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Overview

This Quick Guide contains steps to access the Agency or Entity Book of Business and the My
Book of Business for Agency and Entity users.

Depending on your role in the Agency or Entity, you will be able to access one or both the
Agency/Entity Book of Business and My Book of Business (your own Book of Business).

Agency User Role Access

The following roles have access to both the Agency Book of Business as well My Book of
Business:

e Agency Managers (AM1 and AM2)
e Agents (A2)
The following roles have access to only the Agency Book of Business:
e Authorized Signer (AS), Approved Admin Staff Level 1 (AAS1), and Approved Admin
Staff Level 2 (AAS2)
An Agent Level 1 (A1) has access to only My Book of business.

Entity User Role Access

The following roles have access to only Entity Book of Business:
e Primary Contact and Authorized Contact

Counselors only have access to Book of Business.
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Background

The Book of Business contains Covered California, Mixed Household, and Medi-Cal members.
It provides Enrollers with a near real-time view on their active consumer delegations in
CalHEERS. This data is refreshed nightly.

In its Excel document format, the Book of Business enables you to sort, manipulate, and
maintain client data.

Note: To see a description of the fields found within the Book of Business, see the
Book of Business Description Chart. Note that if the information is not applicable or not
provided, the data under that column will be blank.

Important: The Book of Business contains consumers’ Personally Identifiable Information
(PIl) and must remain secure and confidential in accordance with Covered California’s Security
and Privacy policies as outlined in the Agent Agreement or Counselor Agreement, including all
applicable laws and regulations. It is the Agent’s responsibility to ensure that they handle this
information in the appropriate manner. Remember that emails with consumer PIl must be
encrypted or secured.

Book of Business Steps for Agency Users

1. Login to the Enroller Portal. Depending on your role, you will see tabs on the home page
for the Agency Book of Business and/or your own Book of Business.

e If you have access to the Agency Book of Business, the Agency Book of Business is
displayed on the home page.

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

Home Enroller Portal Notifications  Notification Archive | Agency Book of Business JMy Book of Business  More

Report: Contact Application and Enrollees Py ~
L2 Add Chart Y c Edit v
Book of Business by Enroller Contact °

Total Records

e And if you have access to only My Book of Business, your own Book of business is
displayed on the home page.
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Home Enroller Portal Notifications  Notifications Archive | My Book of Business

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

Consumer Enrollments by Metal Tier Plan

Report: Contact Application and Enrollees
My Book of Business

Total Records

& Add Chart Y| c Edt | ¥

To view the Book of Business, reCAPTCHA is required.

2. Select the checkbox for | am not a robot

Home Agency v My Team v My Profile My Delegations

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

Home Enroller Portal Notifications  Notification Archive ~ Agency Book of Business My Book of Business  More

Resources v |

I'm not a robot :
reCAPTCHA
Privacy - Terms

3. Select the images provided in the instructions and click Verify

Home Enroller Portal Notifications  Notification Archive  Agency Book of Business My Book of Business  More

Select all images with

cars

cao
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3. Click the dropdown for Edit, and then select Export.

Welcome to your Agency Home Page!
Manage your Baok of Business, assist your consumers, and more.

Home Enroller Portal Notifications  Notifications Archive My Book of Business  Consumer Enrollments by Metal Tier Plan

Report: Contact Application and Enrollees

5 & Add Chart Y filc Edit | ¥
My Book of Business % dd cha :

o Save As
otal Records

Export

Note: Filters can be applied at this step to speed up the process of downloading the
information you require from the Book of Business.

Click the filter icon in the top-right corner of the Book of Business / My Book of Business.

You can filter by contact applications, the date that the application was created, or the valid
year.

¥ Add Chart ¢ Edit B
Filters Close Filter Panel

Show Me
All contact applications

Application: Created Date
All Time

Enroller is Current User

eguals True

Application: Valid Year
equals True

4. Once you have applied the filter of your choice, click Export from the Edit dropdown.

For Agencies with a large book of business, the process to load/export may take longer than
expected. During this time the user is still able to conduct other business while the export
downloads.
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5. Select Details Only as the exported view (recommended) and confirm that the format
selected is Excel.

6. Click Export.

The Agency Book of Business / My Book of Business will export in an Excel file with the
consumer data. You will be able to sort and view enrollment data, consumer data, Medi-Cal
information, etc. for consumers.
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The exported Agency Book of Business will display all consumer data.
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The exported My Book of Business will display your consumers’ data.
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Book of Business Steps for Entity Users

1.

for the Entity Book of Business and/or your own Book of Business.

displayed on the home page.
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Home Entity ~ My Team ~ My Profile Resources v Help v

Welcome to your Entity Home Page!

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

Home Enroller Portal Notifications  Notifications Archive [ Entity Book of Business | Consumers by Metal Tier Plan

Quick Links

Welcome!

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

Enroller Toolkits

My Reports

e The Counselor's home page displays the Counselor's Book of Business only.

Home Entity w My Profile My Delegations v Resources v Help v |

Welcome to your Entity Home Page!

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

Home Enroller Portal Notifications  Notifications ArchiveI Book of Business I Consumers by Metal Tier Plan 2 ¢
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

To view the Book of Business, reCAPTCHA is required.
2. Select the checkbox for | am not a robot
3. Select the images provided in the instructions and click Verify.
4. Click the dropdown for Edit, and then select Export.
Book of Business o[ @ naacnan || v |

Total Records

9

| CalHEERS Case ID © [v| Year of Application [*| First Name [*| Middie Name [*| LastName (| CustomerDOB [r| SSNLast4 [v| Residence AddressLinei [r| Residence AddressLine2 [r| Address-City (x|

Note: Filters can be applied at this step to speed up the process of downloading the
information you require from the Book of Business.

Covered California
Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 7 of 25 December 11, 2025



mailto:OutreachandSales@covered.ca.gov

overen | ENroller Portal My Reports Task
CALIFORNIA Guide

5. Click the filter icon in the top-right corner of the Book of Business /| My Book of Business.

You can filter by contact applications, the date that the application was created, or the valid
year.

¥ Add Chart ¢ Edit v
Filters Close Filter Panel

Show Me

All contact applications

Application: Created Date
All Time

Enroller is Current User
equals True

Application: Valid Year
equals True

Once you have applied the filter of your choice, click Export from the Edit dropdown.

Select Details Only as the exported view (recommended) and confirm that the format
selected is Excel.

Export View

Formatted Report Details Only

Export the report, including Export only the detail rows.
the report header, Use this to do further
groupings, and filter calculations or for
settings. uploading to other systems.

Format IEnmdlng
Lot = } { 1S0-8859-1 (General US & Western Europ¢ :]

8. Click Export
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Export View

Formatted Report

Export the report, including
the report header,
groupings, and filter
settings.

Details Only

Export only the detail rows.
Use this to do further
calculations or for
uploading to other systems.

Format

Encoding

Excel Format .xls

. ] [ ISO-8859-1 (General US & Western Europe ]

Enroller Portal My Reports Task
Guide

The Book of Business / My Book of Business will export in an Excel file with the consumer
data. You will be able to sort and view enrollment data, consumer data, Medi-Cal information,
etc. for consumers.

The exported Book of Business will display all consumer data.

A1

i 5 Year of Application

8 c o E F G H 1 ) K L M N o P ]
i rst Nar - Middle Nari - | Last Nan = Gustomer DC~ SSN Las - | Residence Address Line - Residence Address Line = | Address - it = Address - Sta - Address - Zip Gol~| Customer Emi~ Gustomer Phoi ~ CalHEERS Application [~ Application Stati ~| Gase Stat| - | Enrollm]
¥ 4 v
2 12025 Mike Moore 9/24/1995 9346 5406 Whittier Blvd East Los Angeles CA 90022 mike@mail.com 1357049826 SUBMITTED ACTIVE PENDING|
¥ 5 v v
3 12024 Mike Moore 9/24/1995 9346 5406 Whittier Blvd EastLos Angeles CA 90022 mike@mail.com 1357049826 SUBMITTED ACTIVE PENDING|
: 024 Rob Roberts /31419753569 1868 Fort Jones Rd Yreka cA 6097 rob@mail.com "1357049828 SUBMITTED ACTIVE TERM
5 2025 Rob Roberts 1/31/1975 3569 1868 Fort Jones Rd Yreka cA 96097 rob@mail.com "13570498268 SUBMITTED ACTIVE PENDING|
o 2025 Kris Kraft 10/31/2000 5632 729 Taylorville Rd CrassValley  CA 5949 kris@mail.com 1357049630 SUBMITTED ACTIVE PENDING]
7 2024 Kris Kraft 10/31/2000 5832 729 Taylorville Rd Grass Valley cA "B5049 kris@mail.com "1357049830 SUBMITTED ACTIVE PENDING|
1 - - -
12025 Chris Jones 10/10/2001 9637 1601 Exposition Blvd Sacramento ca 95815 chris@mail.com 1357050745 SUBMITTED ACTIVE PENDING|
v H H -
o (2022 Chris Jones 10/10/2001 9637 1601 Exposition Bivd Sacramento  CA 95615 chris@mail.com 1357050745 SUBMITTED ACTVE  PENDING)
¥ v H b
0 2025 Chris Smith 1/1/2000 1530 1601 Exposition Blvd Sacramento CcA 95815 chris@mail.com 1357051429 SUBMITTED ACTIVE PENDING|
7
P
The exported My Book of Business will display your consumers’ data
Al ~ |3 I Year of Application
A B E F G H J N K L M N Q P [
1 [ Year of Applicatic - |First Nari » Middle Nan - | Last Nan - CustomerDC~ SSN Las - | Residence Address Line = Residence Address Line ~| Address- Cit v Address- Sta = Address - Zip Col | Gustomer Phol - | Customer Emi = CalHEERS Application | - Application Stati ~ Case Stat ~ | Enrollme|
[veurotippemis] - - v
2 2025 Mike Moore 9/24/1995 9946 5406 Whittier Blvd Eastlos Angeles CA 90022 mike@mail.com 1357049826 SUBMITTED ACTIVE PENDING|
3 2024 Mike Moore 9/24/1995 9946 5406 Whittier Bivd EastLos Angeles CA 90022 mike@mail.com 1357049626 SUBMITTED ACTIVE  PENDING]
+ 024 Rob Roberts 1/31/1975 3569 1868 Fort Jones Rd Yreka CcA 56097 rob@mail.eom 1357049628 SUBMITTED ACTIVE TERM
5 9025 Rob Roberts. 1/31/1975 3569 1868 Fort Jones Rd Yreka cA 6097 rob@mail.com 1357049828 SUBMITTED ACTIVE PENDING|
5 %2025 Kris. Kraft 10/31/2000 8832 729 Taylorville Rd Grass Vallay CA %5949 kris@mail com "1357049830 SUBMITTED ACTIVE PENDING|
7 %024 Kris Kraft 10731/2000 5832 729 Taylorville Rd Grass Valley cA 95049 kris@mail.com 1357049830 SUBMITTED ACTIVE PENDING|
8 2025 Chris Jones 10/10/2001 9637 1601 Exposition Blvd Sacramenta cA 95615 chris@mail.com 1357050745 SUBMITTED ACTIVE PENDING|
; H H ’
9 2024 Chris Jones 10/10/2001 9637 1601 Exposition Bivd Sacramento cA 95815 chris@mail.eom 1357050745 SUBMITTED ACTIVE PENDING|
10 2025 Chris Smith 1/2/2000 1530 1601 Exposition Blvd Sacramento CA 95615 chris@mail.com 1357051429 SUBMITTED ACTIVE PENDING|
1
2
13
4
.
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Large Book of Business
For a large Book of Business (100+) following the following steps:

1. Select Agency Book of Business or Entity Book of Business on the Enroller Portal home
page

Q Search a 9.

ome: Agency v My Team ~ My Profile My Delegations

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

Home  Enroller Portal Motifications  Notifications Archive  |Agency Book of Business | My Book of Business  Consumer Enrollments By Metal Tier Plan

Quick Links

Welcome!
Explore additional choices by navigating through the tabs on the right or My Reports from the menu

Enroller Toolkits

My Reports

Shop and Compare

Affardabilicy Caleulator

To view the Book of Business, reCAPTCHA is required.
2. Select the checkbox for | am not a robot
3. Select the images provided in the instructions and click Verify.

A notification will populate that the report is being downloaded. Navigating away from the page
will not affect the download.

Home Enroller Portal Motifications  Motifications Archive  Agency Book of Business My Book of Business  More

@

Your Book of Business repert is being prepared. You'll be notified via Bell notification upon completion. Please note, further report requests are restricted until this request is complete.
Kindly revisit this page to access the reportis).

Once the download is complete, a bell notification will display.
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20-

MNotifications Markallasread X

Book of Business report(s) success.
Generation of Agency Book of Business report(s) with
Transaction ID: TL-0009294 was Successful.

e Page!
Please navigate to Agency Book of Business tab to view
ners, and more. the report(s).
3 minutes ago
al Tier PI...
] ") Book of Business report(s) failure.

4. Select the Request Agency/Entity Book of Business button

Welcome to your Agency Home Page!

Manage your Book of Business, A9l yOur consumers, and mone

Agancy Baak of Besiness by Book of Bwine

w o Crestid Dats dnd Tarss o G g

When the Book of Business is ready to be downloaded, there will be several reports
generated.

5. Check the checkboxes of the reports you want to export and select and the Export button
in the top right corner.
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Welcome to your Agency Home Page!

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

G [rralbed Porial Modiflcations  Mobifications Archive  Agamcy Boak of Buiineid

Created Date ard Tome w | Cona Raege w
AgereyBel i e Agency AM_TL 00 1 [ 4, & 3 3 ‘|
AgercyBoll Arin_Health_Agency AM SORELT P g .- RLTE B LT TES ]

Quick Links

Welcome to your Agency Homw + wuge-

".1.|n.,1;;-:,' your Book of Business, assist YOLIF CONSUMens, angd more,

Wome  Enroller Porrsl HocHications  Worifacatesns Archive  Agency Book of Busieess  More

B Agency Book of Business

e et Do B0 SCLHABIE [Pl Chavershoud RAUTH0R e SO0ESS Thet i)

= Wl P w  Crestid Date aad Time = Cada Mg W
dgeroylioll_Lran_Heait Agenoy A TL0O0EET? Pari g W), MO0, 1 &R 1 0 AT
#| Agercylicl Aren_Haesith Agoncy AW TLO00SEZZ Partl dayg 30 0L, 1D SNSRI T

Quick Links
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Targeted Reports Steps
Targeted Reports are available for all Entity and Agency users.
Enrollers will be able to view and export the following targeted reports:
e Delegations lost
e Consumer cases by carrier
e Active consumers only

To get to these reports, follow the below steps:

1. From the Resources dropdown on the Enroller Portal Home page, select Targeted
Reports

My Profile My Delegations Resources w Help ~

My Team w

Agency v

Enraller Toolkits

Welcome to

Manage your Book of |

Home Page!

r consumers, and more.

My Reports

Targeted Reports

Home Enroller Portal Notifications  Notifications Archive  Agency Book of Business My Book of Business  More

Welcome!
Explore additional choices by navigating through the tabs on the right or My Reports from the menu

The Enroller Dashboard displays the following:
e Delegations Ended this Month (calendar month)
e Delegations Ended Last 6 Months
e Delegations Ended Past Year
e Consumer Cases by Carrier

e Active Consumer Cases

Covered California
Outreach and Sales Division
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The left upper corner provides the date the report was last refreshed. The Right upper corner
provides a refresh button to update the report.

Q  search.

Agency v

My Team v

My Profile

My Delegations

Resources v/

Help

Dashboard
Enroller Dashboard
45 of Mar 14, 2025 2:08 P Viewing as Poly Rolins

Enrolier Contact. Full Name
18 Folly Rolins 1

Recerd Gount

3512026 62025

Delegation End Dale
Wiew Report (Delegations Ended this Manth)

Consumer Cases by Carrier ®
Carar Name
Ana @
Anthem Blue Cross @
Blue Shisld @
Inland Empire Health Plan &
Kaiser @
Moina &

Record Count

Envober Comtact Full Nama nrotor ContackFu ara
20 Polly Rollins 20 Mish Matthews B
- - Poly Rollns [
g ° g °
S w S w
&g, g,
O e T e — 0 e e [ e (]
A A FLESS S
& B < \6‘79 o K
Delegation End Date Delegation End Date
View Report (Deieatons Ended Lt 0 Mons) View Recor Delenatons Enced Past Yean
Active Consumer Cases -
CorntaotApplcaton ... | Consumer . | Ervolr G| GHEERS GaselAppl...| Pl | Garier Name Efective St | Efctive En.._ | Envoment | Househokd Address A
oo e ZacTmia 513187101 sy BUsae 1230204 FENONG 4500 Dhiden St 14, Lanescier CA 03635
Broaring
Tsosnams  asie ZacTmia | S103157101 Healt Arthem Bus Cross 202025 12002025 FENDNG 4800 Dnison St 14, Lancastr CAQ3535
Ervaring
o200z Rewn | ZasTeweo | SdtereT Mot Anrem Bue Cress BU2R4 12012024 FENONG #4215 Wainue St MoArhur, CA 06058
Eamiey
1357050216-2025 Renan Zac Trevino 5103167107 Healtt  Blue Shieid 2172025 123172025  PENDING 44215 Wainut St, McArthur, CA 05055
ey
1957002260028 Acaan Baver ZacTrevno | 5103167208 Healt Arthem Bus Cross BU204 12312004 FENDNG 1204 Lake B, Redding CA 56003
e - Dusas 12342025 FENONG 1204 Lske S, Redding CA GAD03
FoydBeiey  ZacTmin | 5iG17T Healt Voina BUDS 290204 FENDNG 45526 Osss Sipt 48 e CAG22D1
lsomnans Foibeie  ZacTwie 513167207 Vst landErpredesth | DUZS 2302025 FENNG 45526 Osss Stept 48 e CAGZ2I
ot
ozt Velor froe siateat P —— BU224 12012004 FENDNG  ADBOWLine St Bsbop CASISTA
Pegsen  Nathews
1357050235-2024 Magrus Marsnall 5103167215 Healtt  Aeina &172024 12/31/2024 FPENDING 255 Olympic Valley Rd, Olympic Valley, CAD0
fom e
1257050235-2025 Magnus. Marshall 5183167215 Healtt Anthem Blue Cross. 212025 12302025 PENDING 255 Olympic Valley Rd, Olympic Valley, CABS ™

View Fegert {Active Consumer Cases)

Clicking the hyperlink for each report pulls up the report details

Report: Delegation History
Delegations Ended Last 6 Months

0] - [EG[EIE

2 -
1
; =
2202025 62025
Detegation End Date
[] Delegation End Date t+ [~] Enroller Contact: Full Name + [=] Delegation History Name [~] Consumer Contact [~] Reason for End =
] 2120/2025 (1) St Camino (1) DH-2121555 Essa Lynch #cesleraled Consumer Delegation Consent
subtotal
Subtotal
[] 3162025 (6 Stu Camino (6 DH-2121653 Bee Smith CC Admin staft
DH-2121654 Aaron Venal ©C Agmin stan
DH-2121655 Tina Philips ©C Admin staff
DH2121656 Bud Welier CC Admin staft
DH-2121657 Bob Smith CC Adin stall
DH-2121658 Bob Jones CC Admin staff
Subtotal
Subtotal =
. [
Row Counts Dot Rows sustotais @) Grand Total

To export a report,
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My Profile My Delegations Resources
Report: Contact Agplication and Envallees
Consumer Cases by C: e Bt v
Active Consumer Cases with Enraliments, by Carrier
S
Total Records: Erport -
21
Record Court Camer Name
Asna @
Anthem Blue Cross @
Sue sied
Iniand Empire Heaith Pian @
Keiser
p—
[] Carrier Name 1 = 13 lcation Name [<] = fication 1D [5] | Plan Name [5) Effective Start Date [7]  Effective End Date [<] Enroliment Status =
1 Aeina (1) Marshall Marisan (1) 12570RNP36-204. Maani i< Corer. S1AR1AT215 Rrnaze 801 HMO R1/2004 127312024 PENNING e
< = - - 3
Row Courts et s @) Subioiais () Grand ol QD)

My Reports Steps

These steps inform users how to access My Reports to view, export, search, and filter different
features for different report categories. Enrollers also can customize existing reports within the
portal.

1. Login to your Agent Portal and select My Reports under Quick Links
e Displays for AS Level 1, and 2, AM Level 1 and 2, Agent 1 and 2, and AAS users

Q  Search.. a 9-

Home Agency v My Profile My Delegations Resources v Help ~ I

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

Home Enroller Portal Notifications  Notifications Archive My Book of Business  More . .
Quick Links

Welcome!

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

Delegation Tool

Start Application

Enroller Toolkits

My Reports

Shop and Compare

Affordability Calculator

Covered California
Outreach and Sales Division
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mailto:OutreachandSales@covered.ca.gov

Enroller Portal My Reports Task

COVERED
CALIFORNIA

Guide

2. Use the navigation pane on the right-hand side to select the appropriate report

20-

Q  Search
Home Agengy v My Profile My Delegations Resources v Help I
Reports
Recent
2items
[~ reroms . Report Name Descripti v | Folder Created By Created on ~ | subscribed
Recent 1y Book of Business Book of Business Report Vinay Bhatia 4/28/2023, 3:07 PM 2]
Created by Me
nroliments by Metal Tier Plan Book of Business Report Vinay Bhatia 4/28/2023, 8:07 PM 2]

Private Reports
All Reports
FOLDERS

All Folders
Created by Me
Shared with Me

FAVORITES

All Favorites

3. To export the desired report, navigate to the down arrow dropdown on the right-hand side
and select Export.

Q  Search

Home Agengy v My Profile

Report: Enrollees Report Type
Enroliments by Metal Tier Plan

Total Records
15
.
6
5
3 4
8
g =
&
2
: -
o

Expanded Bronze

[Jpiantevel t  [¥] f« Enroliment Name

(] Expanded Bronze (2) | Biue Shield Brenze 60 PFO

Row Counts

+ O-
My Delegations v Resources v Help v
) - [ ][]
Save As <
l Export
Gold Platinum Sl
Plan Level
[¥] Enroliment Year [¥] Head of Household Name [v]  Enroller Name [¥] Enrollee Name [¥]
2024 Yahya Villa Tina Test Yahya Vila

Detail Rows Subtotals () Grand Total (JD

4. Select Details Only as the exported view (recommended) and confirm that the format
selected is Excel.
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Export View

Formatted Report Details Only

Export

:] [ 150-8850-1 (General US & Western Europt :]

5. Click Export
6. The file will download as an Excel file

g3 Customer Service P.. @ My files - OneDrive 1y Workday coveredca @ Login | Salesforce  #4 (1) OSD Work ltems  # Distro Services Proj... University Library -... .
CER v w 4 sin | w i B y Herery Recent download history ®

Q, Search.. cf report1740150612576.x1s
54K3 - Done

e
5l
- . cf report1740149055880.xls
Home Agency v My Profile My Delegations Resources v Help v 153 KB « 26 minutes ago

Full download history =z

Report: Enrollees Report Type
Enrollments by Metal Tier Plan

Total Records

Ll

7. Open the Excel file
8. Click Enable Editing

Covered California
Outreach and Sales Division
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@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.

Al ~ ﬁ: ~ Enrollment Name
A B C D E F G H 1 K L M N

1 I Enrollment Name = Ye = Head of H hold Nan ~ | Enroller Nan ~ | Enrollee Nan ~ Plan Level |~

2 |Blue Shield Bronze 60 PPO 2024 Yahya Villa Tina Test Yahya Villa Expanded Bronze

3 |Aetna Bronze 60 HMO 2024 Mister Daca Tina Test Mister Daca Expanded Bronze
4 Blue Shield Gold 80 PPO 2024 Mike Mitchel Tina Test Mike Mitchel ~ Gold

5 |Western Health Gold 80 HMO 2024 Ashley Banks Tina Test AshleyBanks  Gold

6 Western Health Gold 80 HMO 2024 Ashley Banks Tina Test Alex Banks Gold

7 \Western Health Gold 80 HMO 2024 Ashley Banks Tina Test Aidan Banks Gold

8 'Western Health Gold 80 HMO 2024 Ashley Banks Tina Test Adam Banks Gold

9 Blue Shield Gold 80 PPO 2025 Mike Mitchel Tina Test Mike Mitchel ~ Gold
10 Blue Shield Gold 80 PPO 2025 Mike Mitchel Tina Test Mich Mitchell  Gold
11 Blue Shield Platinum 90 PPO 2024 Kim Tucker Tina Test Kim Tucker Platinum
12 Blue Shield Platinum 80 PPO 2025 Kim Tucker Tina Test Kim Tucker Platinum
13 Health Net-HMO Silver 70 Ambetter PPO 2024 Mike Mitchel Tina Test Mike Mitchel  Silver
14 Blue Shield Silver 70 Trio HMO 2024 Mike Mitchel Tina Test Mike Mitchel  Silver
15 |Anthem Blue Cross Silver 70 HMO 2024 Happy Gilmore Tina Test Happy Gilmore er
16 |Anthem Blue Cross Silver 73 EPO 2025 Yahya Villa Tina Test Yahya Villa Silver
17

9. The columns are now able to be filtered
011 v fov
A B C D E F

1 Enrollment Name ~ |Enrollment Ye ~ | Head of Household Nan ~ |Enroller Nan ~ | Enrollee Nan ~ Plan Level |~
2 |Blue Shield Brg Ql SortAtoZ Yahya Villa Tina Test Yahya Villa Expanded Bronze
3 |Aetna Bronze§ 2 Mister Daca Tina Test Mister Daca Expanded Bronze
4 [BlueShield Go| AL SortZtoA Mike Mitchel Tina Test Mike Mitchel _|Gold

5 |Western Healt Sort by Color > |Ashley Banks Tina Test AshleyBanks |Gold

6 Western Healt Ashley Banks Tina Test Alex Banks Gold

7 |Western Healtl Ashley Banks Tina Test Aidan Banks Gold

8 |Western Healtl T‘ Ashley Banks Tina Test Adam Banks Gold

9 |Blue Shield Gol Mike Mitchel Tina Test Mike Mitchel  [Gold
10 |Blue Shield Go Mike Mitchel Tina Test Mich Mitchell [Gold
1 |BLue Shield Pla| Text Filters » |Kim Tucker Tina Test Kim Tucker Platinum
12 |Blue Shield Pla| Kim Tucker Tina Test Kim Tucker Platinum
13 |Health Net-HM | Search Mike Mitchel Tina Test Mike Mitchel  [Silver
14 | Blue Shield §il Mike Mitchel Tina Test Mike Mitchel  [Silver
15 |Anthem Blue C Happy Gilmore Tina Test Happy Gilmore |Silver
16 | Anthem Blue C Yahya Villa Tina Test Yahya Villa Silver
17
18
19
20
21
22
23
24
25 [
- |
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Filtering Reports in the Enroller Portal
1. Select My Reports on the Enroller Portal home page

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

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

Home Enroller Portal Notifications Notifications Archive My 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 walbex ()

Delegation Tool

Start Application

Enroller Toolkits

My Reports

shop and Compare

Affordability Calculator

2. Select All Reports on the left-hand side

Home Agency v My Profile My Delegations Resources v Help v I
Reports
All Reports [ Q search all reports... ]
49 items.
REPORTS Report Name Description v Folder Created By Created On . v Subscribed
Recent Delegations Ended Past Year Enroller Reports Copado User 107112024, &34 PM Q
Created by Me
Delegations Ended this Month Enroller Reports Copado User 10/1/2024, 8:54 PM E
Private Reparts
Delegations Ended Last 6 Mont Enroller Reports Copado User 10/1/2024, 8:54 PM E
All Reports
Active Consumer Cases with
FOLDERS Consumer Cases by Carrier N Enroller Reports Copado User 10/1/2024, 8:54 PM E
Enrollments, by Carrier
All Folders
Active Consumer Cases Enroller Reports Copado User 10/1/2024, 8:54 PM E
Created by Me
Progress to Total Goal Enroller Reports Copado User 9/9/2024, 12:29 AM E
Shared with Me
FAVORITES Outreach Activity Report Enroller Reports Copado User 9/9/2024, 12:29 AM =
All Favorites e I P s e —

4

3. Use the dropdown arrows to filter for Description, Created By, or Created On

Covered California
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o}
Home Agency v My Profile My Delegations v Resources v Help v I
Reports
All Reports I Q search all repors... l
49 items

REPORTS Report Name Description ~ | Folder Created By 1 Created On ~ | subscribed

Recent Active Consumer Cases with
Consumer Cases by Carrier Enroller Reports Copado User 10/1/2024, 8:54 PM
Enroliments, by Carrier
Created by Me

»

e

. Active Consumer Cases Enroller Reports Copado User 10/1/2024, 8:54 PM 2
Private Reperts
All Reports Delegations Ended Past Year Enroller Reports Copado User 10/1/2024, 8:54 PM =
FOLDERS Delegations Ended this Month Enroller Reports Copado User 107172024, 8:54 PM E
All Folders
Application Assistance Enroller Reports Copado User 9/9/2024, 12:29 AM =
Created by Me
Outreach Activity Report Enroller Reports Copado User 9/9/2024, 12:29 AM v
Shared with Me ren i " G
FAVORITES Progress to Total Geal Enroller Reports Copado User 9/9/2024, 12:28 AM =
All Favorites - e e - - — . anresmnns nanes —

«

Customize Reports
1. Go to My Reports link under the Quick Links.

a A e a 9‘

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

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

Home Enroller Portal Notifications  Notifications Archive  Agency 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

Enr

[ My Reports ]

Shop and Compare

Toolkits

Affordability Calculator

Covered California
Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 20 of 25 December 11, 2025



mailto:OutreachandSales@covered.ca.gov

COVERED
CALIFORNIA

Guide

2. In the example, select Delegations Ended this Month

Enroller Portal My Reports Task

Agency W My Team v My Profile My Delegations Resources v

Help v

Reports

My Agency Staff My Agency's Enrollers Copado User 2/28/2024, 6:15 AM

enrollers
Created by Me

Recent { Q, Search recent reports... ] -2
B tems
REPORTS Report Name Description ~ | Folder Created By Created On ~ | Subscribed
Recent Displays your agencies 3

Private Reports

All Reports
FOLDERS

All Folders

Created by Me

Enroliments by Metal Tier P

Book of Business Report

Vinay Bhatia

4/28/2023. 8:07 PM

I Delegations Ended this Mot

Enroller Reports

Copado User

10/1/2024, 8:54 PM

Active Consumer Cases

Enraoller Reports

Copado User

10/1/2024, 8:54 PM

Book of Business by Enrolle

Book of Business Report

Vinay Bhatia

4/28/2023, 8:07 PM

My Book of Business

Book of Business Report

4/26/2023. .07 PM

Vinay Bhatia
Shared with Me

0BIEOI8IE]E

Active Consumer Cases
with Enroliments, by
Carrier

Lot Consumer Cases by Carrier Enroller Reports Copado User 10/1/2024, 8:54 P

All Favorites
1

©

[ ]
option allows the user to change preset filters such as application year

Selecting Edit allows the user to add rows and columns for the dropdowns. The Filter

Q  Search

Home

Agency v

My Team My Profile My Delegations s Resources Help

20

(2]
1]
(g]

Report: Delegation History
m Delegations Ended this Month

Total Records

4

=T

Fecord Count

452025

A2P025

Delegaton End Date

[] Detegation End Date + [¥] Enroller Contact: Full Name + [+] | Delegation History Name [~ Consumer Contact [+| Reason for End

=

Save As

[ anse02s @) Tim Test (2) DH-2122021 Aex Sample Consumer requested canceliation
\ s
Rew Counts (75 Dotail Rows sutotals ) Grand Tota
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3. After selections to customize, select the Run button on the upper right.

Q  Searc a 9-

Home Agency v My Team My Profile

REPORT + i

Delegations Ended this Month »  Delegation History n |7 | e
. ¥ Eihers @ 1 Provirwing a lemilad number of records. Run the repert fo 580 eventhing Update Preview Automaticatty (I
Z  Groups " [&]

Add groug Q

Desegation Ena Date x 18

Enroller Conact Full Name X

[l GROUP COLUMNS

Record Count

Add group. =

= 4152025 w20z
Jdd colume, =1 Delegation End Date

ELEGATION HISTORY
CalHEERS CaselApplication ID
Consumer Contact Full Name
Created By: Full Name
Created Date

Delegated By: Full Name
Delegation End Date
Delegation History ID

- : +[= = - =
}n:mm * [*] Enrolier Contact: Full Name + [+] Delegation History Name [~] Censumer Contact [+] Reason for End =
| @) Tim Test (2) DH-2122021 Aex Sample Consumer requested canceliation
| OH2122022 alex Sample Consumer requested canceliaion

| Subtotal

@ Tim Test (2) DH2122025 Happy Traveser Transter wihin Agency/Ensty

DH-2122026 Jomn Pubic Transtar within Agency/Entty

e The columns have been updated with the additional column selection

@ Search. a e -
Home 4 y Profile y Resources v Help v
REPORT e
Delegations Ended this Month #  Delegation Histery n ¥ | | Clese \
3  =Qulline ¥ Filters 1 Previewing a Imiled number of reconds. Run Mé repon 10 s8¢ everyining. Update Preview Automaticaty (D
s — -
f Groups & i
I crour rows
2
Add group, Q
Dalagation End Data % L
Enroller Contact: Ful Name x ¥ o2
3
I GROUP COLUMNS %
E os
Add group Q
0.4
] ¢
Columns = 152025 e
Add column Q Delegation End Date
Delagation History Name %
e x | Dwloustion End ote [¥] Enrolier Contact: Full Name t [7] Delegation History Name [*] Consumer Contact (=] Reason for End [=]] CalHEERS CaselApplication 1D [7]
R e w | V1SS Tim Test (2) DH-2122021 Aex Sample Consumer requested cancettion
CaHEERS CasaiApplicatoniD X DH-2122022 alex Sample Consumer requested canceliation 1367051857
Subtolal
Sublotal
4222025 (2) Tim Test (2) DH-2122025 Happy Traveles Teansfer within Agency Enity 1357051873
DH-2122026 John Publc Transfer within Agency/Entity 1357051928
Subtotal
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e The customized report can be saved to your Enroller Portal.
4. Select Save As from the dropdown.

B -
ome Agendy v My Profile My Deiegations v

REPOAT =

Delogabons Ended this Month »  Desegation Hestory © BN - |
Outling ¥ fitecs G © Priviewing & lmted rmier of recoids. Roun Ba Moon 15 568 sventhing _ sussmateaty (I
:’ Groups. L] L]

B

s a
Delogation End Datn ®
Enoter Cortack Fuabassa X =

3
a|| & ™
conmns .
wrss 420025
o Desegation End Date
Dslegaton Hatery Mams ®
Consumer Contact % Delegation End Date + [=] Enroser Contact: Full Nams + (7] | Dalegation History Mams (=] Consamer Contact [7] Reason for End -
Reason tor End X ansmat Tin Tast (21 Ee212200 Hlen Sampie Conumes reguested cancelation
osa1z2022 s Sampie Consumas requested cancetabon
Subtotal
Sublotal
s @ Tin Tast c2) 2122005 [rivess ma— Tianpe i Apaocy sty
v 2122000 Jotn Pubik Transtar witn AgancyEstey

e The Report Unique Name is auto populated when the user clicks in the field.

Save Report As

* Report Name
Copy of Delegations Ended this Month

Report Unique Name @)
[ Copy_of_Delegations_Ended_this_Month_E6Q|

Report Description

Folder
Enroller Reports.

| Select Folder I

Camcl

The report description is free text.

5. Click the Select Folder button after entering the description.
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Save Report As

* Report Name
Copy of Delegations Ended this Month

Report Unique Name @y

Copy_of_Delegations_Ended_thic_Month_E6Q

Report Dascription
Added CalHEERS CaselApp ID|

r

Folder
[ Private Repons H Select Folder I

:Cance‘

6. Click the All Folders link on the next screen.

Select Folder

All Folders|> Enroller Reports

Q, Search folders...

Nothing here yet Nothing here yet
This folder has no subfolders. This folder has no subfolders.
4 » ’

7. Select Private Reports of the available folders and click Select Folder.
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Note: This is the only folder that is allowed to save a customized report for enrollers.

Select Folder

Private Reports

Q search folders...

All Folders 4

Created by Me

Shared with Me

Private Reports »

Public Reports

Nothing here yet

This folder has no subfolders.

»

Select Folder
e —

The customized report will now be available to the Enroller under Private Reports.

[
| Private Reports
Tren

REPORTS Report Name v | Folder

Created By Created On | Subscribed

Toem Tast 4252008, 222 PM [

2005, 237 90 ®
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