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INTRODUCTION 
The Navigator Program is an initiative designed to facilitate health coverage 

enrollment across the state of California established under the Patient Protection and 

Affordable Care Act and managed by Covered California. Open to a diverse range of 

organizations, the program mandates grantees to conduct outreach, education, and 

enrollment assistance activities while ensuring fair and accurate information provision. 

All grantees are expected to collaborate with Covered California's Outreach and Sales 

Team and maintain a physical presence in California for face-to-face assistance. The 

Navigator Program seeks to enhance accessibility, cultural awareness, and support for 

underserved populations while contributing to the overarching goal of increasing health 

coverage across the state. 

This guide is designed to assist you in successfully navigating the grant 

application process in the Navigator Program. Thank you for contributing to the goal of 

increasing health coverage across the state while ensuring fair and accurate information 

provision. 
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PORTAL ACCESS 
There are two (2) primary ways to gain access to the Navigator Program Grant Portal: 

either through the HBEX website or through Covered California’s Enrollment portal. 

HBEX 

The main Covered California departmental website: https://hbex.coveredca.com/, has a 

menu ribbon across the top that includes “Programs”. Clicking Programs will drop down 

a short menu. Click the Navigator Program option. 

 

 

On the right side of the screen, you will see a list of quick links. Click the Grant link. 

   

https://hbex.coveredca.com/,
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The https://hbex.coveredca.com/navigator/grant/ website contains links and information 

for the Request for Application. 

 

COVERED CALIFORNIA ENROLLER PORTAL 

Users have access to a range of essential healthcare resources in Covered California's 

Enroller Portal. One of these resources includes the Navigator Program Grant Portal, 

where qualified entities can apply for a grant to support Covered California’s mission to 

make healthcare affordable for all Californians. To locate the Navigator Program Grant 

Portal from the Covered California Enroller Portal, follow these steps:  

1.  Visit Covered California’s Enroller Portal Website:  

https://hbex.coveredca.com/navigator/grant/
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2. Find and click on the "Navigator Grant Application" tab. 

3. Click "Get Started" in the "Ready to Apply" section to access the grant portal 

sign-on page. 

 

1. Navigator Grant 

Application Tab 

2. Select get started 

to be taken to the 

sign-on portal. 

Business Entity home 

page in the enroller portal 
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4.  Depending on your status, select "Existing User" or "New User" on the welcome 

page to register a new account or log into the portal. 

 

 

 

If selecting “Register,” the user will be redirected to a registration flow to fill out their  

organization’s information and create an account.  

 

Returning users with an existing account will be redirected to the sign-in page where 

they will fill out their username and password to access the grant portal.  

LOGGING IN 

NEW USER 

New users must register for an account in the Navigator Grant Program by filling out the 

following information. 

To register for an account, complete the following steps: 

1. Fill in the fields with your organization’s information. 

2. Once fields are properly filled out, select the “Register” button to continue. You 

should receive an email regarding password set-up and be redirected to the login 

page.  

Unregistered 

Entities can 

use this 

button to 

sign up  

Existing 

entities 

can use 

this button 

to log in 
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3. You will receive an email from Covered California welcoming you to the 

Navigator Program Application Portal, click the provided link to set up your 

password.  

Make sure you check your junk folders and spam filters if you do not see the 

 email right away. If the email was filtered to a folder, move it to your inbox and 

 click the link. 

 

Complete 

fields with your 

organization’s 

information 

Redirects you 

to the login 

page 

Redirects you to 

the login page 

and sends a link 

to the provided 

email address 
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4. The email you receive will contain your Username. 

5. Following the password criteria mentioned below, enter a valid password, then 

confirm it by typing it again on the next field. 

 

6. Select the “Change Password” button to set password and be redirected to the 

login page. 

Directs you to password set-up 

Enter a valid 

password 

and repeat 

on the 

following line 
Select to set 

password 

and redirect 

you to login 

page 
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EXISTING USER 

Existing Users can sign onto the Navigator Portal with their registered entity email and 

password. 

To login to the Navigator Portal, complete the following steps: 

1. Correctly fill out the username and password fields. 

2. Select login to be redirected to the home page of the portal. 

 

FORGOT PASSWORD 

To reset your password if lost or forgotten: 

1. Select recover password to be redirected to a pop-up that prompts you to reset 

your password. 

2. Enter the email associated with your entity in the username. 

Enter the correct 

entity login 

information  Select Log in 

to be sent to 

the portal 

home page 
Select to reset 

password  
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3. Select “Reset Password” to start the reset process. A screen will pop-up 

informing you to check your email for a reset link.  

 

4. Find the link that was sent to your email and open it to repeat the “change your 

password” step from above. Make sure you check your junk folders and spam 

filters if you do not see the  email right away. If the email was filtered to a folder, 

move it to your inbox and click the link. 

Select to 

reset 

password 
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FAQS 
Frequently Asked Questions are located by scrolling to the bottom of the portal home 

page. 

To interact with the FAQ’s follow these steps: 

1. Select the drop-down carrot on the question you’re viewing to reveal the answer. 

 

ACCESSING THE APPLICATION  
Once logged in, you will land on the portal home page. There are two (2) direct ways to 

get into your application from the Navigator Grant Portal home page. You can either 

select the “Application” tab from the header ribbon or scroll down to the “Ready to Get 

Started?” section and select “Apply Now”. 

  

Drop down 

carrot 

Sends you to the 

application landing 

page 
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Both options redirect you to a landing page where you can select the “View Application” 

button to start or continue your application process.  

 

You will be redirected into the application view section of the portal where users have 

the ability to review, edit and withdraw their application. 

Sends you to the 

application 

landing page 

 

Sends you to the 

application home 

page 

 

Org info and application status bar 
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Edit current draft or withdraw 

submitted application 

Review applications 

and attachments  
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APPLICATION 
The application steps consist of buttons, file uploads, picklists, and fields to enter your 

organization’s information. Steps and fields required to be completed are marked with a 

red asterisk symbol. Help text is provided to give additional information about a field or 

term. It represented by a lowercase “i” in a grey circle and can be accessed by hovering 

your mouse over the object. 

 

To apply for the Navigator Grant Program, complete the following steps: 

 

STEP 1: ORGANIZATION INFORMATION 

Provide your organization's contact details and legal information accurately to facilitate 

communication throughout the application process.  

 

Hover cursor 

over icon to 

display help text 

If org is a Current 

Enrollment Entity, select 

yes and a dropdown field 

will appear to input your 

10 digit CEE number 
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STEP 2: PHYSICAL ENROLLMENT LOCATION 

Disclose physical locations where in-person enrollment assistance will occur. 

Upload Tax ID attachment 

Select which document 

type will be uploaded 

Arrows are used to move the 

Entity Category to desired side  
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STEP 3: PREVIOUS EXPERIENCE 

Showcase past experiences and successes in providing similar services that 

demonstrate your organization’s capability for effective program implementation. 

Add Physical Location 

button activates a pop-

up to enter information 

Physical Enrollment 

Location pop-up 
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STEP 4: OTHER STATE OR FEDERAL PROGRAM FUNDING 

Disclose any additional funding sources related to health care reform or other programs 

and include details on the goal and service area. 

 

Arrows are used to move the 

Goal Type to the desired side  

Upload Experience 

Attachments 

Upload additional 

funding attachment 

Clicking the calendar icons 

will create a pop-up for you 

to select the dates 

Use the trash can to 

delete wrong files 

If yes, fill out the 

following info. If no, 

continue onto step 5 
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STEP 5: ORGANIZATION GRANT PROPOSAL FOR CORE FUNDING 

Select the grant amount and enter the projected number of individuals helped across all 

target populations while aligning with program objectives and funding requirements

 

 

 

STEP 6: TARGETED POPULATIONS AND STRATEGY PLAN 

Define specific populations to be served, enabling focused outreach efforts and 

resource allocation to address community needs effectively. 

Review this table to 

determine the appropriate 

Grant Level Amount 

Enter the projected 

number of individual 

reached across all target 

populations 

Select Grant Level 

Amount from list 
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Arrows are used to move the 

items to the desired side  

Add Targeted Populations 

activates a pop-up to enter 

relevant information 

Part 1 of the target population 

information pop-up 

Select region to 

display counties 
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Arrows are used to move the 

items to the desired side  

Part 2 of the target population 

information pop-up 



 
 
 
 
 
 
 

2024 Covered California 

 
Navigator Program Grant Portal 

RFA Quick Guide 

 

 

STEP 7: SUBCONTRACTOR 

Provide details of subcontractors to ensure readiness for collaboration and 

accountability in program execution. 

 

 

 

If using subcontractors, 

select yes from the 

dropdown menu and 

download the LOI template 

Part 1 of the subcontractor 

information pop-up 

Click the “Add” button 

to activate the 

subcontractor pop-up  

 

Download letter of intent to sign and 

upload into the subcontractor pop-up  

Part 3 of the target population 

information pop-up 
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STEP 8: COVER LETTER, QUALIFICATIONS, AND REFERENCES 

Submit essential documents demonstrating organizational qualifications and alignment 

with program objectives and goals.  

Part 2 of the subcontractor 

information pop-up 

Arrows are used to move the 

items to the desired side  

Upload tax information document 

Upload the LOI 

downloaded from the 

top of the section  
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STEP 9: PROPOSED PERSONNEL 

Provide detailed information about your proposed team members, ensuring they 

possess the expertise and capacity needed for successful program implementation. 

Upload the cover letter 

your organization 

plans on providing to 

Covered California  

Upload the references 

your organization 

plans on providing to 

Covered California  
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If you are not using subcontractors, 

enter N/A in this section as it 

doesn’t apply to your organization 
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STEP 10: STRATEGIC WORKPLAN, PROJECT MANAGEMENT, AND QUALITY 

ASSURANCE 

Outline your strategies for achieving program objectives, managing resources, and 

ensuring quality outcomes to demonstrate effective program management. 

 

 

Fill out required fields 
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Fill out required fields 
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STEP 11: PROJECT COSTS 

Disclose your budget details clearly to ensure responsible fund utilization and aid in 

evaluating cost-effectiveness. 

 

 

Fill out required fields 
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STEP 12 (OPTIONAL): SUPPLEMENTAL OUTREACH FUNDING 

If needed, request additional funding for outreach activities to enhance community 

engagement and program impact. 

 

If your organization is 

applying for a 

supplemental outreach 

grant select yes for the 

dropdown menu. If not, 

proceed to the next step 

This information will be pre-

populated 

Select Supplemental 

Outreach Funding 

amount by consulting 

the chart above 

Consult this table to determine your 

Total Requested Amount for 

Supplemental Outreach Funding 
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Select to 

activated the 

CBO pop-up   

Auto-populates with selected 

supplemental grant request 
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CBO pop-up 

Attach Partner  

Org Agreement   
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Fill out required fields 
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STEP 13: REVIEW APPLICATION 

Before final submission, review all provided information carefully to ensure accuracy 

and completeness for a comprehensive evaluation. 

 

STEP 14: SUBMISSION 

Confirm the accuracy of your submitted information and agree to program guidelines 

and terms to finalize the submission process. 

After completing all the required steps, you will be able to submit your application. The 

last step (14) on the application is to submit your application to Covered California at the 

bottom of the page. 

To complete the submission of your application, please do the following:  

1. Confirm your organization’s information is correct in the disclosure form and fill 

out the final text fields. Once the fields are complete, the “Submit Application to 

Covered California” button will change from grey to blue and can be selected. 

2. Submit your application using the “Submit Application to Covered California” 

button.  

 



 
 
 
 
 
 
 

2024 Covered California 

 
Navigator Program Grant Portal 

RFA Quick Guide 

 

 

WITHDRAWING AN APPLICATION 
Covered California’s Navigator Enrollment Portal is equipped with a “Withdraw and 

Clone Application” functionality to enable organizations to easily edit a submitted 

application and make necessary changes before the deadline.  

 

Note: Applications that are in “Draft” status cannot be withdrawn or cloned. If 

your application is in “Draft” status, you can continue to edit your application 

seamlessly until it is submitted.  

 

To withdraw your application, please follow these steps: 

1. Confirm all Organization 

Information is correct. 

2. Submit 

Application 

to Covered 

California 
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Step 1: Select the application tab in the navigation bar above or the “Apply Now” button 

in the “Get Started” Section.  

Step 2: After being redirected to the application page, select the “View Application” 

button.  

 

 

Step 3: Once on the Application page, the documentation’s status will now show as 

“Submitted”.  

 

Sends you to the 

application home 

page 
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Step 4: To withdraw a submitted application, select the “Withdraw Application” button at 

the top right corner.  

 

Step 5: Next, you will receive a notification pop-up to confirm that you would like to 

withdraw your application. Select “Confirm” to continue withdrawing your application.  

 
 

Step 6: Once you confirm that you would like to withdraw your application, the status will 

change to “Withdrawn”.  

 

Status needs to be in 

“Submitted” status to 

withdraw application 

Activates pop-up 

prompting you to 

confirm the withdrawal 

of the application 

Select confirm to 

update the 

application status 

to “withdrawn” 
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To repurpose a withdrawn application and make changes before the deadline, follow the 

steps in the “Cloning A Withdrawn Application” section. 

CLONING A WITHDRAWN APPLICATION 
1.  Select the dropdown arrow on the right-hand side of the withdrawn application in 

the application list and click “Clone Application”.  

 

 

 

2. Next, you will receive a notification pop-up to confirm that you would like to clone 

your application. Select “Clone” to continue. 

Status has changed 

to “Withdrawn”  

Select the 

dropdown arrow  

Choose “Clone 

Application” to activate a 

confirmation pop-up 
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3.  Once you have successfully cloned your application, a banner will notify you that 

your application has been cloned.  

Once cloned, the top-left corner will be updated with the new application ID and the 

status will change back to “Draft”. You can now edit the application normally and 

resubmit once it is complete.  

 

 

 

Select “Clone” to 

confirm your action 

Status has 

changed to “Draft”  

Now user can edit their 

application through the 

“Edit” button 
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