The Direct Enrollment Portal Assistant
Training Manual
For Brokers Use Only
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About This Training Manual
Target Audience
This Training Manual has been designed for the brokers to enroll the new prospects for OEP or SEP or update
existing application when re-directed to Direct Enrollment from VUE Broker Portal.

Prerequisites
Following are the prerequisites for the user to use this application:


Users must be familiar in using the web application



Users must be able to use the mouse



Users must set the screen resolution to 1024 X 768 in order to have a better look and feel of the
application

Tips to the User
Always make the selection from left to right.
Prospects: Brand new or to-be members.
Subscriber: Main applicant.
Members: Existing members.
Newly Enrolled members: After enrollment is submitted for applicant.

Direct Enrollment Portal for Brokers
Introduction
The Direct Enrollment Portal is the application of Molina to enroll/renew members during Open Enrollment Period
(OEP) and Special Enrollment Period (SEP). There are different types of users who can access this portal through
different levels of authentication.
Features of Direct Enrollment Portal:





Easy enrollment process
Binder Payments
Auto-Pay set up
PCP selection
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We are pleased to offer you the Direct Enrollment (DE) portal to support your business. During open enrollment
period used DE to enroll new members. Now you can use DE to enroll members outside of the Open Enrollment
Period (OEP) for Special Enrollment.

Getting Started with the VUE to Direct Enrollment Integration
In this manual, the logged in user is a Broker, and the document shows the scenarios being performed by the
Broker.
By logging into Broker portal/VUE you will have an access to DE portal.

Figure 1.0 Logging into Broker Portal/VUE
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Creating a Prospect in VUE Broker Portal
Follow the steps below to create a prospect in VUE Broker Portal
1) Hover over ‘Prospect Management’ tab and click on ‘Self-Generated Prospects’. This will take you to the
page where you will see list of prospects those have been generated. You can also see the status of prospects’
in the same page, such as:
a.

Prospect

b.

Enrollment Complete,

c.

Enrollment Incomplete,

d.

Payment not made,

e.

Payment made, etc.

Figure 2.0 Broker Portal/VUE: Prospect Management Tab
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Create a Prospect
Click on the icon shown in the mock up below to create a new prospect.

Figure 2.1 Broker Portal/VUE: Creating a new Prospect
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After clicking on the icon to create a prospect, you will be directed to the page below where all the mandatory
information for prospect needs to be filled out. Mandatory fields are highlighted in the screen shot below. Once all
the mandatory information is filled out, click on ‘Save and Close’ button at the bottom of the page. Saving the
prospect is mandatory, before clicking on ‘Enroll’ button.

Figure 2.2 Broker Portal/VUE: Creating a new Prospect
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Click on ‘Ok’ after saving the prospect information and the message below appears.

Figure 2.3 Broker Portal/VUE: Save the Prospect
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Once the prospect is successfully saved, their information will be generated in ‘Self-Generated Prospects’ list as
shown below.
If you have Subscriber ID of the prospect, it can be entered in ‘Subscriber ID’ field. That will filter the list to one
prospect with matching Subscriber ID.
Upon clicking on ‘Enroll’ as highlighted in the screen shot below, you will be directed to Direct Enrollment
application.

Figure 2.4 Broker Portal/VUE: Link to DE
Exceptions: If the Prospect belongs to CA/WA states, irrespective of the Prospect type, when you click
Renew/Enroll, it will re-direct to those state websites but not Health Sherpa or DE portals.
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Navigating the Direct Enrollment Portal
Direct Enrollment Landing Page
When you first click on ‘Enroll’ button in VUE/broker portal, you will be taken to DE landing page. In this page,
you will:
Action

Timeframe <during>

Expectation

Select ‘Become a Member’

November 01, 2016 –

This selection will allow you to start a brand new application

2017 by clicking on ‘Enroll’

December 31, 2016

for prospects willing to enroll during Open Enrollment Period

button.
Select

for Marketplace 2017 plans.
‘Special

Enrollment

2016’ by clicking on ‘Act Now’

November 01, 2016 –



December 31, 2016

This selection will allow you to start a brand new
application for prospects willing to enroll during Open
Enrollment Period for Marketplace 2016 plans, if they
have a life changing event.



This selection will allow you to update existing Molina
member’s application under change in circumstances, if
they have a life changing event.

Figure 3.0 Direct Enrollment Portal: Landing Page (November 01, 2016 – December 31, 2016)
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Action

Timeframe <during>

Expectation

Select ‘Become a Member’

January 01, 2017 –

This selection will allow you to start a brand new application

2017 by clicking on ‘Enroll’

January 31, 2017

for prospects willing to enroll during Open Enrollment Period

button.
Select

for Marketplace 2017 plans.
‘Special

Enrollment

2017’ by clicking on ‘Act Now’

January 01, 2017 –



January 31, 2017

This selection will allow you to start a brand new
application for prospects willing to enroll during Open
Enrollment Period for Marketplace 2017 plans, if they
have a life changing event.



This selection will allow you to update existing Molina
member’s application under change in circumstances, if
they have a life changing event.

Figure 3.1 Direct Enrollment Portal: Landing Page (January 01, 2016 – January 31, 2016)
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The focus is 2017 Open Enrollment
Ask with members, if they want to enroll for Open Enrollment Period for 2017 plans. If members have any qualifying
events, such as changes in household, location, or coverage, they can enroll in Special Enrollment Period for 2016
plans. If members want to enroll for Open Enrollment 2017, click on ‘Enroll Now’ button. If members want to enroll
for Special Enrollment 2016 or update existing 2016 application, click on ‘Act Now’ button.
Members want to enroll for OEP 2017

Your Information Page
When you click on ‘Enroll Now’, you will be landed to ‘Your Information’ page. ‘Your information’ is where you
will fill out the prospects’ information.
Broker FFM ID and Office Phone Number are mandatory for you to proceed after filling out other mandatory fields
with prospects’ information.

Figure 4.0 DE: Your Information Page
Members want to enroll for SEP 2016 during (11/01/2016 – 12/21/2016) and (01/01/2017 – 01/31/2017)

Special Enrollment Page
In this page, you will choose the qualifying life event for the prospect.
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Read to prospects:
1) Change in Family size due to marriage, birth , adoption, placement in foster care, qualifying child-support
order, legal separation, divorce, or and death.
o

If you gain, lose or become a dependent through any of the above events you may be eligible to
enroll in a new health plan up to 60 days after the event occurred.

2) Relocation due to moving out of coverage area or release from incarceration.
o

If you gain access to a new health plan as a result of a permanent move, including release from
incarceration, you may be eligible to enroll in a new health plan up to 60 days after the event
occurred.

o

If an applicant is an existing Molina member and is moving out of state, read the following
disclaimer to them, “If you are a Molina member and moving to a different state, you must apply
for coverage through Healthcare.gov or contact them at 1-800-318-2596.”

3) Loss of coverage such as lose access to Medicare, Medicaid or employer-sponsored coverage, pregnancyrelated coverage, and medically needy coverage.
o

If you lose minimum essential coverage or any of the above coverage, you may be eligible to enroll
in a new health plan up to 60 days after the loss of coverage occurred.

If prospects have any of the above three life changing events, select the category they qualify for, such as: family,
relocation, or loss of coverage, by clicking on ‘Select’ button.
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Figure 5.0 DE: Special Enrollment Page

Select the date when the life changing event occurred for them and click on Submit. They have 60 days from the day
life changing event occurred to be qualified for Special Enrollment. If their event date is past 60 days, they will not
be qualified for Special Enrollment and the following error message will display.
“Based on the date entered, you do not qualify to enroll in a new health plan at this time. Please visit
www.healthcare.gov to determine if you qualify under an exceptional scenario.”
If prospects are eligible under exceptional scenario listed under category ‘Other’, enroll them via Healthcare.gov, or
direct them to Healthcare.gov. If the category prospect mentioned is not listed on the DE SEP page, try to enroll or
direct them to Healthcare.gov to see if they qualify to enroll in SEP under extremely exceptional circumstances.
Read to Texas applicants:
“If you have a baby, adopt a child, or place a child for foster care, your coverage can start the day the child has
become the subject for a suit for adoption or placement for adoption or when the legal right to control the child's
health care was gained, whichever is earlier. - If You do not enroll the adopted child or child placed with You or
Your Spouse within 60 days, the child is covered for only 31 days.”
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Figure 5.1 DE: SEP Page -> TX Disclaimer
When you click on ‘Submit’ on SEP page after selecting qualifying events and date of occurrence, you will be landed
to ‘Your Information’ page. ‘Your information’ is where you will fill out the prospects’ information.
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Common process after ‘Your Information’ page
Link to Healthcare.gov
Once you fill out the mandatory information in “Your Information” page, click on Submit button at the bottom of the
page. When you click on submit button in Your Information, Pop-Up message will be displayed as a disclaimer.
Read the disclaimer to the prospects.
Click on Continue in order to be directed to Healthcare.gov to fill out the rest of the application.

Figure 6.0 Redirect to Healthcare.gov
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Navigating the Healthcare.gov
Login Page

Figure 7.0 Healthcare.gov Login Page
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Start Application in Healthcare.gov
During OEP current year should be selected for Special Enrollment, and next year should be selected for Initial
Enrollment

Figure 8.0 Healthcare.gov ‘Start Application’
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Find existing application by providing necessary information in fields below or start new application by clicking on
the link ‘Start a new one’ as highlighted below.

Figure 8.1 Start New Application
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Check the box highlighted below to agree to the information provided and continue to the application.

Figure 8.2 Agree – Continue to the Application
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Before going into the application, carefully read and select the information in dropdown those are applicable for
prospects as highlighted below example.

Figure 8.3 Before Getting Started
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Select answers to the questions below by clicking on ‘Yes’ or ‘No’, based on the information prospect provides.

Figure 8.4 Questions About Prospect

23

Fill out the application based on prospect’s household information. Every fields ‘optional and mandatory’ should be
read to the prospect. Optional information can be left out, but prospect should be informed about it.

Figure 8.5 Application – Household Information
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Example of error message

Figure 8.6 Error Message
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Fill out the section based on prospect’s current income information. Add source of prospect’s income if they are
employed.
Every fields ‘optional and mandatory’ should be read to the prospect. Optional information can be left out, but
prospect should be informed about it.

Figure 8.7 Income Information
Select type of income, salary and frequency.

Figure 8.8 Income Information: Type of Current Income
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Example of filling of employment type details.

Figure 8.9 Income Information: Current Income Type Details
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Below are some additional questions to complete the application. Check the box/s if any of the following is
applicable to the prospect.
Highlighted number on the top right corner is ‘Application ID’. It is useful for both brokers and members to keep it
noted and handy.

Figure 8.10 Additional Questions in Application
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Complete the coverage section based on prospect’s information and review ‘Questions about life changes’ to see if
they qualify for Special Enrollment at any time. If they have had any life changes, check on the ones those apply.

Figure 8.11 Coverage Questions

29

Review Application
Review application summary carefully read it to the prospects. Click on ‘Edit’ button, if anything needs to be
updated.
Part 1: Review application

Figure 9.0 Review Application: Part 1
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Part 2: Review application

Figure 9.1 Review Application: Part 2
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Part 3: Review application

Figure 9.2 Review Application: Part 3
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Link to DE
After healthcare.gov application is completely filled out, ‘Eligibility Results’ will be provided under section 1 as
highlighted below.

Figure 10.0 Redirect to DE
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Click on a green button ‘View Eligibility Results (PDF)’ to generate prospect’s eligibility details.
Once ‘View Eligibility Results (PDF)’ is clicked, ‘Return to Enrollment Website’ button will activate. Click on
“Return to Enrollment Website” to get directed back to Molina’s Direct Enrollment (DE) to complete and submit the
enrollment.

Figure 10.1 Redirect to DE
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Link Back to Direct Enrollment (DE) Portal
View Eligibility Status
In eligibility status screen, you will be able to view the eligibility status for the main Subscriber (main prospects) and
members. Subscribers are the main policy holders and members are their dependents.

Figure 11.0 Eligibility Status, Tax Credit, and Cost Sharing Reductions
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If the subscriber’s (dependents) are not eligible for any reasons, a pop-up will display in the portal with details that
you should explain to the subscriber with next steps advice. The pop up will have reason for non-eligibility
determined by healthcare.gov.

Figure 11.1 Eligibility Status
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You will explain to the Subscriber what Tax Credit is and if they qualify for it based on their eligibility verification
done by their state agency.
Tax Credit: Tax credits help you to afford your health care coverage with Molina. The Exchange will determine your
eligibility to receive tax credits based on your annual income and other factors. If you qualify for them, tax credits
can be applied at tax time, or they can be applied to your monthly health insurance premium, whichever you
choose. When tax credits are applied to your health insurance premium every month, it is referred to as “Advanced
Premium Tax Credit” or APTC for short. To learn more about tax credits, go to Healthcare.gov.
Help text is provided for tax credit. Hover over the ‘?’ icon next to the ‘Tax Credit’ to find the text above.

Figure 11.2 What is Tax Credit
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You will explain to the member what Cost Sharing Reductions is and notify to them that they will know if they
qualify for it while selecting a plan.
You will need to let the prospects know that they might/might not qualify for it depending upon their eligibility
determined by Healthcare.gov and if they qualify for it, they will save more ‘$ amount’ on their premium.

Figure 11.3 Cost Sharing Reductions
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APTC Selection
Explain to the members how tax credit works as displayed in the box below next to ‘Tax Credit’ box.

Figure 12.0 Tax Credit Selection
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Tobacco
Let users know that their rate will not affect by tobacco usage!!
Ask subscribers and their members regarding their tobacco usage habit and inform them that we collect this
information only for our records. If they smoke, ask them, when was the last time they used tobacco regularly (4 or
more times per week). Save the date clicking on the calendar icon.

Figure 13.0 Tobacco Usage
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Your Health Plan
This screen will display all health plans that prospects are qualified for. Always focus on the recommended plan and
explain the difference of it with other plans. At the bottom of the plan box is a ‘Learn more about this plan’. It includes
the Summary of Benefits and Coverage (SBC). SBC contains the detail of plan that needs to be explained to the
prospects.
Prospects should be informed about the savings made through the APTC subsidy towards their total premium
resulting in the balance due amount per month.
(Total Premium Amount – APTC = Monthly Premium Balance DUE)

Figure 14.0 Health Plan Options
Rate filing notice is newly added for MP2017. ‘Rate Filing Notice’ link highlighted in the screen shot above will
display information regarding any rate changes. As per new the requirement, if premium rate is increased or decreased
by 10%, ‘Rate Filing Notice’ needs to be displayed.
You will notify the member if they qualify for Cost Sharing Reductions while selecting a plan. If they qualify for
Cost Sharing, it will appear in recommended plan.
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Click on ‘Enroll’ button to enroll the prospects in selected plan.

Figure 14.1 Enroll in Plan
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Attestations
You should read the attestations line by line to the prospect. If you have any remarks, you can add that in the text box
provided below the disclaimer.
You are required to fill out your NPN number, State License Number, and Date.

Figure 15.0 Attestations
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Submit Enrollment
Once attestation is signed as “I Agree”, you may explain the plan selected by prospect to them before submitting the
enrollment.
‘View full plan information’ has same contents as ‘Learn more about this plan’ from “Your Health Plan” page.
‘Change Plan’ option should be notified to the prospects. You should confirm with prospects if they would like to
proceed with the plan that was originally selected or if they would like to change to a different plan. Enrollment
submission is still due at this step. Click on ‘Change Plan’ if prospects choose to change to a different plan and you
will be directed back to “Your Health Plan” page with different plan options.
Confirm with the prospect and click on ‘Enroll in this Plan’ to submit the selected plan.

Figure 16.0 Submit Enrollment

Submit Enrollment Confirmation
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Provide the coverage start date, end date, bill due date (monthly), Subscriber ID, and Policy ID, and plan name to the
prospects.
Encourage the prospect to make a payment in order to complete their enrollment and start the service in 1/1/2016.

Figure 17.0 Choose to Make a Payment
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Make a Payment
Payment details
Ask for the payment information details with member as highlighted below.
After receiving payment details ask and confirm the billing address information.
Read to the prospects:





I authorize Molina Healthcare to Debit/Charge my account
Save this account for future usage (optional): explain to prospects that they can save their payment profile
so that they don’t have to enter it every time they need to make a payment.
By checking this box you are signing up for the Auto-Pay: Explain what is AutoPay and the benefits.
Explain to member what AutoPay is. Definition can be found by hovering over the question mark next to
AutoPay. “Autopay is a convenient payment feature that provides you peace of mind. When you register
for Autopay, your payments will be deducted automatically each month from the account of your
choice. See the Autopay Terms and Conditions when you register for Autopay for more information.”

If brand new prospects are making partial payments, inform them that their coverage won’t become effective until
they make full binder payment. Read the following disclaimer to the prospects who are making partial payment,
“For new members, pay the Total Balance Due to activate your coverage.”

Figure 18.0 Payment Details
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Broker’s Attestations
If you are signing up members for AutoPay, once you click on, “Check this box to register for AutoPay and agree to
Terms and Conditions”, the pop-up will apprear. The pop-up will have Attestations that you will need to agree to, in
order to continue signing up member/prospect for AutoPay. Your name will be displayed under the followign
Attestation, “I hereby certigy that the member requessted that he/she be registered for AutoPay and is expecting a
personal email confirmation from Molina that registeration for AutoPay is complete. I will not register my clients for
Molina’s AutuPay program without my client’s prior consent.”

Figure 18.1 Broker Attestations
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AutoPay Disclaimer
If the prospects wish to sign-up for Auto-Pay the following disclaimer will appear, which sould be read to them. Once
the disclaimer is all read or if the bar on the right corner is scrolled down, ‘I Agree’ button will activate. You should
click on ‘I Agree’ to continue. Clicking on ‘I Agree’ button will sign you up for the Auto-Pay with primary payment
information entered in payment section.

Figure 18.2 Auto-Pay Disclaimer
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Billing Confirmation
Once you click on ‘Continue’ in payment information screen a ‘Payment Verification’ pop up will appear with the
billing confirmation. Prospects should be read the information in ‘Payment Verification’ mockup as such: You are
making a payment of $ amount, From account ending XXXX, On Date: XX/XX/XX
Is this information correct?
If the information is correct, click on Yes. If the information is incorrect, click on No and you will be directed back
to ‘Make a Payment’ page to reenter the bank information fields.

Figure 18.3 Billing Confirmation
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Payment Reference Number
Provide the details to member on payment reference number and all other fields highlighted below. Provide member
with an option to receive payment confirmation to their email. Confirm the email address with them one more time.

Figure 18.4 Payment Reference and details
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Figure 18.5 Send or Change Email

Figure 18.6 Send Email
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Figure 18.7 Change Email
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Figure 18.8 Confirm new email

Upon successful submission of payment; portal will send My Molina registration link to the member. You will
receive a following message on ‘Payment Confirmation’ page, “My Molina registration link has been sent to
member’s email address. Please ask member to click on the link to complete My Molina registration”
Upon receiving this message, let the members know:


They should be receiving a registration link from Molina. They shall log into their mailbox to register into
MyMolina.



By registering in MyMolina, they can manage their payment and AutoPay.



Members will only get access to View/Pay bill for few days until Molina receives their enrollment
confirmation from their State Agency.



They can enjoy full access of MyMolina account once Molina receives their enrollment confirmation from
their State Agency.
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Select Doctor
Once payment is made, you can choose the PCP for members. Let the members know about their PCP options.
Motivate members to choose PCP at this step, but you should also inform them that they can choose their PCP later
via My Molina portal once they become an active member. They become active members once Molina receives their
enrollment confirmation from state agency.
Ask prospects within what distance would they like to choose PCP.
Notify members that they cannot choose PCP for their dependents at this step. They can do it via My Molina portal
or CSR once they become an active member.

Figure 19.0 Select PCP
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Summary
Summary page shall always be read to the newly enrolled members. All highlighted fields are important for
members to know.
Subscriber ID is one of the most important # that needs to be given out to the members and let them know how they
might need it anytime.

Figure 20.0 Select PCP
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