Transferring Delegations Within an
Agency or Entity for Agency

m coveRED | Managers, Admin Staff &

i Primary/Authorized Contacts Quick
Guide

Agency Managers, Admin Staff, and Counselors can transfer consumer delegations between
Agents or Primary/Authorized Contacts within the Agency/Entity without assistance from
Covered California. This includes transferring consumers one by one, as well as transferring
the entire Book of Business between Agents within the same Agency.

The steps below are from the Agency Manager’s perspective, but the functionality is the same
for Approved Admin Staff and Entities.

Note: To transfer consumers or an entire Book of Businesses to an Agent outside of the
Agency, contact Agent Contracts at agentcontracts@covered.ca.gov for assistance.

Transferring a Single Consumer
1. Select Transfer Delegations From the Agency dropdown menu.
Note: For Entities, the dropdown menu is labeled Entity.

Q,  search...

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

My Agency

Welcome to your Agency Home Page!

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

Active Delegations

Pending Delegations

ifications Archive  Agency Book of Business My Book of Business  More
Subsite Locations

Welcome!
Transfer Delegations avigating through the tabs on the right or My Reports from the menu

Agency Delegation History

2. Click the radio button for Select one or more specific delegations to transfer to another
enroller, then click Next.

Transfer Delegations

*Please select the type of delegation transfer you wish to complete:
(O Transfer all delegations from one enroller to another enroller
(@) Select one or more specific delegations to transfer to another enroller
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Your list of consumer delegations populates on the next page.

3. Select one or more delegations to transfer to another enroller, then click Select
Delegation(s).

Select one or more specific delegations to transfer to another enroller. Please note, only up to 2000 records can be transferred at a time.

search @

0 items selected

[] ConsumerContact - | Enroller Name ~ | Delegation Start Date - Delegation Status 1 »s | CalHEERS Case/Application... ~» Delegation Name v
—

[ | seth kane Zuchini Dominic aa 2023-02-06 Active 1357099948-2023 D-01348

[] | krxitCwE NmDqdMkU Zuchini Dominic aa 2023-02-09 Active 1357101001-2023 D-01461

D RHNhUnkf ofNCJSBr Zuchini Dominic aa 2023-02-17 Active 1357101090-2023 D-01489

(] | BPRwWpDdq zOvaeexh Zuchini Dominic aa 2023-02-09 Active 1357101094-2023 D-01495

[] | Marcus Eufy Zuchini Dominic aa 2023-02-15 Active 1357069387-2023 D-01611

\:‘ rXKWEPHX flvOFyCS Austin AustinAML1 2023-02-17 Active 1357100833-2023 D-01433

[] | IphAfzvi uKpUNEHO Austin AustinAML1 2023-02-09 Active 1357101095-2023 D-0149%6
L

Select Delegation(s)

Note: The search bar can be used to search the following:
e CalHEERS Case/Application ID
e First and/or Last Name of the Consumer Contact

4. Use the Search field on the following page to search for the Enroller(s) to receive the
consumer delegate transfer, select the Enroller(s), then click Transfer Delegation(s).

Enrollers can search the following:
e Name
e Email
e License/Certification Number

¢ Role
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Only enrollers in Certified and Active status can receive delegation transfers.
Select the target enroller for the delegation transfer

Search Li]

| .

[ Name v | Email ~ | License Number v | Certification/Approv... ~  Contact Status v | Role v
—

D Austin AustinAML1 austinaustinami@mailinat... ]I00987 Certified Active Agency Manager Level 1

] Jdwayne2 bravo One bravo@mailinator.com 7269879 Certified Active Agent Level 1

[J Jvom Holland parker@mailinator.com 4567788 Certified Active Agent Level 2

[ Jandy wood andy@mailinator.com jisj928 Certified Active Agent Level 2

D MARSHAL ONE marshalone@mailinator.co... EVE1236 Certified Active Agent Level 2

D Olivia Olivia olivia.olivia@mailinator.com  P896569 Certified Active Agent Level 1

(] JPavan Kumar pavan.kumar@mailinator.c... N965698 Certified Active Agent Level 1
—

===

Note: Only enrollers in Certified and Active status can receive delegation transfers. When
more than one enroller is selected, an error message displays. Clicking the Cancel button
navigates the user back to the previous page.

A message displays that the transfer is in

progress.

Transfer is in progress. You will see a notification on the bell icon when the request is complete

Return ta Home Page
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A notification on the bell icon appears when the request is completed.

-

I Notifications Mark all as read )(I

l -1
Delegation Transfer Status
Consumer Case(s) successfully transferred to AgentDuke
Ellis

3 minutes ago

Transfer an Entire Book of Business between Enrollers within the
Agency

1. Select Transfer Delegations From the Agency drop-down menu.

Q,  search...

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

My Agency

Welcome to your Agency Home Page!

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

Active Delegations

Pending Delegations

ifications Archive  Agency Book of Business My Book of Business  More
Subsite Locations

Welcome!
Transfer Delegations avigating through the tabs on the right or My Reports from the menu

Agency Delegation History

2. Click the radio button to Transfer all delegations from one enroller to another enroller, then
click Next.
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Transfer Delegations

*Please select the type of delegation transfer you wish to complete:
(®) Transfer all delegations from one enroller to another enroller
() Select one or more specific delegations to transfer to another enroller

=

3. Select the source enroller whose Book of Business you want to transfer and click Next.

Select the source enroller for the delegation transfer

Search @
=] Name ~v  Email ~ | License Number v | Certification/Approv... ~ | Contact Status ~ | Role v
(] AMI1Storm kalpanachowdary30632@...  LIC5683 Certified Active Agency Manager Level 1
A2 Kangto abc@test.com TRC9722 Certified Active Agent Level 2
j A1 Krakatoa abc@test.com TRC1223 Certified Active Agent Level 1

4. Select the target enroller and click Transfer Delegation(s).

Only enrollers in Certified and Active status can receive delegation transfers.

Select the target enroller for the delegation transfer

search @
(=] Name v | Email v | License Number v | Certification/Approval Status | Contact Status v | Role v
[J AM1Storm kalpanachowdary30632@gmail.com  LIC5683 Certified Active Agency Manager Level 1
Al Krakatoa abc@test.com TRC1223 Certified Active Agent Level 1

‘ Transfer Delegation(s)

A message will display that the transfer is in progress, and once the Book of Business transfer
is complete, a notification will appear on the bell icon.
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