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CERTIFICATION PORTAL OVERVIEW

The Certification Portal Plan-Based Enroller User Overview outlines all features and
functions available to Plan-Based Entity Enrollers in the Certification Portal. This
document details the functions of an Enroller User, how to complete the Certification
Portal profile, background clearance, and training requirements.
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CERTIFICATION PORTAL
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NEW ENROLLER USER

The Primary or Authorized Contact listed on the entity roster is responsible for creating

the Enroller user account. Once the account is created, an email from the Certification
Portal will be sent to the Enroller:

Email Subject: Welcome to the Certification Portal

Email Body:

Hi John,
Welcome to the Portall To get started, go to the following link: Click Here
Username: johnjones@testentity . com

Thanks,

If you have additional questions or need further assistance please email
CommunityPartnerCentSupport@covered ca gow
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When you click on the hyperlink provided in the email, it will take you to a
login screen. There you will be prompted to set a password for your new

account. When the Change Password button is pressed, you will be logged
into the system.
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ENROLLER HOMEPAGE

Once you are logged into the system, you will be presented with the
Homepage Welcome Screen. Here you will find high-level information
regarding your Certification Status as well other important information
regarding fulfilling your duties as a Certified Enroller.

Example of the Home Page without an Accident and Health Insurance License with
the California Department of Insurance (CDI).

HOME MY PROFILE MYFILES MY TRAINING MY DISCLOSURES ~ CONTACT SUPPORT

E EEEEEEEEEEEEEEE Welcome
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NOTE: New Enrollers will not have any blue check marks displayed on their page.
Required items will begin to be checked off as the Certification Process steps are
completed.

MY PROFILE

Navigate to the My Profile tab to complete the information necessary for the enroller
certification process.
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Cr=1"T1 MY PROFILE MY FILES MY TRAINING MY DISCLOSURES CONTACT SUPPORT
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IMPORTANT: Active and Certified Enrollers ARE NOT REQUIRED to complete a NEW
application in the Certification Portal.
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Steps for NEW enrollers requesting to become certified for the first time:

1. The first step is to populate required information in all required fields in the
Details section (Note: the fields in grey are pre-populated by the
Primary/Authorized Contact person). Once completed, click on the Save
icon button located on the top-right corner of the section panel, or by
clicking the Save Details button at the bottom of the page.

T

Note: Make sure to fill out all required fields, which are marked with a red asterisk
(*), before submitting. Any missing fields will result in a delay of the Certification
Process.

2. Next, fill in the Business Address fields.
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3. Next, fill in the Personal Mailing Address fields.
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4. Next, fill in the Profile Information fields and select your written and
spoken language(s).

Profile Information

e e owraad

5. The Required Documentation section includes the documents that
need to be submitted for review and before becoming a Certified Enroller.
This section includes Criminal Record Disclosure and the Live Scan
Forms. Note: Criminal Record Disclosures and Live Scan Forms ONLY
apply to Enrollers that DO NOT have an active Accident and Health

Insurance License with CDI.

Required Documentation

Criminal Record Disclosure ()

A counselor applicant must complete a Criminal Record Disclosure. Click on the "New Criminal Record Disclosure” button below to enter required information, and/or to confirm that there

New Criminal Record Disclosure

norecords to report.

Background Check (]
Download Live Scan Form
Action Required by Enroller Candidate:
ed Live Scan Form within the Certification Portal. Upload button located at the bottom of this section.
vacy Act Statement and Noncriminal Justice Applicant’s Privacy Rights.
ulated Live Scan Forms to be provided to the Live Scan facility .
schedulea fingerprinting appointment. For a list of locations, download or access the service locations using the following link:
d-ca
of thi gram, the Covered CA Live Scan form is the only acceptable form. Any other Live Scan form is unacceptable.
Ensure enroller candidates are directed to a Covered California approved Live Scan provider for fingerprinting and criminal recerd check.
+ Pay background and fingerprinting fees for the PBE.
L]

Screening Questions

APlan Based Enroller applicant must agree to a set of Screening Questions. Click on the “Complete Screening Questions” button below to view and respond to the attestations.

Complete Screening Questions
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BACKGROUND CLEARANCE

Important: If you have an active Accident and Health Insurance license with CDI,
scroll to the Screening Questions section located on page 13.

Captive Agents MUST be licensed and in good standing with CDI. They are
exempt from the Background Clearance Requirements. If the license expires, they
must promptly submit to the Background Clearance to maintain an active
certification.

The steps below only apply to Enrollers that DO NOT have an active Accident and Health
Insurance License with CDI.

1. Enroller MUST pass a Background Check for Covered California by Completing the
following steps:

a. Complete and submit the Criminal Record Disclosure on their
Certification Portal during the applicationcompletion.
b. Download the Live Scan Form and Privacy Notice documents.
. Complete the Applicant Information section on the form.
IIl.  Print TWO copies of the completed Live Scan Form.
lll.  Review and sign acknowledging receipt of the Privacy Notice documents.
IV. Upload the completed and signed Live Scan Form within the CertificationPortal.
V.  Contact a Live Scan Facility:
= Schedule an appointment to submit Fingerprint Scans.

NOTE: Entities are responsible for payment of fingerprinting scan fees to
the Live Scan vendor for each Enroller. Covered California is not
responsible for fingerprinting costs.
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CRIMINAL RECORD DISCLOSURE

IMPORTANT: If you have an active Accident and Health Insurance license with CDI,

scroll to the Screening Questions. Otherwise continue with the following steps: section
located on page 13.

1. Click on the New Criminal Disclosure button.

This view is for a PBE without an Insurance License

L]

0 et Recoed Dislcsire, g 0 e New Crininal Record Disciosure button below o enter e nformator e
NewCrimina Recors Diccosore RS

Background Check ®

o

This view is for a PBE with an insurance license

Required Documentation
Criminal Record Disclosure

Acourselor applicant mus: corplete a Criminal Recard Disclosure, Click on the "New Crimingl Record Disclosure”btton below toenter requived infarmation, and/or to confim that there

arenorecordsto report.
New Criminal Record Disdsure:

Screening Questions

APlan Based Enroller applicant must agreeto a set of Sereening Questions. Clck on the “Complete Sereening Questios” button be ow to view and respand to the attes-ations.

Completa Sereenirg Questons

2. When you click on the New Criminal Disclosure button, a pop-up will
appear with a blank electronic copy of the document. The required fields

in the form must be filled out and submitted to Covered California for
review.
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New Criminal Record Disclosure: New Disclosure

rd r
[ Verily your name \
A. Personal Information " _ Is populated J
Courmeior Marme Social Security Mumber
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s Carefully read
C " all instructions
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Instructions and Background Clearance Q{eql:lre.ml*th
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New Criminal Record Disclosure: New Disclosure

* Question & Response
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MNew Criminal Record Disclosure: New Disclosure

Provide details
on each offense =

New Criminal Record Disclosure: New Disclosure

SECOND OFFENSE. PENDING CHARGE. OR ADMINIS TR AT et Provide details

on each offense

Where did

10| Page



New Criminal Record Disclosure: New Disclosure
C. Certification - Read Carefully Before Signing
- Enter your name to ]
F ' o
Check to
pirnsd " agree

acy Sesteme
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3. Once saved, you will be taken to the Criminal Disclosure record to
complete the process and submit to Covered California forreview.

COVERED

CALIFORNIA

Lo ] o

PLEASE NOTE: "Draft" status is not complete and will not be reviewed.

You must click "Submit for Approval " below to send your Criminal Record Disclosure form to Covered California for review. You will be notified once
your Live Scan is delivered to Covered California and Criminal Record Disclosure is reviewed.

Criminal Record Disclosure

CRD-2919 — pprovel
Counselor Name Status Created By Last Modified By
Draft 1/10/20203:11PM 1/10/20203:11PM
Criminal Record Disclosure Status Appmva\ H\S!Q?'y (0)
CRD-291% Draft
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1.

Note: In order to attach additional information to support your Disclosure,
click on the Add Files button as illustrated above and upload as required).

4. Click on the Submit for Approval button to send your Criminal Record

Disclosure form to Covered California for review. You will be notified
once your Live Scan is delivered to Covered California and Criminal
Record Disclosure is review.

CRD-4755

Click "Submit for
Approval” to complete
the submission process
Last Modified By

Status

w A) Personal Information

Approval History (0)

3 Files(0)

BACKGROUND CHECK

Important: If you have an active Accident and Health Insurance license with
CDI scroll to the Screening Question section located on page 13. If not,
please continue with the Background Check process:

To complete the Background Check process, Enrollers must complete the
Live Scan form.

Each counselor applicant must download the Live Scan form and print
two (2) copies of the pre-populated Live Scan Forms to be provided to
the Live Scan facility.

Contact the Live Scan facility to schedule a fingerprinting appointment. For a
list of locations, download or access the service locations using the following

link: https://www.capitallivescan.com/state-wide.

Note: For the purposes of this program, the Covered CA Live Scan form is the
acceptable form. Any other Live Scan form is unacceptable.

uuuuuuuuuuuuuuuuuuuu

If there is anything

Counselor Name status  CreatedBy additional to

Sofia Barker Draft support the
disclosure these
can be uploaded
by clicking “Add

Files” and upload.

| Recard Disclosure Status

CRD 0024 rart
. y -
A) Personal Information Files (0)

‘Soclal Security Number
518067749
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https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.capitallivescan.com%2Fstate-wide&data=05%7C01%7CAndres.Chacon%40covered.ca.gov%7Cd5ed5ae5a10e4d962dd208daddeb3fed%7C466d2f7db1424b9c8cddeba5537a0f27%7C0%7C0%7C638066299719493924%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ZXmFl%2FCuK0pU%2FHxXcY75DXxPVsTDKsvS3oxowf8fHh4%3D&reserved=0

3. Print two copies of the pre-populated Live Scan Forms to be provided to the Live Scan
facility.

4. Upload the completed and singed Live Scan Form in the Certification Portal. Use the
“Upload Flies” button located as displayed in the image below.

This view is for a PBE with an insurance license
Required Documentation
Criminal Record Disclosure []

A counselor applicant must complete a Criminal Record Disclosure. Click on the "New Criminal Record Disclosure” button below to enter required information, and/or to confirm that there

New Criminal Record Disclosure

Upload Signed Live Scan

are no records to report.

Screening Questions []

A Dlan Based Enroller spplicant must agree to 2 set of Screening Questions. Click on the "Complete Screening Questions™ button below to view and respond to the attestations.

Complete Screening Questions
Save Details

Note: When all documents have been completed and submitted in the Required
Documentation you will see a green check mark on the upper right-hand corner.
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SCREENING QUESTIONS

An Enroller applicant must agree to a set of Screening Questions found in the

Certification portal.

Click on the Complete Screening Questions button to view and
respond to the attestations.

New Screening Questions

Please respond to the following screening question

Once this section is completed by the Enroller, a Screening Questions
Completed checkbox will be checked in the Contact Record:

sy PEOEILE b EiLEX WY TEAEMIN S CHSCLORUIRES OIMTACT SLEBOET
E ENMTITY ENE EE Welcome
¥ ar e cuir reril by C e e
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WITHDRAWAL REQUESTS

1. You can submit a withdrawal request to your Entity if you would like to
withdraw from the program. Click on the Manage Counselor drop-
down menu and then select Counselor Withdrawal Request tab.
This function can only be done if you are an active Enroller and
affiliated with an active Entity.

w» Manage Counselor
View Contact /

—
Counselor Withdrawal Request

2. Upon completion of the Reason for Withdrawal field, select the Save
button to be directed to the Withdrawal Request Record.

3. Provide your reason for requesting to withdraw from the program in the
Reason for Withdrawal field. Click on the Save button to be directed
to the Withdrawal Request Record.

Create Counselor Change Request: Withdrawal Request

Change Request

Verify your name is
| [E) sofiaBarker x ‘ —_— populated

£5  RecordType

Withdrawal Request

4

Created By Last Modified By

\

el - |

4. The system will take you to the Withdrawal Request Record which
will automatically transmit to the Entity Contacts forapproval.

COUNSELOR CHANGE REQUEST

CR-91361

Clone

DETAILS RELATED

Approval History (2) | recan |

STEP NAME DATE STATUS ASSIGNED TO

Entity Contacts 8/7/2017 11:56 AM Pending Jesse Barker \:|

Approval Request Submitted 8/7/2017 11:56 AM Submitted Sofia Barker D

View All
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5. When both the Entity Contacts and Covered California have approved your withdrawal
request, your status will be updated to Withdrawn - Entity Request within the
system. No further action is required.

CONTACT

Sofia Barker + Follow ][ Edic | SendEmail
Accoun it Name Title Phone Email Certification Status Counselor Active Status

JesseTest 123-333-2123 coveredcali@saasfocus.com Withdrawn - Entity Request Active

DETAILS RELATED

Name Title

Sofia Barker

Email Account Name
eeeeee dcali@saasfocus.com JesseTest
Phone Department

123-333-2123

COUNSELOR CHANGE REQUEST
E CR-91366 n Submit for Approval

DETAILS RELATED

Approval History (4)

STEP NAME DATE e STATUS ASSIGNED TO
Certification Services Section 8/11/2017 7:07 PM = Approved Certification Services Section =
Entity Contacts 8/11/2017 7:06 PM Approved
Approval Request Submitted 8/11/2017 7:06 PM Submitted
Approval Request Submitted 8/11/2017 7:04 PM Submitted Sofia Barker

View All

This concludes the Certification Portal Plan-Based Enroller User
Overview Manual training steps. If you have any questions or need
assistance, please send the Certification Services Team an email at
PBEcert@covered.ca.gov.
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