Acting On Behalf of an Agent:
(ﬂ) covered | Agency Managers and Admin Staff
’ Task Guide

Overview

Agency Managers and Approved Admin Staff can act on behalf of an agent within their
agency, enabling them to step into complete tasks or assist consumers in the Agent’s Book of
Business.

Note: The steps below are from the Agency Manger’s perspective, but the functionality is the
same for Approved Admin Staff.
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View Consumer Details

1. Log into the Enroller Portal, click Agency and select Active Delegations from the
dropdown menu.

Agency v My Team v My Profile My Delegations v Resources v Help w

My Agency

Welcome to your Agency Home Page!
Manage your Book of Business, assist your consumers, and more.

Active Delegations

Pending Delegations

Notifications Archive  Agency Book of Business  More
Subsite Locations

Welcome!
Transfer Delegations ting through the tabs on the right or My Reports from the menu

Agency Delegation History
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2. The Delegations page displays with all active consumers delegated to agents in the

agency.
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n Delegations
All Active Delegations v

50+ items - Sorted by Enroller Contact - Filtered by All delegations - Delegation Status - Updated a few seconds ago

[ Accept Delegations

Decline Delegations

Search this list...

o= )le) # [e]]

D Enroller Contact T | Consumer Contact

‘v | Delegation St... ~ | Delegation Start Date v | CalHEERS Case/Ap... v | Delegation Na...

1 ) AtFall Meagan Kreiger Active 2/24/2023 11:01 PM 5193227994 D-00083 E]
2 ) AtFall Otis Greenfelder Active 2/24/2023 11:11 PM 5193227999 D-00088 E]
3 ) AtFall Jordon Yost Active 2/24/2023 11:28 PM 5193228007 D-000%6 E]
4 ) AtFall Dexter Rolfson Active 2/25/2023 12:20 AM 5193228038 D-00126 E]
5 ) AtFall Chris Reynolds Active 2/25/2023 12:31 AM 5193228041 D-00133 E]

3. From left to right, this section displays:

Enroller Contact

Consumer Contact

Delegation Status

Delegation Start Date
CalHEERS Case/Application ID

Delegation Name

4. Click on a consumer’s name under Consumer Contact to view the consumer’s Contact

page, which includes information such as Account Name, the contact’s birthdate and SSN,

and address.

Contact
Otis Greenfelder

Account Name

Otis Greenfelder Household

Name

Otis Greenfelder

Phone (2) v

v Address and Contact Information

Email CalHEERS Case/Application 1D Los Angeles, CA 90003

5193227999

Account Name
Otis Greenfelder Household

Birthdate
12/5/1975

Otis

Head of Household First Name

SSN Last 4@
7004

v Head of Household Information

Head of Household Email

Head of Household Middle Name

Head of Household Home Phone No
0-

Greenfelder

Head of Household Last Name

~ Communication Preferences

Preferred Method of Contact
Mail

Address Phone
6601 S Figueroa St
W Gage Ave
W 681h St
Google Map data ©2023 Google
Email Mobile
Work Phone

Preferred Written Language
Traditional Chinese character

Preferred Spoken Language
Cantonese
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5. On the righthand side of the page, click on Contact Application: Contact Name under

Applications.

U Applications (1)
Contact Applic... | Status Medi-Cal Eligible  Application Case...
1357102824-2023 | SUBMITTED 1357102824
View Al
m Enroller of Record (1)
DelegationNa...  Enroller Contact  Delegation Status  Delegated By
D-00088 A1 Fall Active A1 FallsHr 2]
View Al
Enrollees (2)
Enrollee: Enroll...  Carrier Plan Name Enrollment Year
OtisGreenfelder  HealthNet:HMO  Bronze 60 Ambett.. 2023
OtisGreenfelder  Anthem BlueCross ~ Family Dental PPO 2023 &3]
View Al
Delegation History (0)

6. This displays the following statuses, such as:
e CSR Eligibility
e APTC Eligibility

e Covered California Premium

o Medi-Cal Eligibility

« CCP Eligibility

Income Used to Calculate APTC
$47,000.00

Medi-Cal Eligible

CSR Eligibility Status.

Old APTC Amount

CalHEERS Integration , 2/24/2023 11:11 PM

Ineligible $0.00

APTC Eligibility Status 0ld Gross Premium
Eligible $0.00

California Premium Subsidy Status Old State Subsidy
Eligible $0.00

Medi-Cal Eligibility Status Renewal APTC
Ineligible $0.00

Non-MAGI Eligibility Status Renewal State Subsidy
Undetermined $0.00

CCP Eligibility Status Status

Eligible SUBMITTED
Created By Last Modified By

CalHEERS Integration , 2/24/2023 11:18 PM
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7. To view household eligibility, Contacts, Account Team, and Related Contacts, return to
the customer’s Contact page and click [Consumer’s Name] Household under Account
Name.

—
[ —
Otis Gresnfelder Housshold

] Contacts (2) |

CalHEERS Integration

Contact Name Title

Account Team {SI

Team Member

Team Role
egration , 224/2023 11:18 PM

A7 Fallser

AZ Rays-35g
AAS1 HTide 5B

Contact is Medi-Cal Eligible

No [+]

No

Accept Pending Delegations on Behalf of an Agent

1. Click Agency and select Pending Delegations from the dropdown menu.

Agency v My Team v My Profile My Delegations v Resources v Help

My Agency

Active Delegations

Welcome to your Agency Home Page!

Manage your Book of Business, assist your consumers, and more.
Pending Delegations

Notifications Archive  Agency Book of Business  More
Subsite Locations

Welcome!
Transfer Delegations

ting through the tabs on the right or My Reports from the menu

Agency Delegation History
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2. Alist of all pending delegations within the agency displays on the Delegations page.
The page displays:

e Enroller Contact

e Consumer Contact

e CalHEERS Case/Application ID

o Delegation Status

¢ Request Sent Date

e Enroller License Number

e Delegation Name

g\e\:eé‘:ﬁ:fing Delegations » [ Accept Delegations ‘ Decline Delegations
YI— (2 seacn st Te- =] # [e]7]
[=] _Enroller Contact T ~ Consumer Contact v [ CalHEERS Casel... v ' Delegation Status | Request Sent Date »__Enroller License... . Delegation Name v-
AM1 Rain Nicola Waters Pending 2/23/2023 5:42 PM LIC5678 D-00067 E]
2 [J AM1Rain Keitha Paucek Pending 2/23/2023 5:43 PM LIC5678 D-00068 @
3 [_] AM1 Rain Vicente Herman Pending 2/23/2023 5:45 PM LIC5678 D-00069 [EJ
4 D AM1 Rain Kris Watsica Pending 2/23/2023 5:47 PM LIC5678 D-00070 E]

3. Checkmark the row with the relevant Enroller and Consumer, then click Accept
Delegations.

4. Click Save on the Accept Delegations pop-up, after which you'll receive a confirmation
popup at the top of the page that reads “Delegations Accepted Successfully.”

Note: The confirmation popup is temporary and closes on its own.

Accept Delegations

- o Delegations Accepted Successfully X
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Complete and Submit an Application on Behalf of an Agent for an
Already Delegated Consumer

1. In the Agency dropdown menu, select Active Delegations.

Agency v My Team wv My Profile My Delegations v Resources wv Help v

My Agency

Welcome to your Agency Home Page!
Manage your Book of Business, assist your consumers, and more.

Active Delegations

Pending Delegations

Notifications Archive  Agency Book of Business  More
Subsite Locations

Welcome!
Transfer Delegations ting through the tabs on the right or My Reports from the menu

Agency Delegation History

2. The Delegations page displays with all active consumers delegated to agents in the

agency.
Delegations X .
0 All Active Delegations v [ Accept Delegations ‘ Decline Delegations ]
50+ items * Sorted by Enroller Contact * Filtered by All delegations - Delegation Status * Updated a few seconds ago Search this list... ] 4
[} Enroller Contact * /| Consumer Contact v | Delegation St... \ | Delegation Start Date “ | CalHEERS Case/Ap... \~ | Delegation Na... v
1 O ArFall Meagan Kreiger Active 2/24/202311:01 PM 5193227994 D-00083 E] =
2 O Atral Otis Greenfelder Active 2/24/202311:11 PM 5193227999 D-00088 E]
3 D A1 Fall Jordon Yost Active 2/24/202311:28 PM 5193228007 D-00096 E]
4 D A1 Fall Dexter Rolfson Active 2/25/2023 12:20 AM 5193228038 D-00126 E]
5 D A1 Fall Chris Reynolds Active 2/25/2023 12:31 AM 5193228041 D-00133 E]
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3. Click on the consumer’s name under Consumer Contact. Once on the Contact page, click
Consumer Case under Quick Links on the righthand side.

p—
Contact (
Nicola Waters I Get Realtim

Phane (2) v Ema CalHEERS Caserapplication 1D
Nam Account Name .
Nicola Wats Nicola Waters Househald Quick Links
Bt SN Lt 20

Consumer Case

~ Head of Household Information

Head of Household First Name Head of Housenald Fma;

Nicola ‘ B3 Applications (0)

Head of Househald Middle Name Head of Housenold Home Phene

0- { [@ Enroller of Record (1)

Head of Household Last Name

4. You'll now be directed to the consumer’s homepage to begin or continue their application.

Note: Approved Admin Staff cannot enroll consumers into a plan due to not being a licensed
Agent.

.
i) Eaon

Welcome, Nicola!

Select Year:

Begin Application
Apply for health insurance through Covered CA and Medli-Cal

on one application. You need a Qualifying Life Event to be
eligible for Covered California.
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How to Submit a New Application or Use Delegation Tool as an
Approved Admin Staff

1. Navigate to My Team located at the top menu bar.

2. Select the Agent name.

3. Access the Delegation Tool in quick links or access Start Application in quick links.
Note: If you attempt to do this from your own home page, the two quick links will be missing.

Q  Search a ov

Home Agency v My Team My Profile My Delegations Resources v Help v

Welcome to your Agency Home Page!
Manage your Book of Business, assist your consumers, and more.

Home Enroller Portal Notifications  Notifications Archive  Agency Book of Business My Book of Business  More QUiCk Links

Welcome!

Explore additional choices by navigating through the tabs on the right or My Reports from the menu i
3 e Mailbox

Delegation Tool

Start Application

Contact the Agent Service Center

Agency Managers and Approved Admin Staff, both levels 1 & 2, can contact the Agent Service
Center when in need of assistance.

Contact via:
e Phone: (877) 453-9198
e Email: agents@covered.ca.qgov

View the Hours of Operation for a full list of availability.
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