Weekly Member Address Change Report: Production Instructions 02/2026

1. Send member addresses information to MMIS using SFTP
· HMOs/MCOs should send changes in members residential and mailing address to MMIS system using a standard file exchange.
· Send address information to SFTP on a weekly basis starting with Friday, Feb 13, 2026.
· Only changes in members residential and mailing address need to be sent on a weekly basis.  If there are no changes, no need to send file for that week. 
· HMOs/MCOs should report member verified address changes made in their database for members who have been previously listed on the bi-weekly 834 enrollment report. Do not report new members who have not been listed previously on the 834 report.
· Filename: ADDRESSCHANGE_PAYEEID_MMDDYYYY
· File Format: ascii flat file 
· Time: Every week Friday (regardless of holidays) before midnight.
· All HMOs and MCOs should already have access to this SFTP location. The SFTP folders will contain both Incoming and Outgoing subfolders. 
· Send the file to the ‘Incoming’ folder.
· The ‘Outgoing’ folder will be used to push files back to HMOs/MCOs such as the error reports. 
· File layout with fields and error files is provided in separate excel document.
· SSN is required for matching logic. If NO SSN, send all zeroes.
· Because some agencies are both HMO and MCOs, the Provider ID (HMO/MCO assign ID) should match with the Address Type. If the assign ID and the address type conflict, the HMO/MCO will receive edit 9231 - ASSIGN ID DOES NOT MATCH 
2. iC will send a response file back to HMO/MCO 
· Expect to receive the response file from iC by Monday or Tuesday. 
· Response file will be placed on the ‘Outgoing’ folder.
· Filename: RESPONSE_ADDRESSCHANGE_PAYEEID_MMDDYYYY
· If there is error, an error record will be created on the response file.
· Correct record/rows from a file will still be received by iC.
· The expectation is for the HMO/MCO to fix the error(s) record.
·  Corrected records should be submitted with next weekly submission. 
· When there are no errors, a blank response file will be provided.The blank response file is for information purpose. This is acknowledgment that the file has been received by iC; this does not mean address is updated in CARES. There is no requirement to act on this file.
· Not all successful records received by iC would be processed as address change in CARES.
· If address is changed in CARES, they can see this in existing 834 enrollment file. (There is NO change to this process)
