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Purpose: The purpose of this guide is to outline eBroker navigation, including how to Manage 

Your Book of Business, Quotes, Applications, Enrollments and Leads. 

Navigating The Home Page 

The eBroker homepage 
offers the following options: 

1. Request a quote 

2. View Book of 
Business 

3. Plan Comparison 

4. Home 

5. Manage Your Book 

6. Manage Your 
Quotes 

7. Manage Your 
Applications 

8. Manage Your 
Enrollment  

9. Manage Your Leads 

10. Notification Bell 

11. View Dashboard 
Reports 

 

 

 

The Plan Comparison 
Solution leverages an AI tool 
that generates a side-by-
side comparison of 
Sentara’s plans against an 
incumbent’s plan, 
highlighting differences and 
similarities.  
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Manage Your Book: List Views 
 

From the eBroker screen, 
click on View Book of 
Business or Manage Your 
Book. 
 
Groups in your Book of 
Business are called “Broker 
Accounts”.  

 

 

 
 

All Broker Accounts are 
shown in “list views”.  
 
The Manage Your Book tab 
defaults to a ‘Recently 
Viewed’ list. 

Select the drop down arrow 
to filter your Broker Accounts 
into a specific list.  

 

 
 

Within each list view, you 
can: 
 

A. Sort the lists using 
the headers at the 
top. 

B. Search the current 
list for a specific 
group. 

 
Search Tip: Type the 
beginning of the Group 
Name. 
 
 

 

 
 

**The list view pictured is sorted in alphabetical order by clicking on “Broker Account Name” 
heading at the top of the list. 
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Manage Your Book - Commercial Broker List Views 

Group - All Book of 
Business 
 
This list view includes: All 
Broker Accounts (active, 
inactive, and prospects) 

 

 
 

Group - Manage Your Book 
 
This list view includes: All 
Broker Accounts (active, 
inactive, and prospects) 

 

 
 

Group – Manage Your Active 
Book 

 
This list view shows only 
Active Broker Accounts. 

 

 
 

Group – Manage Your 
Prospects 

 
This list view shows Quotes for 
Prospective Groups  
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Manage Your Quotes: List Views 

Group – Recently Viewed  
 
The default list view is 
“recently viewed”. Select the 
drop down arrow to show list 
view filter options. 
 

 

 
 

Group - All Quotes 
 
 
 

 

 
 

Group - All Renewal Quotes 
 

 

 
 

Group - All New Business 
Quotes 
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Manage Your Quotes: List Views 

Group - All Quotes with 
Underwriting  
 
This list view shows all quotes 
that have been submitted to 
Underwriting for review.  
 
 

 

 
 

Group – All Underwritten 
New Business 
 
This list view includes all new 
business Quotes that have 
been underwritten by SHP. 

 

 
 

Group – New Business 
Quotes - Relook 
 
 
 

 

 
 

Group – Renewal Quotes - 
Relook 
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Manage Your Applications 
 

Click Manage Your Applications to 
view all your applications. Click on 
the link listed in the column under 
the Application Name to access 
the application’s page. 

 

On the application detail screen, 
you will be able to view all 
information related to the 
application, view and upload 
Required Application Documents 
and perform application activities if 
applicable. 

*Note If you click on the Account Name you won’t be 
taken to the Application screen. Be sure to click on 
the Application Name. The Application Name is 
system generated.  
 

 

Manage Your Enrollments 
 

Click Manage 
Your Enrollment 
to view all your 
enrollment 
accounts.  

Click on the 
Account Name to 
view an account. 

 

 

 
Note: This function is only available if the group utilizes e3 web 
enrollment. If a group enrolls utilizing other enrollment methods, the 
function to Manage Enrollment through eBroker is not available for 
those groups.  
 
From the Manage Your Enrollments function you can perform the 
following tasks: 
 

• view group details  

• view member information 

• make modifications to member information  

• update dependent information  

• add subscribers and dependents 

• terminate coverage 

• make plan changes during open enrollment 
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Manage Your Leads 
 

Click Manage 
Your Leads to 
view all your 
leads. Click on the 
Lead Name to 
view a lead. 

 

 
 

On the Lead Details 
screen, you can 
access a variety of 
information and 
functions.  
 
1. view high level 

demographic 
details 

2. view and edit 
specific 
information 
related to the 
lead. To make 
an edit to a 
field, hover over 
the field and 
click the pencil 
icon on the right 
of the field. 
Remember to 
click Save after 
making your 
edits 

3. perform a 
variety of 
functions 
related to the 
lead including 
Follow, Clone, 
Delete, Edit, 
Create a 
Quote, 
Unqualify 
viewing a 
Printable View 

4. make a 
post/share an 
update related 
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to the Lead. 
Select who to 
send the update 
to and click 
Share 

 

 

There are 2 paths you can take to find Quotes in the system: 

Path (A): Manage Your Book Path (B): Manage your Quotes 

Manage Book of Business/Manage your Book 
 

                Broker Account 

                         Opportunity   

                                   Quote   

Manage Your Quotes 
 
               Quote 

 

 
 

 

 
 

Broker Account record  
 
The Broker Account shows 
Opportunities, contacts, 
applications, contracts, 
subgroups, group classes and 
Membership for a group.  

 

 
 

 

Opportunities Tab  
 
The Opportunities Tab does not 
use a list view filter. This Tab 
shows all historical and 
upcoming Opportunities.  
 
Tip: Click on the “View All” 
option to show the full list of 
Opportunities.  
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Quotes record  
 
This record shows Quote 
details, Files, Plan information. 
Here are also options to Edit, 
Clone, and Generate new 
Proposals. 
 
Renewal Proposal Files are 
released on this Quote Record 
under Related Tab. 

 

 
 

 

Renewals: at-a-glance 
 

Original Renewal Proposals will 
be released by SHP Sales 
Teams in the “Files” section of 
the Related Tab on the Quote 
record.  
 
This is the proposal that will go 
to the BA’s.  
 
The Original Renewal visibility 
is the broker’s queue to clone, 
edit and generate additional 
proposals as needed.  

 

 
 

 
 

Renewal Quotes with no original proposal in the Files 
section will be visible, however will not generate rates on 
any proposal until released by the SHP Sales Team.   
 

 

Quotes: at-a-glance 
 

Quotes will give options for: 
 
Edit Quote – Adding or 
Removing Plan options 
 
Clone Quote – Changing the 
Census, Funding Type or 
Effective Date. 
 
Generate Proposal - Any time 
a change is made to a quote, 
generate a new Proposal.  
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