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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 Enroliment
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 Enroliment Counselor Account

A PC or AC completes and submits an application for the CEC user.

o 10"

Home Entity v My Team v My Profile Resources v

Team List

Welcome to your Entity Home Page!

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

Pending Staff Applications

Add Counselor

Home Enroller Portal No ve  Entity Book of Business  Consumers by Metal Tier Plan

Add Primary Contact QUiCk Links
elcome!
Explore additi Add Authorized Contact ugh the tabs on the right or My Reports from the menu

Secure Mailbox (1)

Enroller Toolkits

My Reports

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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Q  search. 'P e "

Home Entity v My Team v My Profile Resources 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.

Review Counselor Application Save and Next

3. Click the Save and Next button. The Public Photo and Documentation Upload page
displays.

e 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:

e Proof of Business Status

e Proof of General Liability Insurance

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

o Conflict of Interest Prevention Plan

Welcome to Covered California!
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Welcome to Covered California!

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

Public Photo and Documentation Upload

Counselors ars only requirad to upload thair Enroller Photo.

= following before the Entity can be approved:

quired documentation at any time after initial submission.

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.
Home Entity + My Team ~ My Profile Resources v

Welcome to Covered California!

Welcome to Covered California Become 3 Covered California Certified Counselor and help Californians enroll inte quality healthcare coverage!

C Applicati ission Confirmation
HiPC,
You have successfully submited the Counselor Application for Rocky Balboa .

The application is being reviewsd. Rocky Balboa will receive two emails with an access code and URL ot michelle. owens@calheers.ca.gov.

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

6. Click the Finish button on the Counselor Application Submisson
Confirmation page to complete the submission.
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Certified Enroliment 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.

e The Edit Your Certified Sandbox: Edit Your Certified Enrollment Counselor Application

Enrollment Counselor g = ,
Application email S

prOVideS details of Thank you for submitting your application.

what information is R B R T R

needed to ed It the 1. Access Code [separate email titled, "Access Your Certified Enroliment Counselor Application™).
application, with the Please 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 below, as needed.

link Click Here to Edit
Your Certified
Enroliment
Counselor
Application

2, Last Name
3. Califarnia Driver's License Number or State Id
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
information about vour Criminal Record. which you can add by clicking the link below.

Click Here to Edit Your Certified Enrollment Counselor Application.

e The Access Your — , o ,
Certiﬁed Enrollment Questions? Visit coveredca.comyresources/ or contact CEC/PBE Helpline at (855) 324-3147 or email
. ; CommunityPartnerCert Support @covered.ca gov,
Counselor Application sincerely,
email provides an access cowred catifornia
code which is needed to
edit the application. The
access code is valid for

24 hours and one use

peation is certified or approved,

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

e s 3 Rept & Reply All Fi d
@ Do Not Reply Covered California <do-not-reply@covered.ca.gov> Qe 0 "EPY oo

To @ Michelle Owens Tue 4/11/2023 8:32 AM
Dear Michelle,
Thank you for submitting your application.
Your Access Code to edit your Certified Enrollment Counselor Application is
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.
To edit your application, you will need the link, which is sent in separate email titled "Edit Your Certified Enrollment Counselor Application".

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

Sincerely,

Covered California
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CECs complete the following Welcome to Covered California!
StepS to edit the appllcatlon Become a Covered California Certified Counselor and help Californians enroll into quality healthcare coverage!

1. Click the Click Here to

Enter Access Code to Edit Your Counselor Application

Ed It You r Certlfled * Do you have an Access Code to edit your Counselor application?

@ Yes, | have an Access Code
En rOIIment Counselor (O No, my Access Code has been used or has expired, and | want to generate a new Access Code
Application link on the * Access Code

Edit Your Certified [* )
Enrollment Counselor | S |
Application email. The * CA State 1D Number

Welcome to Covered [ )
California! Enter ~

Access Code to Edit fm not a robot

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.

3. Enter the Access Code, Last Name, and CA State ID

Select all squares with

Number. Click the I’'m not a robot checkbox. The reCAPTCHA stairs

If there are none, click skip

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

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
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5. Click the Next button. The
Counselor Information

page displays.

Create a Certified Enroliment
Counselor — Agent Account

Enter Access Code to Edit Your Counselor Application

*Do you have an Access Code to edit your Counselor application?

O Yes, | have an Access Code

Welcome to Covered California!

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

(®) No, 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:

* Last Name

* Email

* CA State ID Number

™

reCAPTCHA
Privacy - Terms

I'm not a robot

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.

Counselor Information

Counselor Type : Certified Application Counselor
Counselor First Name

Megan

Counselor Last Name

Smith

Legal Business Name

Email

megan.e.hunt@calheers.ca.gov

* Preferred Method of Communication

[ Email

* Primary Enroller Location

F—— Sacramento (Location Address : Street 1551, Sacramento, CA, 95833) :]
*Phone Show Primary Enroller Location Address in Find Local Help
I 2345763672 l Other Sites Served
Alternate Phone 0 iterns.
l Site Name ~
=Date of Birth
— Naitems to display.
Nov 3, 1983 &

State ID Type

\CA Drivers License Number

Driver's License or ID Number

1234567

Personal Mailing Address

Personal Mailing Address same as Primary Location Malling Address

*5Spoken Languages (Ctri+Click or Command-+Click on Mac, to select multiple) o

Spanish

African
Ambharic

Arabic T

Spanish
African
Amharic

Arabic

*Written Languages (Crrl+Click or Command-+Click on Mac, to select multiple) o

Covered California

Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 7 of 16

December 12, 2024


mailto:OutreachandSales@covered.ca.gov

(. ) coveren | Create a Certified Enroliment
hg. """ | Counselor — Agent Account

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

page.
e Clicking the Review Counselor Application button navigates the CEC to

the application form to review the application

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 ]

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

e 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.

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 | Or drop files

Title File Type Document Type

Delete

Agreement PDF Agreement

=3
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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 —
Cetrtification
Signing page
displays.
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13.Enter CEC’s name in Welcome to Covered California!
the Full Name field
and select an option Crmina Record Disclosue - Cetifcaionsgning
from the Agree to
electronic signature

unsesor and help Californians enrall into qualiry healt

dropdown menu.

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

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

page

15. Upload supporting
documents if applicable eve |
and click the Next button.

The Counselor Application
Successfully Updated
page displays.

o Clicking the Previous button navigates the CEC back to the Criminal
Record Disclosure — Cettification Signing page

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 | Next
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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

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

1 . CI|Ck the C I i ck Here to sandbox: Your Certified Application Counselor Application is Approved and Certified
. 43 Reply | € ReplyAll | = Forward | | I | | ==
=g Do Not Reply Covered California <do-not-reply@covered.ca.gov>
Create Your Certified @ To Mg Font s 1 a0
A I . t' () This sender do-not s from outside your
pp ication Important news about your Covered California Enroller account
Counselor
. .
Application Account
Congratulations!
.
usin g Access C Od e Your Certified Application Counselor Application is approved and certified. Your Certification ID is 1000019007.
1 To access the Enroller Portal, you must first create an account. The following information is required to create an account:
| I n k - Th e En ter A Ccess 1. Access code (a separate email will be sent titled, 'Access code for your new Certified Application Counselor account')
2. Federal Tax ID (FEIN/SSN)
Code to Create Your
4. Legal Business Name
Account page displays. Once o v ovedyou s o, ik st and ol h s st your e,
[ Glck tere to create Your Certified Application Counselor Account using Access Codle |

2' CIICk the Yes’ I have an Note: Please keep this email accessible until your account is successfully created.
Access Code radio button  awsien vt cvsrsscocomresouses o ont

for the queStIOI’] DO yOU o For Community Enrollment Partners, call CEC/PBE Helpline at (855) 324-3147 or email CommunityPartnerCertSupport d.ca.gov or PBECert@covered.ca.g
have an Account Creation

Access Code? on the Enter ...icuome

Access Code to Create

Your Account page. The

Access COde, Federal Tax Enter Access Code to Create Your Account
ID (FEIN/SSN), Email, and Deou have an Bucouns Crestion Access Coce?

@ Yes, | have an Access Code

Legal Business Name (O No, my Access Code has been used or has expired, and | want to generate a new Access Code

* Access Code

fields display. [ ]

* Federal Tax ID (FEIN/SSN) °

e Clicking the No, my Access [ ]

Code has been used or “email @

has expired, and | want to | ]
generate a new Access [“ga‘ . |
Code radio button displays * Required enry.

the Last Name, Email, and

CA State ID Number fields. R e

Enter the information into the
required fields. An email with
a new access code is sent to
the CEC

Next

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 —

Credentials Creation - Create Your Password

Create Your Password page S DT
displays.
p y = Must be at least 8 characters
* Cannot be more than 50 characters
6. Enter the Username, = May have numbers, letters, hyphens {-) and periods (.)
Password, Confirm * Username
Password, Pin, Confirm Pin, [ ]

and Date of Birth. . Som—

Your Password must:
7. Click the Create Account button. The I e
Successful Account Creation page displays. « Have no more than 50 characters

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

e Clicking the Previous

And must contain at least three of the following:

button navigates the CEC to o D AARCES Est AT
the Enter Access Code to F AT g
= Number (0-3)
Cl’eate YOUI’ACCOUHt page * Special character "~ 1@ 8§$% &Y () _+-=[]1\{}|:" 1", f=>?

Passwords cannot be changed more than once a day.

8. Click the Finish button on the T—
Successful Account Creation . -
page to complete the process. FEs ppp—
o |
“pin @
® |
* Confirm Pin @
LC ] |
* Date of Birth
& |

| Previous Create Account
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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.

[EXTERNAL] Sandbox: Welcome to Covered California Enroller Portal

1 . C||Ck the ||nk pr0V|ded N the = Enroller Portal <sudeep.a.joshi@calheers.ca.gov>( $oiRenly | SErRRAN, | SRS
- Te Megan Hunt Tue 2/14/2023 6:20 PM
Welcome to Covered California Dy ooty i wemy atinesonser chsnre s wmnere,
i CAUTION: This email originated from outside of the organization. Do not click links or open
Enroller Portal email. The s 8 P

attachments unless you recognize the sender and know the content is safe.

Covered California Log in or
Create an Account to Get

. Welcome to Covered California! You have successfully created your account credentials and can
Covered page d |Sp|ays_ access the Enroller Portal.

* To log-in, visit: https://clst18.calheers.net/static/lw-web/login
* Username: MEGANFLAKE12

Dear Megan,

2. Enter the Username and Password.

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

3. Click the Log In button_ The AgentContracts@covered.ca.gov.

For Community Enrollment Partners, contact CEC/PBE Helpline: (855) 324-3147 or email:

Choose Your Securlty Quest,ons CommunityPartnerCertSupport@covered.ca.gov.
page displays.

The Covered California Team

. 1 COVERED
() s

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

Log in or Create an Account to Get Covered

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.

Choose Your Security Questions

Security questions help us verify your identity and keep your information safe.
Choose and answer 3 questions.

Choose Your Security Questions What is your favorite sports team?

Security questions help us verify your identity and keep your information safe
Choose and answer 3 questions.

Niners

What was your first job?

Sales

What is your father's middle name?

Joe
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6. The Register Your Account page ) e

A

displays. Click the +Add button to
add an email or cell phone 4

) i egister Your Account
number. Edit the Secunty Set up one of the following verification methods o register your account before you start your application
Queshons by C||Ck|ng the Edit I|nk_ |(:H;whl:r.‘ir;:r:::er.:in’.:r::E:““;:t:.:[nud to view your tax forms, you must register your email address or
Remove Security Questions by .

clicking the Remove link.

No email registered +add)

Click the Save & Continue button.

Cell Phone Number

O Recommended Standard text message rate applies.

dd

7. The Legal Notice page ks i i
displays. Click the Security Questions
Continue button. The BT e ke
Welcome to your Entity
Home Page! page
displays.

Legal Notice

BY LOGGING INTO THIS COMPUTER SYSTEM, YOU EXPRESSLY ACKNOWLEDGE THAT YOU HAVE
READ, UNDERSTOOD AND AGREE TO THE FOLLOWING:

This computer system represents an asset of the State of California for official use by
authorized users only and is subject to being monitored, recorded, audited or restricted at any
time. Should it be determined that this computer system has been used for criminal activity,
evidence of any such criminal activity may be provided to law enforcement personnel at any
time withaut your consent or notice to you. Unautherized or improper use of this system may
result in disciplinary action, as well as criminal and civil penalties. This computer information
system may contain sensitive and confidential U.S. data and unauthorized access or use of any
such data may subject you te criminal and civil liability, including but not limited to fines,
penalties or sanctions, under feceral and California state law. By using this computer system,
you understand and agree that you have no expectation of privacy in any activity related ta this
computer system and that data processed through this computer system shall at all times
remain 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.

Home Entity v My Profile My Delegations v Resources v

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

Home Enroller Portal Notifications  Notifications Archive  Book of Business ~ More

Quick Links

Welcome!

Explore additional choices by navigating through the tabs on the right or My Reports from the menu Secure Mailbox (0)

Delegation Tool

Start Application

Enroller Toolkits

My Reports
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