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CERTIFICATION PORTAL ENROLLER USER OVERVIEW  

 
This document outlines all features and functions available to Entity Enrollers in the 
Certification Portal. It details the functions that you, as an Enroller User, have access to 
including profile completion, background clearance, and training.  
  

NEW ENROLLER USER  
  

The Primary or Authorized Contact listed on the entity roster is responsible for creating 
your Enroller user account. You will receive an email from the Certification Portal that 
looks like the following:  

  
Email Subject: Welcome to the Certification Portal  

Email Body:  
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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.  

  

 

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

 
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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IMPORTANT: Active and Certified Enrollers ARE NOT REQUIRED to 
complete a NEW application in the Certification Portal.  

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.  
 

 
 

 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.  

 
4. Next, fill in the Profile Information fields and select your written and 

spoken language(s).   

 
    
• The Required Documentation section includes documents that need to 

be submitted for review and are a vital piece to becoming a Certified 
Enroller. This section includes Criminal Record Disclosure and the Live 
Scan Forms.  Note: Criminal Record Disclosures and Live Scan Forms 
apply to Enrollers that DO NOT have an active Accident and Health 
Insurance License with CDI.  
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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 15.  

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 application completion. 

b. Download the Live Scan Form 
I. Complete the Applicant Information section on the form. 

II. Print TWO copies of the completed Live Scan Form. 
III. Contact a Live Scan Facility: 

a. 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. 

 
 

 

 
 
 
 

CRIMINAL RECORD DISCLOSURE  

Important: If you have an active Accident and Health Insurance license with CDI, scroll to 
the Screening Questions section located on page 15. Otherwise continue with the 
following steps:  
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1. Click on the New Criminal Disclosure button.  

 
 

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

  
 
 

 

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

Important: If you have an active Accident and Health Insurance license with 
CDI scroll to the Screening Question section located on page 15. If not, 
please continue with the Background Check process:  

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

Each Enroller applicant must download the Live Scan Form, print TWO copies 
and take the forms to an authorized Capitol Live Scan location 
(http://capitallivescan.com/walk-in-locations).  
  

 2. Download and print the TWO copies of the pre-populated form. The following is a 
screenshot of the Live Scan Form:  

  

http://capitallivescan.com/walk-in-locations
http://capitallivescan.com/walk-in-locations
http://capitallivescan.com/walk-in-locations
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Note: When all documents are completed and submitted in the Required Documentation 
section, you will see a green checkmark in the upper righthand corner.  
 

 

 SCREENING QUESTIONS 

An Enroller applicant must agree to a set of Screening Questions.  

  

 
Click on the Complete Screening Questions button to view and respond to 
the attestations.  
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Once this section is completed by the Enroller, a Screening Questions 
Completed checkbox will be checked in the Contact Record:  
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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.  
 

 
  

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

 
  

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. 
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