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Our Mission

Improving health care access and 
outcomes for the people we serve 

while demonstrating sound 
stewardship of financial resources
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Objectives
• Introduce CICP Providers to the new electronic 

application in Microsoft Excel

• Verbally highlight new functionality and usability

• Emphasize major functions through a step-by-step 
demonstration
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Overview
• General Layout/Technical stuff

• How can this help me?

• Where do technicians input data?

• Liquid asset spend-down

• Step-by-step tutorial
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General Layout
• 6 Principle Worksheets (best if completed in this 

order)
 Client Information
 Lawful Presence
 Worksheet 1 – Earned/Unearned Income
 Worksheet 2 – Net Self-Employment Income (if 

necessary)
 Worksheet 3 – Equity In Resources
 Worksheet 4 – Allowable Deductions
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General Layout cont.
• Secondary Worksheets (use if needed)
 Worksheet 5 – Health Insurance
 Vehicle Use Verification Form

• General description of each worksheet
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Technical Stuff
• The user will be able to modify yellow-filled cells 

ONLY

• Some questions on the “Client Information” tab 
require a selection from a drop-down menu.  
 There is one in Worksheet 4 – Allowable Deductions
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How can this help me?
• The primary purpose of this tool is to assist in the 

processing of CICP clients
 Improve accuracy of calculating CICP income and 

establishing the CICP Rate.

• Designed as a tool
 MUST use in conjunction with the manual to ensure 

accurate results
 NOT a substitute for reading the manual
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Client Information Tab
Today’s Date 
(IMPORTANT!)

Drop-down menus are 
indicated by small, 
downward-facing 
arrows. Click on the 
arrow to make a 
selection.

Use drop-down 
menus to 
determine 
Medicaid/CHP+ 
ineligibility and 
Residency 
Codes 
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Lawful Presence Form
• Required forms in the CICP Application process
• Date and applicant name will be automatically filled out for you.
• Print off along with the application
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Worksheet 1 – Earned/Unearned 
Income

Enter data into yellow 
cells

Use lines provided 
for any additional 
income sources

Transferred to Line 
1 of the “CICP 
Application” tab.

Transferred to Line 2 of 
the “CICP Application” 
tab.
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Worksheet 1 – Earned/Unearned 
Income cont.

• The availability of data will determine how income is 
calculated.

• If income is on a monthly-basis, enter the amount for the 
applicable family member.

• If another method is used (year-to-date or average pay), 
transpose the calculated amount to the applicable family 
member in the “Combined Monthly Income” tab.
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Total household income 
is automatically 

Transferred to the 
Employment Income line 

in Worksheet 1.



Worksheet 2 – Net Self-
Employment Income

Financial information for 
a self-employed 
individual should be 
entered here. ALL
revenues and expenses 
are entered on a monthly 
basis.

This amount is Transferred 
to Line 3 of the “CICP 
Application” tab.

If daycare services are 
provided from the 
applicant’s residence, 
enter the monthly number 
of children that services 
are provided for here.
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Worksheet 3 – Equity in Resources
Follow the instructions provided in the 
manual to determine a vehicle’s value.  
Enter make/model, value, and the 
amount owed (IF ANY) in the yellow 
cells.  These are Transferred to the 
“CICP Application” tab.  Vehicle equity is 
calculated as Line 5 on the “CICP 
Application.”
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Enter the value of 
all liquid asset 
accounts in the 
yellow-filled cells.  
The total value of 
all liquid resources 
is Transferred to 
Line 5 of the 
“CICP Application” 
tab.



Worksheet 4 – Allowable 
Deductions

The date the bill was incurred is 
important.  This will determine if 
it can be deducted from income.  
Note: Today’s Date on the “Client 
Information” tab must be filled 
out for this to work properly.

Enter the amount of the 
bill that is outstanding 
here.  (The total 
annualized amount 
that can be deducted 
from income cannot 
exceed this)

Enter the total 
monthly payment 
here.
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If the bill exceeds 
the 90 day 
timeframe, the 
amount that is 
being applied to 
income appears 
here.



Worksheet 4 – Allowable 
Deductions cont.

IMPORTANT

The total monthly 
payment will be 
annualized regardless 
of age (the annualized 
amount will not 
exceed the 
outstanding amount.)

Single payment 
medical expenses 
should be entered 
here. This amount is 
applied as a single, 
flat deduction to 
income if it was 
incurred within the 
last 12 months.

Grand total allowable 
deduction is 
Transferred to Line 10 
of the “CICP 
Application.”
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Questions or Concerns?
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Worksheet 5 – Health Insurance

If the applicant 
has health 
insurance, that 
information can 
be entered here. 
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Vehicle Use Verification Form
• Required forms in the CICP Application process
• Date and applicant name will be automatically filled out for you.
• Print off along with the application
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COMPLETED APPLICATION

CICP RATING
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CICP Sliding Fee Scale

CICP Income: 
$23,100
Rating: F
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Liquid Asset Spend Down
If the applicant is 
over-income, but has 
sufficient liquid 
resources to “spend-
down” to qualify them 
for the CICP, the 
application will 
automatically 
calculate the “spend-
down.”

If the “spend-down” can be 
used, Line 12 will be positive.  
Total liquid resources after the 
“spend-down” equals:

Line 5 (Liquid Resources) –
Line 12 (Liquid Asset Spend 
Down)
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Print-outsChoose 
print entire 
workbook.

Print pages 4 
through 14.  It is 
unnecessary to 
print the “Client 
Information” tab.
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Print-outs cont.
Navigate to the 
“Print Area” drop-
down menu under 
the “Page Layout” 
tab. Select “Set 
Print Area” to 
change what will 
be printed on the 
worksheet.  Repeat 
the process on the 
previous slide to 
print the entire 
workbook.
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To adjust the print 
area, drag and 
highlight desired 
print area.



Questions or Concerns?
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Contact Information

Glen McNair
Financing Analyst

Glen.Mcnair@state.co.us

Karen Talley
Program Administrator

Karen.Talley@state.co.us
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Thank You!
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