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Overview

This Quick Guide provides instructions for Agency Managers and Authorized Signers to
complete the process of adding a downline Agent to their Agency and outlines the steps that
the Downline Agent must take to become Certified.

Covered California has a wide range of Enroliment Partner toolkits to assist with onboarding
downline Agents.

To get started:

1. Go to the Enroliment Partner toolkits page.
2. Click the Agency Manager Toolkit.
3. Click Add a New Agent to an Agency Job Aid.

%Toolkits for Enrollers G;;-;b_.ff‘?‘.‘fiff.? !AQEHCY Manager TOOFk-itE
Overview

Agency Managers act in an administrative and operational rele for an agency and must be a

certified and licensed insurance agent. This Toodkit is for Covered California’s Agency Mangers

Approved Admin Staff Role Toolkit o review resources o assist in navigating the Agency Portal.

Resources include information o assist Agency Managers Level | and |, Authorized Signers,

Agents Level | and |I, and Approved Admin Staff (based on user role permissions) with viewing
ine ek d

e
-

Agency Manager Toolkit I

-

*+ Enroller Portal and Enroliment and Shopping and exporting a Book of Business, g deleg within the agency, adding
Section Toolkit new agents and Admin Staff to the agency, and much more.
Check back frequently for updates.
v Family Glitch Fix Toolkit Agency Support
¥ Open Enrollment Toolkit Resource Type Description

[
Introduces Agency Managers, Agents, Authorized

* Renewal Toolkit L Task | Signers, and Approved Admin Staff (o the
Agency and Agent Portal | Guige | information and tasks they have access to through
" the Agency Portal.

Small Business Resources

Li! Podtal

i 2 £ = | Video Demensiration of the Enroller Portal for Agency
Special Enrollment Period Toolkit Walkthrough | Roles.

-

3 : . i - Quick ion for Agency on the Admin Staff
Social Media Toolkit i ! e Guide | Role in the Agency Portal.

-

Storefront Toolkit |
: e ey *‘.9‘1:.’.*.4!?.‘@‘_'9&99.”9.5" | Job Ald

ions for Agency Managers lo add new Agenis
in their Agency Portal.

-

1095 Toolkit

dit Agent With ; . | Instructions for Agency Managers to edit profile
Selagell il Sy Job Ald | jotarmation for Agents within their Agency.

Webinars, Briefings, and Downloads

Covered California
Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 1 of 5 April 8, 2024



mailto:OutreachandSales@covered.ca.gov
https://hbex.coveredca.com/toolkit/
https://hbex.coveredca.com/toolkit/
https://hbex.coveredca.com/toolkit/downloads/Agency_Manager_Toolkit.pdf
https://hbex.coveredca.com/toolkit/downloads/Add_New_Agent_for_Agency_Managers_I_and_II_Quick_Guide.pdf

( ) coveren | DOWNIline Agent Onboarding Quick
i ] TMCALIFORNIA Guide

Step 1: Agency Creates an Application Account for the Downline
Agent

The Authorized Signer and Agency Manager possess the credentials to initiate the application
for a downline Agent.

A. The Authorized Signer or Agency Manager will log in from the Coveredca.com
landing page, and "Sign In” (upper right corner.)

Get Started Health v  Dental v Vision v  Support v SignIn

Open Enrollment

Your well-being and
financial health matter.

You could get great health insurance for $10 a month or less through
Covered California, or for free through Medi-Cal.

B. From the Log in or Create an Account to Get Covered page, enter the username
and password.

Log in or Create an Account to Get Covered

IUsername I Forgot username?
IPasswordI Forgot password?
‘ @

Create an Account

Covered California
Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 2 of 5 April 8, 2024



mailto:OutreachandSales@covered.ca.gov
https://www.coveredca.com/
https://www.coveredca.com/
https://apply.coveredca.com/static/lw-web/login?_nfpb=true&_st&_nfls=false&_pageLabel=logoutPage&_windowLabel=logoutPage&_urlType=action&wlplogoutPage_javax.portlet.action=assisterLoggedOut

N\ coveren | DOWNline Agent Onboarding Quick
i ] TMCALIFORNIA Guide

C. From the “Welcome to your Agency Home Page”, select the “My Team” tab and
click the “Add Agent” option.

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

Welcome to Covered California
Become a Covered California Certified Insurance Agent and help Californians enroll inte qualicy healthcare coverage!
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E. The Agent will now appear as a Pending Staff Applicant.

F. Allow 3-5 business days for the Covered California Team to review the application
and verify the Agent license with the California Department of Insurance for the
Accident & Health or Sickness license.

G. After all verifications are completed, the Covered California team will change the status
from “Pending” to “Eligible”.

Step 2: Downline Agent Completes Online Training Through
Covered California Learning Management System (LMS)
A. You will receive an email from Covered California’s Learning Management System

(LMS) with login information to access the Certified Insurance Agent Training
Certification.

B. Log in to the LMS and select the Certified Insurance Agent Certification training
located under “My Courses” within the “Certification/Recertification” folder.
Complete all training courses within the curriculum.

Covered California
Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 3 of 5 April 8, 2024



mailto:OutreachandSales@covered.ca.gov
https://learning.coveredca.com/%23/login
https://learning.coveredca.com/%23/login
https://learning.coveredca.com/%23/login

N\ coveren | DOWNline Agent Onboarding Quick
i J TMCALIFORNIA GUide

Notes:

e Your email address is your LMS username.

e We strongly recommend that you use the Mozilla Firefox or Google
Chrome browser.

¢ Once you complete the online courses, select the " Certified Insurance Agent
Certification Exam” and take the exam. After completing the exam, you will be
notified immediately whether you passed or failed. A passing score of 80 percent
or greater is required to move forward in the certification process.

¢ You have 3 attempts to take the exam. The exam is open book, and we

encourage you to use the Study Guides provided in the Learning Management
System (LMS).

Step 3: Submits Payment

Within 3-5 business days after you pass the Certification Exam, the Agent will receive an email
from DocuSign® containing an envelope to pay the California Department of Insurance
Endorsement Fee. Payments received are non-refundable.

Step 4: Downline Agent Signs and Submits the Non-Monetary
Agreement DocuSign® Forms to Covered California

A. In 3-5 business days after the payment has been submitted, the Agent will receive
their Non-Monetary Agent Agreement via DocuSign®. Within the Non-Monetary
Agreement, the Agent must review and sign the Exhibits A-E and complete the Voter
Registration Training.

B. Allow 7 to 10 business days for the final paperwork to be processed. You will be
notified of your certification status, provided there is no missing information or errors
in your paperwork. Once your Agreement has been approved, your profile status will
be moved to “Certified.”

Step 5: Downline Agent Must Complete the Account Creation
Process Once the Agent Status is Changed to “Certified”

A. You will receive 2 separate emails with an account creation access code and a link to

set up your new log in credentials. Use the link and access code for initial login to the
Covered California Enroller Portal.

B. You will be prompted to create a username and password, PIN, and create security
questions. YOU MUST CREATE YOUR CREDENTIALS TO COMPLETE THE
CERTIFICATION PROCESS.
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Note: A “Certified” status for an Agent allows the public to view the Agent profile on
the Covered California website. The Agent is now permitted to assist and enroll
employers (if your Agency signed an STD 204 in their Agency Agreement),
individuals, and families seeking health insurance through Covered California.

Important: The Agent must contact each Qualified Health Plans (QHPs) directly if they are
not currently appointed and begin the appointment process to ensure the Agency receives
commissions payments. Otherwise, they will encounter commission issues. Use the link below
to contact the QHPs affiliated with Covered California: Covered California Health, Dental and
Vision Insurance companies.

Need Assistance?

If you have any questions or need assistance with this process, send an email to
AgentContracts@covered.ca.gov.
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