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Overview

This guide provides information for Primary Contacts (PC) and Authorized Contacts (AC) to
add an additional or backup PC or AC to a certified Entity.
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Primary Contact (PC) or Authorized Contact (AC) Adds a PC to a Certified Entity

While logged into the Salesforce Enroller Portal, the Primary Contact or Authorized Contact
performs the following steps:

1. Navigate to the My Team menu option and click Add Primary Contact.

Q  Search..

Home Entity v My Team My Profile Resources v Help v

Team List

Welcome to your Entity Home Page!
anage your Book of Business, assist your consumers, and more.

Pending Staff Applications

Add Counselor

Home Enroller Portal Notifications  Notification$ Pss  Consumers by Metal Tier Plan

Add Primary Contact

el
Explore additio: Add Authorized Contact abs on the right or My Reports from the menu

B

e Attempting to add more than two active PC (or AC) per Entity will result in an error
message indicating the maximum number of PC or AC per Entity has been reached.
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2. Enter the required information on the Add Primary Contact form.
Primary Contact Information

Primary Contact First Name:

Primary Contact Last Name:

Phone:

Alternate Phone:

Email:

Confirm Email:

Preferred Method of Communication:

Primary Contact Business Mailing Address
Address Line 1:

Address Line 2:

City:

State:

ZIP Code:

3. Enter all required and valid information, and select Next.
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Home Entity My Team

Add Primary Contact Information |

Primary Contact Information

* Primary Contact First Name @

My Profile Resources v Help ~ I

Welcome to Covered California

Become a Covered California Certified Counselor and help Californians enroll into quality healthcare coverage!

*Email @

)

* Primary Contact Last Name @)

* Confirm Email @

l

*Phone @

* Primary Contact Preferred Method of Communication

—None-- - ]

)

Alternate Phone @

I

l

Primary Contact Business Mailing Address

*Address Line 1 @

AddressLine2 @

*City @

*Srate

CA

*ZIP Code @

*Spoken Languages (Cerl+Click or Command+Click on Mac, to select multiple)

*Written Languages (Ctrl+Click or Command+Click on Mac, to select multiple)

English = English =
[ [

Spanish Spanish

African African

Amharic Amharic

Arabic - Arabic -

4. Review Primary Contact Application Form screen and click Save and Next.
5. The Application Submission Confirmation screen will display the below information:

¢ You have successfully submitted the Primary Contact Application for XXX XXXX

e The application is being reviewed. XXX XXXX will receive two emails with an Access
Code and URL at email address .

e The emails will contain information on how to view and edit their personal details.
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6. Click the Finish button and return to Entity Home page.
Q  Search.. ._ ev

Home Entity ~ My Team My Profile Resources Help ~

Welcome to Covered California

Become a Covered California Certified Counselor and help Californians enroll into quality healthcare coverage!

Primary Contact Application Submission Confirmation

Hi 5cott Summer,
You have successfully submitted the Primary Contact Application for Summer Scott.
The application is being reviewed. Summer Scott will receive two emails with an access code and URL at invalid@invalid.org.

The emails will contain information on how to view and edit their personal details.

=1
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Primary Contact (PC) or Authorized Contact (AC) Adds Another AC to a Certified
Entity

While logged into the Salesforce Enroller Portal, the Primary Contact or Authorized Contact
performs the following steps:

1. Navigate to My Team menu option and click Add Authorized Contact.

Q  Searct

Home Entity My Team My Profile REsOUrces Help ~

Team List

Welcome to your Entity Home Page!
anage your Book of Business, assist your consumers, and more.

Pending Staff Applications

Add Counselor

Home Enroller Portal Notifications  Notifications less  Consumers by Metal Tier Plan

Add Primary Contact

pe!
Explore additiq Add Authorized Contact bs on the right or My Reports from the menu

i

e Attempting to add more than two active AC (or PC) per Entity will result in an error
message indicating the maximum number of AC or PC per Entity has been reached.

2. Enter the required information on the Add Authorized Contact form.
Authorized Contact Information

Primary Contact First Name:

Primary Contact Last Name:

Phone:

Alternate Phone

Email:

Confirm Email:

Preferred Method of Communication:

Primary Contact Business Mailing Address
Address Line 1:

Address Line 2:

City:

State:

ZIP Code:
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3. Enter all required and valid information and select Next.

Welcome to Covered California

Become a Covered California Certified Counselor and help Californians enroll into quality healthcare coverage!

Entity Type : Certified Application Entity

Authorized Contact Information

* hddress Line 1 @
Address Line 2 @
*city @
»State
[& 7]
*2IP Code @
sk - Wit
Engiish a Engl a
Spanish . Spanish .
AAAAAA African
Amb:
A 5 Arabi v

4. Review Authorized Contact Application Form screen, and click Save and Next.
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5. The Application Submission Confirmation screen will display the below information:
e You have successfully submitted the Authorized Contact Application for XXX XXXX

e The application is being reviewed. XXX XXXX will receive two emails with an Access
Code and URL at email address .

e The emails will contain information on how to view and edit their personal details.

6. Click the Finish button and return to Entity Home page.

Home Entity v My Team v My Profile Resources v Help v

Welcome to Covered California

Become a Covered California Certified Counselor and help Californians enroll into quality healthcare coverage!

Authorized Contact Application Submission Confirmation

| Finish |
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