
 

 

 

Covered California 
Outreach and Sales Division 
OutreachandSales@covered.ca.gov Page 1 of 16 December 12, 2024 

Create a Certified Enrollment 
Counselor – Agent Account 

Overview 
This Task Guide is intended for a Primary Contact (PC) or Authorized Contact (AC) and 
illustrates the application and submission process for creating a Certified Enrollment 
Counselor (CEC) application and account. Although 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, the focus of this Job Aid is to provide detailed steps to create 
a CEC account. 

Creating a Certified Enrollment 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 tab dropdown. The 
Add Counselor Information page displays. The Counselor Type pre-
populates with Certified Enrollment Counselor. 
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2. Complete all required fields indicated with a red asterisk and click the Next 
button. The Review Counselor Application Form page displays. 
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3. Click the Save and Next button. The Public Photo and Documentation Upload page 
displays. 

• Clicking the Review Counselor Application button navigates the 
user to the Add Counselor Information page 

4. 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: 

• Proof of Business Status 

• Proof of General Liability Insurance 

• Proof of Worker’s Compensation Insurance 

• Proof of Valid Business License 

• Conflict of Interest Prevention Plan 
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5. Click the Next button on the Public Photo and Documentation Upload page when all 
documents are uploaded. The Counselor Application Submission Confirmation page 
displays. 

 

 
6. Click the Finish button on the Counselor Application Submisson 

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: the Edit Your Certified Enrollment Counselor email and the Access Your Certified 
Enrollment Counselor Application email. 

• The Edit Your Certified 
Enrollment Counselor 
Application email 
provides details of 
what information is 
needed to edit the 
application, with the 
link Click Here to Edit 
Your Certified 
Enrollment 
Counselor 
Application 

• The Access Your 
Certified Enrollment 
Counselor Application 
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. 
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CECs complete the following 
steps to edit the application: 

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

2. Click the Yes, I 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. 

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

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

• Clicking the No, my Access Code has been used or has 
expired, and I 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 
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5. Click the Next button. The 
Counselor Information 
page displays. 

 
 
 
 
 
 
 
 
 

 

Clicking the Previous button navigates the CEC to the Enter Access Code to 
Edit Your Counselor Application page 

6. Click the 
Next button. 
The Review 
Counselor 
Application 
Form page 
displays. 
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7. Click the Save and Next button 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 

 
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: 

• Title 

• File Type 

• Document Type 

Clicking the Trash icon removes the uploaded document or photo. 
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9. Click the Next button. 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. 

11. Scroll to 
section B. 
Criminal 
History 
Disclosure. 
The CEC 
answers the 
six criminal 
history 
questions by 
selecting the 
applicable 
Question [#] 
Response 
dropdown 
option. 

12. Click the Next 
button. The 
Criminal Record 
Disclosure – 
Certification 
Signing page 
displays. 
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13. Enter CEC’s name in 
the Full Name field 
and select an option 
from the Agree to 
electronic signature 
dropdown menu. 

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

• 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. 

• Clicking the Previous button navigates the CEC back to the Criminal 
Record Disclosure – Certification Signing page 
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16. Click the Finish button on the Counselor Application Successfully Updated 
page to complete the application. 

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

• Passes all requirements of CEC Learning Management System (LMS) training 

• Completes the background clearance 

• Completes all required DocuSign forms 
 

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. 

• 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 

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

 
2. Click the Yes, I 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. 

• Clicking the No, my Access 
Code has been used or 
has expired, and I 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 

3. Enter the Access Code, Federal Tax ID (FEIN/SSN), Email, and Legal Business 
Name. 

4. Click the I’m not a robot checkbox to complete reCAPTCHA verification. 
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5. Click the Next button. The 
Credentials Creation – 
Create Your Password page 
displays. 

6. Enter the Username, 
Password, Confirm 
Password, Pin, Confirm Pin, 
and Date of Birth. 

7. Click the Create Account button. The 
Successful Account Creation page displays. 

• Clicking the Previous 
button navigates the CEC to 
the Enter Access Code to 
Create Your Account page 

8. Click the Finish button on the 
Successful Account Creation 
page to complete the process. 
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Logging into the Enroller Portal 
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. 

2. Enter the Username and Password. 

3. Click the Log In button. The 
Choose Your Security Questions 
page displays. 

4. Enter the Security Question 1, 
Security Question 2, and Security 
Question 3 fields by clicking the 
+Add button. 

5. The Next button enables after 
completing the security question fields. 
Click the Next button. 

Note: Click the Change link to 
change the security question. 
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6. The Register Your Account page 
displays. Click the +Add button to 
add an email or cell phone 
number. Edit the Security 
Questions by clicking the Edit link. 
Remove Security Questions by 
clicking the Remove link. 

Click the Save & Continue button. 

7. The Legal Notice page 
displays. Click the 
Continue button. The 
Welcome to your Entity 
Home Page! page 
displays. 
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