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Overview

Within the Agency Portal, Agency Managers can edit some information for themselves and
other staff within their Agency.

Edit Information My Team
1. Select Team List under My Team to view staff.

Agency v My Team ~ My Profile My Delegations w Resources w Help

Team List

Welcome to your Agency Home Page!

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

Pending Staff Applications

Add Agency Manager

Home Enroller Portal Noti Agency Book of Business My Book of Business  More

Add Agent

Icome!
Explore additio PN UG PG e i N the tabs on the right or My Reports from the menu

Add Authorized Signer

| Home Agency v My Team ~ My Profile My Delegations v Resources v Help v |

Contacts N )
E (PCAP) My Agency Enrollers v [ Printable View ‘ Bulk Status Update ‘ v}

2 items - Sorted by Name  Filtered by All contacts - Contact Record Type - Updated a fow seconds age Q Search this [ist.. ]

[J Name T v | Enroller Lic... v | Email ~ | Phone v | Certification/... v | Certification.. /| ContactS.. v | Role v
1 O Amirshah D456797 mythili.parasuraman@calheers.ca.gov (916) 123-1234 Terminated 5/15/2024 Active Agent Level 1 E]
2 [ George Simpson D123456 mythili.parasuraman@calheers.ca.gov (916) 123-1234 Certified 5/15/2024 Active Agency Manager Level 2 E]

2. Select the hyperlinked staff member’'s name to make edits to specific information using the
#

pencil icon.
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ants

Enroller License Mumber
TRCEET3

~ Business Mailing Address

nto, CA4 95817-3202

. o Information icons indicate helpful hover text.

Note: You must contact Agent Contracts at agentcontracts@covered.ca.gov to make changes

to locked fields that do not have an editing pencil icon.

An alternative to using the pencil icon is to select the Edit button which will pop out the

Contact for editing.
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Edit Contact

*Name Account Name
AgancyDD

== )

Physical Location Address

Primary Enoller Lacation

I Main Office < ]

Business Mailing Address

Address

l @ Search Address ]

3140 Sierra Oaks Dr

A
Gy  Staerosince
[[ssans = )
ZipiPastal Code Country

l 958645653 l [ ]

Cancel

¢ Edits made in the Public Profile section will update the information that displays on Find
Local Help.

v Public Profile

Cliznts Served@ Product Expertiz=@
Languages Spoken@® Public Emaily
Websitell

About Yoursef

3. When you have completed your edits, select Save to save your changes.
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E Contact
A1 Kilimanjaro

Role Enroller License Mumber
Agent Level 1 TRC12%4
Name Account Name
A1 Kilimanjaro fgenyDD
Role Enroller License Number
Agent Level 1 TRC1294
Fraferred Method of Communication@ Contact Stavusi
Email Active
Phane Confirm Status Changel
(865) 123-7080 .

Alczrnate Phone

Email

abc@test.com

~ Physical Location Address

Primary Enroller Location

=l -

Edit Information My Profile

1. Agency Managers may select My Profile to update their own information.

Home Agency v My Team My Profile My Delegations v Resources v Help v

#

2. Select the pencil icon to make edits to specific information.
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Role Enroller License Number
Agent Level 1 TRC6673

Name Account Name
Al Fall v AgencyABBA

Role Enroller License Number
Agent Level 1 TRC6673

Preferred Method of Communication@
Email

Phone
(865) 123-7080

Alternate Phone

Email

abc@test.com

~ Physical Location Address

Primary Enroller Location
Main Office

~ Business Mailing Address

Address
3258 6th Ave
Sacramento, CA 95817-3203

coveren | Edit Agent within Agency Quick

¢ An alternative to using the pencil icon is to select the Edit button which will pop out the

Contact for editing.
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Edit Contact

*Name Account Narme
AgencyDD

= 5

Farsl Narne

[ AT ]

Middhe Name

[ ]

*Lasa Name

= )

Sulfix

[ ]

Role Enwoller Lics
Agency Manager Level 1 LcsEa0

Freferred Methad of Communication @)

(e 2

Fhane

[ 18628355681 ]

Aernate Phane

[ ]

Crmai
kalpanachowdary30632@gmail.com

Physical Location Address
Frimary Cnvoller Location

l Main Office < ]

Business Mailing Address

[ Q Search Address ]

;;;;;;

P
SiatefPravince
[ssommen =]
Pl Code
[ 95854-5653 ] I ]

]

e Edits made in the Public Profile section will update the information that displays on Find
Local Help.

~ Public Profile

Clignte Servedi@ Product Expertiz=®
Languages Sau(er‘. Public Emailﬂ
Websizel

About Yourseif

2. When you have completed your edits, select Save to save your changes.

Cancel Save
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Note: The Agency Manager can edit the status of an Agent within the Agency, enabling or
disabling the Agent’s ability to do business under the Agency. The Agency Manager can also

edit their own status.

e Active: Able to access all available user portal screens, edit Agent, Agency and

Individual Agent information, perform all Agency Manager functions

¢ Inactive: Able to login to the Enroller portal, with view only access, except for
changing the Agency Manager’s own Status from Inactive to Active.

= Marking a Contact “Inactive” disables their ac-
cess to CalHEERS and Enroller Portal. » Marking a

Contact "Active™ grants their access to CalHEERS
and Enroller Portal.

Contact Status€l

Active v

Confirm Status Change@@
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