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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 QMy Book of Business  More

Report: Contact Application and Enrollees & wgic
Book of Business by Enroller Contact S

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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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 [JConsumer Enrollments by Metal Tier Plan

Report: Contact Application and Enrollees

. ¥ Add Chart Y il e Edit | ¥
My Book of Business >

Total Records

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 v Resources v |

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

| I'm not a robot

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

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  Consumer Enrollments by Metal Tier Plan

Report: Contact Application and Enrollees

A @ Add Chart Y || C Edit | ¥
My Book of Business i :

Total Records

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 | 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

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.

Covered California
Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 4 of 25 June 9, 2026



mailto:OutreachandSales@covered.ca.gov

(m) coveren | ENroller Portal My Reports Task
. Guide

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

7. 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.

Covered California
Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 5 of 25 June 9, 2026



mailto:OutreachandSales@covered.ca.gov

COVERED
CALIFORNIA

Enroller Portal My Reports Task
Guide

The exported Agency Book of Business will display all consumer data.

Fle  Home mem Dmw  Pagelaow fornuss Oata Revew View Hep Acoba & stare || & comment
oy S Calbri < o e Generat ] Normal 83 Good BB E |z - 4y O O
e B0 Gy @ e Brsencoe - | § < % 9 @ | Cndiont o Newa [cootaion | [CSTEETIN] - | e Do rorma . e ot Aot
- £ | veorof applcation
c P . . s " ' ) ¢ . M N o »
Wi Nar~ Lst Nam. - Customer D S L | Reidence Address Lin - Resdence Addres Lin - Addres i | Address- St - - . . * casestat - avo
schvoeder  12/31/1555 sz I roGREss
smith 11555 Rasmionses v PRoGRESSs
Weber 12/31/1995 "1257103148 IN PROGRESS
Mot /159 Rasnons neroGRsss
water /1155008 ralphurmer@gmatcom fasniona soewimED A
Ritchie 8/15/2007 7000 "1357102823 SUBMITTED ACTIVE
Ankonding  12/5/1575 5106 sz s Acve
v /3115857100 ralphurmer@gmatcom fssTiozszs sewimED  Acve
bowlowsk  12/5/1975%002 fasnosio wnmes  ACvE  seND
Powlowski  12/5/1975%002 fasnozsn B> ACTVE  meND
chamberger 8/13/2007 fasnioasio sewimED  Acve
stricn 1a/1/19855037 ralphumer@gmllcom fasnosis wnmes  ACvE  seND
streich 1a//1955'5037 ralph tumer@gmil.com fasnos B> ACTVE  meND
demiston 12/33/1995%c0 ralphtumer@gmalcom Rasmionssz sewimED  Acve
Coske  12/22/1995%04 ralph tumeregmallcom Rasomsia wnmes  Acve
o 121/1985 5002 ralph tumer@gmil.com Rasnosss B> ACTVE  sEND
son 1/3n/1585 5002 ralphtumer@gmalcom asTiozess BMTED  ACE  peND
esen 121/1985 5008 ralph tumeregmallcom fasnoasss wBmes AV senD
Fresen 121/1955 508 ralph tumer@gmilcom Rasnozes7 BMTIED  ACTVE  meND
ang /51573 e fasmioassy BMTED  ACE  peND
ng 12519755005 fasnoassy wnmes  ACvE  penD
asg /15720075006 fasnozsst s Acve
Russl /311555058 ralphurmer@gmatcom Rasmionss: BMTED  ACE  penD
sl 12/1/1985 08 ralph tumeregmallcom fasnoss: wBmes AV senD
corery /19555062 ralph tumer@gmil.com Rasnoasss BMTIED  ACTVE  meND
corkery 1/n/1585 5002 ralphtumer@gmalcom Rasrionsss BMTED  AcwE  penD
Toroy 1/z1/10955000 raoh urner@gma com Rasruoaser wnmes  Acve
reil 12515757003 Rasnozens B> ACTVE  sEND
i 1a/s/1573 003 Rasnionzs BMTED  AcwE  penD
Gutkowski 8/15/2007 7004 "1as7102874 SUBMITTED ACTIVE
dogsen  12/21/199570 ralh tumer@gmilcom Rasnosrs B> ACTVE  sEND
wogsien  12/31/1995%70m0 ralphtumer@gmalcom Rasmionsrs BMTED  ACE  peND
Laosace 1a/n/a585 78 ralph tumeregmallcom fasnoasso wBmes AV senD
Lebsack /15555078 ralph tumer@gmil.com fasnozseo B> ACTVE  meND
s 12/31/1585 5009 ralphtumer@gmalcom Rasmionsss sewimED  Acve
e 1211/1985 5050 ralph tumeregmallcom fasnoasss wnmes  ACvE  seND
20020 steshen Reichel 1231/1955 5090 ralph tumer@gmilcom Rasnoasss suBMmIED  ACTvE penD
eporteerisossisns | @ :
P .

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

e 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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Home Entity v My Team v 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

Welcome!

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

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

Home Entity v 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 Archive | Book of Business | Consumers by Metal Tier Plan

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

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.

Report: Contact Application and Enrollees

Book of Business ||| @awchan |||

Total Records

9

| CalHEERS Case ID + [¥] Year of Application [¥| First Name [¥| Middle Name [v| LastName ] CustomerDOB [v| SSNLast4 [v| Residence AddressLine1 [v| Residence Address Line2 [v| Address-City [v| [la
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Note: Filters can be applied at this step to speed up the process of downloading the
information you require from the Book of Business.

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 | w
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

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.

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 Encoding

Excel Format .xls % I ‘ 1SO-8859-1 (General US & Western Europ¢ & J

8. Click Export
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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 Encoding

Excel Format .xls :] [ ISO-8859-1 (General US & Western Europe :J

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.

1
3

Al v i fe Year of Application
A B C D = E F G 5 H ] K L M N o P |
1 [Year of App! IFirst Nan - Middle Nar(~ | Last Nan = Customer D~ SSN Las - | Residence Address Line = Residence Address Line = Address - Cit ~ Address- Sta -~ Address - Zip Co( ~| Customer Em. - Customer Phoi = CalHEERS Application | - | Application Stat{ - Case Stat - | Enrolimq
2 (2025 Mike Moore 9/24/1995 9946 5406 Whittier Bivd Eastlos Angeles CA 90022 mike@mail.com 1357049826 SUBMITTED ACTIVE  PENDING]
y - v v
3 2024 Mike Moore 9/24/1995 9946 5406 Whittier Blvd Eastlos Angeles CA 90022 mike@mail.com 1357049826 SUBMITTED ACTIVE PENDING|
|+ %024 Rob Roberts 1/31/1975 3569 1668 Fort Jones Rd Yreka CA 6097 rob@mail.com 1357049628 SUBMITTED ACTIVE TERM
5 2025 Rob Roberts 1/31/1975 3569 1868 Fort Jones Rd Yreka CcA 96097 rob@mail.com "1357049828 SUBMITTED ACTIVE PENDING|
5 2025 Kris Kraft 10/3172000'9832 729 Taylonville Rd GrassValley ~ CA 5949 kris@mail.com "1357049830 SUBMITTED ACTIVE  PENDING]
7 2024 Kris Kraft 10/31/2000 5832 729 Taylorville Rd GrassValley  CA %5049 kris@mail.com 1357049830 SUBMITTED ACTIVE PENDING]
y - ’ E
8 (2025 Chris Jones 1071072001 9637 1601 Exposition Blvd Sacramento CA 95815 chris@mail.com 1357050745 SUBMITTED ACTIVE PENDING|
y - - E
o 12024 Chris Jones 10/10/2001 9637 1601 Exposition Blvd Sacramento  CA 95815 chris@mail.com 1357050745 SUBMITTED ACTIVE  PENDING
0 (2025 Chris Smith 1/1/2000 1530 1601 Exposition Blvd Sacramento  CA 95815 chris@mail.com 1357051429 SUBMITTED ACTIVE  PENDING]
1
The exported My Book of Business will display your consumers’ data
Al v | Jx~ Yearof Application
A 2] E F d G H ! ) K L M N o P "
1 | Year olEEllcalll ~ |First Nan + Middle Nan ~ | Last Nan ~ Customer DC » SSN Las ~ Residence Address Line ~ Residence Address Line ~| Address - Cit » Address - Sta * Address - Zip Cot ~ Customer Phot » | Customer Em; » CalHEERS Application | ~ | Application Stat| » Case Stat ~ Enrollme|
- v v 4
2 2025 Mike Moore 9/24/1995 9946 5406 Whittier Blvd EastLos Angeles CA 90022 mike@mail.com 135704926 SUBMITTED ACTIVE  PENDING
2 S - -
5 2024 Mike Moore 9/24/1995 9946 5406 Whittier Blvl EastLos Angeles CA 90022 mike@mail.com 1357049826 SUBMITTED ACTIVE  PENDING]
4 2024 Rob Roberts 1/31/1975 3569 1868 Fort Jones Rd Yreka cA %6097 rob@mail.com 1357049628 SUBMITTED ACTIVE TERM
5 2025 Rob Roberts 1/31/1975 3569 1868 Fort Jones Rd Yreka CA 96097 rob@mail.com 1357049628 SUBMITTED ACTIVE PENDING|
6 2025 Kris Kraft 10/31/2000 9832 729 Taylorville Rd Grass Valley CA 95049 kris@mail.com 1357049830 SUBMITTED ACTIVE PENDING|
7 %024 Kris Kraft 10/312000 5832 729 Taylorville Rd GrassValley ~ CA 55949 kris@mail.com "1357049830 SUBMITTED ACTIVE  PENDING
8 2025 Chris Jones 10/10/2001 9637 1601 Exposition Blvd Sacramento cA 95815 chris@mail.com 1357050745 SUBMITTED ACTIVE PENDING|
v H - ’
o 2024 Chris Jones 10/10/2001 9637 1601 Exposition Bivd Sacramento  CA 95815 chris@mail.com 1357050745 SUBMITTED ACTIVE  PENDING]
0 2025 Chris Smith 1/1/2000 1530 1601 Exposition Blvd Sacramento CA 95815 chris@mail.com 1357051429 SUBMITTED ACTIVE PENDING|
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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

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

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

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

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

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  Notifications Archive  Agency Book of Business My Book of Business  More

Q

Your Book of Business report 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-

Notifications Markallasread X

4

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 e
al Tier Pl...
] 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, assist your consumers, and more

v Agency Book of Business

File Name v Crested Dace and Tne Corn Range

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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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 v Resources v Help v

Agency v My Team v

Enroller Toolkits

Welcome tao

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
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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.
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16 Folly Rolins = Folly Roiins 2 Mish Mathews @
. . Poll Rolins @
12 E N E B
3 : w S w
g H
g ¢ & . & 5
3
. 0 e T e —-— 0 o e [l e ]
[ ] E AR A S AR A Ay
0 SF & & FF & & F &
31512025 ABR025 by N
Dsgation End s Delgton End Dat Delgaon End Dats
View Repot (Deeassons Ended s Marh View Resort (Deleastons Endes Las & Mors) View Resort Deleaatons Ended Past Year
Consumer Cases by Carrier ¥ Active Consumer Cases #®
- =
CortactAppcsion.. | Corsumer .. | EnvobarCo... | CaEERS Cassihpplics... | la.. | Carie Narma Ercive S .| Efcive £ | Emolmant . Housshod Acess
Record Count Astna @ [
Ao Cross @ || imomzname  ame Zacteme | sieziETIel remppr— [ T ———p———
Blue Shield @ Brouning
Infand Empire Health Plan & 1357050212025 Alvie ZacTrevinn 5103187101 Healtt Anthem Blue Cross. 12025 12202025 SENDING 44000 Division St 14, Lancaster, CA 3535
o Soaring
Moina & 1357050216-2024 Renan ZacTrevino 5193167187 Hesltt Anthem Blue Cross. 8172024 12312024  PENDING 44215 Walnut St, McArthur, CA 86055
ey
mmomeieas e zeTees S - 2umzs aeiiE PONONG  a2isvem s earhu, CAGSSs
Beasley
[P S P S R ————- Sumn 12992 FENDNG 1204 Lave She Reding, CA0R002
momeeas | pmnowe ZTems | ST S ———— 202025 12902026 FENONG 1204 Laks Eve. Redaing. CA 09003
1357050227-2024 FloydBailey  ZacTrevino 5103167207 Healtt Molina 12024 120312024 FENDING 45524 Oasis StApt 45. Indie, CA 82201
1357050227-2025 FloydBailey  ZacTrevino 5103167207 Healtt  Inland Empire Heaith 212025 120312025 FENDING 45524 Oasis StApt 45. Indie, CA 82201
fn
s ek wian P - BUE%8 0V PENONG 400 Line S Sabop CARISIS
Facmn Mathews
1357050235-2024 Magnus Marshall 5183167215 Healtt Aetna 8172024 12/31/2024 PENDING 255 Otympic Valley Rd. Otympic Valley, CA96
[ i
1357050235-2025 Magnus Marshall 5103167215 Healtt  Anthem Blue Cross 212025 12312025 FPENDING 255 Olympic Valley Rd, Olympic Valley, CAS ™

Wiew Resort (Actve Consumer Cases)

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

Report: Delegation History ™
Delegations Ended Last 6 Months li‘ n T ‘i‘ ]
2 -
; =3
2202025 62025
Delegation End Date
(] Delegation End Date t [¥] Enroller Contact: Full Name * [¥] Delegation History Name [~] Consumer Contact [¥] Reason for End =
(] 212012025 (1) Stu Camino (1) DH-2121555 Eesa Lynch Accelerated Consumer Delegation Consent
Subtotal
Subtotal
(] 62025 (6) Stu Camino (6) DH-2121653 Bee Smith CC Admin staft
DH-2121654 Aaron Vendil €C Admin stan
DH-2121655 Tina Philips ©C Admin staff
DH-2121655 Bud Welier C Admin statt
DH-2121657 Bob Smith CC Admin staff
DH-212165¢ Bob Jones CC Admin staff
Subtotal
Subtotal =
“ »
Row Counts Detail Rows @D  Subtotais Grand Total

e To export a report, click the Edit dropdown and select Export.
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My Profile My Delegations v

Report: Contact Applicstion and Enrolles - [TF
Consumer Cases by Carrier "
Aclive Consumer Cases with Enroliments, by Carrier
Savehs
Total Records [— -
21
Record Gount Garver Name

S Snied
Inland Empire Hesith Pian @

Kaiser
Maina @

[ Carrier Nams = '3 ization Name (] = ication 1D [] | Plan Name [5] Effective StartDate []  Efective End Date []  Enroliment Status []

1 eina (1) Marshal Morrisnn (1) | 1357050775-2074 Mo < Coves s1mn1A7715 Frnea B0 HIO f1117024 127312074 PENTUNG

= = — »
s [ G RS g—— O

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 ev

Home Agency v My Team 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  Agency Book of Business 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
Consumer Retention Workspace

Secure Mailbox (0)

Delegation Tool

Start Application

Enroller Toolkits

I My Reports I

Shop and Compare

Affordability Calculator

2. Use the navigation pane on the right-hand side to select the appropriate report
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Q h,
Home Agency v My Profile My Delegations v Resources v Help v I
Reports
Recent
Zitems
REFORTS eport Name Description v | Folder Created By Created On ~ | subscribed
Recent 1y Book of Business Book of Business Report Vinay Bhatia 412872023, 8:07 PM &3]
Created by Me
nrollments by Metal Tier Plan Book of Business Report Vinay Bhatia 4/28/2023, 8:07 PM &)

Private Reports
All Reports
FOLDERS

Al 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. a ev
Home Agency v My Profile My Delegations v Resources v Help
Report Enrollees Report Type
Enroliments by Metal Tier Plan M
Save A <
Total Records et
15 l Export I
.
6
5
2 4
S
g =
3
2
1
0 - -
Expanded Bronze Gold Platinum Sl
Plan Level
[JPiantevel +  [¥] fx Enroliment Name [¥] Enroliment Year [¥] Head of Household Name [¥]  Enroller Name [¥] Enroliee Name [v]
[ Expanded Bronze (2) | Biue Shield Bronze 60 PPO 2024 Yahya Villa Tina Test Yahya Vila
Row Counts Detail Rows Sudtotais ()  Grand Total (D

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

selected is Excel.
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Export

Export View

Formatted Report Details Only

ding Export
Use

al
wploading to other systems,

Encoding

Excel Format x5 ;] [ 150-8850-1 (General US & Western Europt :]

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

EH Customer Service P.. o My files- OneDrive iy Workday coveredca @ Login | Salesforce  # (1) OSD Work ltems  #. Distro Services Proj... University Library -... .
R v w v ain i B ty Library Recent download history ®
Q  Search.. c,f report1740150612576.x1s !
54 K8 - Done o
) . c,f report1740149055880.xls
Home Agency v My Profile My Delegations Resources v Help v 153 KB » 26 minutes ago
Full download history 4}

Report: Enrollees Report Type
Enrollments by Metal Tier Plan E‘ n

Total Records

Ll

7. Open the Excel file
8. Click Enable Editing
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(i) 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 ~ f:\: ~ Enrollment Name
A B C D E F G H 1 J K L M N
1 Enrollment Name hd Ye v 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 AdamBanks  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 S0 PPO 2025 Kim Tucker Tina Test Kim Tucker Platinum
12 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 fiv
A B C D E F G
1 Enroll Name ~ |Enrollment Ye ~ | Head of Household Nani ~ |Enroller Nan ~ |Enrollee Nan ~ Plan Level |~
2 |BlueShield Brg 4| sortAtoZ ‘Yahya Villa Tina Test Yahya Villa Expanded Bronze
3 |Aetna Bronzef| Mister Daca Tina Test Mister Daca Expanded Bronze
4 [BlueShield Go| AV SertZtoA Mike Mitchel Tina Test Mike Mitchel _|Gold
5 |Western Healt Sort by Calor > |Ashley Banks Tina Test AshleyBanks |Gold
& |Western Healtl Ashley Banks Tina Test Alex Banks Gold
7 |Western Healtl Ashley Banks Tina Test Aidan Banks Gold
3 |Western Healtl T‘ Ashley Banks Tina Test Adam Banks Gold
S | Blue Shield Go 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 Sib (Select All) Mike Mitchel Tina Test Mike Mitchel  |Silver
15 |Anthem Blue C 2024 Happy Gilmore Tina Test Happy Gilmore |Silver
16 |Anthem Blue C 2025 Yahya Villa Tina Test Yahya Villa Silver
17
18
19
20
21
22
23
24
25

o3
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Filtering Reports in the Enroller Portal
1. Select My Reports on the Enroller Portal home page

Q  search a e-

Home Agency v My Team 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  Agency Book of Business 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
Consumer Retention Workspace

Secure Mailbox (0)

Delegation Tool

Start Application

Enroller Toolkits

I My Reports I

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 [ @ searchal reports.. |
49 items
REPORTS Report Name Description v | Folder Created By Created On 4 v | subscribed
Recent Delegations Ended Past Year Enroller Reports Copado User 101112024, 8:54 PM =

Created by Me
Delegations Ended this Month Enroller Reports Copado User 10/1/2024, 8:54 PM

o

Private Reports

Delegations Ended Last 6 Mont Enroller Reports Copado User 107172024, 8:54 PM
All Reports

Active Consumer Cases with

o

E ses T r s E 107172024, 8:54 PM -
FOLDERS Consumer Cases by Carrier Enroliments, by Carrer enroller Report: Copado User =
Al Folders
Active Consumer Cases enroller Reports Copado User 107172024, 8:54 PM =
Created by Me
Progress to Total Goal Enroller Reports Copado User 9/9/2024, 12:29 AM =
Shared with Me
FAVORITES Outreach Activity Report Enroller Reports Copado User 9/9/2024, 12:29 AM 2
All Faverites - - - - - —T

“

3. Use the dropdown arrows to filter for Description, Created By, or Created On
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Created by Me
Private Reperts
All Reports
FOLDERS

All Folders
Created by Me

Shared with Me

| Consumer Cases by Carrier |

Enraller Reports
enroliments, by Carrier o

Copado User

107172024, 8:54 PM

a 10
Home Agency v My Profile My Delegations v Resources v Help v I
Reports
All Reports I Q search all reports... l
49 items
REPORTS Report Name Description v Folder Created By 1 Created On ~ | Subscribed
Recent Active Consumer Cases with =

<)

Active Consumer Cases

Enroller Reports

Copado User

10/1/2024, 8:54 PM

&l

Delegations Ended Past Year

Enroller Reports

Copado User

10/1/2024, 8:54 PM

[

Delegations Ended this Month

Enroller Reports

Copado User

10/1/2024, 8:54 PM

&l

Application Assistance

Enroller Reports

Copado User

09/9/2024, 12:26 AM

[

Outreach Activity Report

Enroller Reports

Copado User

9/9/2024, 12:298 AM

&l

Progress to Total Goal

Enroller Reports

Copado User

09/9/2024, 12:26 AM

[

FAVORITES

All Favorites R, P - PP —
Customize Reports
1. Go to My Reports link under the Quick Links.

Q  search a e-
Home Agency v My Team v My Profile My Delegations v Resources v 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 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

Consumer Retention Workspace

Secure Mailbox (0)

Delegation Tool

Start Application

Enroller Toolkits

My Reports I

Shop and Compare

Affordability Calculator
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In the example, select Delegations Ended this Month

Enroller Portal My Reports Task

F

Agency

Reports
Recent
& items
REPORTS Report N,
Recent
My Agend:

Created by Me

Enroliments by Metal Tier P

Private Reports

All Reports

FOLDERS

All Folders

Created by Me

My Team v

ame

y Staff

Delegations Ended this Mor

My Prafile

Description

Displays your agencies
enrollers

My Delegations

Folder

My Agency's Enrollers

Book of Business Report

Enraller Reports

Resources

Help v

Created By
Copado User
Vinay Bhatia

Copado User

[ Q, Search recent reports...

Created On

2/28/2024, £:15 AM

4/28/2023. 8:07 PM

10/1/2024, 8:54 PM

~  Subscribed

)

Active Consumer Cases

Enroller 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

OORORIORR0

My Book of Business

Shared with Me

FAVORITES

All Faverites

4

Consumer Cases by Carrier

Active Consumer Cases
with Enroliments, by
Carrier

Book of Business Report

Enraller Reports

Vinay Bhatia

Copado User

4/28/2023, 8:07 PM

10/1/2024, 8:54 PM

—
W

©

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

4

Agency v

Repodt: Delegation History

Delegations Ended this Month

Total Records
4
16
FRE
o
-
§ os
x
04

[ 4ns2025 2) Tir T

My Team

st (2)

My Profile

452025

DH-2122021

My Delegations ~

Resources

Help ~

Dalegation End Date

Alix Samphi

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

Consumer fiquisted canciltion

20

8| - ||

| ear
Save As -

Export

Row Counts

Detail Rows () Subtotais Grand Total D)
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3. After selections to customize, select the Run button on the upper right.

Home

REPORT +
Delegations Ended this Month »~

= Outline Y Fil

Q@

Fields «

Groups ]

[ GROUP ROWS

Add group Q
Delegation End Date x

Enroller Contact Full Name X

[l GROUP COLUMNS

Add group =}

Jaddd column

2

My Team

My Profile

Resources v

Delegation History

@ Proviewing a imiled number of records. Run the report 1o see evarything

Recard Count

4152025

|

Help

42212025
Delegation Eng Date

o Eng Date + [¥] Enroller Contact: FullName t [¥] Delegation History Name [¥] Consumer Contact [¥] Reason for Eng

CAlHEERS CasetApplication ID I

DH-2122001

=

Consumer Contact: Full Name
Created By: Ful Name
Created Date

Delogated By. Full Name
Delegation End Data
Delegation Histary ID

=

2 Tim Tast (2)

DH-2122022

@

Subtotal

Tim Test (2)

DH2122025

DH-2122026

Aex Sample

e Sample

Haogy Traveler

Jomn Fublc

Consumer requésted cancellation

Consumer requested cancellation

Transder within Agency/Ensty

Transter within Apency/Ensty

2y

’ -

Updato Preview Automaticaty (D

(]

e The columns have been updated with the additional column selection

Resources

REPORT v
Delegations Ended this Month #  Delegation History

Help ~

2 -

RSN -

Update Preview Automaticaly (_JID

,a‘

AR22025

E]I CalHEERS CaselApplication 1D [~] |

> = Qutline ¥ Fiters €@ 1 Freviewing a limited number of records. Run ihe report 10 see everything.
i =
T
o Groups L]
I crRouR ROWS
2
Add group. Q
Dalegation End Date x "
[Envoller Contact: Full Name E T,
2
[ GROUP COLUMNS ‘é
E o8
Add group, Q
04
~ o
Columns (Kd] 45025
Add column Q Delegation End Date
Delagation History Name X
— = Delogation End Date t [~] Enroller Contact: Full Name + [~] Delegation History Name (] Consumer Contact [~ Reason for End
Reason for End % AMS2025 (2) Tim Test (2) DH-2122021 Alex Sample Consumer requested
COHEERS Cas o % DH-2122022 alex Sampie Consumer requested cancelation
Subloial
Subtotal
AR22025 (2) Tim Test (2) DH-2122025 Hapay Traveles Transter within AQencyIENTty
DH-2122026 Joh Public Transfer within Agency/Entity
Subtotal

LT

1357051857

1357051873

1357051928
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e The customized report can be saved to your Enroller Portal.
4. Select Save As from the dropdown.

Agency v My Team v My Profile My Delegations v Resources v Help v
REPORT v
R
Delogations Ended this Month #  Delegation Hstory -
X S ity @ | © P s imted amter ol rcorgs R e por 5 340 v g s }m Asemarcsry ClD
- Groups L &
B
Deiegaton End Date x
Encoter Contact Full Name x E
b
= ]
£
. - &
Columns
w1505 s
Q
Desegaton End Date
Detegaton Hstery Name x
Consumer Contact x Delegation End Date + (=] Enroller Contact: Full Neme + [+] Delegation Mistory Name [v] Consemer Contact [v] Reason for End
Reason for End x 4152025 () Tim Tast ) OM-2122020 Aex Sampie Cormumer requested cancelaton
DH2122022 W Sample Congumer requested Canceladon
Subtotal
Subtotal
w205 2 Ten Test @) oH2122025 Hacon Teaveier Transter wen Agancy Eoeay
OH2122020 Jotn Puthc Transter witn AgencyEsisy

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

Save Report As

*Repor Name
Copy of Delegations Ended this Month

Report Unique Name @)
[ Copy_of_Delegations_Ended_this_Month_E6Q|

Report Description

Folder
Enroller Reports

[ Select Foider ‘

=l -

The report description is free text.

5. Click the Select Folder button after entering the description.

Covered California
Outreach and Sales Division
OutreachandSales@covered.ca.gov Page 23 of 25 June 9, 2026



mailto:OutreachandSales@covered.ca.gov

CALIFORNIA

Guide

Save Report As

* Report Name
Copy of Delegations Ended this Manth

Report Unique Name @
Copy_of_Delegations_Ended_this_Month_E6Q

Report Dascription
Added CalHEERS Caselapp 10|

y

Folder
[ Private Reporis. l

:Cance‘

Select Folder l

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.

Cancel

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 g
Created by Me '
Shared with Me '
a
Public Reports ’

Nothing here yet

This folder has no subfolders.

»

Select Folder
I

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

) Q ses ;e.

Description | Folder Created By Created On | Subseribed

I T Test

onth  Added CaIHEERS CasefApp 1D
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