
CCare Eligibility Database

For more detailed instructions see Exhibit C-1

https://public.health.oregon.gov/HealthyPeopleFamilies/ReproductiveSexualHealth/Resources/Documents/FP_Program_Manual/exhc1.pdf


Agenda

• What is the CCare Eligibility Database?

• Getting Access & Logging In

• Find a Client

• Add New Client

• Error Messages

• Eligibility Database Audits



What is the CCare Eligibility Database?

A web-based data system that contains eligibility information for 
every CCare client in the state.

Allows clients to go to any CCare provider in the state without 
having to re-submit eligibility information at each clinic.



Getting Access

Each user should have their 
own user ID and password.

Complete the form in Exhibit 
D-2 and click the Submit 
button. Ahlers will then 
contact you with your 
password. 

To get access to the 
Database, must get a user 
ID & password from Ahlers, 
the software company that 
runs the database.



Logging In

Go to https://fpep.ahlerssoftware.com:

Type in user ID & password, then click Login or press Enter.

https://fpep.ahlerssoftware.com/


Announcements

When you first log in, you’ll see CCare Eligibility Database 
Announcements: 

These are updated as needed and provide updates and/or 
reminders.



Find a Client

ALL reproductive health clients, even if they have never been to 
your clinic before, should be looked up in the CCare Eligibility 
Database.

Because the client may have 
already enrolled in CCare at 
another clinic, saving you 
from having to collect 
eligibility information.

Why?



Find a Client – How?

After logging into the Eligibility Database, hover the cursor over 
“Clients” in the top left corner.

When the drop-down menu appears, click “Search for Client”.



Find a Client – How?

Enter client’s information in one or more search fields and click 
Find a Client.

The database will show the first 100 
matches.



Find a Client – Tips

1. Search using different combinations of information.  For 
example:

- Last name + Date of birth

- Date of birth + SSN

- Last name + First name

- Just Last name

- Just SSN

2. Most fields allow partial information.  For example, you can 
search by entering just part of the last name and part of the first 
name.



Find a Client – No Results

If no results are found, this message will appear:

At this point, you may:

1. Search again by clicking on New Search, or

2. Add the client to the CCare Eligibility Database



Find a Client – Multiple Results

If multiple results are found, a screen like this will appear:

If this happens, there are two options:

1. Scroll the list and if you find the client, click the “Client Info” 
link on the far right of the client’s row, or

2. Search again.

Redacted for confidentiality



Find a Client – Success!

If the search is 
successful, all the 
fields on the Find a 
Client screen will be 
filled and you will 
see a message 
about client’s 
eligibility status. 

If the client’s record needs to be updated or reviewed in 
detail, click on the Client Info link near the top of the 
screen.



Current Clients – Current Status Box

The gray box at the top of the Client Information screen 
shows a client’s eligibility status and history.



Current Status Box

CCare number: unique CCare identifier 
assigned by database.

Record last updated on: shows 
which agency and clinic last 
updated the client’s record.

Eligibility dates: Client’s current eligibility 
start and end dates.

Client previously 
enrolled: shows what 
agency and clinic 
enrolled the client 
previously.

Eligibility history: opens 
a new window which 
shows where and when 
the client enrolled/re-
enrolled, if the record 
was modified, etc.

Shows eligibility status, error messages, 
and citizenship and/or income 
verification status.

Client most 
recently 
enrolled: 
shows what 
agency and 
clinic last 
enrolled the 
client.



Add a Client

If you cannot find the client in the database, you’ll need to add 
them.

To do so, hover the cursor over “Clients” in the top left corner. 
When the drop-down menu appears, click “Add a new Client.” 



Client Information Screen



Information from Enrollment Form

Complete this portion using the information from the 
client’s Enrollment Form.  See Exhibit C-1 for more 
information.

https://public.health.oregon.gov/HealthyPeopleFamilies/ReproductiveSexualHealth/Resources/Documents/FP_Program_Manual/exhc1.pdf


Visit Information

Reasonable Opportunity Period: This will allow clients who do not have proof of 
citizenship or immigration status immediately available to receive 45 days of CCare 
services while citizenship or immigration status is verified. 

Supply only Encounter: Click this button if the FIRST claim you are billing to CCare is 
for a supply-only visit AND EITHER 1) the client is new to CCare but has had at least 
one face-to-face reproductive health visit with a clinician at your agency in the last 
two years; OR 2) the client is new to the agency but was enrolled in CCare at 
another agency within the last year. 

Last Annual Exam:  Ahlers updates this field monthly. CCare will only pay for one 
annual exam every eleven months + 1 day, so use this field to help 
determine when to schedule the client’s next annual.



Citizenship/Immigration Status & Identity 
Documentation tabs

Where to record how the client’s citizenship and identity was 
verified, and where a copy of the documentation is kept. See 
Exhibit C-3 for a list of documents that prove citizenship, eligible 
immigration status and identity.

https://public.health.oregon.gov/HealthyPeopleFamilies/ReproductiveSexualHealth/Resources/Documents/FP_Program_Manual/exhc3.pdf


Citizenship/Immigration Status & Identity 
Documentation tabs

If the client’s status is already verified, you will see the below 
message:



U.S. Citizenship tab

When… check box and remember to…

Client provides proof
(See Exhibit C-3 for a list of 
documents that prove U.S. 
citizenship)

“Client provided proof of 
U.S. citizenship.”

Copy/scan the document into the 
client’s chart, and enter clinic 
number where copy/scan of 
document made.

Electronic verification is 
needed

“Electronic verification by 
the state is required.”

Check Reasonable Opportunity 
Period box in the Visit Information 
section.

Client’s citizenship is 
already verified 

N/A – nothing is needed

https://public.health.oregon.gov/HealthyPeopleFamilies/ReproductiveSexualHealth/Resources/Documents/FP_Program_Manual/exhc3.pdf


Eligible Immigration Status tab

When… check box and remember to…

Client provides proof
(See Exhibit C-3 for a list of 
documents that prove U.S. 
citizenship)

“Client provided proof 
of eligible immigration 
status.”

Copy/scan the document into 
the client’s chart, and enter 
clinic number where 
copy/scan of document made.

https://public.health.oregon.gov/HealthyPeopleFamilies/ReproductiveSexualHealth/Resources/Documents/FP_Program_Manual/exhc3.pdf


Eligible Immigration Status tab (cont.)

When… check box and remember to…

Electronic verification is 
needed

“Electronic verification by 
the state is required.”

Write in the applicable
immigration document 
information when the client 
provides it, and check the box in 
the CCare Eligibility Database to 
indicate that the client is using the 
Reasonable Opportunity Period

}



Eligible Immigration Status tab

When… check box and remember to…

Client’s immigration
status is already
verified 

N/A – nothing is 
needed



Proof of Identity tab

When… check box and remember to…

Client provides proof
(See Exhibit C-3 for a list of 
documents that prove identity)

“Client provided proof 
of identity.”

Make a copy of the document for their 
medical record

Client does not provide
proof

Leave blank Check the box in the CCare Eligibility 
Database to indicate that the client is 
using the Reasonable Opportunity 
Period.
If the client does not provide proof of 
identity until after the ROP has 
expired, they must complete a new 
enrollment form.

Client’s 
citizenship/immigration is 
already verified 

N/A – nothing is 
needed

https://public.health.oregon.gov/HealthyPeopleFamilies/ReproductiveSexualHealth/Resources/Documents/FP_Program_Manual/exhc3.pdf


Electronic Citizenship Verification

- If a match isn’t found, the boxes will remain unchecked and the client 
will need to prove citizenship another way

- Either way, identity documentation will still need to be collected.



Oregon Birth Record Request tab
Birth Record Request: if a client cannot provide proof of citizenship 
AND they were born in Oregon, you may request an electronic search 
for their Oregon birth record. Have the client fill out the Oregon Birth 
Information Form (Exhibit C-5) and enter it as shown below.

Note that 
completing this 
request does not 
constitute proof 
of citizenship, nor 
does it guarantee 
a match.

http://public.health.oregon.gov/HealthyPeopleFamilies/ReproductiveSexualHealth/Resources/Documents/FP_Program_Manual/exhc5.pdf


- Provide as much information as possible.
- Most important: client’s last name at birth, DOB (from above) 

and county of birth

- Spell everything 
correctly

- Do not 
abbreviate

Oregon Birth Record Request tab



Save Client Info (Bottom)

- When all information is entered and/or updated, click the Save 
Client Info button at the bottom of the screen.

- The database will the check the data and if everything passes 
(i.e., no blank fields), the record will be saved.

- At this point, the client will be assigned a CCare number and their 
eligibility dates will be updated.



Eligibility Criterion Error Message(s) if Criterion Not Met

Oregon residency Client must reside in Oregon

Income at or below 250% FPL Income is greater than 250% of poverty level

U.S. citizenship or eligible 
immigration status

 Coding U.S. Citizen as Yes and Eligible Immigrant as 
Yes is invalid

 Coding U.S. Citizen as No and Eligible Immigrant as 
No is invalid

Proof of U.S. citizenship/eligible 
immigration status

 Clients cannot be enrolled or re-enrolled without 
citizenship/immigration and identity documentation 
unless the ROP is used

Fertile (not sterilized for longer than 6 
months)

Sterilized individuals are not eligible for CCare

Age between 10 and 75
 Patient’s age is greater than 75
 Patient’s age is less than 10

Valid SSN

 Social Security number is a repetitive number
 Social Security number is missing
 Invalid Social Security number
 Social Security number already exists
 Valid SSN is required for clients age 20+
 If teen client cannot provide SSN, check the 

checkbox.

Error Messages



Eligibility Suspension Messages

CCare state staff perform SSN and income verification checks on a 
regular basis. 

If a client’s income is found to be over 250% FPL, or their SSN could 
not be verified, CCare state staff will suspend their eligibility & one 
or both of these error message(s) will appear in the database:

Clinic staff then have 45 days to try to verify the client’s SSN and/or 
income.



Eligibility Termination Messages

If clinic staff are unable to verify the client’s SSN or income, the 
client’s eligibility will be terminated and one or both of the following 
messages will appear in the database.  

Note: any claims submitted for dates of service after 
suspension or termination will be rejected.



Exit Eligibility Database

To exit, click “Exit System” at the top of the screen:



Eligibility Database Audits

There are three main items from the database that are checked 
during a CCare chart audit:

1. The signature date on the Enrollment form = Date Client Signed 
Enrollment in the database.

=

Remember: If the Enrollment form is entered into the database in  
batches, do not enter the enrollment date as the date you are 
entering the data.



Eligibility Database Audits

There are three main items from the database that are checked 
during a CCare chart audit:

2. Copies of citizenship or identity documentation provided by the 
client are in the client’s chart. Scanned copies may be kept in 
the EHR, in lieu of keeping a paper copy.



Eligibility Database Audits

There are three main items from the database that are checked 
during a CCare chart audit:

3. Dates of visits are within the client’s eligibility dates.



Resources

For more detailed instructions see:

Program Manual at 
healthoregon.org/rhmanual

Exhibit C-1, CCare Eligibility 
Database Instructions

https://public.health.oregon.gov/HealthyPeopleFamilies/ReproductiveSexualHealth/Resources/Pages/Program-Manual.aspx
https://public.health.oregon.gov/HealthyPeopleFamilies/ReproductiveSexualHealth/Resources/Documents/FP_Program_Manual/exhc1.pdf


Questions?

Alison Babich, Provider Liaison

alison.a.babich@state.or.us

971-673-0227 

mailto:alison.a.babich@state.or.us

