shared DHS/OHA 
customers; especially those who are in need of immediate assistance.  
 
If you have any questions about this information, contact: 

Contact(s): Courtney Hill at courtney.m.hill@dhsoha.state.or.us. 
 

 

http://www.dhs.state.or.us/caf/documents/Medical-Change-Form-MEDC.doc
http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-im-15-018-attach.pdf
mailto:CES.DMAP@dhsoha.state.or.us
mailto:courtney.m.hill@dhsoha.state.or.us

