COVERED Document Upload Quick Guide for
AT Certified Enrollers

Overview

The purpose of this Quick Guide is to help enrollers know where and how to upload documents
requested by CalHEERS.

When CalHEERS requests documents, enrollers will receive an alert on their Daily Enroller Summary
email (this will show as NODxx and the enroller can find the notice in the consumer’s “Docs &
Correspondence” section of the application).

Steps

1. Login to the client’s application. From the “Consumer Home Page”, you can find the requested
documents in one of two locations: in the Household Summary section or Eligibility Results,
which is found in the “Manage Your 2022 Application” section.

Welcome back, Bob!
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Clicking on the “View actions needed & alerts” link of the Household Summary will take you to where
you’ll find what documents are being requested.

2022 Household Summary

Your household has members with alerts or actions
that need your attention.

Bob S.
Primary Contact

View actions needed & alerts >

V.

022 Household Summary
Piease review all alerts and actions for your household. Complete all actions needed to get coverage.

Case #: 5000039985 | view Program Eligibility by Person

Household Members (1): Program Eligibilty Covered By Actions Needed
BobS. Covered California Anther Blue Cross Dus 0473972322
Wyrs Proof of Minémum Esserial Coverage

Proaf of Income

Lipioad Exgibily Cocuments

Primary Contact Info:

° Bob S. Bob told us the best way to contact them is by Mail.®
Syrs
Home/Mailing address: Email: Phone:
2410 5. Rock Creek Dr None provided None provided

Los Banos, California 93635

Close and view Account Home.
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The Eligibility Results link in the “Manage Your 2022 Application” section will also take you to where
you can find what documents are being requested.

Manage Your 2022 Application

Case #: 5000039985
Review Application

View your most recently
submitted application.

Eligibility Results
Learn about how your
eligibility was determined.

Enrollment Dashboard More Actions

Shop for health plans, Make changes to your

manage coverage, and view coverage and compare plans.
enrollment status.®

Upload Eligibility Documents
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2. Once you have identified what documents are being requested, you can now upload the
documents into the application. Whether you choose the Household Summary section or the
Eligibility Results section, use the provided link to upload the documents, as shown below.

I 1027 Muusehold Semmary
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Primary Comact infe

0 Bebs HOb told 5 T BedT wiry 62 COSLACT Tharm 1k &y WAL
HomeMalling address Emait Phone
2470 5 Rock Crees O NoTeE prowded hone prostded

0 Hanos, Cutfor s 1353

Close and view ACCount Mome

Household Next Steps

Please review the next steps that are important for your household.

Please review your plan options now. m

Completa any othor raquired actans Water, Choosing a plan frst will nat
affect your ebgdlity o plan options.
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One o!: more household members have actions that need your I o Do
attention. -

* Bob needs to upioad Proof of Minimum Essential Coverage
= Bab needs 10 upboad Proof of income
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Once you've clicked the “Upload Document” link, you will be taken to another page to select which
document is to be uploaded.

Upload Eligibility Documents
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Depending on which document is needed, click on the “Upload Document” button.
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Select what type of document you will be submitting.

Upload File
Chease the type of document you are uploading

© vt of— .

Cogy of laxt year's fegers tav recurn that accurately reflects the

CUTent iIncoma
Buviness records such a3 profit and foss staterments

Si@ned leter from employes that diplays the gross incoma
ayment ieguency, and date of paytheck

Afidawt
Other documents to suppart Procf of Earned Income
Form 1095

Irwestment account statement

oy _

Once you have selected what type of document you will be submitting, click “Next”. You will then be
prompted to upload your document (acceptable file formats are Excel, Word, PowerPoint, JPEG, JPG,
TIFF, PDF, and RTF). Once the document has been uploaded, click “Done”.

« Upload File
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After clicking “Done”, you will be prompted to submit the document for review.

Proof of Income Dug: 4292022
ncome docx Deleze iew
Document Type: Pay Stub Tange
Uplooded om 11252021 153735 P\

Comments.

I Upiiast Arzrher Tlozu—am ]

Singte File Upload

Once the document has been submitted, it will be sent for review by Covered California staff. During
the review period, acceptable documents will be passed, and the alert will be cleared.

2021 Household Summary

Great news! Your household has no alerts or
actions right now.

LAURA G. CARLOS G.

Primary Contact

View all >

If the Review Team has questions about the document, you will receive a call requesting more
documentation.
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