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1. Overview

This manual is intended to provide a detailed description of the functions available through the
Entity Portal of the Nevada Health Link State Based Exchange (SBE) Platform. “Entity” refers
collectively to the health insurance Navigator or Certified Application Counselor (CACs)
organizations that offer enrollment assistance to Nevada’s Affordable Care Act, Exchange
marketplace consumers. Throughout this document, Navigator/CAC organizations are referred to
as “Entities or Entity.”

The Entity Portal is a complete solution to add/manage Certified Enroliment Counselors (CECs) of
the organization, submit applications and enrollments and perform account maintenance
transactions on behalf of the CECs for the existing consumers, change consumer designation from
one CEC to another within the organization, perform account maintenance for the organization,
and manage organization’s and CEC’s book of business.

PLEASE NOTE: This manual is for Entities who have already completed Nevada Health Link’s user
account registration process for the SBE Platform. For information on gaining access to the SBE
Platform please refer to the https://www.nevadahealthlink.com/entity-cec-on-boarding-guide/.

2. Home Page

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS ~ ACCOUNT ~

The Home Page is the landing page for Entity organization. This section displays the list of CECs
associated with the Entity Organization, allows the Entity to add new CECs, view and search for
CECs associated with the organization, and edit CEC information.

2.1 Add Certified Enrollment Counselor

This section allows the Entity to add CECs for the Entity Organization who will assist and
perform actions on behalf of the consumers.

PLEASE NOTE: The CEC user accounts can be created at any time in the year, but the CECs will
not receive the invitation email to claim their account until the SSHIX Navigator Program
Coordinator has verified their completion of the Training and Certification curriculum and
updated their Certification Status to “Certified.”

2.1.1 Add new Certified Enrollment Counselor

e Step-1: Click on the ‘Add Certified Enrollment Counselor’ button on the home page.
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CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS ~  ACCOUNT ~
Add Certified Enrollment Counselor

Certified Enrollment Counselors : watching certified enroliment counselors

Refine Results By (reset all) Number Of  Certification renewal for CERTIFICATION
Name 3 STATUS S
Clients % Enroliment Counselor & STATUS %
Certified Enrollment Counselors first
name 1 Active Certified -3
o InActive pending &
Certified Enroliment Counselors last 1 Active Certified L0
name
Status
O Active

@ Inactive

Certification Status

Select v

Certification Enrolliment Counselor
Renewal Date

From
MM/DD/YYYY =
To
MM/DD/YYYY =

e Step-2: Fill out New Enrollment Counselor Form (e.g., “First Name” or “Primary
Phone Number”), enter the Mailing Address, Profile Information (e.g., “Spoken
Languages Supported” or “Written Languages Supported” or “Education”) and click
on the ‘Save’ button.

PLEASE NOTE: The suggested value for “Is this Enrollment Counselor Certified?” field
is “No” (this relates to functionality which has been disabled in the SBE Platform and
will not impact Entity/CEC functionality).
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2.2 View and Search for Certified Enrollment Counselors

@heanmank # &y Account -

CERTIFIED ENROLLMENT COUNSELORS +  DELEGATIONS =  ACCOUNT =

Add Carétind Evioent Coumenioe New Enroliment Counselor Form

pload Photo [ Choose File | No file chosen
File size limit is S M.

e Step-1: Go to Entity portal ‘Home Page’.
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# = WMyhccount~

CERTIFIED ENROLLMENT COUNSELORS -  DELEGATIONS ~  ACCOUNT ~

-
Certified Enroliment Counselors :uatcsing certified enroliment counselors
i — Number Of  Certfication renewal fo CERTIFICATION
Refine Results By 0 e s tificati R L
Clents & Enrollment Counselor & staTus &
Certified Enrollment Counselors first
F— Active Certified -
o inActive Pending o-
1 Active Certified -

Active

Inactive

certification Status

From

MM/DD: =
To

MM/DDAYYY -}

e Step-2: Enter CEC’s first name in the ‘Certified Enrollment Counselors first name’ field or last
name in the ‘Certified Enrollment Counselors last name’ field or select CEC activity status
from the ‘Active’ or ‘Inactive’ status or select CEC certification status from the ‘Certification
Status’ drop-down list (e.g., “Pending” or “Certified”) or select a desired date range during
which the CECs certification will be renewed from the ‘Certification Enrollment Counselor
Renewal Date’ section under “Refine Results By” section and click on the ‘Go’ button.

@ health link

# & MyAcount~

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS »  ACCOUNT »

. Add Certified Enroliment Counselor
Certified Enrollment Counselors s uathing cerified enroliment counselors
P umber Of  Corti 1"
Refine Results By | Number Of  Certification renewal for SATiEe CERTIFICATION
hents & Enrollment Counselor # sTATUS ¢
nam tive rtified o~
o nactive Sending o
Certified En [< last <t Certified o
ik
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2.3 Edit Certified Enrollment Counselor (CEC) Information

The Edit CEC information section helps the Entity in managing the CEC information, view CEC
profile, and update the CEC activity status.

2.3.1 Add or update Certified Enrollment Counselor information

e Step-1: Click on £~ and click on the ‘Edit’ button on the home page.

evad:
@ health link

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS ~  ACCOUNT ~

A & MyAccount ¥

. AAdd Certified Enroliment Counselor
Certified Enrollment Counselors s watching certified enroliment counselors
Refine Results By Cesetal) s Number Of  Certification renewal for staTus »  CERTIFICATION
Clients & Enroliment Counselor ¢ STATUS &

Certified Enroliment Counselors first

name 1

acve  centtes

0 InActve  pencing
Certified Enroliment Counselors last 1 Active Certified L4
name

Status

O Active

@ Inactive

Certification Status

select

Certification Enroliment Counselor
Renewal Date

From

MM/DDAYYYY =]
To

MM/DDAYYYY e

e Step-2: Click on the “Certified Enrollment Counselor Information” section and click on
‘Edit’ button.

health link # & wyAccount~

CERTIFIED ENROLLMENT COUNSELORS -  DELEGATIONS =  ACCOUNT -

Certified Enroliment Counselor

Information Fast

profil Last nam:
Ema

Status

Mailing Address

Strest Address

suite
City Sparks
State WV

Zip Code

Profile Information

Spoken LanguagesSupported English

wirimEn Langu

port

ngish

Education

Bhoto profile image of Counsslor
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e Step-3: Enter CEC Information (e.g., “First Name” or “Phone Number”), Mailing
Address and Profile Information (e.g., “Spoken Languages Supported” or “Written
Languages Supported”) and click on the ‘Save’ button.

October, 2019 v1.0

CERTIFIED ENROLLMENT COUNSELORS -

Profile

DELEGATIONS =  ACCOUNT -

Certified Enrollment Counselor Information

First name

Email +

Phane number *

Secondary Phone Number  xxx

How would you like usto ® Email
contact you? *

Phone

Certified Envollment Counselor
certification »

Primary Certified

Mailing Address

Street Address 1+

Suite  Apt. Suite, Unit. aldg, Fioor, ete

citys  spares

State *  Nevaca

2ip Code

Prafile Infermation

ea i@ English
Arabic

Armenian
Cambodian
cantonese
Farsi
Hmeng
Korean
Mandarin
Russian
spanish
Tagalog
Vietnamese

aune Same Opion

wiitcen Languages supported ¥ ENgish
(Selectallthat aply) = Arabic
.

Cambodian
Farsi

Hmeng

Korean

Russian

Spanish

Tagalog

Traditional Chinese character

Vietnamese

Qtner | Select Some Optian
Education *

Upload Phote | CNODSE Fie | No Tile chosen
F

o size Tmit 155 ME.

[ e
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2.3.2 View Certified Enrollment Counselor profile

e Step-1: Click on £~ and click on the ‘Edit’ button on the home page.

nevada
health link

‘you to heslt

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS ~  ACCOUNT ~

Certified Enrollment Counselors s watching certified enroliment counselors

Refine Results By (reset all) o Number Of  Certification renewal for
- Clients & Enrollment Counselor &

Certified Enrollment Counselors first

name 1

\ | 0

Certified Enrollment Counselors last 1

name

Status

O Active

O Inactive

Certification Status

Select A

Certification Enroliment Counselor
Renewal Date

From

‘ MM/DDAYYY ‘ =
To

‘ MM/DDAYYYY ‘ =]

Add Certified Enrollment Counselor

STATUS &

Active

InActive

Active

4 =

My Account =

CERTIFICATION

STATUS &

Certified
pending | [z=]|
Certified (-2

e Step-2: Click on the “Profile” section and the following screen will display CEC profile

information.

nevada
health link
connecting youto health nsurance
CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~
Profile
Certified Enrollment Counselor
Information
[Zerofile image
of Counselor
Status Sparks
NV
Phone number
Email
Language Spoken  English
Language Written  English
Education

View larger map

Geogle

Map data ©2019  Terms of Use

A A@ My Account
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2.3.3 Update Certified Enrollment Counselor activity status

e Step-1: Click on £~ and click on the ‘Edit’ button on the home page.

nevada
@)healthlink A & MyAccount -

connecting you to health insurance

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS »  ACCOUNT ~

-
Certified Enrollment Counselors s watning certiied enroliment counselors —

Refine Results By (reset all) Number Of  Certification renewal for CERTIFICATION
Name s STATUS &

Clients ¢ Enrollment Counselor & STATUS =
Certified Enroliment Counselors first
name 1 Actve Certified

0 e pencing
Certified Enrollment Counselors last 1 Active Certified £
name
Status
O Active

[ Inactive

Certification Status

Select v

Certification Enroliment Counselor
Renewal Date

From
MM/DDAYYYY =]
To
MM/DDAYYYY =]

e Step-2: Click on the “Status” section and click on ‘Edit’ button.

nevada
@ health link & & wyacount-

Sannesting youta health insurance

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT -

Status
Certified Enrollment Counselor
Information Status Active
profile
View the status of your certification application here. You can also see the history of previous actions related to your status
1 Cerffed Envollment Counselor Hisory
Date Previous status New Status View Comment
07/31/2019 InActive Active No Comments

e Step-3: Select a new CEC activity status (e.g., “Active” or “Inactive”) from the ‘New
Status’ drop down list and provide comments in the ‘Comment’ section, and click on
the ‘Save’ button.

PLEASE NOTE: The CEC must be in “Active” activity status in order to appear in the
“Find Local Assistance” directory tool and appear in the CEC search list while the
Entity is changing consumer delegation from one CEC to another CEC within the
Entity Organization.
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CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Status

Certified Enroliment Counselor
Information

Profile

Date Previous status New Status View Comment

07/31/2019 InActive Active No Comments

3. Certified Enrollment Counselors

CERTIFIED ENROLLMENT COUNSELORS ~ = DELEGATIONS ~ ACCOUNT ~

Manage Enrollment Counselors

3.1 Manage Enrollment Counselors

For detailed information on Manage Enroliment Counselors please refer to Section 2.

4. Delegations

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS -~ = ACCOUNT -

Pending Delegation Requests
Active Consumers

Inactive Consumers

4.1 Pending Delegation Requests (New Designation Request)

The Pending Delegation Requests section displays a list of pending consumer designation
requests for a CEC associated with the Entity Organization. The Entity has an option to accept
or decline an individual’s designation request on behalf of the CEC. If the request is accepted,
then the individual will move to the Active Consumers section. If the request is declined the
consumer will automatically move to the Inactive consumers section. The Entity can view and
search for the list of pending consumer designation requests filtered by Consumer Name, CEC
name, and request received date range.
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4.1.1 View and search for pending delegation requests

e Step-1: Click on the ‘Delegations’ tab and select ‘Pending Delegation Requests’.

CERTIFIED ENROLLMENT COUNSELORS ~

DELEGATIONS ~ | ACCOUNT ~

Pending Delegation Requestsl

Active Consumers

Inactive Consumers

e Step-2: Enter consumer’s name in the ‘Consumer Name’ field or CEC name in the
‘Enrollment Counselor Name’ field or enter the desired date range during which an

individual delegation request was received in the ‘Received On’ section under the
“Refine Results By” section and click on the ‘Go’ button.

nevada
65 health link & & wyacount-

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Pending Request  rending request

Refine Results By (resetall) Consumer Name = Received On

Enroliment Counselor Name &

ACTIONS
Consumer Name

08/19/2019 34

Enrollment Counselor Name
Received On

From
MmpDrvvy [
To:

Mmoprvvy | B

4.1.2 Accept or decline individual delegation request

e Step-1: Click on the ‘Delegations’ tab and select ‘Pending Delegation Requests’.

CERTIFIED ENROLLMENT COUNSELORS ~

DELEGATIONS ~ | ACCOUNT ~

Pending Delegation Requestsl

Active Consumers

Inactive Consumers
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e Step-2: Click on ¥ and click on ‘Accept’ to accept an individual’s delegation request
or click on ‘Decline’ to decline the request.

& & wyacount~

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Pending Request 1 rending request

Refine Results By (resetall) Consumer Name & Received On Enroliment Counselor Name & ACTIONS

Consumer Name 08/19/2019

From:

mwoonyyy | B

To:

Mmoprvyyy | E

4.2 Active Consumers (Existing Designations)

The Active Consumers section displays a complete list of consumer designations to the CECs.
The consumers list displays their name, date since their designation is active, designated CEC
name, eligibility status, application status, and an action button that assists an Entity in
performing actions on an individual account on behalf of the designated CEC.

The Active Consumers section helps an Entity to view and search for active individuals list,
transfer consumer delegation from one CEC to another within the Entity Organization, view
individual summary, provide comments on an individual’s profile, and mark an individual as
inactive.

4.2.1 View and search for active designations

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Consumers’.

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~ = ACCOUNT ~

Pending Delegation Requests

Active Consumers

Inactive Consumers

e Step-2: Enter consumer’s name in the ‘Consumer Name’ field or CEC name in the
‘Enrollment Counselor Name’ field or select individual eligibility status (e.g.,
“Pending” or “Conditional”) from the ‘Eligibility Status’ drop-down list or select
individual application status (e.g., “Open” or “Submitted”) from the ‘Application
Status’ drop-down list or enter the desired date range since the consumer
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designation is active in the ‘Active Since’ section under the “Refine Results By”
section and click on the ‘Go’ button.

nevada
@ health link a =0

onnecting you to health insurance

My Account ~

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Active Delegations 1 active belegations(s)

Active Since & Enrollment Counselor Name & Action
STATUS =

(01tems Selected )
Refine Results By (resetall) Ry ELIGIBILITY Application Status

Consumer Name

08/23/2019 Eligible signed [- 24

Enroliment Counselor Name

Eligibility Status

Select v

Application Status

Select v

Active Since

From:

mwoonvvy B
To:

mwoonvyy | B

4.2.2 Change consumer delegation from one CEC to another CEC

This section helps the Entity in changing a consumer delegation from one Certified
Enrollment Counselor to another within the Entity Organization. This step is performed
when a CEC is no longer associated with the Entity organization.

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Consumers’.

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS -~ = ACCOUNT ~

Pending Delegation Requests

Active Consumers

Inactive Consumers

e Step-2: Select checkbox next to a consumer’s name, click on the ‘Change Delegation’
button and select the ‘Change Delegation’.

PLEASE NOTE: The ‘Change Delegation’ button is only activated when the Entity
selects the checkbox next to the consumer’s name.

October, 2019 v1.0 Entity User Reference Manual Page 15 of 46



da
@ health link

necting you ta health nsurance

E n\‘ao My Account ~

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT -

Active Delegations 1 actve belegationsis)

QESETENAY  Change Delegation 5=

Refine Results By tresecall

Consumer Name Active Since & Enroliment Counselor Name & & [Change Delegation
STATUS 2 s
Consumer Name
08/22/2019 Eligible Signed [ e

Enroliment Counselor Name

Eligibility Status

Select v

Application Status

Select .
Active Since
From
ooy |E

To:

mwoonyyy | B

e Step-3: Enter CEC email in the ‘Enrollment Counselor Email’ field or CEC name in the
‘Enrollment Counselor Name’ or select primary site address from the ‘Primary Site’
drop-down list and click on the ‘Search’ button.

PLEASE NOTE: Only the CECs with “Active” activity status will appear in the CEC
search list.

Change consumer delegation to other Enroliment
Counselor

Enroliment Counselor Email
Enroliment Counselor Name

Primary Site Select
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o |f the Entity wants to see all the active CECs present in the Entity organization, just
click on the ‘Search’ button.

Change consumer delegation to other Enroliment
Counselor

Enroliment Counselor Email

Enroliment Counselor Name

Primary Site

e Step-4: Scroll down and select a CEC that the Entity wants to change the designation
using a radio button and click on the ‘Re-assign’ button.

Enroliment o
Counselor  Email w

Site
Name

4.2.3 Change multiple consumer delegations from one CEC to another CEC
e Step-1: Click on the ‘Delegations’ tab and select ‘Active Consumers’.

CERTIFIED ENROLLMENT COUNSELORS ~

DELEGATIONS ~ | ACCOUNT ~

Pending Delegation Requests

Active Consumers

Inactive Consumers

e Step-2: Select the main checkbox next to the ‘Consumer Name’ title, click on the
‘Change Delegation’ button and select ‘Change Delegation’.

PLEASE NOTE: The ‘Change Delegation’ button is only activated when the Entity
selects the checkbox next to the ‘Consumer Name’ title.
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necting youto health insurance

w n\‘.o My Account =

Active Delegations :acive velegations(s)

(2ttemsselecte ) [IROES

call ELIGIBILITY Applica
itz G = By ==} [#] consumer name Active Since Enroliment Counselor Name % RE c
STATUS & =
Consumer Name
vl 08/23/2019 Eligible Signed &
% 08/23/2019 a-
Enroliment Counselor Name

Eligibility Status

Select v

Application Status

Select v
Active Since
From:
Mmopavyy | B

To:

Mmooy | B

e Step-3: Enter CEC email in the ‘Enroliment Counselor Email’ field or CEC name in the
‘Enrollment Counselor Name’ or select primary site address from the ‘Primary Site’
drop-down list and click on the ‘Search’ button.

PLEASE NOTE: Only the CECs with “Active” activity status will appear in the CEC
search list.

Change consumer delegation to other Enroliment
Counselor

Enroliment Counselor Email
Enroliment Counselor Name

Primary Site Select

o If the Entity wants to see all the active CECs present in the Entity organization, just
click on the ‘Search’ button.
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Change consumer delegation to other Enroliment
Counselor

Enroliment Counselor Email
Enroliment Counselor Name

Primary Site

e Step-4: Scroll down and select a CEC that the Entity wants to change the designation
using a radio button and click on the ‘Re-assign’ button.

Enroliment Primat
Counselor  Email nf

Site
Name

4.2.4 Perform actions on consumer profile

The Entities can perform actions on consumer accounts which includes view consumer

summary, provide comments on a consumer’s profile, resend activation email to a
consumer and mark an individual as inactive.

4.2.4.1 View individual summary

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Consumers’.

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~

ACCOUNT ~

Pending Delegation Requests

Active Consumers

Inactive Consumers

October, 2019 v1.0 Entity User Reference Manual Page 19 of 46



e Step-2: Click on the £~ putton and click on ‘Details’.

nevada
@) health link & =0 wyaccount-

connecting youto bealth insurance

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Active Delegations :acte oelegationss)

(0 tems Selected)

resetai) ELIGIBILITY Application Stat
Refine Results By tresetall) o Consumer Name & Active since & Enrollment Counselor Name & pplication Status ——, ion
STATUS & :
Consumer Name
] 0812312019 Eligible Signed
-
@ 08123/2019

Enrollment Counselor Name Mark as Inactive

Eligibility Status

Select

Application Status

Select

Active since

e Step-3: Go to “Summary” section and the following screen will display
Individual summary.

@He’ai’thlink A B nycount-

i o bl

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS =  ACCOUNT ~

About this Household Summary

Primary Applicant
Comment ts

Adaress

# Actions

Phons Number
Emai address
@ New Comment

Eligibiliy Status

Apphication Status  Signed

4.2.4.2 Provide comments on individual profile

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Consumers’.

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS -~ = ACCOUNT -

Pending Delegation Requests

Active Consumers

Inactive Consumers
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e Step-2: Click on the £~ putton and click on ‘Details’.

nevada

health link & & wyacount-

connecting you tohealth insurance

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Active Delegations 2 Active Delegations(s)

(0ltems Selected )

reset i) ELIGIBILITY lication Status
[ neEETiSEy ! ) [0 Consumer Name & Active Since & Enrollment Counselor Name & e Action
STATUS & =
Consumer Name
|—| @ 082372019 Eligible signed

[Eewic]
(5] 08/22/2019
Enrollment Counselor Name Mark as Inactive

Eligibility Status

Select v

Application Status

Select v
Active Since

From:

‘ MM/DDAYYYY ‘ﬁ

To:

‘ MM/DDYYYY ‘ﬁ

e Step-3: Go to “Comments” section and click on the ‘Add Comments’ button.

nevada
@ health link L n@ My Account ~

comnecting youto health insurance

CERTIFIED ENROLLMENT COUNSELORS v  DELEGATIONS ~  ACCOUNT ~

Comments

Summary
No comments

_ Add Comments

# Actions

® New Comment
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e Step-4: Provide comments in the text area and click on the ‘Post Comment’
button.

vada
@ health link

connecting you to health insurance

CERTIFIED ENROLLMENT COUNSELORS v  DELEGATIONS ~  ACCOUNT ~

@ ix‘.o My Account ~

Comments
summary
No comments
‘Add Comments
£ Actions

o New Comment

Characters left: 4000

e Step-5 (Another way): Perform Step-1 and Step-2 from Section 4.2.4.2 and
click on ‘New Comment’ under the “Actions” section.

=0

&Y my Account ~

evada
@ health link @

necting you t health insurance

CERTIFIED ENROLLMENT COUNSELORS >  DELEGATIONS ~  ACCOUNT ~

Comments
Summary
No comments
Add Comments
#® New Comment

e Step-6 (Another way): A pop-up screen will appear. Enter comments in the
text area and click on the ‘Save’ button.

Characters left: 4000
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4.2.4.3 Update comments on individual profile

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Consumers’.

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS -~ = ACCOUNT -

Pending Delegation Requests

Active Consumers

Inactive Consumers

e Step-2: Click on the - button and click on ‘Details’.

nevada
@) health link @ 5@ My Account ~

Active Delegations :acte velegationsis)

(0 Items Selected )
Refine Results By (reserai)

. ELIGIBILITY Application Status N
[ Consumer Name % Active Since Enroliment Counselor Name & Action
STATUS % s
Consumer Name
‘—‘ =] 08232019 Eligible Signed
e N
a 08/23/2019
Enrollment Counselor Name

Mark as Inactive

Eligibility Status
Select

Application Status

Select
Active since
From:
‘ MM/DDAYYY ‘ )

To:

‘MM/DDNWV ‘E

e Step-3: Go to “Comments” section and click on the button.

@} health link # 20 myacount -

Comments

added a comment - 26 Aug. 2019 12:05 PM E é‘]

® New Comment
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e Step-4: Enter the updated comment in the text area and click on the
‘Update Comment’ button.

@ health link

# &0 wyaccount -

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS = ACCOUNT =

Comments
Summary
added a comment - 26 Aug, 2019 12:05 PM 7
& Actions

Canct
® New Comment [J
‘Add Comments

4.2.4.4 Delete a comment on individual profile

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Consumers’.

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~

ACCOUNT ~

Pending Delegation Requests

Active Consumers

Inactive Consumers

e Step-2: Click on the &~ button and click on ‘Details’.

nevada
@ health link

L] ﬂ@ My Account ~
enecting youto health insur
CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Active Delegations :acte velegationss)

(0 ltems Selected )
t all) ELIGIBILITY Application Status
Gt s By - [J Consumer Name % Active Since $ Enrollment Counselor Name & pp Action
STATUS + N
Consumer Name
5] 08/22/2019 Eligible signed
5] 0812312019
Enrollment Counselor Name

Mark s Inactive

Eligibility Status

Select

Application status

Select
Active Since
From:
uwoorvyy |

To:

mwoomvy | E
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e Step-3: Go to “Comments” section and click on the button.

:!: health link L t
CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~
Commen t
® New Comment

e Step-4: Step-4: A pop-up box will appear. Click on ‘Delete’ to delete the
comment or click on ‘Cancel’ to cancel this process.

4.2.5 Mark an individual as inactive

PLEASE NOTE: This action cannot be undone. If an individual is marked as inactive, then
it will terminate the existing relationship between the CEC and Consumer. The marked
inactive individual will be listed in the “Inactive Consumers” section. For detailed
information on how a consumer designates a CEC, please visit

https://www.nevadahealthlink.com/consumer-transition/ and refer to the Application
and Enroliment Guide.

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Consumers’.

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS -~ = ACCOUNT ~

Pending Delegation Requests

Active Consumers

Inactive Consumers
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e Step-2: Click on the ¥~ putton and click on ‘Mark as Inactive’.

€ la
& health link & & uyacount -

necting you to health insurance

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Active Delegations :acive belegationsts)

(0 ftems Selected )

reset i ELIGIBILITY Application Status
il e = By l J Consumer Name Active Since & Enrollment Counselor Name & R Action
STATUS & :
Consumer Name
08/23/2019 Eligible Signed
08/23/2019

Enroliment Counselor Name
Eligibility Status

Select v

Application Status

Select v

Active Since

From:
Mmooy |

To:

L |

e Step-3: A pop-up screen will appear. Click on ‘Confirm’ to inactive current individual
account and click on ‘Cancel’ to cancel the process.

PLEASE NOTE: If you mark an individual account as Inactive then you will no longer
have access to their account. The individual has to send you another delegation
request before you to perform actions on behalf of them.

Are You Sure?

Are you sure you want to mark this account as inactive? If you confirm, you
will no lnger have access to this account

Should you change your mind in the future, this person will have to send
‘you another designation request before you can access their account again
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4.3 Inactive Consumers (Undesignated Consumers)

The Inactive Consumers section displays the list of individuals whose delegation request has
been declined or are marked as inactive by their Entity organization or CEC, or the individual
has de-designated the CEC. The Entity can view and search for the list of inactive individuals
filtered by Consumer Name, Enrollment Counselor Name, and an Inactive date range.

4.3.1 View and search for inactive consumers

e Step-1: Click on the ‘Delegations’ tab and select ‘Inactive Consumers’.

CERTIFIED ENROLLMENT COUNSELORS ~

DELEGATIONS ~ | ACCOUNT ~

Pending Delegation Requests

Active Consumers

Inactive Consumers

e Step-2: Enter individual’s first name in the ‘Consumer Name’ field or CEC name in the
‘Enrollment Counselor Name’ field or enter the desired date range since an individual

designation has been inactive in the ‘Inactive Since’ section under the “Refine Results
By” section and click on the ‘Go’ button.

@ n\‘P My Account ~

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Inactive Consumers 1 inactive consumer

Refine Results By (reset all) Consumer Name &

Consumer Name

In-Active since $ Enroliment Counselor Name

08/26/2019

Enrollment Counselor Name
Inactive Since

From:
mwoonvyy | B
To:

mwoonvyy | B
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5. Account

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS ~ ACCOUNT ~

Entity Information
Populations Served
Locations and Hours
Contact Information
Enrollment Counselors.

Document Upload

Registration Status

The Account section provides all the Entity organization information that we entered while creating an
Entity account. This section allows the Entity to update the Entity information, Populations served,

Location and hours, Contact information, add and update Certified Enrollment Counselor, and view
current Entity organization registration status.

5.1 Entity Information

5.1.1 Edit entity information

e Step-1: Click on the ‘Account’ tab and select ‘Entity Information’.

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS » ACCOUNT ~

Populations Served
Locations and Hours
Contact Information
Enroliment Counselors

Document Upload

Registration Status

e Step-2: Go to “Entity Information” section and click on the ‘Edit’ button.

@ health link

# & WyAcount~

CERTIFIED ENROLLMENT COUNSELORS *  DELEGATIONS ~  ACCOUNT -

Entity Information

Entity Number

Steps

Entity Type  In-Person Assistance
Locations and Hours

Certified Enroliment Entity name

Contact Information

y Phone Number
Secondary Phone Number
Payment Information L
Fax Number
Registration Status

How would this person like to be contacted? Emall

e Private Partnership

ve Carson City
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e Step-3: Edit Entity information (e.g., “Entity Name” or “Primary Phone Number” or

“State Tax ID” number) and click on the ‘Save’ button.

PLEASE NOTE: Many of the options on this screen, including information related to
grant funding, relate to functions that SSHIX has chosen not enable on the SBE
Platform. For the options here we have provided suggested values like for Entity Type
is “In-person Assistance”, Organization Type is “Private Partnership”, and Did your
organization receive an Outreach and Education Grant? is “No”.

m health link

L%}

Steps Step 1: Entity Information

Populations Served

Certified Enroliment Counselors

Document Upload

Payment Information

Registration Status.

Entity Name +

Business Name {Legal) *

Primary Email Address +

CERTIFIED ENROLLMENT COUNSELORS = DELEGATIONS = ACCOUNT =

Entity Type = @ in-

# 22 wyaccount -

5.2 Populations Served

5.2.1 Edit populations served information

e Step-1: Click on the ‘Account’ tab and select ‘Populations Served'.

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS -

ACCOUNT ~

Entity Information
Locations and Hours
Contact Information
Enrollment Counselors
Document Upload

Registration Status
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e Step-2: Click on the ‘Edit’ button.

nevad
@ health link

connecting you to health insurance

Steps Populations Served
Entity Information

¥ Languages
Locations and Hours

> Ethnicities
Contact Information
Certified Enroliment Counselors ¥ Industries
Document Upload

Payment Information

Registration Status

“

=0

o~

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

My Account ~

o Step-3: Update languages (e.g., “English” or “Spanish”), Ethnicities (e.g., “African” or
“Chinese”), and Industries (e.g., “Health Care” or “Agriculture”) information of the
populations you intend to serve, enter an estimated percentage of assistance

provided in each section, and click on the ‘Save’ button.

If your Entity organization does not target specific Ethnicities or Industries you can
choose “Other,” type in a value of “All,” and mark “100” in the “Estimated Percent”

columns.

PLEASE NOTE: The total “Estimated Percent” value in each section must add up to

100%.

nevada
@ health link

onnecting you to health insurance

Steps Step 2: Populations Served
Entity Information
> Languages
Locations and Hours
Contact Information
> Ethnicities
Certified Enrollment Counselors
Document Upload
Payment Information

» Industries

Registration Status

Cancel

Check all languages of your target population and specify percentages accordingly.

Check all ethnicities of your target population and specify percentages accordingly.

Check all industries that apply, and provide percentages per industry.

@

-
&~

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

My Account ~
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5.3 Location and Hours

5.3.1 Edit Primary Site information

e Step-1: Click on the ‘Account’ tab and select ‘Locations and Hours'.

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS ~ ACCOUNT ~

Entity Information
Populations Served
Contact Information
Enrollment Counselors
Document Upload

Registration Status

o Step-2: Click on the Entity organization’s primary site name.

g g N nevada
health link A n@ My Account ~
connecting youta health nsurance
CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT -
Steps Site Name Address

Entity Information
Add sub-Site

Populations Served

> [Fest Primary Site Name]
Locations and Hours

Contact Information

> Test Sub-Site Name
Certified Enrollment Counselors
Document Upload

Payment Information

Registration Status

e Step-3: Click on the ‘Edit’ button.

October, 2019 v1.0 Entity User Reference Manual Page 31 of 46



g} health link

CERTIFIED ENROLLMENT COUNSELORS +  DELEGATIONS =  ACCOUNT =

Site Name Address

e Step-4: Update primary site information including Hours of Operation, Mailing
Address, Physical Address, and written and spoken languages supported, then click
on the ‘Save’ button.

PLEASE NOTE: If you do not enter the Physical Address then the “Find Local

Assistance” directory tool will not be able to provide geographic search results (i.e.
by Zip code and distance) for your location.
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@ health link

CERTIFIED ENROLLMENT COUNSELORS =

steps

Entity Information

Fopulations served

Contact Information

ertified Enallment Caunselors
Dacument Upload
Faymentinformation

Registration Status

DELEGATIONS ~  ACCOUNT ~

Step 3 Locations and Hours

Please list &l Iogations and business hou

for yeur esganization.

Primary site Location » imary Sie Harme
Peimary Email Address | Primary Email Adaress

Primary Phane Humber | st o soex

Secandary Phane Number | st ™ s

Hours of Operatian *

Sunday v T .
Sarurday v e .
Friday kS .
Thrsday o Ta .
Wednesday e
Tuesday |
Mandzy B3
Mailing Address
Aadross 1+

address? | agdress 2

city~ [ carsomany

# FZ0 wyaccoun

seate~ | Hevsds .
Zipcoda
Physicol Address
e foscing ascess ’ ot
il st b b 1 view yousr s, and sasrch faryeee ety by ocaton

Sarme as Maling Address #

address 1

address2 52

city | carson ity
state | Nevada

Zpcode

Languages Supported
Chaasa all spoken languages *
# Englsh
o Arabic
£ Cambodian
| Cantonese
j rersi
j Hmong
o Korean
3 Mandarin
1 Fussian
J spanish
J Tagalog

J Vietnamese

J Qther | Seiect Some Opans

Chosse all written languages *
@ engian
2 Aratic
£ cambodian
j Farsl
J Hmong
j Koresn
3 Russian
1 Spanish
@ Taalog
| Traditional chiness charactar
| Vietnamese

| auner e Opfons

5.3.2 Edit Sub-Site information

o Step-1: Click on the ‘Account’ tab and select ‘Locations and Hours'.
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CERTIFIED ENROLLMENT COUNSELORS ~

DELEGATIONS ~

ACCOUNT ~

Entity Information

Populations Served

Loc and Hours
Contact Information
Enrollment Counselors

Document Upload

Registration Status

e Step-2: Click on the Entity organization’s sub-site name.

e Step-3: Click on the ‘Edit’ button.

October, 2019 v1.0

nevada
@ health link

‘connecting you o health insurance

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT -

Steps Site Name
Entity Information

Populations Served

> Test Primary Site Name
Locations and Hours.

Contact Information
> | Test Sub-Site Name

Certified Enroliment Counselors
Document Upload
Payment Information

Registration Status

A n@ My Account ~

Address
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nevada
@ health link

connecting you ta heaith insurance

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Steps Site Name
Entity Information
Populations Served

> Test Primary Site Name
Locations and Hours

Contact Information

v Test Sub-Site Name
Certified Enrollment Counselors
Docurment Upload

Payment Information Site Name  Test Sub-Site Name

Registration Status Primary Email Address
Primary Phone Number

Secondary Phone Number

Hours of Operation
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Sunday

Mailing Address

Address 1
Address 2
City sparks
State Nevada

Zip code

Physical Address

Address 1
Address 2
City Sparks
State Nevada

Zip code

Languages Supported

Spoken Languages Supported

Written Languages Supported

Address

3 n@ My Account ~

e Step-4: Update sub-site information including Hours of Operation, Mailing Address,

October, 2019 v1.0

Entity User Reference Manual
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@ health link

sStaps.
Entity Information

Papulations Served

Payment Information

Registration Status

a 22 uyaccoun -

CERTIFIED ENROLLMENT COUNSELORS - DELEGATIONS -  ACCOUNT -

Step 3: Location and Hours - Sub-Site

4 This Section. you will 300 all of your organIZatan's Subvsites

Sub-Site List

Hame Address

Test Sub-Ste Name a-
Subsite Name | Test Sub-Site Name
Primary Emal Address | Primary Emall AGdress
Primary Phone Number | o0
Secandary Phone Number | o

Hours of Dperation *

Sunday ™
Saturday Te
Friday To
Thursday *| T
wednesday v To
Tuesday T
vionday ™
Maiking Address.
Address 1+

Address2 | Address 2

city* | Spark
Stat Nevad:
Zip cou

Physical Address

Same a5 Malling Address ¥

Languages Supported

@ English
A

5.3.3 Add sub-site

o Step-1: Click on the ‘Account’ tab and select ‘Locations and Hours’.
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CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS »  ACCOUNT ~

Entity Information
Populations Served
Contact Information
Enrollment Counselors

Document Upload

Registration Status

e Step-2: Click on the ‘Add Sub-Site’ button.

g g Y revada
health link A n@ My Account ~
connecting you o health nsurance
CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT -
Steps Site Name Address

Entity Information
Add si

Populations Served

> TestPrimary Site Name
Locations and Hours

Contact Information

> Test Sub-Site Name
Certified Enrollment Counselors
Document Upload

Payment Information

Registration Status

e Step-3: Enter sub-site information including Hours of Operation, Mailing Address,
Physical Address, and written and spoken languages supported, then click on the
‘Save Site’ button.
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i
e) health link

CERTIFIED ENROLLMENT COUNSELORS =

steps.
Entlty Information
Populations Served

Locations and Hours.

Contact Information

Registration Status

DELEGATIONS ~  ACCOUNT ~

Primary Email Address | Primary Email addresz

Primary Phone Number | o0

o | Select
salnct

o select

o | Select

Select

Monday | Select o | Select

Mailing Address

Address 1+ | Address 1

Physical Address

Languages Supparted

Select allthat agply.

spoken Languages (select all that apply) *
Engisn

Hmang
Korean
Mandarin
o

Written Languages(select all that apply) *
Englsh

arabic

Armenian

Cambodian

Vietnamese
Other

Site Name. Address

> Test Primary Site Nar

3 Test Sub-Site Nam:

# FZ2 wyaccoum -

5.4 Contact Information

5.4.1 Add or update primary contact and financial contact information
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e Step-1: Click on the ‘Account’ tab and select ‘Contact Information’.

e Step-2: Click on the ‘Edit’ button.

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS -

ACCOUNT ~

Entity Information
Populations Served
Locations and Hours
Enrollment Counselors
Document Upload

Registration Status

nevadz
@) health link

eomnecting youto health insurance

Steps Primary Contact
Entity Information
Populations Served

Locations and Hours

Certified Enrollment Counselors Financial Contact
Document Upload

Payment Information

Registration Status

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Name

Email

Primary Phone Number

Secandary Phone Number

oo i person ik t be contactd? el

Name

Email

Primary Phone Number
Secondary Phane Number

How would this person like to be contacted? email

a n@ My Account ~

e Step-3: Enter Primary Contact information and Financial Contact information and

October, 2019 v1.0

click on the ‘Save’ button.
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nevada
@ health link A ax‘.e My Account ~

necting you to health insurance

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

Steps Step 4 Contact Information

Entity Information
Tell us about the contact peaple in your erganization.
Populations Served

Locations and Hours Primary Contact
Name *

Certified Envollment Counselors il -

Document Upload
Primary Phone Number *
Payment Information
Secondary Phone Number | xxx *0¢ kK

Registration Status

How would this person liketo be ® Email

contacted? .
9 primary Phone

9 secondary Phone

© mail
Financial Contact
Name *
Email +
Primary Phone Number *
Secondary Phone Number | xxx x0¢ 00

How would this person liketo be ® Email
contacted?
 Primary Phone
9 secondary Phone

' mail

Cancel

5.5 Enrollment Counselors

5.5.1 Add Certified Enrollment Counselors

PLEASE NOTE: The CEC user accounts can be created at any time in the year, but the
CECs won't receive the invitation email to claim their account until the SSHIX Navigator
Program Coordinator has verified their completion of the Training and Certification
curriculum and updated their Certification Status to “Certified.”

e Step-1: Click on the ‘Account’ tab and select ‘Enrollment Counselors’.

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS ~ ACCOUNT ~
Entity Information
Populations Served
Locations and Hours
Contact Information
Document Upload

Registration Status
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e Step-2: Click on the ‘Add Certified Enrollment Counselor’ button.

evada
@ health link

onnesting you to health insurance

steps Step 5: Certified Enroliment Counselors

Entity Information
In this section, you will provide information about this organization's certified enrollment counselors

Add Certified Enrollment Counselor

Populations Served

Locations and Hours
Contact Information
Certified Enroliment Counselor Roster
Document Upload
Payment Information Name site

Registration Status

A

o~

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ~  ACCOUNT ~

My Account ~

e Step-3: Fill out New Enrollment Counselor Form (for e.g., “First Name” or “Primary
Phone Number”), enter the Mailing Address, Profile Information (For e.g., “Spoken
Languages Supported” or “Written Languages Supported” or “Education”) and click

on the ‘Save’ button.

PLEASE NOTE: The suggested value for “Is this Enrollment Counselor Certified?” field
is “No” (this relates to functionality which has been disabled in the SBE Platform and

will not impact Entity/CEC functionality).
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5.5.2 Add or update Certified Enrollment Counselors information

e Step-1: Click on the ‘Account’ tab and select ‘Enrollment Counselors’.

October, 2019 v1.0

CERTIFIED ENROLLMENT COUNSELORS -

# & yacount -

DELEGATIONS *  ACCOUNT *

Step 5: Certified Enrollment Counselors

srizamees earefied snvliment eeunesiers

Centified Enrollment Counselor Rester

writtsn Languages Supported (= ENZISh
(select al that apply) -

Upkaad Photo [ Cheose File. N file chosen
Fille size imic is $ M8
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CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS ~ ACCOUNT ~
Entity Information
Populations Served
Locations and Hours
Contact Information

Enrollment Counselors

Document Upload

Registration Status

e Step-2: Click on the £~ putton and click on ‘Edit’.

nevada
@ health link A %  MyAccount -

Sannecting you to health insurance

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS ¥ ACCOUNT ~

Steps Step 5: Certified Enrollment Counselors

Entity Information
In this section, you will provide information about this organization's certified enroliment counselors

Populations Served
Add Certified Enroliment Counselor

Locations and Hours
Contact Information

Certified Enrollment Counselor Roster

Document Upload

Payment Information Name Site
Registration Status ]
B

o Step-3: Enter CEC information in the New Enrollment Counselor Form (for e.g., “First
Name” or “Primary Phone Number”), enter the Mailing Address, Profile Information
(For e.g., “Spoken Languages Supported” or “Written Languages Supported” or
“Education”) and click on the ‘Save’ button.

PLEASE NOTE: The suggested value for “Is this Enrollment Counselor Certified?” field
is “No” (this relates to functionality which has been disabled in the SBE Platform and
will not impact Entity/CEC functionality).
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Certified Enroliment Counselor Roster

New Enrollment Counselor Form

Mailing Address

5.6 Document Upload

PLEASE NOTE: This section can be ignored; SSHIX does not require any documents to be

uploaded by Entity organizations.

5.7 Payment Information

PLEASE NOTE: This section can be ignored; SSHIX does not use the SBE Platform to administer

grant payments. Please choose a value of “No”.
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5.8 Registration Status

The Registration Status section provides a read-only listing to Entity organization’s registration
status and registration history.

There are two possible Registration Statuses for the Entity organizations, which are described
below:

Pending

The Pending registration status is the default status assigned to a new Entity organization
whose account has been created on the Nevada Health Link platform and the Entity
administrator is reviewing their information.

Active

The Active registration status is assigned once the Entity administrator has reviewed and
verified the Entity organization information. The Entity account must be in “Active” status in
order for the organization’s individual CECs to be eligible for inclusion in the “Find Local
Assistance” directory tool and to gain full-access to the Entity portal.

e Step-1: Click on the ‘Account’ tab and select ‘Registration Status’.

CERTIFIED ENROLLMENT COUNSELORS ~ | DELEGATIONS ~ ACCOUNT ~

Entity Information
Populations Served
Locations and Hours
Contact Information
Enroliment Counselors

Document Upload

Registration Status

e Step-2: The following screen displays the Registration Status for the Entity Organization.

evada
é?.: health link & % MyAcount~

onnecting you to health insurance

CERTIFIED ENROLLMENT COUNSELORS ~  DELEGATIONS *  ACCOUNT ~

Steps Registration Status

Entity Information
Entity Number
Populations Served
Status  Active
Locations and Hours
Registration Renewal Date
Contact Information
Certified Enrollment Counselors Remsie e M
Document Upload
Date Previous status New Status Comment
Payment Information
08/14/2019 pending Active No Comments

08/14/2019 Incomplete Pending No Comments
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