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Overview

This guide informs Primary Contact (PC) and Authorized Contact (AC) user roles how to create
a Certified Enrollment Counselor (CEC) application and account, using the application and
submission processes.
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Background

This guide focuses on steps for a PC or AC to create a Certified Enroliment Counselor (CEC)
account. Plan Based Enrollers (PBE), Medi-Cal Managed Care Plan Enrollers (MMCPE) Level
1 and 2, Agency Manager Level 1 and 2, Agent Level 1 and 2, and Approved Admin Staff
(AAS) have a similar application and submission process.

Creating a Certified Enrolilment Counselor Account
A PC or AC completes and submits an application for the CEC user.
1. Select the Add Counselor link from the My Team dropdown.

Q,  search...

Entity My Team w My Profile Resources Help v

Team List

SRR [come to your Entity Home Page!

bur Book of Business, assist your consumers, and more.
Add Counselor

Home Enroller Po s Archive  Entity Book of Business  More

Add Primary Contact

ome!
Explore add Add Authorized Contact he tabs on the right or My Reports from the menu
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2. The Add Counselor Information page displays. The Counselor Type pre-populates with
Certified Enrollment Counselor.

Welcome to Covered California!

Welcome to Covered Califarnia Secome a Covered Californiz Certified Counselor and help Califernians enrll into quality healincare coverage!

Add Counselor Information

ing A« = @
Ad 10
Addresz Line2 @
Ciy @
il de @
* Spoken Languages (Ctri+Cick or Command+Click on Mac. to select mukiple) ‘Written Languages Ctri+Click or Command+{lick on Mac. to select multiple)

3. Complete all required fields indicated with a red asterisk and click Next. The Review
Counselor Application Form page displays.
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Q  search.. -.- e'

Home Entity v My Team v My Profile Resources v Help v

Welcome to Covered California

Become a Covered California Certified Counselor and help Californians enroll into quality healthcare coverage!

Review Counselor Application Form

To review your application before moving forward, click Review Counselor Application.

If you are ready to move forward to add the Counselor's public photo or any other documentation, please click Save and Next.

Save and Next

Review Counselor Application

4. Click Save and Next. The Public Photo and Documentation Upload page displays.

¢ Clicking the Review Counselor Application button navigates the user to the Add
Counselor Information page to review the application

5. Upload a photograph of the CEC by clicking the arrows in the Document Category section.
Choose a document category from the list dropdown. An Upload Files button dynamically
displays when a document category is selected. PC and AC users must upload the
following before the CEC’s application can be approved:

e Proof of Business Status

e Proof of General Liability Insurance

o Proof of Worker's Compensation Insurance
e Proof of Valid Business License

e Conflict of Interest Prevention Plan

Welcome to Covered California!

Welcome te Covered California Become 2 Covered California Certified Counselor and nelp Califarnians enroll into quality healincare coverage!

Public Photo and Documentation Upload
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I Home Entity My Team v My Profile Resources v Help w

Welcome to Covered California

Become a Covered California Certified Counselor and help Californians enroll into quality healthcare coverage!

Public Photo and Documentation Upload

Counselors are only required to upload their Enroller Photo.

Primary Contact or Authorized Contacts must upload the following before the Entity can be approved:
1. Proof of Business Status
2. Proof of General Liability Insurance
3. Proof of Worker's Compensation Insurance
4. Proof of Valid Business License
5. Conflict of Interest Prevention Plan

If you are not prepared to provide all required documents at this time, you may upload your required documentation at any time after initial submission.

Accepted Formats: JPG, JPEG, GIF, .PNG, BMP. .PDF. Maximum File Size: 5 MB per file ‘

*Document Category

Enroller Photo : ]

[ &, Upload Files J Or drop files

6. Click the Next button on the Public Photo and Documentation Upload page when all
documents are uploaded. The Counselor Application Submission Confirmation page
displays.

Q  search. A 9 -

Home Entity My Team My Profile Resources v Help

Welcome to Covered California

Become a Covered California Certified Counselor and help Californians enroll into quality healthcare coverage!

Counselor Application Submission Confirmation

Hi Oliver,
You have successfully submitted the Counselor Application for Bab Builder.
The application is being reviewed. Bob Builder will receive two emails with an access code and URL at Bob@noemail.com.

The emails will contain information on how to view and edit their personal details.

7. Click the Finish button on the Counselor Application Submission Confirmation page to
complete the submission.
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Certified Enrollment Counselor Application

CECs receive the following two emails from Covered California once their application is
submitted:

e Edit Your Certified Enroliment Counselor email

o This email provides details of what information is needed to edit the application,
with the link Click Here to Edit Your Certified Enroliment Counselor
Application.

Sandbox: Edit Your Certified Enrollment Counselor Application

ered cagow

Dear Megan,
Thank you for submitting your application.

To edit your application, you will need the following three items:

1. Access Code (separate email titled, "Access Your Certified Enrollment Counselor Application™).

Please note, this Access Code expires after 24 hours and can only be used once per editing session. You may
request a mew Access Code via the link below, as needed.

2. Last Name
3. California Driver's License Number or State 1d
Once you have retrieved your Access Code, click on the below link to edit your application.

If you are a Counselor or Approved Admin Staff, you are also required to update your application by adding
infermation about your Criminal Record, which you can add by clicking the link below.

Click Here to Edit Your Certified Enrollment Counselor Application. I

Note: Please keep this email to edit your application until your application is certified or approved.

Questions? Visit coveredca com/resources/ or contact CEC/PBE Helpline at {855) 324-3147 or email
G ityPartnerCertSupport @covered.ca.gov.

Sincerely,

Covered California

e Access Your Certified Enrollment Counselor Application email.

o This email provides an access code which is needed to edit the application. The
access code is valid for 24 hours and one use.

Note: CECs can request a new access code by following the instructions at the bottom of the
Access Your Certified Enrollment Counselor Application email.

Sandbox: Access Your Certified Enrollment Counselor Application

. 45 Reph & Reply All > F d
Do Not Reply Covered Califomia <do-not-reply@covered.cagovs J Ry ) RePy crwan
To @ Michelle Owens Tue 41172023 8:32 AM
Dear Michelle,
Thank you for submitting your application.

Your Access Code to edit your Certified Il Counselor Application is: 2w

Note: This Access Code expires after 24 hours and can only be used once per editing session. You may request a new Access Code via the link mentioned below, as needed,
Tao edit your application, you will need the link, which is sent in separate email titled "Edit Your Certified Enrollment Counselor Application™.

Q i Wisit .Ct resources/ or contact CEC/PBE Helpline at (855) 324-3147 or email G £2.80V.

Sincerely,

Covered California
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CECs complete the following steps to edit the application:

1. Click the Click Here to Edit Your Certified Enrolilment Counselor Application link on
the Edit Your Certified Enrollment Counselor Application email. The Enter Access Code to
Edit Your Counselor Application page displays.

2. Click the Yes, | have an Access Code radio button for the question: Do you have an
Access Code to edit your Counselor application? The Access Code, Last Name, and CA
State ID Number fields display.

Welcome to Covered California!
Become a Covered California Certified Counselor and help Californians enroll into quality healthcare coverage!

Enter Access Code to Edit Your Counselor Application

* Do you have an Access Code to edit your Counselor application?
(®) Yes, | have an Access Code
(O No, my Access Code has been used or has expired, and | want te generate a new Access Code

* Access Code

*Last Name

* CA State ID Number

I'm not a robot

3. Enter the Access Code, Last Name, and CA State ID Number. Click the I’'m not a robot
checkbox. The reCAPTCHA popup displays.

Select all squares with

stairs

If there are none, click skip

4. Select all the squares with the item depicted in the image.

Covered California
Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 6 of 18 February 6, 2025



mailto:OutreachandSales@covered.ca.gov

° COVERED
li J CALIFORNIA

Create a Certified Enroliment
, Counselor Account Job Aid

e Clicking the No, my Access Code has been used or has expired, and | want to
generate a new Access Code radio button displays the Last Name, Email, and CA
State ID Number fields. Enter the information into the required fields. An email with a

new access code is sent to the CEC applicant

Welcome to Covered California!

Become a Covered California Certified Counselor and help Californians enroll into quality healthcare coverage!

Enter Access Code to Edit Your Counselor Application

* Do you have an Access Code to edit your Counselor application?
7Y Yes, | have an Access Code
®) Mo, my Access Code has been used or has expired, and | want to generate a new Access Code

To generate a new Access Code, please enter the fields below:

I'm not a robot

5. Click Next. The Counselor Information page displays.

e Clicking the Previous button navigates the CEC to the Enter Access Code to Edit

Your Counselor Application page
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Counselor First Name

Legal Business Name

big basket

CA State ID Type

CA State ID Number

Spanish
African
Amharic

Arabic

Counselor Information

Personal Mailing Address

| Personal Mailing Address same as Primary Loci

Click or Command +Click

Counselor Type : Certified Application Counselor

Ernail

Preferre

CDI Lice

snse Expiration Date

Primary

Other S

]

ation Mailing Address

on Mac

»«d Method of Communication

¢ Enroller Location

tes Served

Spanish

African

Ambharic

Arabic

Prev

m

C on Mac

6. Click Next. The Review Counselor Application Form page displays.

7. Click Save and Next to continue to the Public Photo and Documentation Upload page.

¢ Clicking the Review Counselor Application button navigates the CEC to the
application form to review the application
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Review Counselor Application Form

To review your application before moving forward, please click Review Counselor Application.

Click Save and Next to continue your application on the next pages, where you will be asked to:

1. Upload your Enroller Photo
2. Complete your Criminal Record Disclosure form
3. Complete screening questions (Plan Based Enrollers only)

Review Counselor Application Save and Next

8. Select Enroller Photo from the Document Category dropdown menu. CECs have the
option to upload files by clicking the Upload Files button, or by dropping files in the Upload

files section.
Note: CECs are required to upload an enroller photo.
¢ Uploaded attachments display with the following information:
o Title
o File Type
o Document Type
e Clicking the Trash icon removes the uploaded document or photo.

Public Photo and Documentation Upload

Counselors are only required to upload their Enroller Photo.

Primary Contact or Authorized Contacts must upload the following before the Entity can be approved:
1. Proof of Business Status
2. Proof of General Liability Insurance
3. Proof of Worker's Compensation Insurance
4. Proof of Valid Business License
5. Conflict of Interest Prevention Plan

If you are not prepared to provide all required documents at this time, you may upload your required documentation

at any time after initial submission.
Accepted Formats: PG, JPEG, .GIF, .PNG, .BMP, .PDF. Maximum File Size: 5 MB per file
* Document Category
Enroller Photo
& U Or drop files
Title File Type Document Type Delete
Agreement POF Agreement ']

9. Click Next. The Criminal Record Disclosure Form page displays.
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10. Enter the CEC’s Social Security Number (SSN) in the Social Security Number field.

Criminal Record Disclosure Form

& Pervemal beforeetees

Welcome to Covered California!

The Slemsryg Corenctones fo NOT raed (9 be Inted o0 prur (R0

B Criasnal Wiy Dt s

11. Scroll to section B. Criminal History Disclosure. The CEC Answers the six criminal history
questions by selecting the applicable Question [#] Response dropdown option.
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12. Click Next. The Criminal Record Disclosure — Certification Signing page displays.

13. Enter CEC’s name in the Full Name field and select an option from the Agree to
electronic signature dropdown menu.

Welcome to Covered California!

Criminal Record Disclosure - Certification Signing

. Certification - Read Carefully Before Signing

IMPORTANT NOTICES

14. Click Next. The Upload Criminal Record Disclosure Supporting Files page displays.

e Clicking the Previous button navigates the CEC back to the Criminal Record
Disclosure Form page

15. Upload supporting documents if applicable and click the Next button. The Counselor
Application Successfully Updated page displays

e Clicking the Previous button navigates the CEC back to the Criminal Record
Disclosure — Certification Signing page
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Upload Criminal Record Disclosure Supporting Files
Upload Files to provide additional information to support your Disclosure, if applicable. If there are no files to upload, please

click Next.

Files

&, Upload Files | Or drop files

Accepted Formats: .DOC,.DOCX,.PDF,.JPG, .JPEG, .GIF, .PNG, .BMP
Maximum File Size: 5 MB per file

Please click Next to send your Criminal Record Disclosure form to Covered California for review.

previous m

16. Click the Finish button on the Counselor Application Successfully Updated page to
complete the application.

Counselor Application Successfully Updated

Hello Megan,
You have successfully updated your Counselor application. Your application is being reviewed. You will
receive additional communications from Covered California about your required next steps to the email

provided: megan.e.hunt@calheers.ca.gov.

For more information, visit www.coveredca.com/resources.

An Entity Admin for Covered California updates the CEC’s Certification Status to Certified
when a CEC completes the following:

e Passes all requirements of CEC Learning Management System (LMS) training
e Completes the background clearance

e Completes all required DocuSign forms
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Create an Enroller Account
Covered California sends the CEC two emails once a CEC is certified. These emails provide
access to the Credentials Creation — Create Your Password page to complete the account
setup process.

e The Your Certified Application Counselor Application is Approved and Certified email

displays a Click Here to Create Your Certified Application Counselor Account
using Access Code link for CECs to create their accounts

e The Access Code for Your New Certified Application Counselor Account email
provides an access code to the pending account creation pages

CECs complete the following steps to create a password and set up their enroller account:

1. Click the Click Here to Create Your Certified Application Counselor Application
Account using Access Code link. The Enter Access Code to Create Your Account page

displays.

Sandbox: Your Certified Application Counselor Application is Approved and Certified

ot B i em 5 Reply %5 Reply Al ¥ Forward L
Do Mot Reply Covered California <do-not-reply @cove 2 Ren 2 THE
To ' Megan Hunt ™ 1:32 o

(17 This semder do-net-replycovered.cagov is Trom outiide your o ganization.

Important news about your Covered California Enroller account

Dear John,

Congratulations|

Your Certified Application Counsélar Application is approvid and certified.

To create an account, you will need the following items
1. Access code (separate emall titled, "Access code for your new Certified Application Counselor account’)
2. Federal Tax ID (FEIN/SSN)

3. Email Address
4, Legal Business Name

Once you have retrieved your access code, click on the link below to create your Certified Application Counselor account.

I Click Here to Create Your Cenified Application Counselor Account using Acceds Code I

Note: Please Ieeep this email to create account until your account is created

Questions? Visit coveredca.comfresources/ or contact:
o For Agency/Agency Staff, call Agent Service Center at (877) 453-9198 or email AgentContracts@covired e gov.

= For Community Enraliment Partners, call CEC/PBE Helpling at (ES5) 324-3147 or email

CommunityPartnerCertSupport @covered.ca gov.

Sincerely,

Covered California
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Click the Yes, | have an Access Code radio button for the question: Do you have an
Account Creation Access Code? on the Enter Access Code to Create Your Account page.
The Access Code, Federal Tax ID (FEIN/SSN), Email, and Legal Business Name fields
display.

e Clicking the No, my Access Code has been used or has expired, and | want to
generate a new Access Code radio button displays the Last Name, Email, and CA
State ID Number fields. Enter the information into the required fields. An email with a
new access code is sent to the CEC

Enter Access Code to Create Your Account

* Do you have an Account Creation Access Code?
(®) Yes, | have an Access Code
() Mo, my Access Code has been used or has expired, and | want to generate a new Access Code

" Access Code
|_
* Federal Tax ID (FEIN/SSN) @
|

* Email o

|_

h Legal Business Name

* Required entry.

I'm not a robot

N o o s~

Enter the Access Code, Federal Tax ID (FEIN/SSN), Email, and Legal Business Name.
Click the I’'m not a robot checkbox to complete reCAPTCHA verification.

Click Next. The Credentials Creation — Create Your Password page displays.

Enter the Username, Password, Confirm Password, Pin, Confirm Pin, and Date of Birth.
Click the Create Account button. The Successful Account Creation page displays.

e Clicking the Previous button navigates the CEC to the Enter Access Code to Create
Your Account page
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Your Username must:

* Must be at least 8 characters
* Cannot be more than 50 characters
* May have numbers, letters, hyphens (-) and periods (.)

* Username

[

Complete this field

Your Password must:

* Have at least 8 characters

* Have no more than 50 characters

* Not contain dictionary words, names, or common keyboard patterns
(example: Qwerty1!)

And must contain at least three of the following:

* UPPERCASE letter (A-Z)

* Lowercase letter (a-2)

* Number (0-9)

* Special character " ~!@#S% & *() _+-=[]\{}|:":",./<>?

Passwords cannot be changed more than once a day.

* Password

@
* Confirm password

° |
*pin @

° |
* Confirm Pin @

° |
* Date of Birth

s |

Previous Create Account

Create a Certified Enroliment
Counselor Account Job Aid

8. Click the Finish button on the Successful Account Creation page to complete the process.

Successful Account Creation

Your Covered California Enroller Portal Account creation is in progress. You will soon
receive an email with details for logging into the portal.
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CalHEERS sends the CEC a Welcome to Covered California Enroller Portal email after the
CEC is successful in creating CEC credentials. The email provides a link to the Enroller Portal
and the CEC’s username. The CEC may now login or create an account to access the Enroller

Portal.

1. Click the link provided in the Welcome to Covered California Enroller Portal email. The
Covered California Log in or Create an Account to Get Covered page displays.

[EXTERMAL] Sandbox: Welcome to Covered California Enroller Portal

€~ Repl 9y Reply &l » Forward
Enroller Portal <sudeep.ajoshi@calheers.cagovs ) Reply 3 Reply -

?
- Te Megan Hunt Tue 2/1472023 620 PM

(1) We could not verify the identity of the sender. Click here to learn mere.
The actual sender of this message is different than the normal sender. Click here to learm more

CAUTION: This email originated from outside of the organization. Do not click links or open
attachments unless you recognize the sender and know the content is safe.
Dear Megan,

‘Welcome to Covered Californial You have successfully created your account credentials and can
access the Enroller Portal.

* To log-in, visit: https://clst18. calheers. net/static/lw-web/login
* Username: MEGANFLAKEL2

Questions? Visit coveredca.com/resources/ or contact:
For Agency/Agency Staff, contact Agent Service Center: (877) 453-9198 or email:
AgentContracts@covered.ca.gov.

For Community Enrallment Partners, contact CEC/PBE Helpline: (855) 324-3147 or email:
CommunityPartnerCertSupport@covered, ca,goy,

The Covered California Team

2. Enter the Username and Password.
3. Click Log In.

Log in or Create an Account to Get Covered

Covered California
Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 16 of 18

February 6, 2025


mailto:OutreachandSales@covered.ca.gov

COVERED
CALIFORNIA

Create a Certified Enroliment
Counselor Account Job Aid

4. The Register Your Account page displays. Click the +Add button to add an email or cell

phone number.

Regisner Your Acouant

5. Click the Save & Continue button.
6. The Legal Notice page displays. Click Continue.

(0 B

Legal Notice

BY LOGGING INTO THIS COMPLUTER SYSTEM, ¥C
READ, UNDERSTOOD AND AGREE TO' T

remiain the property of Covered California,

PLEASE LOG OFF IMMEDIATELY IF YOU DO NOT AGREE TO THE TERMS AND CONDITIONS SET

FORTH WITHIN THIS LEGAL NOTICE.
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7. The Enroller Portal home page displays.

Home Entity ~ My Profile My Delegations Resources ~ Help ~

Welcome to your Entity Home Page!

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

Home Enroller Portal Notifications  Motifications Archive  Book of Business  Consumers by Metal Tier Plan

Quick Links

Welcome!

Explore additional choices by navigating through the tabs on the right or My Reports from the menu e _— 12
Secure Mailbox
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