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1 Introduction  

The On-Exchange enrollment process allows consumers and brokers to apply for and enroll in individual health insurance 

coverage through the Virginia State Based Exchange (SBE) marketplace.  

 

The Off-Exchange enrollment process allows consumers and brokers to apply for and enroll in individual health insurance coverage on 

the Portal. Enrollment on the Portal is for QHP Off-Exchange and Non-QHP plans only.  

 

Users will be able to compare health insurance plans and create quotes for individuals and their dependents on the Portal before 

completing the enrollment on the SBE website (On-Exchange) or the Portal (Off-Exchange). 

 

This user guide provides information about the On-Exchange enrollment and Off-Exchange enrollment and benefits management 

process for agents/brokers.
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2 Login Screen 

The Sentara users will be able to login to the portal by using the Optima Portal link that was shared through the welcome email.  Whereas, 

the brokers will continue to follow the current way of logging in from the Sentara main website using the SSO username and password. 
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3 Quoting and Enrollment (On-Exchange) 

The section below provides step-by-step, easy-to-follow instructions for creating quotes and completing the enrollment 

process. 

3.1 Start Quoting Process 

Log in to the Sentara Health Plans Portal using the login credentials.  User will be navigated to Home page. 

Start the quoting process by clicking the Get Online Estimate button highlighted in the below screenshot.  
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You will be navigated to the Basics information entry screen, where you enter the basic information to start building a 

profile for the customer who needs coverage. Enter the customerôs home zip code and the effective date from when the 

customer wants the coverage to be effective. Enter the primary applicantôs Gender, Date of Birth and tobacco usage. For 

details on how to add/remove basic demographic information about the child and spouse, please refer to sections 3.2 and 

3.3, respectively. Also, household size and income could potentially help you find out the subsidy eligibility. 
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3.2 Add Dependent 

Follow below steps to add or remove dependents to the coverage in the basic information capture screen detailed out in 

section 3.1. 

Click on the +Dependent button.      

 

The application displays Dependent section as in the below screenshot. Enter the required dependent information.  You can 

add any number of dependents by clicking + Dependent button.  In case if you choose to remove the newly added 

dependent, click on the -Remove button. 
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3.3 Add Spouse 

Follow below steps to add or remove a spouse to the coverage in the basic information capture screen detailed out in section 

3.1. 

Click the +Spouse button. The application displays Add Spouse section. 

 

The application displays Spouse section as in the below screenshot. Enter the required spouse information.   Enter the 

required information to add a spouse. Click the -Remove button if the user wants to remove spouse details. 
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3.4 View Available Plans 

After adding the Spouse/Dependent details and entering data for all required fields in the Basics section, Click See Plans 

button to view all the available plans. 

 

The application displays plan details as shown below. 
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3.5 Sort and Filter Plans 

You can filter plans by using Filter By  or Sort By options in the left pane of the plans page.  

Sort and Filter  options are available in the left pane of the plans screen.  

 

User can select different types of filtering as per the requirement. 

Choose the Plan Category (QHP On-Exchange/QHP-Off -Exchange/Non-QHP plans)  

 

The application shows Filter By  option by default.  

Click Sort By to sort the plans as per the requirement.   
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3.6 Compare Plans 

You can compare different plans by selecting the specific plan and then clicking the Compare button. 

Click on the Compare checkbox corresponding to the list of plans that you want to compare. Then, click Compare Plans 

button to compare the plans. 

    

 

The application displays the Plans Compare page as shown below.   
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You can perform a few sets of actions to get access to the plan comparison information (refer to the below screenshot) - 

¶ Click the Email icon and enter the email in the pop-up to receive a PDF file of the comparison of plans.  

¶ Click the Download icon to get a PDF file of the comparison of plans. 

¶ Click the Print  icon to print a PDF file of the comparison of plans. 

¶ Click the Close icon to exit the plan comparison screen. 

  



 

 

 
14                                                                                                                                              Sentara Health Plans Portal User Guide 
 

3.7 View Summary of Benefits Coverage (SBC) 

Click the SBC button to view or email the summary of benefits and coverage details. 

 

When the View button is clicked, a PDF file is opened explaining the Summary of Benefits and Coverage (SBC).  

 

When the Email button is clicked, a pop-up shows up, allowing the user to enter their email address to send the SBC. 
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3.8 View Plan Details 

Click on More Details button to view all the coverage information.  

              

 

In the Plan Benefits Details section, you can access the PDF using the icons on the upper right corner.  
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Click the Email icon to email the Plan Benefit Details to the specified email ID.       

                

Click the Download icon to download the Plan Benefit Details. 

Click the Print  icon to print the Plan Benefit Details. 

Click the Close icon to go back to the plans listing page. 
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3.9 Plan Checkout to initiate enrollment process 

On the plan listing page, click the Add To Cart  button to add an applicable plan to the cart. Click the Cart  icon to view all 

the plans added to the cart. 

 

To enroll in a plan, click the grey Select button to select the plan.  

 

Click the Cancel button if the user wants to cancel the quoting. 

Click the Continue Shopping button to go back to the plans section. 

After the plan is selected, click the Begin Enrollment button to initiate enrollment process. 
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The system will display a popup to capture contact details of the primary applicant.  Enter the required details and click on 

the Save button to continue. 

 

The system will display the below informational popup.  Click on the Proceed button to redirect to the Application Details 

screen. 
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3.10 On-Exchange (State Based Exchange) Enrollment Process  

Once the user clicks on the óProceedô button from section 3.9 above, you will be navigated to the enrollment information 

page as shown below.  This is a landing page where all the information you entered so far gets displayed.  

Important Note: To complete the actual enrollment, you will have to click on the óGo to Virginiaôs Insurance 

Marketplace Websiteô button shown in the below screen to navigate to Virginiaôs Insurance Marketplace website. The 

system will open a new window with Virginiaôs Insurance Marketplace website. The direct link for Virginiaôs Insurance 

Marketplace website is: www.marketplace.virginia.gov. In order to avoid double data entry, you can copy paste all the 

information you have entered so far in the Sentara Portal into Virginiaôs Insurance Marketplace by clicking the copy icon 

thatôs present next to each field in the below screen. 

Click on the arrow at the right side of the Primary contact details to expand to get ALL details entered.  Please refer to the 

below two screenshots. 

 

 

 

http://www.marketplace.virginia.gov/


 

 

 
20                                                                                                                                              Sentara Health Plans Portal User Guide 
 

3.11 View Existing Quotes 

Click on the top-level Quote menu.  You will be navigated to below screen.  Then click on the óMy Quotesô highlighted in 

the below screenshot. 

 

 

You will be navigated to the My Quotes screen as in the below screenshot.  The application displays the list of quotes 

created by the particular broker or Sentara users.   
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4 Managing On-Exchange Enrollment 

4.1 Update Personal Information 

 

To make changes to the personal information of the customer, you will have to go to Virginiaôs Insurance Marketplace 

Website by following below steps. 

Search for the customer from the Customer screen and drilldown on the customer name to navigate to Individual Details 

screen.   

 

Click on the Coverage tab or Coverage Administration tab and click on the Plan Name to navigate to the 

Coverage Detail Screen. 
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You will be navigated to the below coverage detail screen.  Click on the Change Personal Information button. 

 

 

 

The system will display the below popup with the below message indicating that in order to change the personal information 

of the subscriber you will have to go to Virginiaôs Insurance Marketplace Website.  You can click on the Virginiaôs Insurance 

Marketplace Website logo to get redirected by the system to the Virginiaôs Insurance Marketplace Website. 
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4.2 Manage Member (Add/remove dependent) 

 

To make changes to the covered members (add/remove dependent) to the coverage, you will have to go to Virginiaôs 

Insurance Marketplace Website by following below steps. 

Search for the customer from the Customer screen and drilldown on the customer name to navigate to Individual Details 

screen.   

 

Click on the Coverage tab or Coverage Administration tab and click on the Plan Name to navigate to the 

Coverage Detail Screen. 
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You will be navigated to the below coverage detail screen.  Click on the Manage Dependent(s) button. 

 

 

 

The system will display below popup with the below message indicating that in order to add a dependent or remove a 

dependent you will have to go to Virginiaôs Insurance Marketplace Website.  You can click on the Virginiaôs Insurance 

Marketplace Website logo to get redirected by the system to the Virginiaôs Insurance Marketplace Website. 
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4.3 Change Coverage 

 

To make changes to the on-exchange coverage, you will have to go to Virginiaôs Insurance Marketplace Website by 

following below steps. 

Search for the customer from the Customer screen and drilldown on the customer name to navigate to Individual Details 

screen.   

 

CƭƛŎƪ ƻƴ ǘƘŜ ΨChange CoverageΩ ōǳǘǘƻƴ either from the Coverage tab or Coverage Administration tab as shown 

in the below screenshot. 
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The system will display below popup with the below message indicating that in order to complete the transaction you will 

have to go to Virginiaôs Insurance Marketplace Website.  You can click on the Virginiaôs Insurance Marketplace Website 

logo to get redirected by the system to the Virginiaôs Insurance Marketplace Website. 
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4.4 Manage Renewals (On-exchange Passive Renewal Quote/Plan finalization) 

On the Sentara Health Plans Portal home page click on Customers tab.  

 

The application displays the customer screen.  Perform a search to bring up the expected customer by using various search 

criteria displayed in the below screenshot.  Click on the Customer Name to navigate to the Customer/Individual Detail 

screen.  
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From the below Customer/Individual Detail Screen, click on the Renewal Center link on the left pane (this option is 

available only during the Open Enrollment period to review and confirm the enrollment for the next plan year).  

 

 

You will be navigated to the Renewal Center section of the screen as shown below.  You can view the renewal plan, rate 

details, renewal letter that was sent out to the customer by mail and also view the benefit summary.   

 

You can click on the óRenewal Letterô link shown below to view the renewal letter that was sent out to the selected customer 

by mail. 
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You will see the renewal letter as shown below ï 

 

You can download the summary of benefits by clicking the óDownload Summaryô link shown in the below screenshot. 



 

 

 
31                                                                                                                                              Sentara Health Plans Portal User Guide 
 

 

You will see the Summary of Benefit document as shown below ï 

 

After reviewing plan, rate, renewal letter and summary of benefits, you can finalize the renewal for the upcoming plan year 

by clicking the óFinalize Renewalô button shown in the below screenshot. 
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The system will display below popup with the below message indicating that to finalize the coverage for the next year you 

will have to go to Virginiaôs Insurance Marketplace Website.  You can click on the Virginiaôs Insurance Marketplace 

Website logo to get redirected by the system to the Virginiaôs Insurance Marketplace Website. 
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5 Quoting and Enrollment (Off-Exchange) 

5.1 Start Quoting Process 

Refer to section 3.1 to 3.5 for steps to create a quote.  The only difference between on-exchange and off-exchange quoting 

is that, to create an Off-Exchange quote, choose only these two plan types.  

 

As a first step, before adding any plans to the cart, select the plan category as either QHP Off-Exchange or Non-QHP Plan 

to view all the off-exchange plans in the below plan listing screen.  
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5.2 Start Enrollment Process  

Select the applicable plan by clicking on the grey Select button and then click on the Begin Enrollment  button.  

 

 

The application displays a pop-up to fill in the customer contact details as shown in the below screenshot. Enter the contact 

details and click Save. 
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The application displays Overview Chapter as shown in the below screenshot. Review the instructions and then click on 

the Next button.  

 

The application displays Your Household section. Enter the personal information in the respective fields and click Next. 
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The application displays the Coverage Detail section. Click Next to display Supporting Information  section. 

 

Enter the Insurance Broker and Agency information and click Add. Click Next to proceed. 

 

 Add the required attachments and click Add. Click Next button. 
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You will be navigated to the below Accidental and Sickness Insurance confirmation page.  Choose the applicable answer 

and click Next. 

 

You will be navigated to the below Authorization screen.  Electronically sign in to the application and click Submit 

Application  button. The application will be sent for review. 

 

 

  



 

 

 
39                                                                                                                                              Sentara Health Plans Portal User Guide 
 

To make the payment, click on Pay button. The application will be redirected to make the payment. 

To download the application details into pdf, click on Download Application button. 
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5.3 Managing Renewal (Off -Exchange Passive Renewal Quote/Plan finalization) 

 

On the Sentara Health Plans Portal home page click on Customers tab.  

 

The application displays the customer screen.  Perform a search to bring up the expected customer by using various search 

criteria displayed in the below screenshot.  Click on the Customer Name to navigate to the Customer/Individual Detail 

screen.  
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From the below Customer/Individual Detail Screen, click on the Renewal Center link on the left pane (this option is 

available only during the Open Enrollment period to review and confirm the enrollment for the next plan year).  

 

 

You will be navigated to the Renewal Center section of the screen as shown below.  You can view the renewal plan, rate 

details, renewal letter that was sent out to the customer by mail and also view the benefit summary.   

 

You can click on the óRenewal Letterô link shown below to view the renewal letter that was sent out to the selected customer 

by mail. 
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You will see the renewal letter as shown below ï 

 

You can download the summary of benefits by clicking the óDownload Summaryô link shown in the below screenshot. 



 

 

 
43                                                                                                                                              Sentara Health Plans Portal User Guide 
 

 

You will see the Summary of Benefit document as shown below ï 

 

After reviewing plan, rate, renewal letter and summary of benefits, you can finalize the renewal for the upcoming plan year 

by clicking the óFinalize Renewalô button shown in the below screenshot. 










































































































