
Scenario 1 – Income has gone up.  

Step 1: 

Review  the Summary of Information 

Click on the + to expand each 

category.  In this case we are showing 

Household Members and Income. 



Step 2: 

Select Job, Income, and/or expenses 

from a job.   

  

Be sure to select any and all changes 

that apply! 

  

Step 3: 

No income threshold will display.   

 

Indicate if you can estimate the yearly 

taxable amount, or not.   

 

Shown here, we can estimate. 



Step 4: 

Type in the Taxable Income for the 

years presented. 

  

Step 5: 

If the income you entered is still 

higher than the threshold amount, the 

next screen displayed will be the 

Reasons for Income Differences 

screen.    

 

Proceed.   

(Remaining steps not shown.) 





Scenario 2: Income has gone down. (Report My Changes)  

Step 1: 

After clicking Report My Changes, 

review the Summary of Information 

Click on the + to expand each 

category.  In this case we are showing 

Household Members and Income. 



Step 2: 

Select Job, Income, and/or expenses 

from a job.   

  

Be sure to select any and all changes 

that apply! 

  

Step 3: 

No income threshold will display.   

 

Indicate if you can estimate the yearly 

taxable amount, or not.   

 

Shown here, we can estimate. 



Step 4: 

Type in the Taxable Income for the 

years presented. 

  

Step 5: 

If the income you entered is still 

higher than the threshold amount, the 

next screen displayed will be the 

Reasons for Income Differences 

screen.    

 

Proceed.   

(Remaining steps not shown.) 

IN THIS EXAMPLE: 

The new income we entered is still over income for Health First 

Colorado, so the next screen will be Reasons for Income 

Differences.  

  

Next, we’ll show you a new income that is below the threshold for 

Health First Colorado/CHP+. 



Step 4: 

Type in the Taxable Income for the 

years presented. 

  



Step 5: 

If the income you entered is lower 

than the threshold amount, the next 

screen displayed will be the Review 

Your Job Income.    

 

In order to delete the old Expedited 

Income record, a new Job Record 

must be added! 



Step 7: 

The next screen displayed will be the 

Reasons for Income Differences 

screen.    

 

Proceed.   

(Remaining steps not shown.) 

Step 6: 

Next you have the opportunity to 

adjust the actual annual amounts. 

 



Scenario 3: Client has lost their job. (Report My Changes) 

Step 1: 

After clicking Report My Changes, 

review the Summary of Information 

Click on the + to expand each 

category.  In this case we are showing 

Household Members and Income. 



Step 2: 

Select Job, Income, and/or expenses 

from a job.   

  

Be sure to select any and all changes 

that apply! 

  

Step 3: 

No income threshold will display.   

 

Indicate that you would like to provide 

detailed information. A pop-up 

window will show you that you are 

about to go down the Standard Path. 



Step 4: 

Add the former job by selecting the 

person’s name, and clicking Add.  

  



Step 5: 

Enter the former job information, and 

indicate the Gross Pay based on the 

final paycheck received. 

  



Step 6: 

Review the job income record. 

 

Do not delete the job record.  

Step 7: 

Next you have the opportunity to 

adjust the actual annual amounts. 

 



Step 8: 

The next screen displayed will be the 

Reasons for Income Differences 

screen.    

 

Proceed.   

(Remaining steps not shown.) 

AFTER YOU SUBMIT THIS CHANGE,  you will need to submit another Change Report to “END” this job 

record.   

  

Repeat steps 1-3, then select “END.” 

Step 4: 

Click End, to show that this job has 

ended. 

  



Step 5: 

Provide details about the job loss. 

 

Proceed. 

(Remaining steps not shown.) 

 

Verify 

If there are no other sources of 

income, you should be able to verify 

the income is now at $0 on the final 

determination screen. 

 


