
 

Enroller Portal My Reports Task 
Guide 

 

Covered California 
Outreach and Sales Division 
OutreachandSales@covered.ca.gov Page 1 of 25 December 11, 2025 

Table of Contents 
Overview 

Agency User Role Access 
Entity User Role Access 
Background 
Book of Business Steps for Agency Users 
Book of Business Steps for Entity Users 
Large Book of Business 
Targeted Reports Steps 
My Reports Steps 

Filtering Reports in the Enroller Portal 
Customize Reports 
 

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: 

• Agency Managers (AM1 and AM2) 

• Agents (A2) 
The following roles have access to only the Agency Book of Business: 

• 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: 

• 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 
(PII) 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 PII 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. 

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

 

• And if you have access to only My Book of Business, your own Book of business is 
displayed on the home page.  

mailto:OutreachandSales@covered.ca.gov
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To view the Book of Business, reCAPTCHA is required. 
2. Select the checkbox for I am not a robot 

 

3. Select the images provided in the instructions and click Verify 
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3. Click the dropdown for Edit, and then select 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.  

 
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. 

 

The exported My Book of Business will display your consumers’ data. 

 

Book of Business Steps for Entity Users 
1. Login to the Enroller Portal. Depending on your role, you will see tabs on the home page 

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

• If you have access to the Entity Book of Business, the Entity Book of Business is 
displayed on the home page. 
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• The Counselor’s home page displays the Counselor’s Book of Business only.  

 
To view the Book of Business, reCAPTCHA is required. 
2. Select the checkbox for I 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. 

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

 
6. Once you have applied the filter of your choice, click Export from the Edit dropdown. 
7. Select Details Only as the exported view (recommended) and confirm that the format 

selected is Excel. 

 
8. Click Export 
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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. 

 
The exported My Book of Business will display your consumers’ data. 
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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 

 
To view the Book of Business, reCAPTCHA is required. 
2. Select the checkbox for I 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. 

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

mailto:OutreachandSales@covered.ca.gov


 

Enroller Portal My Reports Task 
Guide 

 

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

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

 
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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The reports will download as Excel files. 
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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: 

• Delegations lost  

• Consumer cases by carrier  

• Active consumers only  
To get to these reports, follow the below steps: 

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

 
The Enroller Dashboard displays the following: 

• Delegations Ended this Month (calendar month) 

• Delegations Ended Last 6 Months 

• Delegations Ended Past Year 

• Consumer Cases by Carrier 

• Active Consumer Cases 
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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. 

 
• Clicking the hyperlink for each report pulls up the report details 

 
• To export a report, click the Edit dropdown and select Export. 
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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 

• Displays for AS Level 1, and 2, AM Level 1 and 2, Agent 1 and 2, and AAS users 
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2. Use the navigation pane on the right-hand side to select the appropriate report 

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

and select Export. 

 
4. Select Details Only as the exported view (recommended) and confirm that the format 

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

 
7. Open the Excel file 
8. Click Enable Editing  
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9. The columns are now able to be filtered 
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Filtering Reports in the Enroller Portal 
1. Select My Reports on the Enroller Portal home page 

 
2. Select All Reports on the left-hand side 

 
3. Use the dropdown arrows to filter for Description, Created By, or Created On 
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Customize Reports 
1. Go to My Reports link under the Quick Links. 
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2. In the example, select Delegations Ended this Month 

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

option allows the user to change preset filters such as application year 
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3. After selections to customize, select the Run button on the upper right. 

 
• The columns have been updated with the additional column selection 
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• The customized report can be saved to your Enroller Portal.  
4. Select Save As from the dropdown. 

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

 
The report description is free text. 
5. Click the Select Folder button after entering the description. 
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6. Click the All Folders link on the next screen. 

 
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. 

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