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ASPEN instructions: 

 

How to complete a Manual Administrative Renewal 

 

1. Use the Recertification/IR Report via left nav to locate all Newborn, TMA, Refugee and 
Family Planning COEs on the 1st day of the month. 
 

2. Attempt to verify the information necessary for completing a manual renewal utilizing 
information from an existing case that has been certified within the last 6 months or 
interface data.  
 

3. If successful, follow these steps:     
a.  For Newborn and Family Planning, the user should log the packet and continue the 
recertification process through ASPEN.  
b.  For TMA, from left nav run EDBC and certify the EDG; refile; complete data 
collection and certify (all actions must be completed in the same day). 
 

4. If not successful, follow these steps:   
a. If the user is not able to complete the renewal, they should leave the case alone 

(do not log a packet) until a valid application is received or the client makes 
contact with the office. 
 

5. Complete the ASPEN case notes to identify the outcome of the renewal to identify that 
the renewal was completed or that the renewal was attempted but not completed and why. 

 

Attachment:  IPP 14-04 Administrative Renewal for MAGI Categories of Medicaid Eligibility 
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