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Purpose

This is a step-by-step guide on how to use eBroker. There will be optional steps as well as
other features. Each optional step and other feature will be labeled accordingly.

Signing in
First, you will need to sign into the broker portal. Once you become appointed, you will receive

an email with your username and password. If you haven'’t yet received your username, please
contact your Health Plan Sales Administrator for assistance.

Broker Sign In
Username

Password

Forgot Password?
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Once you are logged in, click on the eBroker link. It will be labeled Employer-Sponsored
Business.

Optimal lealth™

A Fervite of Sevalnira

&

Broker Services: 757-552-7217

B Quote, Enrall and Manage

Wiew Eligibility

I Emnplayer-Spansared Business
Ernployer Graup Benefits Enrallment
Individual Renewals

Medicare Enroliment

Eroker Book of Business Reparting

Eroker Rewards Frogram

& Cuwstomer Support Tools

Other Features

You may be able to see individual products, government programs, reports, rewards, and other
items on this page. Please contact your Health Plan Sales Administrator to see what other
options are available.

Left Navigation Functionalities

When entering eBroker, the homepage (or Dashboard) is also referred to as the Action Center.
To create a new quote, go to the left navigation bar, click on Quotes, then click on New Quote.
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The left navigation will be the starting point for navigating through eBroker. In the image below,
you will see a description of the left menu items.

Action Center

Action Center is the Dashboard. This dashboard is made up of tiles (or widgets) that can be
used to display a few key items at a quick glance. This dashboard can be customized to show
graphs related to Agents, Activities, or Opportunities.

To add a new widget, click on the ﬂ plus sign at the top right corner of the screen. Thisisa
highly customizable graph that will not be explained in further detail in this document, since itis
not an integral part of the quoting process.

You have the ability to create a view different dashboards, and toggle between them. By
clicking on the downward chevron, you can select the dashboard you would like to view. You
can also create a new dashboard or edit/delete adashboard.

PIVOTAL

Brokers

Action Center Brokers

Quotes Edit Add

ELN Fancy New Dashboard

Quotes

Quotes is where new quotes will get started. To create anew quote, referto the “New Quote”
section following the “Left Navigation” section. Under quotes there is also a menu option called
“‘My Quotes”. My Quotes is a search feature that defaults the results to all O pportunities that
are specific to you, the current user. Please see sub-sectiontitled “Opportunities’ under the
“Groups” section below for more details.
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Groups

Groups is where you can do a basic search on a few different areas. The default search will
bring a list of all the groups’ associates within your agency. You can then use the secondary
drop down filter to see anarrowed list of groups. The secondary feature includes: New,
Pending, Active, Cancelled, as well as a few other options. You will also have the ability to filter
by the following options: City, Agent, Group Name, and Group Number. When filtering by these
specific fields, a parameter box will come up to input your desired filter.

BASIC SEARCH v

Group w Groups in City? v |

cimy*®

RESULTS | s QU

Agent Search

In this screen, you will also be able to search for items that are not group specific. One of those
search items is Agent. You can search for Agents, and all Agents associated with your Agency
will appear in the list. You can narrow down the search by Agent Name.

Agent Activity Search

Another possible search on this screen is searching Agent Activity. Activities logged by you or
your Agents in eBroker will be searchable. Activities include but are not limited to: Calls,
Meetings, To Do’s, and Literature fuffillment. The search filter also includes activities assigned
by you or to you, complete and incomplete activities, as well as a few other search options.

Opportunity

You can search your opportunities or any of your agents. You will be able to search by Group
Name, Group Number, Quote Status, and a few other options.

Activities

On the left navigation is similar to the Groups. You will be able to access the same search
capabilities for Agents, Activities, and Opportunities. You will not be able to search for Group
information. The default search will pull all your activities. HRA Cost Saving Calculator is not
currently turned on.

Utilities

Utilities has two drill down options when selected:
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e Forms/Literature is alink that brings you to the health plan’s website. On this
website you have access to the most up-to-date Benefit Summary, Exclusions and
Limitations Documents, and Change Sheets.

e News is a search feature like Groups and Activities. The default search option here
is “All news”. There is no ability to further filter the news. From this screen you will
also be able to search for Agents, Activities, and Opportunities.

Settings
Settings is located at the bottom left of the left navigation page. When the settings icon is
clicked, B a window will appear. This window has three tabs.

o Thefirsttab, “Information”, shows details about the user and computer.

e The second tab contains a few technical preferences including navigation text and a
taskpad menu. Also in the Advanced Preferences, you will have the ability to clear
cache.

e The third tab records atechnical log of your computer actions.

Sign out
Sign out is located at the bottom right of the left navigation page. Clicking the sign outicon

will exit you from the eBroker platform. You will be prompted to confirmif you would like to
sign out.

New Quote

New Quote is where new quotes get entered. Creating anew quote is broken out into steps.
The first step is to enter the basic data. All fields with ared asterisks = are required fields.

a. Proposed Effective Date: The date the group’s coverage is expected to start.
This date selection comes in the form of adrop down. Only the first day of the
next few months will be available to choose from.

b. Reasonoutto Bid: Select why the group is looking for Health Insurance.
Available options are listed in a drop down list format. Reasons include: Lower
Rates, New Company, Census Change, etc...

c. Agent: You can select the current user and any agents that report to the current

user.

Group Name: Enter the name of the group here. This should be the DBA.

Self-Funded: Check this box if the groupis part of a self-funded program.

Phone: Enter the phone number of the main line or the group’s representative.

Industry Type: All groups will be set as “standard”.

@~oa
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. Address: Enter the physical address of the group. One of the components to

plan availability is the location of the group and its members.

Total Employees: The total number of employeesworking in the company.
Total Eligible Employees: This number may differ from the total number of
employees.

Plan Type: This determines when the group will be due forrenewal. “Contract”
will renew after afull year on its anniversary. “Calendar” will renew on January
1st of the following year.

NEW QUOTE

PROPOSED EFFECTIVE DATE®

REASON QUT TO BID* AGENT*

GROUP NAME®

O

SELF-FUNDED QUOTE REQUESTED (20-150 ELIGIBLES ONLY)

PHONE* INDUSTRY TYPE

Standard

ADDRESS

CITY

zP*

STATE COUNTY

TOTAL EMPLOYEES

TOTAL EMPLOYEES®

TOTAL ELIGIBLE EMPLOYEES™

CONTRACT

(4

PLAN TYPE SELECTION

CALENDAR

O

Click Next Step after you have filled in all the required information in New Quote.

At this point, a

new group has been created and saved.
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Enrollment Information

Enrollment Information is where you will enter group enrollment/eligibility details.

a. Employer Contribution and Probationary Period
i. Employer Contribution: numerical value (dollar amount or percentage) of
the employer premium contribution.
ii. Employer Contribution: Typeis the basis of the employer contribution:
Dollar or Percent of expenses paid by the employer.

b. 1stEmployee Class is where you will designate eligibility based on the employee
classes covered by the group (see options below). If the group covers more than
one class, use the 2" and 3@ Employee Class sections.

i. Class Name is the type of employee class covered.
1. Small Group Class has the following options: All Employees,
Salaried, Hourly
2. Mid-Size (Mid-Market) Group Class has the following options : All
Employees, Salaried, Hourly, Management, Non-Management, All
Other, Owner/Officer, Staff, Corporate
ii. New Hire Starts On is the day coverage begins 1st day of the month
following
iii. New Hire Number of Days is the probationary period
iv. New Hire Following indicates what the probationary period follows : days
of employment
v. Previous Coverage.
vi. Checkthe box if the group was previously covered.
vii. If the group was covered previously, select the date range.
c. Disability
i. Checkthe box if any employees or dependents are completely disabled.
ii. If an employee or dependent is disabled, explain the circumstance and
list name, age, and date of disability in the following three fields.

d. Worker’s Compensation

i. Checkthe box if eligible employees are covered by worker’s
compensation.

Revised 10/5/2022
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EMPLOYER CONTRIBUTION EMPLOYER CONTRIBUTION TYPE

Enroliment
nformation

‘ EMPLOYER CONTRIBUTION AND PROBATIONARY PERIOD

18T EMPLOYEE CLASS

CLASS NAME
-

NEW HIRE START ON NEW HIRE NUMEER OF DAYS NEW HIRE FOLLOWING

1st day of the month following v 60 w  days of employment

2ND EMPLOYEE CLASS

CLASS NAME
v

NEW HIRE START ON NEW HIRE NUMEBER OF DAYS NEW HIRE FOLLOWING
- -

3RD EMPLOYEE CLASS

CLASS NAME
-

NEW HIRE START ON NEW HIRE NUMBER OF DAYS NEW HIRE FOLLOWING
- -

PREVIOUS OHIOHEALTHY COVERAGE

HAS THIS EMPLOYER EVER BEEN COVERED BY AN OHIOHEALTHY PLAN BEFORE? , IF YES, DATES OF COVERAGE:

FROM: To
DISABILITY
ARE ANY ENROLLING EMPLOYEES OR DEPENDENTS TOTALLY DISABLED? , IF YES, PLEASE EXPLAIN
NAME AGE DATE OF DISABILITY
NAME AGE DATE OF DISABILITY

WORKER'S COMPENSATION

ARE ALL ELIGIBLE EMPLOYEES COVERED BY WORKER'S COMPENSATION?

&

Click Additional Group Information after you have entered all the required datain
Enrollment Information.

+

Additional Group
nformation

Additional Group Information is where you will enter afew more details about the group.

I.  Benefit Continuation
i. Continuation 12 Months: check the box if employees are eligible for
coverage for 12 months after no longer being employed by the group.
m. Additional Information
i. Doing Business As: a name other than the legal business name.
ii. Ownership: adropdown of legal entity types.
ii. In Business Since: the year the business started.
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iv. Federal Tax ID #: the group’s Tax ID number.
v. Fax: the fax number for the group.
vi. Annual Revenue: an estimate of the group’s annual revenue.

n. Contact
i. Usethe O button to add contacts.
ii. Complete all fields: First Name, Last Name, Job Title, Phone, and Email.
iii. Toremove a contact, check the box to the left of the record and use the

button.

0. Competitors
i. Usethe O button to add competitors.
ii. Carrier: select a carrier fromthe dropdown.
iii. Product Line: select the competitor’s productline. If competing on more
than one product line, add anew row for each product line.
iv. Status: select the status of the competing product: In force, Considering,
Canceled.
V. Subscribers: enter the number of subscribers.
vi. Members: enter the number of members.
vii. Renewal Month: enter the renewal month.
viii. Cancellation Date: enter the cancellation date.
ix. Toremove a competitor, check the box to the left of the record and use

the button.

BENEFIT CONTINUATION

The employer has the option of indicating continuation benefits or conversion benefits for employees who lose eligibility for coverage under the policy (POS, PPO, or OOA PPO only). Please select one of the following eptions.
CONTINUATION 12 MONTHS
O
ADDITIONAL INFORMATION
3 DOING BUSINESS AS OWNERSHIP IN BUSINESS SINCE (YYYY)
-
FEDERALTAX ID # FAX ANNUAL REVENUE
.

CONTACTS (+]
[J FIRST NAME  LASTNAME  JOB TITLE PHONE EMAIL

COMPETITORS (+]
(0 CARRER PRODUCTLINE STATUS SUBSCRIBERS MEMBERS RENEWALMONTH CANCELLATION DATE

Revised 10/5/2022 11
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You now have two options: Next Step or Save & Finish Later. Next Step will take you to
Census. Save & Finish Later will save your work and take you back to the Action
Center screen.

Actions

Next Step

Save & Finish Later

Other Features

If you are coming back to this quote at a later time, follow either of these steps to get to
the census screen.

Search for the Opportunity using the basic search.

X. Inthe Basic Search, select opportunity — My Quotes

xi. Click onthe icon®™ to open the quote.
xii. Click on Next Step until you reach the census page.

Search for the group using the basic search.

xiii. Search for your group via Group — My Groups
xiv. Click on the icon® to open the group.

xv. Inthe left navigation, below profile, click on Sales. 2=

xvi. Under Quotes, find the quote you want to continue working on.

xvii. Click on the icon ¥ to open the quote.
xviii. Click on Next Step until you reach the census page.

When coming back to edit a screen, the screen may be locked from editing. To edit the
screen click on the lock icon at the top right of the screen.

Revised 10/5/2022 12



OptimaHe althga'@

Census is where you can add members by importing a census or manually key-in member
data.

To import a census

Click on Import Census.

Import Census

Save & Finish Later

Then click on the paper clip icon to search for the file in your directory and import.

IMPORT CENSUS

IMPORT FILE

S I

Below are the census fields that are required and in the order in which they must be
presented. These are required fields and see example below.

First._ Name

Last Name

Gender

Birthdate

Age

COBRA

Out_of Area

SEP_Unit_Number: This is the unit number. A unit is the

employee and their dependents. The unit number is unique to

each unit. The employee and their dependents have the same unit

number.

9. SEP_Dep_Number: This is the dependent number. The employee
is 1. Their first dependent is 2, the second is 3, etc.

10.Zip

N RN E
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A | B | € | D |E| F | G | H | | | J ]
1 |First_Name Last_Name Gender Birthdate Age COBRA Out_of_Area SEP_Unit_Number SEP_Dep_Number Zip
2 _|Ken Smith Male 5/5/1979 41 No No 1 1 23456
3 |Karen Smith Female 11/25/1977 43 No No 1 2 23456
4 |Kay Smith Female  9/5/2005 15 No No 1 3 23456
5 |Mary Orange Female 3/15/1977 43 No No 2 1 23456
6 |Joe Orange Male 7/7/1978 42 No No 2 2 23456
7 |Ken Blue Male 5/5/1979 41 No No 3 1 23454
8 |Karen Blue Female 11/25/1977 43 No No 3 2 23454

a. Tomanually key-in member data, complete the fields under Add Subscriber
Information (the same fields in the census), then click Add. Do this for each
member.

ADD SUBSCRIBER INFORMATION

uNIT DEP# FIRST NAME LAST NAME GENDER BIRTHDATE (MM/DD/YYYY)

AGE COBRA 00A ZIP CODE

Other Features

If you try to continue without entering the minimum number of employees, a prompt will
appear that indicates waivers will be required. Not acknowledging the waiver by clicking
“No” will not allow you to continue to the next step.

Your Census is less than the total number of employees.
Waivers will be required.

=N

Plan Selection is where you will select plans to quote.

e Click the arrow to the left of a plan family name to drill-down into the plan
options. Check the Select box on the right side of the window for plans
you would like to quote.

e After you have selected all the plans you are quoting, click Update Quote
on the right menu.

Revised 10/5/2022 14
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PLAN SELECTION

Family / Plan Type Plan Info Select
POS Bronze Medical
OHY-ACA T (1/1/2021) Medical D
OHY-ACA 16 (1/1/2021) Medical D
POS Silver Medical
OHY-ACA S (1/1/2021) Medical D
OHY-ACA S (1/1/2021) Medical D
OHY-ACA 10 (1/1/2021) Medical D
OHY-ACA 11 {(11/2021) Medical D
OHY-ACA 12 (1/1/2021) Medical D
OHY-ACA 13 (1/1/2021) Medical D
OHY-ACA 14 (1/1/2021) Medical D
OHY-ACA 15 (1/1/2021) Medical D
POS Gold Medical
OHY-ACA 3 (1/1/2021) Medical D
OHY-ACA 4 (1/1/2021) Medical D
OHY-ACA 5 (1/1/2021) Medical D
OHY-ACA 6 (1/1/2021) Medical D
OHY-ACAT (1/1/2021) Medical D

After you have selected all the plans you are quoting, click Update Quote on the right menu.

Other Features

If plan documents are available for the plan, you will see a PDF icon under Plan Info.
When you click this icon, it will open a downloadable PDF of the plan’s benefit summary.

Type Flan Info Selec
Medical
Medical B B

Revised 10/5/2022
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Calculate Rates is on the main group screen. After selecting the plans to quote, you will be
redirected back to the main group page.

p. At the bottom of the page, you will see the plans you selected.
i. Checkthe CON (contract) box if the quote is on a contract year basis.
Uncheck the box if the quote is on a calendar year basis.
ii. Checkthe PROP (proposal) box to include a plan on the printed proposal.
Uncheck the PROP box to remove a plan from the proposal.
iii. Check the COMP (comparison) box to compare the plan with others in
the printed proposal. Uncheck the box if you do not want to compare the

plan.
QUOTED PLANS
() & CON PLAN RX BENEFIT RATETOTAL INC% PROP COMP
= OHY-ACA5 OHY-PD5 8.315.65 831565 O
mE= OHY-ACA7 OHY-PD12 | 8,075.41 8,075.41 )
mE= OHY-ACA 11 OHY-PD3 7554.43 7554.43 O

Click Calculate Rates on the right menu to calculate the rates. Rates will then populate. Be sure
to calculate rates before printing the proposal.

QUOTED PLANS

() & CON PLAN RX BENEFIT RATETOTAL INC% PROP COMP
= OHY-ACA5 OHY-PD5 8.315.65 8.315.65 O
mE= OHY-ACA7 OHYPD12 | 807541 8.075.41 )
mE= OHY-ACA 11 OHY-PD3 7554.43 7554.43 O

Other Features

In the Small Group Quote screen, under Quote Details, there are afew check boxes. If the
options are not applicable then they will not be selectable. One common option is the
Morbid Obesity Rider (MOR). If MOR is checked, the rider will be included in the plans.

Revised 10/5/2022
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MANUALLY CALCULATED

O

REQUEST DUAL OFTION

U

COMPOSITE RATES

(Y

=

OR

K:0

CHIROPRACTIC RIDER

)

Click Print to go to the print options screen.

Actions

View Census
Add Plans
Remove All Plans

Calculate Rates

Copy Quote

Print

Print Menu has many options to consider before printing

PROPOSAL PRINT MENU

COVER LETTER Rate Exhibits - 1 Plan/Page

&

CAVEATS RATE PAGE - W/O SUBSCRIBER NAMES

& O

RATE PAGE - BLANKET RATE PAGE

&

RATE PAGE - WITH SUBSCRIBER NAMES

O

RATE SELECTION

AGE BANDED RATES

&

COMPOSITE RATES

0

Rate Exhibits - Up to 5 Plans/Page

RATE COMPARISON PAGE - BY PRODUCT LINE

* RATE COMPARISON PAGE - W/O SUBSCRIBER NAMES

* RATE COMPARISON PAGE - WITH SUBSCRIBER NAMES

To print these pages. you must select the 'Compare’ column on the Quote Plans list.
If you have not made these selections, simply click 'Return To Quote’ icon and then select the ‘Compare’ column.

Revised 10/5/2022
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Cover letter: Aletter will print on the first page of the proposal. The letter will have a
letterhead in the header and will be dated. The cover letter will have a standard thank you,
other verbiage, and contact information.

Caveats: A list of disclosures that will print on the proposal.

Rate Page — Without Subscriber Names: Selecting a rate page without subscribers will
produce set rates that can be applied to all members based on age or dependents.

Rate Page — Blanket Rate Page: Similar to selecting a rate page without subscribers, a
blanket rate page will produce set rates that can be applied to all members based on
age or dependents.

Rate Page — With Subscriber Names: Selecting a rate page with subscribers will produce
set rates that are specific to the members and their dependents. No age or composite
rates will print.

Rate Comparison Page: Will show a comparison of the rates by product line for each plan
listed. There is a limit to five plans for the comparisons page.

Rate Comparison Page — Without Subscribers names: Similar to the comparison by product
line, the plans compared for each plan, with a maximum of five plans. The “comp”
checkbox must be selected in the previous page.

Rate Comparison Page — With Subscribers Name: Will show a comparison of the individual
subscriber’s rates. The five plan limit applies.

Age Banded rates list the rates based on age. Rates start at 0-14 years of age and
increments by one until 65. 65+ accounts for anyone 65 or older.

AGE  RATE AGE  RATE AGE  RATE
0-14 25526 3l 386.72 48 545.55
15 27795 32 39473 49 56924
I6 286.62 33 39974 50 59593
17 29530 34 405.08 51 62229
I8 30404 35 407.74 32 651.32
19 31398 36 410.41 53 6E0.69
20 323,66 7 413.08 34 T12.39
21 333.67 3R 415.75 35 T44.08
22 333.67 39 421.09 36 TT8.45
23 333.67 40 426.43 37 81315
24 333.67 41 434 44 38 B30.19
25 335.00 42 44211 59 #6854
26 341.68 43 452,79 6 905.58
27 34969 -4 46614 6l 93761
28 362.70 45 481.82 62 958.63
29 37338 4h 500.51 63 95499
30 37872 47 521.53 ==hd 1,001.01
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Composite Rates list rates based on dependents. Employee (+ Spouse; + Children;
+Family) One child and multiple children fall under the same rate.

Monthly Raie
Subscriber 5405 84
Subscriber/Spouse 5811.69
Subscriber/Children 791 .40
Family 51,197.24

Other Features

In the Group Quote page, on the left navigation there are afew items to select. Besides
the Group Quote, there are Results, Hidden, Sales Team, and Activities.

i. Results isused if the opportunity was lost.
e Thereisdrop down list for reason lost.
e Thereisalso afree text field to aexplain lost reason
e Drop down list for competitor if the opportunity was lost to a competitor
e Select the date the decision was made.

ii. Hidden will make the screen go blank so that no information is visible in
situations when privacy is a concern. Thisis a feature similar to a lock
screen.

ii. Activities and Sales Team will be covered in the next section.

Small Group
Quote

Revised 10/5/2022 19
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Agent

Sales Team tab shows Agents, and commissions splits. The bottom half of the window
shows the Agents’ team members. To get more information about the Agent, use the
basic search, and search for Agent.

After searching for an Agent, you will land on the Agent profile page. This page lists the
Agent’s name, contact information, address, and appointment dates.

A AGENT INFORMATION
E TITLE FIRST NAME LAST NAME
Profile Test Broker1
AGENCY CHIR
Test 123 Agency (Test-1234) =

COMMUNICATION INFORMATION

PHONE EXTENSION FAMILIAR NAME
+1 (757) 687-6030 L
FAX DONT FAX EMAIL
+1 (757) 687-6031 \. keyork@ .com
PAGER PIN CELL
ADDRESS

STREET
Testing Account
4417 Corporation Lane
CITY STATE zIP
Virginia Beach VA 23462
COUNTY

Virginia Beach City, VA

APPOINTMENT DATES

APPOINTMENT DATE APPOINTMENT SUSPENDED DATE VENDOR NUMBER
09/05/18 Test-123
APPOINTMENT CANCELLATION DATE APPOINTMENT REINSTATEMENT DATE INCENTIVE

Agent detail holds optional information such as birthday, family status, and children
information.

The Book of Business tab shows the agent’s groups and opportunities. Secondary Agents
are shown the Book of Business that belongs to an agent on the current user’s sales
team.

1. Prospect Groups: Groups that don’t have an effective plan, but have
an opportunity assigned.

2. Customer Groups: Groups that have an effective plan.

3. Canceled Groups: Groups that don’t have an effective plan or active
opportunity.

4. Opportunities — In Progress: Quotes that are active.

5. Opportunities — Historical: Quotes that are inactive.

Revised 10/5/2022
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PROSPECT GROUPS
(J 5 GROUPNAME t SALES REP TOTAL EMPLOYEES ~ TOTAL ELIGIBLE
[0 & TestSept17 G York, Ken 38 38
[0 &= TestSeptd 2019 York, Ken 5 5
(0 &= TESTSF 042020 Graves _Debbie 20 20
(J &= TEST 5G 2020-04-30 York, Ken 5 5
—_— (O & TestSG census York, Ken 5 5
i. O & TestSGJan York, Ken 5 5
Book of Business D 5= TESTSGQOCTS York, Ken 2 2
[ &= Testsgsept14 York, Ken 5 5
(J &= TEST VAL CD 2020-04-20 SF York, Ken 20 20
(J &= TEST20200131PINGFEDERA . | York Ken 3 3

SECONDARY AGENT PROSPECT GROUPS
() & GROUPNAME t SALESREP TOTALEMPLOYEES  TOTAL ELIGIBLE

CUSTOMER GROUPS

(J & GROUPNAME t SALES REP TOTAL SUBSCRIBERS ~ TOTAL MEMBERS
O B 12345 Test York, Ken 6 13
O &= 1ATest group 2015 York, Ken 0 0
O & TESTCD 2020-03-03 York, Ken 3 3

Activities is where agents can add and organize their tasks. The comments box allows you

to quickly add notes without creating an activity. To create an activity click on the plus

)

Agent Activities: This section allows you to assign an agent to the task and apply due
dates and completion dates.

Customer/Prospect: This section connects the activity to a group, contact and/or quote.
Details and Notes: This section allows the user to input the type of activity, description,
priority, start and end time. If the activity involves literature, then the literature delivery
method is also used. The next box allows for notes.

To add literature click on the plus O on the right of literature. Select aliteratue item,
then select the quantity you want to send. (This is a note and saving this activity will not
actually send the literature to the recipent.)

on the right of the window.

Revised 10/5/2022
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AGENTACTIVITY
ASSIGNED TO AGENT* ASSIGNED TO AGENCY SCHEDULED DATE®
Broker1, Test A (Test-123) v Q =) Test 123 Agency (Test-1234) 0127121
ASSIGNED BY AGENT* ASSIGNED BY OPTIMA COMPLETED DATE
Broker1, Test A (Test-123) L=
CUSTOMER/PROSPECT
GROUP GCONTACT QUOTE
TEST January, Virginia Beach = w f=) TEST January : eBroker Quote - Test Broker1 =
DETAILS AND NOTES
TYPE DESGRIPTION* PRIORITY*
To-Do v Medium
START TIME END TIME LITERATURE FULFILLMENT METHOD
NOTES
LITERATURE TO SEND (+]
() LITERATURE [TEM  QUANTITY

Group

)

Sales

(@)

Coverage

®
QXe)

Activities

Profile

When searching for agroup, you will come to the group profile page. The group information
that was submitted while creating the opportunity will show on the profile page. This includes:
name, total employees, address, phone number, contact, and other account details.
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Sales

This page will show the sales team, the sales team members, and any quotes assigned to the
group. Referback to the Agent section to learn more about the sales team.

Coverage

The Coverage page allows you to view the group’s active plans.

e Each record in the Main/Sub-Group table will represent a different plan that the group
was sold. Sub-groups are asmaller set of the main group. For example, the plan may
have an out of area sub-group, or aCOBRA sub group. If asub-group is created, thena
sub-group # will be populated in the respective column.

e Each record under the contract table will represent an actual plan that lists the group

number.

e Cancellation detail will show notes on a cancellation that may have occurred.
e Competitors is a section where you can add any competing plans for this group for

record keeping.

MAIN/SUB-GROUPS
(D & GROUP# SUBGROUP# DESCRIPTION STATUS

O & sso002 Main Pending
O & 580003 Main Pending
CONTRACTS
(D & CON DESCRIPTION MAIN/SUB-GROUPS  TYPE
((g)) D = OHY-ACA7.OHY-PD S80002 New Business
Coverage (mE= OHY-ACA5:0HY-PD5 580003 New Business

CANCELLATION DETAILS

CANCELLATION DATE CANCELLATION TYPE

COMPETITORS
(0 & cARRIER PRODUCTLINE STATUS SUBSCRIBERS

Activities

EFFECTIVE DATE RENEWAL DATE

CANCELLATION REASON

RENEWAL MONTH  CANCELLATION DATE

These activities are connected to the current group. Refer to the activities in the Agent section

for details on how to add an activity.

Iteration

Iterations are at the bottom of the screen to help navigate between groups. This shortcut allows
agents to more quickly update or view a larger number of groups. Click on the left iteration to
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go to the previous group. Click on the right iteration to go to the next group.

TABROKE test, Blacklick >
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