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Agent Portal

This Quick Reference Guide is for Agents to help you navigate the new features of the Agent

Portal implemented in August 2015. To access this guide, click the Help button at the top right

of any Agent Portal screen. This guide is supplemental to all training materials available to
Agents on TRIS at http://tris.eku.edu/khbe/default.aspx. The Agent Portal is only available to
Agents. kynectors continue to have access to their same dashboard.
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1. Agent Portal Dashboard Updates

As of August 2015, there will be updates to the kynect Agent dashboard. Though the look of the
dashboard will change, the updates give greater functionality to Agents, making it easier for them to
focus on the individuals they are helping.

The following pages are organized by the different tabs of the Agent Portal:
Overview

Book of Business

Messages

Settings
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2. Agent Portal Overview Tab (Dashboard Landing Page)

Just as before, navigate to kynect.ky.gov to access your Agent Dashboard and login with your Kentucky
Online Gateway (KOG) credentials.

The new Dashboard screen displays. You automatically land on the Overview tab and page. You will
notice it looks very different from the previous Dashboard. Most notably are the four main squares in the
middle of the page and the top bar of new tabs.

While Agents always had the ability to see all their clients, the process for viewing and searching for
them took time and effort. The new My Clients box in the upper left-hand corner makes it clear and
easy to see how many clients you are working with currently, as well as how many you have worked
with in the past. It also divides the clients into Small Business Health Options Program (SHOP) and
Individual applications and calls out the clients you have most recently added in the last month. You
can also click View More, which will take you to the new Book of Business tab. This tab gives you
greater detail to your client list and Advanced Search functionality.

Welcome Yff Umaqdkyo | Sign Out | About | Help

—_——
kyn ect My Account

Overview

Book Of Business My Quotes My Delegates Messages Settings

Quick Links

Initiate an Application for
Individual

tiat Application for lients
Initiate an Application fo My C
Employer
Pre Screen?nc Individual SHOP Individual
Pre-Screening (Employer)
312

Active 347
Kentucky DOI
APTC Calculator

Training Materials
SHOP Tax Credit Estimator

Current 152 Termed 171

Past 14 17 Pending 277

) Clients Added In The — n Expired RFl 213
Issuer Websites Last Month 4

Aetna Health Inc. ~ RFl about to expire in a week 1

Alpha Dental
Programs,inc View More View More
Anthem Health Plans of

Kentucky. Inc.

N MQutes |
BEST Life and Health

T L View More leads to the

Bluegrass Family Health Current Prospects 2 77 Book of Business tab
Inc

CareSource Kentucky Co. Abandoned

Delta Dental of Kentucky Prospects

Dentegra Insurance N
Company . Prospects Added In 10 13
—omeeny The Last Month

Reports

Agent Case Notes

Prospect Template (Individual)
Prospect Template (Employer)

View More View More

©Copyright 2013 f [E B /in Build Number: 1.0.0.0 1-855-akynect (459-6328)
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The next box is the My Prospects box, a brand new feature. My Prospects allows Agents to track
individuals that have started an application with them. In October 2015, this feature will also allow
Agents to track individuals that they have had conversations with, but for whom they have not yet
started an application. This feature will make it increasingly easier for Agents to keep track of leads and
manage follow-up conversations with individuals. Like the My Clients box, My Prospects is also
classified by SHOP and Individual clients, with the call-out in the bottom row for recently added
prospects.

The View More link for My Prospects also leads to the Book of Business tab, which gives you greater
detail to your prospect list and Advanced Search functionality.

Ap— Welcome YffUmadkyo | Sign Out | About | Help
kynect

My Account

Overview Book Of Business My Quotes My Delegates Messages Settings

Quick Links

Initiate an Application for
Individual

itiat e
Initiate an Application fol My Client
Employer
Pre-Screening (Individual) SHOP Individual Active 347
Pre-Screening (Employer)
Kentucky DOI
APTC Calculator
Training Materials
SHOP Tax Credit Estimator

My Policies

Current 152 312 Termed |
Past 14 17 Pending 277

) Clients Added In The = n Expired RH 213
Issuer Websites Last Month

Aetna Health Inc. ~ RFI about to expire in a week 1

Alpha Dental
Programs,inc View More
Anthem Health Plans of

BEST Life and Health SHOP Individual
Insurance Company

View More

Bluegrass Family Health Current Prospects 2 77
Inc

CareSource Kentucky Co. Abandoned 7 T
Delta Dental of Kentucky Prospects

Dentegra Insurance
Prospects Added In

Company T The Last Month v ’

Reports

Agent Case Notes

Prospect Template (Individual) .
Prospect Template (Employer) Vl ew More |eadS to the

Book of Business tab

View More View More

©Copyright 2013 f 'E :II‘I: Build Number : 1.0.0.0
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The My Policies box displays the enrollment numbers and statuses of your clients: Active,
Terminated, and Pending. It also highlights Expired RFIs and notifies you of RFIs About to Expire in

a Week. This feature is particularly beneficial in helping you follow up with individuals who may have
missing information, documentation, or any other outstanding item.

Clicking View More under the My Policies box also brings you to the Book of Business Tab, but with
additional policy-related filters such as Plan Year, Status, RFI Due, and Insurer.

Welcome Y Umqdkyo | Sign Out | About | Help

My Account

m Book Of Business My Quotes My Delegates Messages Settings

Quick Links

Initiate an Application for
Individual

Initiate an Application for
Employer My Clients My Policies

Pre-Screening (Individual) SHOP Individual Active 347
Pre-Screening (Employer)

Kentucky DOI Current 152 312 Termed
APTC Calculator

Training Materials Past 12 17 Pending
SHOP Tax Credit Estimator

L
ha}

[~
=

b
~
<

Clients Added In The Expired RF
Issuer Websites Last Month 72 4

Aetna Health Inc - RFl about to expire in a week 1
Alpha Dental
Programs.Inc.

Anthem Health Plans of
Kentucky, Inc. My Prospects Mv 2
BEST Life and Health

ife and Hea SHOP Individual V
Insurance Company

~Llusorass Eamilicbealih &

]
et
(e}

View More View More

Clicking on View More leads you to the Book of Business tab
where you have additional filters such as Plan Year, Status, RFI
Due, and Insurer.

— Welcors YT Umadkps | Sign Out | About | Help
kyneCt My Account
More
Quick Links My Policy
Initiate an Application for Flaniiear 2015 v
Individual Staus T
= Select v 55- 459- )
Initizte an Application for TR
Employer RFI Due: Select v
| Pre-Screening (Individual —
Pre-Screening (Employer] neurer Al M
Kentucky DOI Reset
APTC Calculator m
Training Materials 4 v Name av Cased 4w Plan EnrolimentID & v Primary Subscriber ID 4w Plan D
SHOP Tax Credit Estimator
A
lssuer Websites — 10846060 001431163 01899792 23671KY002004301
systwodatathree

At s Hoaleh e
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3. Agent Portal Book of Business Tab

When an Agent clicks on the View More links under each main box, they are taken to the Book of

Business screen. Agents can also navigate directly to this page by clicking on the Book of Business tab
at the top of the page.

Overview ‘ Book Of Business My Quotes My Delegates Messages Sertings

Quilck Links
Initiate an Application for Market Segment Choose Client/Prospect
Individual T Current (lient v
Employer Fiest N .
Pre-5Screening (Individual i C|ICk on Advan Ced SearCh tO
e e L2 expand search screen filters
Kentucky DOI
APTC Calculator Advanced Search

SHOP Tax Credit Estimator

) & v Primary Name 4 v Phone Number a v Emall Address A v Case Number
lssuer Websites
Bhsirici ik il - SERPAN, CHRISTINE 110859275
Alpha Dental i
Programs,|
T _ SERPAN, CHRISTINE 110859375
Anthem Health Plans of
Kent z
SR L XXKKHIM, XPOYFOM (961) 363-9383 email253077 @gmail.com 110003380
BEST Life and Health
Insurance Company
lﬁuﬁmf“—” XKKKHIM, XPOYEOM (961) 363-9383 email253077@gmail.com 110003880
CareSource Kentucky Co.
Dielta Dental of Kentudky XNKKHIM, XPOYFOM (961) 363-9383 email253077@gmail.com 110003880
Dentegra Insurance
Company -
XXKKHIM, XPOYFOM (961} 363-9383 email253077@gmail.com 110003880
XXKKHIM, XPOYFOM (961} 363-9383 email253077@gmail.com 110003880
Prospect Template (Employer)
LHOK, CPOITLH 961) 934-7092 email®5 vearthlink.net 110045607
LHO¥K, CPOJTLH (961) 934-7094 email95876 @earthlink.net 110045607
1961} 934-7092 email9587& @earthlink.net 110025807
i | i 3

showing 1 -10 of 739
B2 3 456 789 10

Export

opyright 2013 f 1E 3 in Build Number: 1000 1-855-skynact (459-6328)
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Advanced Search

As previously mentioned, within the Book of Business tab, Agents can enjoy the Advanced Search
option. When an Agent clicks on Advanced Search, the page expands to reveal the following search
filters with the ability to search by Primary, Household, or Case.

My Account
Cverview My Quotes My Delegates Messages Settings
Quick Links
Market Segment Choose Client/Prospect
Individual v Current Client v
, First Name Last Mam
Pre-Screening (Individuall R S
Pre-Screening (Employer)
Kentucky D01
APTC Calculator Advanced Search [-]
Training Materials
SHOP Tax Credit Estimator Search on Primary
Jesuss Wishaites Phone Number ) Email Address
Aestna Health Inc. 2
Alpha Dental Search on HouseHold
Programs, nc.
Anthem Health Plans of First Name ' Last Name
Kentucky, Inc
BEST Life and Health
Insurance Company Search on Case
Bluegrass Family Health Casa Number Status
I
e --Select-- v
CareSource Kentucky Co
Delta Dental of Kentucky :
" [ re=t [
Dentegra Insurance
Company -
4 v Primary Name & v Phone Numbes 4 v Email Address 4 v Case Number
Repaorts
Agent Case Notes SERPAN. CHRISTINE 110852375

Prospect Template (Individual]
Prospect Template (Emplover,

Click on an individual’s name
to see additional details

SERPAN, CHRISTINE 110859375

XXKKHIM, ¥XPOYFOM ¥01) 363-935. eman 2307 Jiggmailcom 110003880
KXKKHIM, XPQYFOM (961) 363-9383 email253077 @gmail.com 110003880
XKKHIM, XPOYFOM {961) 363-9383 email253077@gmail.com 110003880
OIKKHIM, XPOYFOM {961) 363-9383 email253077@gmail.com 110003880
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Profile Page

Agents can also choose to click on an individual’s name, and a new Profile screen displays. On the

Profile screen, Agents can view details such as the individual’s:
e Home phone number

Email address

Application Status

Preferred Spoken Language

Household members

Agents can also continue the individual's application through this page.

kynect

Overview My Quotes My Delegates Messages

Insurance Market : Individual

ECopyright 2013

f IE 3 i Buid Number - 1.00.0

JOKKHIM, XPOYFOM
Case #
Primary Phone - 961) 363-9383 Primary Email - email253077@gmail com Preferred Spoken Language -
Secondary Phone Secondary Email Preferred Written Language
Zip Code - 4270 County - WARREN Preferred Communication :
KYNECT Dashboard
Dizassociate
Pre-Scresning
| Quotes hiotes DpCunmants Hausehol
First Name Last Name Age Gender Relationship Is Disabled?
NPGYFOM O 4 Famale Salf
ek OKH sale Husband
BMW  XoH W ? iale son
LIVPAWEE H Miale Somn
MXPHNWCGEY XNNKH Female Daugfrter

Sign Out | Abeut | Help

Settings

Current Client

110003880
English

English

Is Tobacco User?

1-855-skymect (459-6328)

Please note that Agents can also view the same type of Profile screen for small businesses in the SHOP

market.
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4. Agent Portal Messages Tab

By clicking on the Messages tab, Agents can search, mark unread, and view message details. Messages
will be limited to correspondence from the Kentucky Office of Health Benefit and Information Exchange
(KOHBIE).

On this page, Agents can also use a drop-down menu in the top right corner to search for messages by:
e Last 1 Month

Last 3 Months

Last 6 Months

Last 9 Months

Last Year

All Time

Agents can also filter their messages by the Individual and SHOP market segments.

Welcome YffUmgdkyo | SignOut | About | Help
My Account
Overview Book Of Business Ity Quotes Ity Delegates Settings

Quick Links Market Segment: | Individual v Last 3 Months v
Initiate an Application for V Description Received Actions
Individua
Initiate an Application for
Employer KHBE System :—Q—Lc::‘:ni“em hasbeen assignedtoyour g0 /oc a5 0151pM IR

Select the Market Segment

System A new client has been assigned to your 08/03/2015 02:35 PM D]

associated with the message account
SHOP TS Credr tetmater O KHBE System Anewdienthasbeenassanedtoved - Click on a message Description
account S X
Issuer Websites tO read |t n |tS entll’ety
A new client has been assigned to yot
Aetna Health Inc. - - KHBE System account -
Alpha Dental
Programs,Inc. g y
ograms,inc 8 KHBE System A new client has been assigned to your 08/03/2015 02:35 PM (4]
Anthem Health Plans of account
Kentucky, Inc.
BEST Life and Health ] KHBE System _— ctllenl e 08/03/201502:35PM B
accoun

Insurance Company

Bluegrass Family Health A dient has disassociated from your
Inc O KHBE System ) - 07/31/2015 04:36 PM
organization

CareSource Kentucky Co.

Delta Dental of Kentucky O KHEE System A client has disassociated from your 07/27/2015 03:57 PM D]
Dentegra Insurance organization
Company -
A new client has been assigned to your
KHBE System 08/05/2015 1200 AM B2
account
Reports

Agent Case Notes A new client ha ianed t )
Prospect Template (Individual) o KHBE System MENCIETLas Desn Sssanac o el 08/05/2015 12:00 AM

P ) account
Prospect Template (Employer) I
Mark Unread

@2 3456789 10>

©Copyright 2013 f 'E & In Build Number - 1.0.0.0 1-855-akynect (459-6328)
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Individual messages and SHOP messages look different. This is the screen that displays when you click
to read an Individual Market message.

My Account

Welcome YffUmqdkyo | SignOut | About | Help

Overview

Quick Links

Initiate an Application for
Individual
Initiate an Application for
Employer
Pre-Screening (Individual)
Pre-Screening (Employer)

Kentucky DOl

APTC Calculator

Training Materials

SHOP Tax Credit Estimator

Issuer Websites

Aetna Health Inc
Alpha Dental

Programs, Inc.

Anthem Health Plans of
Kentucky, Inc.

BEST Life and Health
Insurance Company

Bluegrass Family Health
Inc

CareSource Kentucky Co.

Delta Dental of Kentucky

Dentegra Insurance
Company

Reports
Agent Case Notes

Prospect Template (Individual)

Prospect Template (Employer)

©Copyright 2013

Book Of Business My Quotes My Delegates

Message Center
From: KHBE System
To: Yif Avfsc Urngdkyo

Subject: Message - A new client has been assigned to your account
Date: 08/03,/2015 02:35 PM

Dear ¥ff Avfsc Urngdkyo,
You have been assigned to a new client - MIKE DOUGAL

Thank You
KHBE System

f E :ln: Build Mumber : 1.0.0.0

Settings

| 4 Back To Inbox

1-855-akynect (459-6328)
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This is the screen that displays when you click to read a SHOP message. To view the message, Agents
must click the link. The message opens as a pop-up and they can choose to download it as a PDF.

Welcome Yif Umnqdlkyo | Sign Out | About | Help

My Account

Overview Book Of Business My Quotes My Delegates Settings

Message Center

Quick Links

Initiate an Application for

From: PMB System

Individual To: YA Avfsc Uradkyo Clicking the link will cause the

Initiate an Application for s _

Employer Subject Message - Communication to Agent | message to open as a pop Up-, Account
Pre-Screening (Individual) Date: 08/03/2015 05:50 AM rather than as a new page. This
Pre-Screening (Employer) is shown in the following

Kentucky DOL

Ai"nI'CUCCa':cuIator Dear Yff Avfsc Umngdkyo, screenshot.

Training Materials . G i 3

SHOP Tax Credit Estimator The Kentucky Health Benefit System has issuegd> sperience for you

Please click here to view your message

Issuer Websites

Aetna Health Inc. e —- — —
B & = | v | = @ e -] BB | W Fill & Sign | Comment
Alpha Dental Programs.Infsy - il
L 5 - -*- Demonstration Powered by HP Exstream 08/03/2015, Version 8.0.315 32-bit -*-
Anthem Health Plans of B
i SHP-001 05/15
Kentucky, Inc. 1)
BEST Lifa ood Hoolih o py Steven L. Beshear Came Banahan Audrey Tayse Haynes
ky nect Gowemor Executive Direciar Secretary

SHOP workers can download

Cabinet for Health and Family Services

1 Office of the Kentucky Health Banafit Exchange
and save their messages as a T
PDF file. oecian
i L A N S WA TSR AR Yff Avfsc Urngdkyo
Deritacis st 6443 GFNZSS AFI HEQ 73
Sl e HJLUPDX MGQUW, KY 47953
Company

Guardian Life Insurance

Reports

Agent Case Notes
Prospect Template {Individual
Prospect Template (Employer]

= | ©Copyright 2013 f B [ Tn Build Number: 1.0.0.0 Contact althbenefitexchange ky gov | 1-855-akynect (. (459-6328)
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5. Agent Portal Settings Tab

The last tab is the Settings. By clicking on the Settings tab, Agents can manage their information.

kynect

Overview

Quick Links

nitiate an Application for
ndividual
nitiate an Application for
Employer

Pre-Screening (Individual
Pre-Screening (Employer)
Kentucky DOI

APTC Cale r

Training Materials

SHOP Tax Credit Estimator

Issuer Websites

Aetna Health Inc.
Alpha Dental
Programs.Inc.

Anthem Health Plans of

Kentucky, Inc.

Dentegra Insurance

Company

Reports
Agent Case Notes

Prospect Template {Individual)

Template (Employer)

Prospec

Wekcome YffUmadkye | Sign Out | About | Help

Book Of Business My 3 e Fszages m
My Information Agents can edit their
Additional Information
Your persenal and erganization inf T T RS A teway |. Please use that
channel for making any necessary updates, including password change™
Your DO Information Your Additional Information Edit:
DOl AgentiD <231 Spoken Languages Spanish
Email : Agents can edlt thelr flethod of Contact Office Visit
DOI Information
Primary Phone 967) 902-B718 lours Available Marnings
Primary Phone Type Work ASL, TTY, KyRelay Yes
Secondary Phone Mear Public Transportation  Yes
Secondary Phone Type Home
Business Address 6443 GFNZSS AFLHEO 73
HILUPDX MGQUW, KY
47953
Abjsaghyca Jznax Vajjnum Yby. Gheuplg Esowyskmp Ymuuuu
DOl Agency ID 681257 Ol Agency ID
Email - @sbcglobal.net Ernail - email 3530@netzero.com
Primary Phone B62) 219-4091 Primary Phone :
Prirnary Phone Type Work Primary Phone Type Work
Phiysical Address 66720 YSOWLE POL) Physical Address JM SES 6108 536 N
LGNY. BJKSHBIFXG, KY NDUTUWX ). SHIYLXT
40843 HFYAWSM, KY 47627
Mailing Address 66720 YSOWLK POL) Mailing Address 66720 YSQVLK PO
LGNY. BJKSHBIFXG, KY LGNY. BIKSHBIPXG, KY
40843 40843
©Copyright 2013 i Build Number - 1.00.0 1-855-skynect (459-6328)
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Agents can edit DOI Information such as their:
DOI Agent ID number

Email

Primary Phone

Business Address

In addition, there is a section on their Additional Information including their:
e Spoken Languages
e Method of Contact
e Hours available

By keeping this information up-to-date, Agents can ensure that both KOHBIE and their clients see the
most recent and accurate information on kynect.

Page 14 of 23
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6. SHOP Employee Roster Updates

As of August 2015, enhancements have been made to the process for uploading the employee roster.
This change not only streamlines employer setup, but it also makes the process of adding employees
easier. The change that Agents should note is summarized below:
1. Upload error detail is now captured when rosters are uploaded. Previously during the employee
roster upload process, if errors existed, they were displayed but the detail surrounding those
errors was not provided. It was unclear why some employees listed in the Excel spreadsheet did
not appear on the roster

The enhancements to this process are detailed on the following pages.

Page 15 of 23
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7. Instructions on Updating the Employee Roster

Start at the SHOP Employer Home Page. The process of adding employees to the roster, whether
through the Download/Upload Roster or Enter Details on Screen, remains the same. The new
enhancements do not affect the process until after the Download/Upload Roster process is completed.

1. Onthe Employer Dashboard Home Page, click the Manage Employees tab at the top of the

screen

Welcome Urngdkyo Yff | Sign Out | About | Help ;| ENGLISH ¥

My Account

Help

Home Page

KOHBHIE Group ID: 137

Employer Name - Jon Employer24

Current Benefit Year

Click the Manage
Employees tab

Previous Balance :

Due Date -

Current Invoice Amount :

Total Ouistanding Balance -

.\."'IyProfiIe Manage Employees || Eligibility and Enrollments | Billing and Payments | Reports | Messages | Manage Documents

Hligibility and Enrollment Billing & Payments

$1,071.50
5534.44
$1,605.94
12/20/2015

View More

Messages

Mo unread messages to display.

Name

Joe Test

Jon Test

Email Id

UAT3_EMPLR_24..

uat3_emplr_24..

Status

Active

Active

Manage Admins

©Copyright 2015 [ [ i

1-855-dkynect | (459-6328)
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The My Employees screen displays. On the My Employees screen, you can View and Search for an

employer’s existing employees and their information using search criteria such as Name, Employment
Type (part- or full-time), Coverage Effective Date, Coverage End Date, or Status. You can also add

new employees to the roster using the Add Employee(s) button. Finally, you can terminate employees
using the Terminate link. This continues to remain the same as before.

2. Click Add Employees

Welcome Urngdiyo YIF | Sign Out | About | Help | ENGLISH ¥

My Account Help
Home Page | My Profile QEELESERSnIWYEER Higibility and Enrollments | Billing and Payments | Reports | Messages Manage Documents
My Employees
Name Employment Type ~Select- M Coverage Effective Date _
Coverage End Date _ Status Active El

=a

1- 10 of 59

Jenna smith Full-Time 01/01/1999 View/Edit  Terminate
Kirk Lee Full-Time 01/01/2003 View/Edit Terminate
Tony lohnson Full-Time 01/01/2013 View/Edit  Terminate
Doug Gabriel Full-Time 01/01/2014 View/Edit  Terminate
Nicole Connelly Full-Time 01/01/2014 View/Edit Terminate
Laurie Gibson Full-Time 01/01/2009 View/Edit Terminate
Aaron wald Full-Time 01/01/2014 View/Edit  Terminate
Katie Moore Full-Time 01/01/2014 View/Edit Terminate
Cameron Eisenberg Part-Time 01/01/2014 View/Edit  Terminate
Jessica Stanford Part-Time 01/01/2012 View/Edit Terminate

Click Add Employee(s) g : :

==

@Copyright 2015 f B (@ in : } 1-855-akynect ©, (459-6328)
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The Add Employee(s) screen displays.
3. To choose the Excel option, click Download/Upload Roster

Welcome Umnqgdkyo Y Sign Out | About | Help | ENGLISH ¥

My Account Help

Home Page | My Profile QREREBERS TP Eligibility and Enrollments | Billing and Payments | Reports | Messages | Manage Documents

Add Employee(s)

Please use one of the methods listed below to add employees to your company census.
+ SHOP mandates that employers add their full roster, including full-time, part-time, temporary, and other employees, so
participation can be calculated appropriately. At this time, only full-time employees may be covered on SHOP.

Full time employees are identified as those who work, on average, at least 30 hours per week for you.

Method 1 - Download/Upload Roster
Method 2 - Enter Details on Screen To choose the Excel Option, click

Download/Upload Roster

1-B55-akynect © (459-6328)

eCopyright 2015 § Bl D TR
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The Instructions pop-up screen displays.

4. Click the Download Template button to download the Excel spreadsheet to fill it out

5. Once you have finished filling out the Excel spreadsheet, click the Upload Template button to
upload the spreadsheet

6. Complete the roster upload process by clicking Submit

Instructions

In order to upload a roster/census you must first download the employee roster/census template.
The following information is required for each employee:

First Name, Last Name

Address Line 1, City, State, Zig, County

Social Security Number, Df - Click Download
Employment Type, Hire D Tem plate to download
Primary Phone Number, P the E.XCGI SpreadSheet
to fill it out

Download Existing Employees

Is person an American Indi

Gompletetheluplioad. (N Once you have finished filling
process by clicking out the Excel spreadsheet,
Submit click Upload Template

Page 19 of 23
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Up until now the process for uploading a roster has remained the same. This is the point in the
process where you will see the enhancements to SHOP.

Once you click Upload Template and upload the Excel document containing the employees, the new
Upload Roster Errors message displays, but only if there are errors in the Excel spreadsheet. If there
are no errors in the Excel spreadsheet and all the information has been correctly entered, the Upload
Roster Errors message does not display.

7. Review the message. If there are errors, click here in the pop-up message to view additional
detail about the errors

1 out of 3 record have been successfully uploaded.

Click here 1o view the errors in the uploaded roster.

Click the link to view the errors

Page 20 of 23




Agent Portal

kynect

Kentucky's Healthcare Connection

The Upload Roster Errors screen displays.

Error Messages

Employee 1:
Please enter a valid 55N

Employee County is required

Employee 3:
Employee Employment Type is required

For each employee, you can
see what information needs
to be corrected or re-entered
for the upload to be
successful complete

Once you have corrected the errors and re-uploaded the spreadsheet with the necessary employees,
you are finished with the process. If you would like to explore the manual screen upload process,

continue to the following steps.
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If you want to manually enter employees to the roster on the screen, click the Enter Details on

Screen link on the Add Employee(s) screen

8.

Welcome Umneqdkyo Y | Sign Out | About | Help | ENGLISH ¥

My Account Help

Home Page | My Profile QRERERERZWWIGEES Eligibility and Enrollments | Billing and Payments | Reports | Messages | Manage Documents

Add Employee(s)

Please use one of the methods listed below to add employees to your company census.
+ SHOP mandates that employers add their full roster, including full-time, part-time, temporary, and other employees, so
participation can be calculated appropriately. At this time, only full-time employees may be covered on SHOP.

Full time employees are identified as those who work, on average, at least 30 hours per week for you.

Method 1 - Download/Upload Roster
Method 2 - Enter Details on Screen

To manually enter employee
details on the screen, click Enter

Details on Screen

1-855-dkynect © (459-6328)

ocopyright 2015 § B B TR

The Enter Employee Details screen displays, as shown on the following page. As before, the
Employee Details page is consolidated into one simple screen. Employers can enter all of their

employees’ information and information about their dependents.
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Welcome Umnqdicyo Y | Sign Out | About | Help | ENGLISH ¥

My A t .
i You must provide

information for all fields
Home Page | My Profile QEELERTREIGYER Eligibility and Enrollments | Billing and Payments g
s S el marked with a red
asterisk (*) as they are
Enter Employee Details R A
a2 required fields

* First Name Middle Name * Last Name Suffix

FIRST NAME MIDDLE INITIAL LAST NAME --Select-- ﬂ

* Social Security Number * Date of Birth * Gender * Hire Date

Social Security Number MM/DD/YYYY ) Male O Female MM/DD/YYYY

Preferred Spoken Language Preferred Written Language * Employment Type 0

English EI English --Select-- |£|

Receive Text Message Are you of Hispanic, Latino * Is this person an Race

Alerts? or Spanish Origin? American Indian or

Alaska Mative?

O Yes O No O Yes O No Q Yes QO No --Select-- E

Employee Contact Information

* Address Line 1 Address Line 2

ADDRESS LINE1 ADDRESS LINE2

* City * State *Zip * County

cmy —Select- [v] Zip ~Select- [v]

Primary Phone Number Extension Phone Type

Primary Phone Number Extension --Select-- M

S T T T . e CIICk F|n|sh

FIIITANyY CITTE CIle Add [v|

i when you are
Dependent(s) to finished addi
* Does this person have other health coverag dd D d t nishea a Ing
it rson have ot ealth cov 1
a a bependaen ; ;

including dental and major medical coverage p |nf0rmat|0n

not Medicaid or KCHIP? g Spouse

QO Yes O No

m Add Dependent(s) Add Another Employee Finish

1-855-akynect | (459-6328)

©Copyright 2015 f E@in

9. Enter the employee’s personal information such as First Name, Last Name, and Social
Security Number

10. Enter employment details such as Hire Date and Employment Type (Part-Time, Full-Time, or
Temporary)

11. Enter the employee’s contact information; note that the Primary Email Address field is no
longer required

12. Click Add Dependent(s) to enter any information for an employee’s dependent or spouse

13. Click Finish when you are finished adding information
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