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Overview

This guide informs users how to access their Book of Business (BoB) report to view, export,
and search and filter active and pending Consumer delegations.
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Background

This guide is written from a Certified Enrollment Counselor (CEC) perspective, with additional
notes for Agency users throughout. This functionality is also available to the following user
roles: Plan Based Enroller (PBE), Medi-Cal Managed Care Plan Enroller (MMCPE), Level 1
and 2 Agency Manager, Authorized Signer, Level 1 and 2 Agent, Approved Admin Staff Level
1 and 2.

Entity Home Page

The Welcome to your Entity Home Page! displays the Book of Business and Consumers by
Metal Tier Plan tabs for CECs.

& Sesh a 0-

Home Entity v My Profile My Delegations v Resources v Help +

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

Quick Links

Welcome!

Explore additional choices by navigating through the tabs on the right or My Reports from the menu . s
Secure Mallbox

Delegation Tool

Start Application

Enroller Toolkits

My Reports

To view Book of Business, reCAPTCHA is required.

e Select the checkbox for | am not a robot
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Home Enroller Portal Notifications  Notification Archive  Agency Book of Business |
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reCAPTCHA

Privecy - Terms

I'm not a robot

e Select the images provided in the instructions and click Verify

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

Select all images with

Book of Business  Consumers by Metal Tier Plan

Report: Contact Application and Enrollees @
. Add Chart
My Book of Business A °

Y (& Edit v

Total Records

1

CalHEERS Case ID * |¥ | Year of Application ¥ | First Name ¥ | | Middle Name ¥ | Last Name |¥| Customer DOB ¥ | SSN Last

5193228077 (1) 2023

Shaan -

Mathur

1/1/1990

The Book of Business tab displays a list of consumers delegated to the CEC with the
following:

Magnifying Glass — Displays a Search report table... field for CECs to filter through
the report table
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Filters
v @ Contact Applications block 1

Show Me
All contact applications

Created Date
All Time

Contact: Account Name: Delegation
Status

equals Active

Case Status

contains ACTIVE

v @ Enrollment Report Type block 1

Show Me
All enrcllments

Enroliment Benefit Effective End Date
All Time

Contact: Account Name: Delegation
Status

equals Active

e Add Chart — Displays the Book of Business report in a chart format

Search and Filter Active Delegations

Task Guide

Note: Clicking the Add Chart button dynamically displays the Chart button.

e Filter icon — Displays the Filters menu, allowing CECs to filter their Book of Business

report

e Refresh icon — Refreshes the report

o Edit button — Navigates CECs to the Book of Business page. Clicking the dropdown
caret next to the Edit button displays the Save As and Export options

Note: Clicking Export displays two export options for the Book of Business report: Formatted
Report and Details Only. The Formatted Report exports the report including the report
header, groupings, and filter settings. The Details Only exports only the detail rows. This
option can be used to do further calculations or for uploading to other systems.

Export

Export View

Formatted Report

Export the report, including Expo!
ort head il

Details Only

rt only the detail rows
e this u

Format

Excel Format .xlsx
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e CalHEERS Case/Application ID — Displays the Application Case Number, Contacts
and Enrollments

e First Name, Last Name — Displays the contact’s details page, including the Enroller of
Record, Applications, Delegation History, and Enrollment’s information

Book of Business Consumers by Metal Tier Plan

Report: Enrollees Report Type n — -
Enrollments by Metal Tier Plan QU c Edit | ¥

23

cord Count

The Consumers by Metal Tier Plan tab displays a bar chart categorized by metal tier
(coverage levels such as bronze, silver, gold, or platinum). CECs may view the number of
Health Enrollments in each metal tier and the Entity for each metal tier plan level from the
Consumers by Metal Tier Plan tab. The following options display:

e Search icon — Displays the Search report table field, allowing CECs to search the
report table

e Chart icon — Toggles the report between chart view and list view

e Filter icon — Displays the Filters menu, allowing CECs to filter the Enrollment by Metal
Tier Plan Type report

e Refresh icon — Refreshes the report

e Edit button — Navigates CECs to the Enrollment By Metal Tier Plan Type page.
Clicking the dropdown caret next to the Edit button displays the Save As and Export
options

Note: There are two export options for the Consumer Enrollments by Metal Tier Plan report:
Formatted Report and Details Only. The Formatted Report exports the report including the
report header, groupings, and filter settings. The Details Only exports only the detail rows. This
option can be used to do further calculations or for uploading to other systems.

e Enrollee Name link — Displays the enrollee’s detail page, including contact application
information
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Note: The Consumers by Metal Tier Plan tab displays on the Welcome to your Agency
Home Page! for Agency Managers Level 1 and 2, Authorized Signers, Agents Level 1 and 2,
and Approved Admin Staff Level 1 and 2.

My Delegations Dropdown

Q, Search..

Entity v My Profile My Delegations v Resources v Help v

My Active Delegations

ome to your Entity Home Page!

Book of Business, assist your consumers, and more.

My Pending Delegations

My Delegation History

Home Enroller Portal Notifications  MNotifications 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

e My Delegations tab dropdown — Displays only for AM Level 1 and 2 and A Level 1
and 2 users. Clicking the dropdown displays the following links:

o My Active Delegations — Navigates the user to the Delegations — My Active
Delegations page to view and manage active delegations.

o My Pending Delegations — Navigates the user to the Delegations — My Pending
Delegations page to view and manage pending delegations.

o My Delegation History — Navigates the user to the Delegation History — My
Delegation History page to view their delegation history.
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