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1: Acronyms

The Acronyms table provides a list of all acronyms included in the deliverable, along with the
literal translation and definition.

EIN Employer Identification Number

FTE Full Time Equivalent

QHP Qualified Health Plan

SHOP Small Business Health Options Program
SSN Social Security Number

TIN Tax Identification Number

Table 1: Acronyms
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2: Introduction

An Agency has a network of Brokers and Broker Admin who sell group health

Insurance plans to agency clients. Agencies access the Agent Portal to find and sell plans that
match client requirements. It allows an agency to manage the functioning of Brokers and
Broker Admin that are linked to it and perform following set of activities:

2.1: Purpose

This user manual describes how Agencies manage their prospects, apply for health insurance
on behalf of customers, search plans, and share proposals with clients. Furthermore, it explains
how the agency manages the functioning of Brokers and Broker Admins that are linked to it.

The key topics included in this manual are:

e Client operations
» Managing clients
» Managing proposals

e Agency Operations
e Managing agency operations

» Managing Brokers
Managing Broker Admins
Managing documents
Managing cover page templates
Managing users

VY VY

2.2 Audience

The target audience for this manual is agencies who use the Agent Portal to manage clients,
create proposals, and assist their enrollment in a health plan.



m Introduction

Arkansas
Insurance

2.3 Introduction to the Agent Portal

The Agent Portal is an easy-to-use online Portal that allows Agencies, Brokers and Broker
Admins to sell individual and small group health insurance policies for individual and employer
clients. The portal enables Brokers, Broker Admins, and Agency users to sign in using their
credentials to do business.

app Center [MVMIRTWUR Get Assistance -

my Arkansas Insurance
Official Marketplace for Health Insurance

Client Operations
o Manage Clients
© vuns Agency Details
Agent Operations ? “}
My Arkansas Insurance will use this information to identify and authorize you to start doing busini
© tievore brovers hgencyame
° Mar ker Ad;
@ coverege Templates *Emall Address “Confirm Email
o Mes

*Primary Contact Name

*First Name Middie Name *Last Name Suffix

Agency Website URL

*NPN

*State License Number *Agency TIN
22332 88-2255622
License Valid From License Valid To

Figure 1. Agency Portal Landing Page
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2.3.1: Navigating the Agent Portal

The following table explains how to navigate in the Agent Portal:

Click the Apps

Center tab to be

directed to the

Manage Clients

Introduction page.
Ve

Click the Click My
Language(s) | Account to view
icon to view account details,
the Agent including Agent
Portal in your | Details, Business
preferred Address, and
language. Communications
Details.

Click Get Assistance to be
directed to the Help Center.

Table 1: Agency Portal Navigation Options
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3: User Account Management

3.1: Create a User Account
Creating a user account enables Agencies to sign in to the Agent Portal.

An Agency can create an account and register on the Agent Portal to assist state residents with their health
insurance related questions and sell group health insurance policies to employers and employees.

Registered users can use their login credentials to sign in to the Agent Portal. A registered user can sign in and
manage clients, Brokers, and Broker Admin, determine client eligibility, apply for health insurance coverage on
behalf of customers, search plans, share proposals with customers, and enroll employees.

To create an account on the Agent Portal:
1. Go to www.myarinsurance.com.
2. Click Manage SHOP in the upper right-hand corner.
3. Click Agents/Brokers.

. 844-952-9522 Mon-Fri 8AM-5PM Espafiol v

OtficialMarketplace for-tealty InsUrance Coverage Options  Find an Agent/Broker Resources FAQs

myArkansas Insurancew Home About News Contact Manage SHOP

Click links below to log-in and manage your Arkansas SHOP account.

+ Small Businesses

» Small Business Employees

+ Agents/Brokers

Figure 2. My Arkansas Insurance page
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4. Click Create Account.

© NG

username.

User Login

Forgot Password Create Account

Figure 3. User Login

In the First Name field, enter your name.

In the Last Name field, enter your last name.
In the Email field, enter your email address.
In the Username field, enter a username. You have the option of using your email as a

9. Inthe Password field, enter your password.
10. In the Confirm Password field, enter your password again.
11. Select the “I agree and accept to the Privacy Policy statements” check box.

12. Click Save.

13. From the Security Question list, select your security questions.

User Account Management

14. In the Answer field, enter your respective answers for the security questions.

15. Click Register.

© 2
Registratien Information Security Questions
First Name
Last Name
Email
Username
mail s Usernam
Password
Confirm Password
1 d accept b m
Figure 4. Registration page

Upon successful system authentication, you will be directed to the User Login page.
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3.2 Login to the Agent Portal

1. Inthe Username field, enter Username.
2. Inthe Password field, enter Password.
3. Click Sign In.

User Login

Forgot Password Create Account

3.3 Complete Your Agency Profile

After registration, the Agent Portal stores the details that you entered when you registered. You must complete
your profile to perform activities for clients.

You are asked to provide the following information:

e Agency Details
e Business Address
e Communication Details

When you complete each section and click Save and Continue, the next section will display automatically.
All fields marked with an asterisk (*) are mandatory.

Ucense Valid From License Valid To

Figure 5. Agency Details page
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3.3.1: Add Agency Details

The Agency Details page enables Agencies to provide agency information.

Agency Details

*Required Information

My Arkansas Insurance will use this information to identify and authorize you to start doing business.

*Agency Name
HC Group

*Email Address *Confirm Email
robert.davis@test]23.com H robert davis@test123.com

*Primary Contact Name

*First Name Middle Name *Last Name Suffix

Robert Davis Suffix v
Agency Website URL
*NPN

5664522656

*State License Number *Agency TIN

1122332 B8-2255622

Figure 6. Agency Details
On the Agency Details page, enter the following information:

Agency Name

Email Address

Primary Contact Name

Agency Website URL

NPN

State License Number

Agency TIN

License Valid From and To Dates

. Marketing and Outreach Information
10. Click Save and Continue.

©CoOoNOO~WNE
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3.3.2: Add Your Business Address

Business Address

*Required Information
My Arkansas Insurance will use this information to identify and authorize you to start doing business.

Primary Address

*Street Address

343 Glen St 8]

Apt./Ste. #

*City *Zip *County *State

Little Rack 72201 PULASKI v AR

Working Hours
*From *Select AM/PM *To *Select AM/PM

08:00 AM v 08:00 PM v
*Working Days

¥ Monday ¥ Tuesday ¥ Wednesday ¥ Thursday ¥ Friday ' Saturday ' Sunday

*Area of Expertise

Select

Figure 7. Business Address page

On the Business Address page, enter the following information:
1. Primary Street Address
2. Working Hours
3. Working Days
4. Area of Expertise

Click Save and Continue.
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3.3.3: Add Your Communication Details

Communication Details

*Required Information

Please enter the following communication details. My Arkansas Insurance will use it to communicate
yau.

*Mailing Address # Mailing address same as business address

*Street Address

343 Glen 5t
ApL/Ste. #
*City *Zip *County *State
Little Rock 72201 PULASKI T AR
*Phone Number Ext Preferred Method of Contact
(852) 458-5458 Cell
Secondary Phone Number Ext Phone Type
Home

*Preferred Language @

Available Languages: 2 Selected

with

Figure 8. Communication Details

On the Communication Details page, enter the following information:

Mailing Address

Primary Contact Number
Secondary Contact Number
Preferred Language

Click Save and Continue.

User Account Management

10
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Update Account Details

Once you have completed the Agency Details sections, your user account information is stored
by the Agent Portal. You can review your user profile information in the My Account section.

To update your user account information, you must:

1.

2.
3.

Sign in to the Agent Portal using your username and password created during
registration.

Select your My Account from the top Navigation menu.

Edit profile information, if needed.

Figure 9. My Account menu

3.4.1: Changing Security Questions

You can use the Change Security Questions page to change the security questions and
answers you provided during registration. You will be prompted to answer the security questions
if you forget your password and need to reset it.

To update your security information:

1.

©CoNoOOrWN

Sign into the Agent Portal using your username and password created during
registration.

Select your Username in the top right-hand corner.

Click Change Password.

Click Change Security Questions.

In the Security Question 1 field, select a question.

In the Security Answer 1 field, enter an answer.

In the Security Question 2 field, select a question.

In the Security Answer 2 field, enter an answer.

In the Security Question 3 field, select a question.

10 In the Security Answer 3 field, enter an answer.
11. Click Save and Logout.

Arkansas Health Insurance Marketplace
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Change Password

Username
peter.reed@testi23.com

Email
peter.reed@test123.com

Old Password
New Password

Confirm Password

Save and Logout Change Security Questions

Figure 10. Change Password

Change Security
Questions

Username
peter.reed@test123.com

Emall
peter.reed@test123.com

Select
Select

Select

Save and Logout

Back

Figure 11. Change Security Questions

Arkansas Health Insurance Marketplace
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3.4.2: Resetting Your Password

You can use the Password page to change or reset your password.

To reset your password:

1. Sign into the Agent Portal using your username and password created during
registration.

2. Select your Username in the top right-hand corner.

3. Click Change Password.

& john.brown@test123.com -

My Account

Change Password

Log out

Figure 12.  Welcome menu

Arkansas Health Insurance Marketplace
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4: Managing Clients

4.1: Introduction

The Manage Clients section of the Agent Portal enables you to manage your clients and
perform the following activities:

e Add/Update Clients

* Send and manage plan proposals

» File an eligibility application and enrollment on behalf of your clients
« Enroliment employees

* Manage payments

To manage your employer clients, click Manage Clients from the left navigation menu.

m Arkansaslnsuranceg v ]
o«!m Marketplace for Health Insurance op R b — ‘

Client Operations 3

reueton
Manage Clients

T e

Agent Operations

@ CoverPase Templates

urance Marketplace

Figure 13. Manage Clients - Introduction page

4.2: Managing Clients

The Clients page enables you keep an organized record of your client’s general information
and helps you to manage and follow up with pending client activities.

To manage clients, you must first perform one of the following activities:

e Search for a client (with a profile on the Employer Portal)
¢ Add a new client (without a profile on the Employer Portal)

Arkansas Health Insurance Marketplace



4.2.1:

Managing Clients

Searching for a Client

Clients

+ Show Filter

ADD NEW CLIENT

Search Within

Legal Business Name v SEARCH

Figure 14. Clients page

Tosearch a client:

On the Clients page, click Add New Client.
On the Search Client page, select the Search New Client radio button.
Enter either the client’'s Account Number or Email Address.

Click Search.

PN PE

my Arkansas Insurance i -
S e B Rl o Gechsssance [

& perer reed@nesti23 com =

Client Operations

0 Manage Chients

e Manage Proposals
Add New Client (If the client does not have an account on My Arkansas Insurance)

Search Client Employer

# Search New Client

Agent Operations Account number Email

Figure 15. Search Client Employer page

5. Click Select Client next to the client you wish to manage.
6. On the Review Client page, click Add Client.

Arkansas Health Insurance Marketplace
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To add a client:

1. On the Clients page, click Add New Client.
2. On the Search Client page, select Add New Client radio button.
3. Click Search.

my Arkansas Insurance B [WRSORNRY 1, wccoore et asance - 0=

Client Operations .y
Search Client Employer
° A ’ * Search New Client
S Add New Client (if the client does not have an account on My Arkansas Insurance)

Agent Operations Account number Email

SEARCH

© 00

Figure 16. Search Client Employer page

4. Enter basic employer information:

e Name

e Company Name

e Contact Address

e Email

o Preferred Language
e Phone Number

Add New Client (Employer)

*Required Information

*First Name Middle Name *Last Name Suffix

* Company Name

Contact Address

*Street Address

Aptste. #
*City *Zip *County *State
County
*Email Address *Confirm Email
* Preferred Language Phone Number Ext
Engish

Figure 17. Add New Client (Employer) page

After searching or adding a client to your client list you can request authorization or manage
proposals.

Arkansas Health Insurance Marketplace
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4.2.2: Assigning Client to Broker

To assign clients to Broker:

1. On the Clients page, click the checkbox next to the client and click Assign to Broker.

Clients

+ Show Filter

ADD NEW CLIENT
ASSIGN TO BROKER ADMIN REMOVE CLIENT(S)

Search Within
Legal Business Name v SEARCH
DOWNLOAD
1w050f8 OO
Client List
Legal Employer
Select All Business Identification
[ ] Name ~ Number
= Asus 22-1212345  Taylor, Authorization & [
Ronald Required;

Figure 18. Clients page

4.2.3: Assigning Client to Broker Admin

To assign clients to Broker Admin:

2. Onthe Clients page, click the checkbox next to the client and click Assign to Broker
Admin.

Arkansas Health Insurance Marketplace
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Clients

+ Show Filter

Search

Client List

Select All
]

ASSIGN TO BROKER ADMIN REMOVE CLIENT(S)

Legal

Business
Name -

Asus

ADD NEW CLIENT

Within

Legal Business Name v SEARCH

DOWNLOAD

1w050f8 OO
Employer
Identification
Number
22-1212345  Taylor, Authorization & [
Ronald Required;

4.2.4: Removing Client

Figure 19. Clients page

Toremove a client from your account:

1. On the Clients page, select the client check box.

2. Click Remove.

4.2.5: Viewing Client Details

Toview client details:

1. On the Clients page, under the Actions column, click View Client Details.

2. On the Review Details (Employer) page, view your client’s details.

3. Click Previous to return to the Clients page.

Arkansas Health Insurance Marketplace
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Company Name

Asus

Legal Business Address

2232 Glen 5t, 72201, AR, PULASKI

Email Address

ronald taylor@test123.com

Review Details (Employer)

Business Contact

Taylor, Ronald

Primary Phone Number

7985611625

Preferred Language

English

Figure 20.

4.2.6: Editing Client Details

To edit client details:

Review Details page

1. On the Clients page, under the Actions column, click Edit Client Details.

2. On the Edit Client (Employer) page, update the client information.

*Required Information

Ronald o]

* Company Name

Asus

Contact Address
*Street Address

2232 Glen St

Apt./Ste. #

Edit Client (Employer)

*First Name Middle Name

*Last Name Suffix

Tayler Suffix

Figure 21.

Edit Client (Employer) page

Arkansas Health Insurance Marketplace
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3. Click Continue.

4. On the Review Details (Employer) page, review the details and click Submit.

Review Details (Employer)

Company Name Business Contact

Asus Taylor, Ronald

Legal Business Address Primary Phone Number
2232 Glen St, 72201, AR, PULASKI 7985611625

Email Address Preferred Language
ronald.taylor@test123.com English

PREVIOUS CANCEL SUBMIT

Figure 22. Review Details (Employer) page

Arkansas Health Insurance Marketplace
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5. Managing Client Operations

The Client Operations section of the Agent Portal enables you to perform the following activities
for your employer clients:

e View Proposals

» View Client Profile

* Manage Authorization

* Manage Proposals

my Arkansas Insurance% . Q—
Ofﬁ:yiaLMarketpLa:e for Health Insurance AU My Account - Get Assistance - _EnEspaniol |

& robertdavis@test123.com ~

Client Operations

0 Manage Clients

Review Details (Employer)

Company Name Business Contact
Client: Allyson Putman
Putman Associates Putman, Allyson
» View Proposal
Legal Business Address Primary Phone Number
» View Profile
101 Olive St, 72201, AR, PULASKI 8991002101
+ Authorization
Email Address Preferred Language
Manage Proposals .
allyson.putman@test123.com English

Agent Operations

o Manage Brokers PREVIOUS

O Manage Broker Admin
@ Cover Page Templates

@ Message Center

Figure 23. Client Operations

Arkansas Health Insurance Marketplace
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5.1: View Proposals

The Proposal List page enables Agencies to view proposals created by Brokers and Broker
Admin.

e Agencies can view.
e Proposal Number

e Client Details

e Contribution Model

e Benefits

e Proposal Status

e Effective From Date

¢ View Proposal Details

&!ﬁaﬁﬁ.ﬂiﬁ!ﬁ&gggg % LU My Account  Get Assistance ~ En Espafiol

& robert.davis@test]23.com ~

Client Operations

rroposalbi

Client: Allyson Putman

Search Within
» View Proposal
Proposal v SEARCH
» View Profile ropesai
+ Authorization
@ Manage Propasals DOWNLOAD

Agent Operations Client Details Contribution

o Manage Brokers

Proposals ¢ ¢ Model Benefits

EMP-FF-6137 Putman FIXED Medical SENT 01/01/2016 @
3 Associates PERCENTAGE Insurance
o Manage Broker Admin Employees: 3 Denral
Insurance

@ Cover Page Templates

@ Message Center

Snowing 1to 1 of 1 entries

Figure 24. Proposal List page

Arkansas Health Insurance Marketplace



To view proposal details:

Managing Client Operations

1. Click View Client Details from the Actions column next to the client.

Review Proposal

Please review the details below.

Employer's Offer Of Coverage

applicable).

Health Coverage
* Arkansas Blue Cross and Blue Shield

Metal

Below is the summary of the estimated premium costs and your plan selections.

S PRINT & DOWNLOAD

Enrollment Period
Effective Date End Coverage On
010172016

Proposal Id EMP-FF-6137

Effective Date 2016-01-01

Description

Client Name Putman Associates

Primary Contact

Enrollment Details

Employee ID Date of Birth Tobacco User Zip Code County Dependents

HCOO5 08/31/1980 No 80001 JEFFERSON Mo

HCO04 08/28/1930 No 80001 JEFFERSON YES (2}

HCO06 08/01/1980 Yes 80001 JEFFERSON Mo

Employees can accept the health insurance company and plan you selected, or
select any plan from the plan category and insurance company below (if

Dental Coverage
* BEST Life

Metal

Figure 25.

Review Proposal

Arkansas Health Insurance Marketplace
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5.2 View Client Profile

The My Profile page enables Agencies to view the profile information of clients.

My Profile

*Required Infarmation

Basic information

*First Narne Middle Name *Last Name Suffix

Allyson & Putman Suffix v
*Account number *Email Address

1443716684435 allyson putman@test123.com
*SSN/TIN *Birth Date

WOCKK-1234 08/0%/1930

*Legal Business Name

Putman Associates

Residence address

*Street Address

101 Olive 5t

ApListe. #

*City *Zip *County *State
Little Rock 72201 PULAZKI A AR

Figure 26. My Profile

Arkansas Health Insurance Marketplace
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5.3: Managing Authorization

The Authorization section enables Agencies to assign clients to Brokers and Broker Admin to
manage authorization for your clients. It keeps an organized record of your client’s
authorization and enables you to view, approve, or reject authorizations.

To assign a client to a Broker:
1. From the Manage Clients page, click the checkbox next to the client.

2. Click Assign to Broker.

Clients

+ Soustter

ADD NEW CLIENT

Agent Operations

SEARCH

©eoo

Client List

Figure 27. Clients page

3. From the Assign to Broker page, click assign icon next to the Broker.

my Arkansas Insurance % ST
OmZa\ Marketplace for Health Insurance LA UC My Account  Get Assistance - _ EnEspafiol

& robertdavis@test! 23.com ~

Client Operations

Aesian o Broker
Manage Clients

Manage Proposals 110f1 @O

Broker List

Agent Operations
Account

o Manage Brokers Name * Email Contact License # Number Action

Reed, Peter peterreed@tes 8524585458 AB22312 ReflD_1443453 ¢
o Manage Broker Admin t123.com 156123
@ Cover Page Templates

PREVIOUS

@ Message Center

Figure 28. Assign to Broker page

Arkansas Health Insurance Marketplace
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4. From the Review Assign Clients page, click Assign Clients.

my Arkansas Insurance w
OszalMarke(place for Health Insurance L My Account - GetAssistance -

& robert davis@test123.com -

Client Operations

Review Assign Clients
Manage Clients

Broker Name
@ Manage Proposals

Reed, Peter

Agent Operations P
o Manage Brokers 343 Glen St, Little Rock, AR, 72201

o Manage Broker Admin Email ID

peter reed@test123.com
@ Cover Page Templates
The following clients will be assigned to broker Reed, Peter

6 Message Center
Client Name EIN Contact Name Contact Number

Putman Associates Putman, Allyson 8991002101

CANCEL ASSIGN CLIENT(S)

Figure 29. Review Assign Clients page

5. Click Continue.

Clients Assigned Successfully!

The selected clients have been assigned to Reed, Peter

CONTINUE

Figure 30. Clients Assigned Successfully
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To assign a client to a Broker Admin:

Managing Client Operations

1. From the Manage Clients page, click the checkbox next to the client.

2. Click Assign to Broker.

my Arkansas Insurance i WO | | . rcome

Client Operations

Clients

ADD NEW CLIENT

Agent Operations

SEARCH

©e oo

Figure 31. Clients page

From the Assign to Broker page, click assign icon next to the Broker.

Client Operations

e Manage Proposals

Agent Operations

o Manage Brokers

o Manage Broker Admin

@ Cover Page Templates

@ Message Center

my Arkansas Insurance g App Center

Official Marketplace for Health Insurance

e Manage Clients

My Account Get Assistance - En Espafiol

& robertdavis@test]23.com -

Assign To Broker Admin

1o1of1 OO
Broker Admins List
Name Email Contact Account Number  Action
daniel. moore@tes 3127293685
t123.com

Moare, Daniel 1443652343375 4

PREVIOUS

Figure 32. Assign to Broker Admin
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5.4: Manage Proposals

Managing Client Operations

The Manage Proposals page enables you to view proposal activity for all clients. You can

perform the following activities:

e Search proposals
e View proposals
e Download proposal

my Arkansas Insurance

Client Operations

o Manage Clients

e Manage Proposals

Proposals

(AllysonP)
Employee Count
3

Official Marketplace for Health Insurance % App Center My Account Get Assistance -

Please select client type Proposals
Agent Operations Employer All v
o Manage Brokers
0 Manage Broker Admin Search Within
@ Cover Page Templates Proposals M SEARCH
@ Message Center 1to1of1 OO
Proposals List
Proposals © Effective From ° Senton ¢ Status Actions
# EMP-FF-6137 01/01/2016 10/19/2015 SENT @ &
Proposal
Putman
Associates

& robert davis@test123.com ~

Figure 33.

Proposals page
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