
 
Health Insurance Group 

HIG 

NEW! Internet Based Web Form  

To Report Third Party Insurance 

January 20, 2015 



Why is HIG moving to an internet 
based TPL reporting tool? 

• Paper forms are labor intensive for everyone.  

• In the past, forms were handwritten or typed 
and then attached to an email or faxed.  
• Note: For HIPAA security reasons, faxing will 

end March 31, 2015. 

• Not enough key information sent for HIG to 
verify the insurance.  

• Need a more effective process to track and 
process referrals. 

 

 
 



Value of the Web Form  

• Easy to access, easy to complete. 

• Uses drop down menus and radio buttons to answer 
many of the questions. 

• Some fields are mandatory so HIG receives information 
they must have to verify the TPL. 

• Submitter gets summary page of what they submitted 
and an email confirmation number for tracking. 

• HIG can easily locate the referral. 

• Will help HIG process more quickly.  

 

 

 



Where to find the web form 

We have an easy to remember URL – www.reporttpl.org 
You can also go to: http://www.oregon.gov/OHA/healthplan/pages/tpl.aspx 

http://www.reporttpl.org/
http://www.oregon.gov/OHA/healthplan/pages/tpl.aspx


You are in the web form! 
Click “Start” to enter the TPL 



Enter the TPL 

Drop down menu 
asks if you are a 
Medicaid applicant, 
CCO, Provider, 
DHS/OHA worker, 
Assistor or Other. 

Business name 
only appears 
when CCO or 
Provider are 
selected. 

Note: as you go through the form, fields that are mandatory will highlight in red if left 
blank. You will need to complete them before you can go to the next step.  



NOTE:  HIG will verify the date the TPL became effective from the insurance company so you 
will not be asked for an “Active” date.  If terminated, a calendar will appear or you can just 
type in the termination date manually.  
 
TIP: If the client is/was on two policies, enter an “Active” policy before adding a “Terminated” 
policy. 



The Insurance Policy Dashboard collects 
all of the policies a client is covered by. 

Click to 
add  
each  

policy.  



Drop down 
menu 
shows the 
top 10 
carriers in 
Oregon.  

Note:  If the insurance is not on the drop down list, choose “other” and a box will 
appear to enter the name of the insurance.   

Enter the insurance information 



TIP: SSN’s and date of birth do not show for security reasons. If you want 
to see them, click in the “Show Characters” box.  

Enter the insurance information - continuation 



Enter the insurance information - continuation 

Click to add 
people 
covered by 
policy and 
a pop up 
box will 
appear 

TIP: If there is more than one person on this policy, click “Add person” button to add 
each additional person. 
Note: If you are not sure about safety issues or other concerns to pursue TPL, mark no.  
An option for  “Unknown” will be added soon.  

 



Enter the Insurance information - Continuation 

TIP: If you have copies of the insurance cards, you can attach them.   



You are returned to the Dashboard after entering each policy  

Note: The policy you entered shows. You can make any corrections by clicking the pencil to 
the right of the policy button.  If you have another policy to enter for the same person click 
the add policy button again. Do not add additional policies for unrelated cases/people. 



TIP: The form was designed for clients, providers, CCO’s and workers. It’s ok if you don’t know the 
answer to the HIPP question.  Select “No” if you aren’t sure.  An option for “unknown” will be added 
soon.  If you select “Yes”, a new set of questions will open about the premiums they pay.  
Note: HIG only reimburses HIPP for physical health major medical policies. Please don’t request HIPP 
for dental or policy types that are not major medical.   



Review  the information you submitted to be sure it’s accurate. You can 
make changes by clicking the pencil in the blue box.  

If everything is correct, check the “By Submitting” box and then click 
“Submit”.  You will receive an email with a confirmation number that 
can be used to track your submission.  



Congratulations! You just submitted an electronic referral  

Click  “Print This Page” if you’d like a copy of what you submitted. 
When you click “Done” you will be returned to Oregon.gov 



The summary page shows your confirmation number and the other 
information you have entered.  
TIP: You can print the summary page or save it for your records. To save 
select the PDF option in the Print screen.   

Summary Page 



Best Practices 
• Federal regulations require that the state collect TPL information at 

initial application and at recertification.  DHS/OHA staff who become 
aware of TPL are asked to use the web form instead of paper forms or 
spreadsheets. (42 CFR § 433.138) 
 

• The confirmation email and summaries can be saved to the client 
record for tracking and program integrity purposes. 
 

• Narrate in TRACS or OR ACCESS if you instruct the client to complete 
the form online.  
 

• Watch for potential safety concerns due to domestic violence. If 
needed ask HIG to add “Good Cause” to the TPL record. 
 

• Be aware of clients who are employed and have TPL. They may be 
eligible for premium reimbursement through the HIPP (Health 
Insurance Premium Payment) program.  You can instruct clients to go 
to the web form to apply for HIPP.    



Who to call 
 

*To check on the status of TPL – contact HIG  
 
   Email: OHA/DHS staff: REFERRALS,TPR  (In Outlook) 
             All others: tpr.referrals@state.or.us  
   Phone: 503 378-6233 or 1-855-999-6273  
 
 
* Questions about the web form (functionality or issues) 
   Contact Carolyn Thiebes, Office of Payment Accuracy and Recovery 
   Email: carolyn.thiebes@state.or.us 
   Phone: 503 378-3507 

 

mailto:tpr.referrals@state.or.us
mailto:carolyn.thiebes@state.or.us

