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Registration

FOR SMALL
BUSINESS

Welcome to the
Home Page of
the Covered
California Small
Business Portal.

The Renewal Portal will allow the Employer to the following during Open Enroliment
* Renew plans

¢ Add or remove employees and dependents

* Invite employees to renew

* Access invoices, among other transactions

This presentation will guide you through Getting Started and Renewing your Plan.

The first time you use the portal, you will register and set your logins. Click on the ‘Employer

Registration’ button.

Employer Verification

ssssssss

=) Employer Verification for Existing Customers
Pleass use one of your Intest four INVoICes to verify your Information and p: with your reg:
Contact the CCSB service G Invoice coples.

center at (877) for n

=J Not a current customer?

Slick here to apply.

The Employer
Verification page
must be
completed with
information
located in the

most current
group invoice.

1. Premiums for
this Period
2. Total Amount
Due
3. Employer

Group ID
4. Invoice
Number

If the provided information matches our records then the group passes the validation process.
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Here is an
example of an
invoice with the

FOR SMALL
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+J Employer Registration
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I required
MR ——— information.
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Create Login and Password To Register -
Enter a
password and
confirm it.

The password
must be at least
8 characters with
at least 1
number or
special
Character, ie. *,

L @ $.

Enter the e-mail address and click ‘Continue’.

We're here to help.

General Agent Logn

An e-mail
message with
the instructions
to follow will be
sent to the e-

mail address
provided at
registration.




Confirm Registration E-mail

Confirmation E-mail After Registration

Dear User:

Thank you for registering for the CCSB Employer Ponal.

Please click here to confirm vour account.

Once vou see a confirmation message. click the link to be directed to the login page

This is a system generated email, please do not reply

~ FOR SMALL
i." BUSINESS
H

—

EMPLOYER LOGIN

We're here to help.

Here is a sample
e-mail with
instructions to
confirm the
account by

clicking on the
provided link.

Back at the
portal, a
message will
appear to
confirm the
account.

Enter the
registered email
and password
and click login.




Employer Dashoard
Navigation

-------

This is the
Dashboard.
There is a menu
at the top as
well as on the
right.

Click a menu
item to access.

The circle to the left provides the enrollment status of the employees as a group.

The current Dashboard indicates: no one has completed their enroliment, so the circle is entirely

yellow; the color code for incomplete.

As employees complete applications, the color and percentages in the circle will show blue for

completed applications and black for declined coverages.
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HAPPY HELPERS

A pop-up
appears when
hovering over
the circle graph.
It represents the

status of
the group’s
enroliment
status.

Resources button/link will give the user access to review the CCSB website.




Espanol

------- Agent Resources

COVERED CALIFORNIA FOR SMALL BUSINESS

B T

We can help
your business.

» Learn More
Apply Now

Employer Resources

Enroliment Partners and

Caitfornia? FAGs rominders and other important information

Videos 10 Heip You Enroll

e —

it

Resources
button/link will
lead you to the
Covered
California for

Small Business
Website.

Use the tabs on the right of the picture to obtain more information about Covered

California for Small Business:

* Get a Quote- provides a downloadable form to enter group information to obtain a quote for

affordability

* Health and Dental Plans- provide information on all health and dental plans available in the

CCSBProgram

* Apply Now — provides program eligibility, information required to enroll, and the different ways

to apply for CCSB

* Employer Resources — provides applications and forms, downloadable Employer Guide, etc.

Renew My Plan

Covered Caiifornia for Small Business

Renew My Plan

To start the
renewal
application, click
‘Renew my
Plan’ to get
started.




About the Employer

Employer Renewal Appiication

The first section
available is the
Employer
Renewal
Application
progress bar.

As the employer works through the renewal, the highlighted number on the progress bar will indicate

the position of the renewal process.

The first step when renewing the plan is to review the ‘About the Employer’ section.

If necessary, update the employer profile.

Note: Fields in gray color will not be editable. Changes to these fields must be submitted on a

completed Employer App. All fields with an asterisk (*) must be populated.

Review and scroll to the bottom of the page.

Group Contact

Group Contact

2) Tell us who to
contact about
this application.

This section is
to update:

¢ Changes to the Primary Contact/Authorized Representativ or add Authorized Representative to

the group.
* Change of group address (physical, mailing, and/or billing)

Use the scroll bar to view up and down the page.




23. cry

Business Owner / Authorized Company Officer

ress found for Zip Cooe 92618: 15525 Sand Carunn Ave. Inine.

About the Employer cont.

[

Once the update
or review of the
employer Profile
is complete,

Click ‘Save
Changes’ to
continue with
the application.

Extra Features

Notice the menu at the bottom of the page: Top, Contact, | Need Help, and Technical Guides.
Top will take you to the top of any page you are on.
Technical Guides provides user guides available for this application.

| Need Help

| Need Help

‘I Need Help’
provides the
agent of
record’s contact
information and

CCSB Service
Center phone
number.

Click ‘Close’
when done.




Contact

Contact

Contact Information

Change Confirmation Message

‘Contact’
provides a list of
contacts for the
CCSB team, the
current agent of

record,

and payment
mailing
addresses
Click ‘Close’.

-------

This is the
message that
appears after
clicking ‘Save
Changes’ button
in the ‘About
the Employer’
page.

You can use the buttons provided in the Application:
* Orange - Check the ‘Status History’ of your application

* Red —‘Attachment’ important documents like a completed employee change form, etc.Notes

to yourself or for anyone touching your application

* Teal- ‘Notes’ entered by the Employer, Primary Contact, or Authorized Representative

Let’'s see what information is available by using the following buttons.




Status History

Status History

Click ‘Status
History’, a list of
application
statuses will
appear. The
current status is
marked with a
red asterisk.

In this visual, the
status indicates
the submission
is still being
completed and
pending
submission.

It also shows:

* Who made the last update
* The date of the last update
* How long your application has been in the current status

To get back to the Dashboard, click the top right ‘X’ or close.

Attachments

Attachments

To attach a file:

e Click ‘Add
Files’ button
e Add a title
e Adda
comment
e (Click ‘Start
Upload’.
Note:
Procedures for
uploading

attachments to
the portal are
found in the
Technical guide
link on the
bottom of the

page

Click ‘Close’ at the top right corner of the pop-up box to return to the Dashboard.




Notes

Notes can be
Notes add or read
secure notes
about the
renewal
application.

Some examples
include; notes to
yourself about
an employee
that terminated
or notes from the

agent.
To add a note, type it in the ‘Note’ box and click ‘Submit Note’.
To get back to the Dashboard, click the top right ‘x’ or “Close”.
Employer Roster
Review and
2. Employee Roster validate the

employee roster.
= 1. Click the Edit
R : : button in front of
[ R = B~ ] each employee,

go’vtlr.-:-nq enter all employees who would like to choose Covered California for Small Business Health employee

—| information is
R e ; - == o accurate,
A = - = : 3. Click Next

= —— Repeat steps
until all
employees are

N— validated.

Click ‘New Employee Application’ button to add employees to the roster
If there are no new employees to be added, click ‘Next.

Note: all new employees added will be automatically validated.

To change the status of the employee from Declined back to Eligible, the Employer
must:

1. Access Step 6

2. Click ‘Edit’ on the employee whose status needs to be updated

3. Remove the check mark in the decline column

4. Press ‘Save & Next’




Add A New Employee

Add A New Employee Application

If adding a new
employee, a pop
up will appear to
choose the
‘Type’ of
employee.

The choices are:
* New Hire/
Newly

Eligible
* Other

Click ‘Submit’

Review/Modify Employee

Review/Modify Employee App

- ©nline

Step 1) Please tell us about your employes.

Notice that you
are now looking
at the Employee
Application. The
Employer can
complete the
Employee
Application or an
e-mail invitation
can be sent to
the Employee to
complete the
application after
the Employer’s
renewal
selections are

‘locked-in’.

Note: The employer information, ‘Who is Your Employer?’, pre-populates on the Employee Application.




Employee App cont.

[~ R

Enter the
Employee’s
information,
scroll down and
click ‘Save and
Next’ to
continue.

Dependent Add

Dependents - Add

Covered California for Small Business

Employee Application - Online Renewal

=)
S

— Step 2) Please tell us about all of your amployee's dependents.
Member nal was successfully create

Save & Return to Employer Application

A0 spouse or pomesTic parTer B

Step 2 of the
Employee
application is
adding
dependents (if
offered by
Employer).

Click the “Spouse or Domestic Partner +” button to add an Employee’s spouse
and/or the “Child” button to add a child. If information is not available, the Employer or the Employee

can complete this portion at a later time.

Once complete, click the ‘Save and Next’ button.




Employee App Summary

Employee App - Summary

Empioyee Applicaton - Ot Rerema

—_—

Employee
Application
‘Summary’ -
review and
modify any
incorrect
information by
scrolling to the
bottom of the

page.

Click ‘Return to

Covered California for Small Business

Employer Renewal Application

3 ) Compare all available plans and make reference plan selection

Step 1: Infertility

Do you want to o

Employer
Application’.
== ¢—
Renewal Plan
After the
3. Renewal Plan Employer

confirms the
roster, the 3rd
Step to the
Employer
Renewal
Application is
choosing the
renewal
‘Reference Plan’.

As illustrated on step 1 of this page, the Employer must indicate if infertility will be offered or waived

from the renewal plan options.

Note: Review the rules about infertility coverage offerings before answering the
Question, “Do you want to offer coverage plans that includes infertility coverage?”

This is the Employer’s opportunity to set their healthcare budget for the upcoming year.

The program offers several ways to do this:

* Employer may choose to simply change the percentage of contribution to the existing reference plan,

* Employer may choose to change the plan that your contribution is based on, or
* Employer may simply select to keep your existing contribution and reference plan

If the Employer Does Not want to shop for a new reference plan, click the ‘Keep Reference

Plan’ button to continue.

If the Employer Does want to shop and compare reference plans, scroll down to the bottom of the age.




Compare Plans

After indicating
the infertility
offerings, the
current year plan
and premium
contributed to
the Employees,
dependents, as
well as the total
premium will
appear.

L e

Below that, indicates the pricing changes to the current reference plan for the up-coming renewal year.

Review each column: ‘Coverage level’, ‘Employee Gross Premium’, ‘Dependents Gross Premium’ and
‘Total Premium’.

The current reference plan will be highlighted in red.

To view the benefit changes (if any) to the Employer’s reference plan from current year to future year,
click on the blue link under the plan name.

From this page,
the employer has
the option to
choose two

= : : : additional plans
— = . : : : : to compare to the
reference plan:

e | [ - ]

e
—— — - |

1. Select the box next to the plans to compare.
2. Scroll down the page to view all options.
3. Click ‘Compare Selected Plans’ to see a side-by-side view of the 3 selected plans.




e P e e e The benefit
comparison
between the
T ] current and
e ik o S T renewal year
information of
your reference

Mo Charge

will appear.

B Use the scroll
meessen e = fee bar to scroll
xmc.”w.,(.n-‘,o.mﬁ:: 150.00 Copay Afcer Ded: _ ,; zz:: down tO the

e T o bottom of the
page.
Click the X at top right to close.
To change the benefit plans being compared, click Return to Compare
Employer Reference Plan Benefit Change - Side by side comparison Here |S a Sample
view of the

comparison of
the reference
_ - plan and two
st o . 28 other plans being
smmppenenl  pepesate  sTrepesen) e e s vl e | compared. This

$14000 Per Group Asplicable | Per
Group Nes Appiicable

e s T is a quick
summary to view
the difference
between plans.

35.00% Coinsurance  35.00% Coinsurance
Ateer Deductisie o

Use the scroll bar to review all benefit details and pricing at the bottom of the page.

The current reference plan is listed after the red asterisk under the plan comparison. From here, the
employer can:

* Print a PDF version of the comparisons

* Select a new reference plan or

* Return to compare alternative plans

To select a new reference plan for the renewal period, click the ‘Select Plan’ button.




Plan Tier

Employer Reference Plan Choices -

Reference Plan Selected: Gold 80 HMO 500/30 wio Child Dental

Please select the companion tier to be offered:

@ o ——— D —

This is a sample
view once the
Employer selects
a reference plan.

If the Employer
currently offers a
single tier, this is
the opportunity to
change
employee
offerings to a
dual tier.

Note: Changing to a dual tier increases the choices available to Employees. Contribution will NOT be

affected by offering more choices.

If a new reference plan is selected outside of the currently offered tier, the employer will be asked to

confirm/select a new tier offering.

Then click ‘Save Selection’.

Contribution

4. Contribution

Covered Caiifornia for Small Business

Employer Renewal Application

Step 4 to the
Renewal
Application is to
select the
Contribution
percentages. The
current reference
plan and actual
cost are listed.

Scroll down the
page.




Select Level of
Coverage
information will
populate
according to
information in
Step 3 (Renewal)

specy to ‘Specify
. Premium
sz G Contribution’
B =1 section, enter the
Tt percentage
amount you are
contributing
= towards your
Employee’s and
dependent’s
premiums.
Once the percentage amount is entered,
Click “Accept” for the updated Estimated monthly costs to appear.
Click ‘Save & Next'.
Lock In Plan & Send to Employees
5. Lock In Plan / Send to Step 5: "Lock
In/Send to

Employees

Employer Renewal Application

Employees’. This
means that the
Employer will
“Lock In”

the selected
reference plan
and contribution
percentages
either with or
without
changes.

Click the box to acknowledge this application is complete, then click on the red ‘Lock’ button.

Note: If changes to the reference plan or contribution are needed after the renewal has been locked,

the employer must contact Covered California Small Business for assistance.




Attention!

This pop up is
the last
opportunity to
cancel or lock the
employer’'s
selections.

Click the ‘Lock’
button to lock in
the Renewal
selection.

Send E-mail Invitations

5 ) The application is now ready for you to invite your employees to enroll.
You must complete Steps & through 7 to finalize this application

Note: If you need to m: 0 a finalized any information shared with your employees will need to be recalled and the
please contact our GG SB Customer

ake e
grocess would need 19 be reinstated from the beginning. To request toa
ervice team at (877) 368-2840.

Show A v entries

vite Print Hardcopy Employee Name

s

Conchita, Margaret
v Gaston, Jasmine
King. Jonct

- Trivon, Ariel

Print Worksheets. Add New Employee

Showing 1 to 4 of 4 entries

R

N

Y

8

neoleman@pinnacietpa.com

The application is
now “locked” and
the employer can
now:

* Send an
invitation to each
employee that
provided an e-
mail address.
Note: An e-mail
address can be
added on this
page by clicking
“Edit” to the

right of the e-mail
column.

* Print Worksheets to provide to the employee for review. Employee change form can be obtained from

the CCSB website.

» Add New Employee — if a new employee needs to be added to the existing roster. Our contact
information is available on this page, in case changes are required on a locked application.

Changes made by employers offline using a worksheet and employee change form may be entered by

the employer and submitted online.




5 ) Appii cked. If you have kocked the application and stll need to make changes, please contact CCSB Cust:
Service at (577) 453-8158 for assistance.

After the e-mail
invitation is sent
or the worksheets
printed, the
message in the
red box will
appear.

Select ‘Next'.

Note: Once the e-mail is sent to the Employees, the Employer must log off the
for the Employees to complete their application.

Portal in order

Printed Worksheet sample

Sample of a
printed Employee
Medical
Enrollment
Worksheet.

Current
Enroliment
Information -
breakdown of the
employee’s
current
enrollment.

Renewal Enroliment Information- enroliment contribution breakdown for the upcoming renewal with the

same plan selection.

Renewal Plan Options — enrollment contribution breakdown for other available plans
including adjacent metal plan tiers.

for the Employee




Employee E-mail Invitation sample

Welcome toOpen Earollment!

g e The Covered Casorminfor Sl Busmess (OCSE) emeimentpol allows youto secuely o, coespare lana aed choowt

Po— o ploaa comtct o Calitiniafir S

e Through CCSS you il beve the com 10 cho KPP — . ety sompare e waite

Employee
invitation e-mail
sample

The email
provides a lists
of information
needed for the

employee to

login to the

portal:

e Alink to the
online
application

e Employer
Group ID

e Username
e Temporary
Password

The Employee must review the Employee Application, edit if necessary, select or decline
coverage, read and acknowledge arbitration, and submit the completed application.

Employee Status

6. Employee Status

Employer Renewal Application

9
[ I .~ |

6 ) Fiease make all empioyees / dependents plan selection

.

Step 6 Employer
Renewal
Application -
Employee
Status.

View each
Employee’s
application
status or the
Employer can
edit the
Employee’s
enrollment
selection on this

page.

Click the “Edit Family Plan Selection” icon to the left of the Employee’s name.

Note: This is also the same place to remove the Decline Coverage selection to accept coverage by

selecting a plan.

To monitor the status of your employee application, look in the ‘Confirmed’ column.

The applications can be in any of the following status categories:

e Incomplete — Plan selection or coverage declination has not been completed.

e Complete — Unconfirmed (employee application and plan selection is complete but waiting to be

confirmed)

e Complete — Employer confirmed (the employer completed and confirmed the employee’s

application)

e Complete — Confirmed by employee (if the employee completes and confirms their application

online, you will see ‘confirmed by employee’)

e Declined- Unconfirmed (employee declined but the employer must confirm the selection)




Employee App- Decline Coverage

Employee App — Decline Coverage

Employee Application

Step 4) Complete this section if you are ge from your employer for you or your dependents.
If you would like to sign up for dental only, please contact your employer.

When accessing
the Decline
Coverage step,
the Coverage
Status defaults
to Accept
Coverage. If the
dependent is
declining
coverage, the
Coverage Status
changes to
Decline

Coverage.

“Reason for declining coverage” will appear, mark the radial button in front of the reason that best fits

the employee’s reason.

“Covered by Other” option will require the reason to be written.
Click “Save & Next”

Employee App — Select Medical Plan

Employee App - Select Medical Plan

Employes Application - Online Renewal

Generate
Medical
Worksheet in
PDF format will
allow the
Employee or
Employer to

print an
Employee
Medical
Enrollment
Worksheet for
the specific
employee.

If the Employee chooses to enroll for coverage, select the Employee’s medical plan by checking the

box next to the desired plan and click ‘Select Plan’. Click ‘Next’.

Note: This is the same application that the Employee sees when they are invited to renew/enroll online.




Employee App — Select Dental Plan

Employee App- Select Dental Plan

Employee Application - Online Renewal

The 3rd step of
the Employee
application is to
select a dental
plan (or Decline
Dental, if

applicable).

The plans are
listed on the left.

On the right, use
the drop down
menu beside
each enrollee to
select a plan.

Click the ‘Next’ button

Employee App - Plan Summary/Confirmation

Plan Summary/Confirmation

1=*half of 24 half of summary
summary page page

The 4th and last
step in the
Employee
Application is to
review and
confirm.

Review all the
information.
Click the
‘Confirm’ button.




Employee Status

Employer Renewal Application

This page shows
that the
Employee’s
Application was
complete and
confirmed by

the Employer.

Once the
employee
completes the
application, the
status will
change to
‘Confirmed by
Employee’.

Once all Employees are in ‘completed and confirmed’ status, select the ‘Next’ button.

Declined-Unconfirmed will not allow for the employer to submit the renewal application.

Unconfirmed employee status

Employer Renewal Application

—0

The red message
indicates
unconfirmed
Employee status,
therefore, the
Employer
Renewal
application
cannot be
submitted /

finalized.

On the Employee must mark decline and choose the reason for declining coverage in the application.

1. Click “Save & Next” button
2. Review the Plan Summary/Confirmation
3. Click Confirm




Confirm Coverage Declination

94278

The Employee or
the Employer
must confirm the
Plan Summary/
Confirmation in
the Employee
Application
before step 7 of
the Employer
Renewal
Application can
be completed.

Submit / Finalize

Coverad California for Small Business.

Employer Renewal Application

—O_<mmm

The 7th and last
step of the
Employer
Renewal
Application is to
finalize and
submit.

Scroll to review

all information.




- —

After reviewing
the information,
Submit
Application
question
Employer will be
asked if the
application is
complete and
ready to submit.

Note: You will be unable to submit the renewal until all Employees Applications are confirmed by either

you.

If you are ready to submit, select the ‘Radial Dial’ button in front of the ‘Yes’ and click the ‘Submit

Renewal Application’ button.

Group Renewal Complete

Covered California for Small Business

1(100%)
@ Confirmed - 1 employee

Incomplete/
Unconfirmed - 0 employees

Total - 1 employee

@ Declined - 0 employees

Confirmed  a—" :

Resources/Help

View Invoices
Current Balance:

Success! The
group renewal
has been
completed!

Once the group
renewal is
completed and
submitted, the
‘Renew Plan’
button will no
longer be
available on the
Dashboard. All
the other Portal
features be
available.
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