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Portal User Manual Change History
October 2018 Revisions

e Enhancements have been added including new organization search functionality and user role
removal functionality for administrative users.
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1 Introduction

The Center for Consumer Information and Insurance Oversight (CCIIO), a division of the Department of
Health and Human Services (HHS), is charged with helping implement many provisions of the Affordable
Care Act. The Health Insurance Oversight System (HIOS) is a federal system of record and provides a
centralized, multi-user interface for insurance issuers and state/territory regulators to submit, and CCIIO
to store information on individual and small group major medical insurance. Information submitted to
HIOS is transferred in accordance with CCIIO regulations to provide data updates to Healthcare.gov. The
Healthcare.gov website displays this information to provide assistance to consumers in locating health
insurance coverage available in the market.

1.1 Pre-requisites and Information for HIOS System Access

These technical instructions explain how the HIOS application works within any compatible Internet
browser application such as:

1. Internet Explorer (version 7 or higher)
2. Motzilla Firefox (version 5 or higher)
Prior to accessing HIOS, users will need to obtain their Enterprise Identity Management System (EIDM)

credentials. The credentials are obtained by completing registration through the EIDM secure
authentication process. Once registered, these credentials will be used to access CMS Enterprise Portal.

CMS Enterprise Portal is used for accessing CMS systems. HIOS is one of the systems that can be
accessed through the CMS Portal using EIDM authentication and authorization. Only users who are
authenticated with the EIDM procedures will be allowed to access the HIOS system.

Enterprise ldentity Management System (EIDM) provides authentication and authorization capabilities
and is tightly integrated with the CMS Enterprise Portal. Users must register for an EIDM account and
obtain an EIDM User ID and Password to access the CMS Enterprise Portal.

Pre-Requisites for HIOS Access:

e All users will be required to complete the Enterprise Portal registration process, which includes
Identity Verification (ID Proofing).

e ID Proofing verifies that the individual referenced in the account is the same person creating the
account.

e Additional information collected includes the following Personally Identifiable Information (Pll)
for purposes of the ID Proofing process: Social Security Number, Date of Birth, Home Address
and Primary Phone Number.
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2 HIOS System Access

All EIDM authorized and authenticated users will be able to access the HIOS system by navigating to the
CMS Enterprise Portal using the secure URL: https://portal.cms.gov/. Users will be required to enter
their credentials obtained by registering through the EIDM system to access HIOS.

This manual provides steps and instructions on how new and existing users can get access to HIOS and
use its different functionalities.

Figure 1displays the CMS Enterprise Portal Home page.

Figure 1: CMS Enterprise Portal Main Screen

EEFind Your Apghication @ Help 0 Abowt [ E-Mad Alerts

CMS.gov | Erferprse Portal

2.1 New User Registration

New users must complete the following steps to access HIOS.

1. Register for an EIDM account.

2. Request access to HIOS through the CMS Enterprise Portal.
To register for an EIDM account, new users will need to navigate to the CMS Enterprise Portal at
http://www.portal.cms.gov to start the registration process. This registration process will require some

personally identifiable information (PIl) such as (Social Security number, Date of Birth, Home Address,
Full name, Phone number, etc.).

Users must select New User Registration at the bottom of the CMS Enterprise Portal Home page, which
will take them to the Step #1: Choose Your Application page (refer to Figure 2).
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Figure 2: Choose Your Application Page

CMS.QO'-.*lEmerprlse Portal B2 Applications @ Help @ About B E-Mail Alerts

Step #1: Choose Your Application

Step 1 of 2 - Select your application from the dropdown. You will then need to agree to the terms.

HIOS/FFE: Health Insurance Oversight System w

Terms & Conditions
OMB Mo, 0938-1236 | Expiration Date: 04/30/2017 |

OMB No.0938-1236 | Expiration Date: 04/30/2017 (OMB Re-Certification Pending) | Paperwork Reduction Act
Consent to Monitoring

By logging onto this website, you consent to be monilored. Unauthorized attempts to upload information andfor change information on this web site are strictly
arohihitad and ame subiact in eocacition undar tha Comnutar Fraud and Ahuea Act of 1088 and Titla 1A 118 C_Sac 1001 and 1030 \Wa ancourana w tn

I agree to the terms and conditions “ il

Users must select the HIOS application from the drop-down menu and must agree to the terms and
conditions by selecting the ‘I agree to the terms and conditions’ checkbox. Once that checkbox is
selected, the Next button will be made available.

On the Step #2: Register Your Information page, users must provide their personal information and
select Next to continue with the registration process.

Figure 3 displays the Step #2: Register Your Information page:

Figure 3: Register Your Information Page

Step #2: Register Your Information

Al Bigics acw required unless marked ‘Optional’

Sl [opricns
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Users will then be navigated to the Step #3: Create User ID, Password & Challenge Questions page,
where they must enter a user ID, password, and challenge questions and answers. Once that is
completed, users must select Next to continue with the registration process.

Figure 4 displays the Step #3: Create User ID, Password & Challenge Questions:

Figure 4: Create User ID, Password & Challenge Questions Page

CMS‘go'«'lfmﬁmﬁ.'-e Portal BEapplications @ Help @ About I E-Madl Mlerts

Step #3: Create User ID, Password & Challenge Questions

Step 3 of 3. Please create User 1D and Password, Select Challenge questions and provide answe

Enter Usar 1D

Enter Password Enter Confirm Password
Select Challenge Question 81 ~ Enter Challenge Question 81 Answer
Select Challenge Question 12 - Enter Challenge Questian 2 Answer
Select Challenge Question #3 w Entir Challengs Question 83 Answar

‘:ﬁac‘ “

The user must review the information they have provided on the Registration Summary page. The user
should make any necessary changes on this page and select Submit User.

Figure 5 displays the Registration Summary page:

Figure 5: Registration Summary Page

CMS._govlfnfemﬂse Portal B Applications @ Help @ About I E-Mail Alerts

Registration Summary

Please review your information and make any necessary changes before submitting

v
All fields are required unless marked "Optional’.
First Hare Last Hame Suffix(optional)
test Enter Middle Name {optional) test w -l
Bérth Month Birth Date Birth Year
Enter Social Security Number (optional) May o 31 b 1990 o

Home Address #1

test Enter Home Addrece #3
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After completing the registration process, users will also receive an email acknowledging successful
registration and the email will include the EIDM user ID.

Once users receive the acknowledgement email that contains their User ID, they will need to request
access to the HIOS System by signing into CMS Enterprise Portal.

Figure 6 displays the CMS Enterprise Portal login screen:

Figure 6: CMS Enterprise Portal - Login

(a]s] L I r QHep 0 Aboul B E-Mad Alsits

Login

Forgol your Liser I} or yous Paggwoed™

On the My Portal page, users must select Request/Add Apps (refer to Figure 7).

Figure 7: My Portal Page — Request/Add Apps

CMS.gov |My Enterprise Portal

My Portal

Use the below link to request access to CMS Systems/Applications.

&

Request/Add Apps

On the Access Catalog page, the user must select Request Access for the HIOS application (refer to
Figure 8).
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CMS.QOV |My Enterprise Portal

Figure 8: Access Catalog Page

\ccess Catalog _Start typing to filter apps ¥ REQUEST ADMIN ROLE My Access

The Fee for Service Data Collection System
(FFSDCS) applicaiion collec More.

Help Desk Information
376-076!

CLFShelpdeski@deea com
ASPhelpdesk@dcca.com

Request Access

The CCIIO Enroliment Resolution and
Reconciliation System (CERRS) supp More
Help Desk Information

3-554-2807

hel nie com

Request Access

Connexion provides suppliers with secure online
access 1o their Medica More:

Help Desk Information

877-577-5331
chic. admin@palmettogba.com

Request Access

The EIDM Reports application provides access to
various EIDM reports w More

Help Desk Information
ppor inc.com

The Benefits Coordination & Recow
BCAS) allows 2 user { More

Help formation
1 48065

Request Access

The CMS WebEx cloud offering consists of access
10 the WebEx Training More

Help Desk Information
210 90 (Option 21)
TS @cms hhs gov

Request Access

CO-OP Program Management Sysiem (CPMS) is
used fo frack and manage inf More

Help Desk Information
85! 515

CMS § s hihs gov
Request Access

This appiication aliows authorized users 1o fill out
various online fo More

Help Desk Information

Bundled Payments for Care Improvement Data File
ransier

BundledPayments|

Request Access

Access to this application is restricted to Trading
Partners that exch More.

Help Desk Information
800- 8068

Request Access

Durable Medical Equipment Prosthetics Orthotics &
Suppiies DMEFOS Mare

Help Des

formation

chic.admin@p: ttogba com

Request Access

The Electronic Retroactive Processing
Transmission (¢RPT) is a web-bas More.

Help Desk Information
800-927-8069

mapdheip@cms hhs gov

You currently do not have access to any applications. Please use the
access catalog to request access to the applications.

My Pending Requests

You do not have any pending requests at this time:

On the Request New System Access page, users must select HIOS Application from the System
Description drop-down menu and HIOS User for the Role (refer to Figure 9).

Figure 9: Request New System Access Page

ot @ System an

* ke

Erer vaudation das

» *Sysiem Descnption

Request New System Access

HICS Authorzation Code

and da not hive Access 1 A valkd HIOS Autharization

HIOS
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On the Request New System Access page, users must select the hyperlink provided to register for access
to HIOS. Users will need to complete the Request HIOS Account form and submit for approval. Please

note that the Request HIOS Account form accepts user requests from within and outside the US.

Figure 10 and Figure 11 displays the Request HIOS Account forms for both US and Non-US users:

HIOS

Figure 10: Request HIOS Account Form — US Address

Personal Information

Title

* First Name

Request HIOS Account

Please note that you are applying for access to the Health Insurance Gversight System

{HIOS). If you have any guestions, please contact the Marketplace Service Desk at
1-855-267-1515 or email CMS_FEPSEoms hhs.gov.

Please note, a field with an asterisk (*) before it is a required fiald.

Middle Name

* Last Name

Suffix

Work Information

* Job Title

* Organization Name

|
" Email
I

* Organization Location

US Address

* Address Line 1

Address Line 2

* City

* Z1P Code (5 digits)

* State

Z1IP Plus 4 (4 digits)

* Phone {00000 )00}

Phone Ext.
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HIOS

Figure 11: Request HIOS Account Form — Non-US Address

Request HIOS Account

Please note that you are applying for access to the Health Insurance Oversight System

(HIOS). If you have any questions, please contact the Marketplace Service Desk at

1-855-267-1515 or email CMS_FEPS@cms.hhs.gov.

Please note, a field with an asterisk (*) before it is a required field.

Personal Information

Title

* First Name

Middle Name

* Last Name

Suffix

Work Information

* Job Title

* Organization Name

* Email

* Organization Location

Non-US Address

* Address Line 1

Address Line 2

* City or Town * Province, Region or State

* Country * Zip Code or Postal PIN Code
a

* Phone Phone Ext.

SUBMIT
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Once approved, authenticated users will receive an email with their HIOS credentials, account
information and an authorization code to request access to HIOS in the Enterprise Portal.

Once the users receive the email from HIOS registration along with the authorization code, they are
required to enter the authorization code in the ‘HIOS Authorization Code’ field on the Request New
System Access page as illustrated in Figure 12 and select Submit.

Figure 12: Request New System Access - Enter Authorization Code Screen

R [T ———rr

My Access

B Now Sysiem
ey

Uigrriand Manage ¥y
ey 3A) mee P 10t it you Toguuest accesa 10, 10 satfsy Tyatem secuaity roguisements you mary meed 1o complete |deniity Variicaion = tor phati-Fach IEA) o change yous password the naxt Sime you fogin (o the
b s part ot roly vegorst peoess. ¥ apbeatie, Foote thet vt canret b Flfibed il ety Werifecation i comphete and MU F actor Authenibcation (MF A i ratabisined

Aol Corfication

1F yous 30 Dok 30 mieting HICHS ser, pledrse salact the yperiak bedim 10 fegeer for JCCRds b9 HIOS:

=R 0 HEGESTER APSER)

HIDS Authorization Code

Next, the user will be navigated to the Identity Verification page. The user must review the information
on the page and select Next to continue (refer to Figure 13).

Figure 13: Identity Verification Screen

¢ Enterprise Portal

My Access Identity Verification

On the Terms and Conditions page, users must select the checkbox “I agree to the terms and conditions”
to accept the terms and conditions and select Next to continue.

Figure 14 displays the Terms and Conditions page.
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Figure 14: Terms and Conditions Page

Protecting Your Privacy

HHS Rules Of Behavior

Identity Verification

1 3gres 1o the thrms and conditions

D

The user must review the information they have entered on the Your Information page, make any
necessary updates, and select Next to continue. On the Verify Identity page, the user must answer
questions to confirm their identity and select Next to continue. The user should receive the message
displayed in Figure 15 once they have completed the Remote Identity Proofing process.

Figure 15: Complete Step Up Page

CMS.gov ’My Enterprise Portal ) w ©Help @ LogOut

Screen reader mode Off | Accessibility Settings

My Access Complete Step Up

Request New System

You have successhily comoieted the Remate [dentity Proofing orocess
You have successhully completed the Remate Identity Proofing process.
ALCRSS 4 ¥ 9

View and Manage My
Acress

Annual Cerification

The user will be navigated to the Multi-Factor Authentication Information page (see Figure 16) and must
select Next to continue with the process.

Figure 16: Multi-Factor Authentication Information Page

CMS.gov |M~,- Enterprise Portal w @Help @ LogOut
creen reader mode Off | Accessibility tings
My Access Multi-Factor Authentication Information

Request New System . .
E;i‘:" e To protect your privacy, you will need o add an additional kevel of security to your account. This will entail successfully registering your Phone, Computer or E-mail, before continuing the role request
process,

\iew and Manages My Next
Access To continue this process, please select Next

— Gl G
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Users must associate a security code with their Phone, Computer, or E-mail. Users must select the
device they wish to use to log in from the MFA Device Type drop-down menu, a Credential ID, and an
MFA Device Description. Once that is complete, the user must select Next to continue.

Figure 17 displays the Register Your Phone, Computer, or E-mail page:

Figure 17: Register Your Phone, Computer, or E-mail Page

+ @ Help

7 Phone/Tablet®C/Laptop
Tar s (e Vabcation and 1D Frotection (VIF) A0cess oM on your phans Of COmpUBEr, ¥ou mus! downicad Ihe VP Access Soffware, i you 00 nal alieady hive it Seiect he folowing Sk - IS, (m Kip Symanes com
= Tuxt Mes3age Short Message Service [SMS)
= Interactive Vaice Respanss [IVR)
= E-mail

Beast nole at you ane Caly AlwEd two atempts 1o register your MFA QEVIce. 1 you a0e UNAtes 10 fegister your device within two aliempts please fog out. Then Bg DAk in 16 1y again

Sedect t Device Type that you wank to use to login to secure apphcations from the dropdown menu below,
MFA Device Typa: [Fc

ndier tha labes

Crecential 10 [

MFA Device Description

[ Log Out

The user will receive a message that their device has been successfully registered to their user profile.
Once the user selects OK on this page, they will receive a message that their request was successfully
completed (refer to Figure 18). The user must select OK again to continue.

Figure 18: Successful Completion Page

Successtul Completion!

el insuran

eCl O 1o continug,

Kgout and ten log In 1o

Annual Cenification

The user will be able to see the HIOS application listed in the Manage Access tab of the View and
Manage My Access page (refer to Figure 19).

Figure 19 displays the View and Manage My Access page:
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Figure 19: View and Manage My Access Page

CMS.gov |Mv,- Enterprise Portal

Ioeen reader mode OfF | Accessibility Setlings

Maraye Avcess Peanding Requesis

Wiew nnd Manage My Acceas

My Access

Select had A Fiole’ or Fiemove 3 ROl 1o Manags your Sccess for & system

Systems My itoles nddivional Details Hemove o Hole  Add a Hole

icn Cose (14401 ema it o Bo

2.2 Existing HIOS Users

Existing HIOS Users will follow the steps below to access HIOS once they have completed the EIDM
registration process and have been granted access to the HIOS system. Users must first log out of the
system for their profile updates to take effect. Users will then log back into the Enterprise Portal with
their EIDM user ID and password.

Figure 20 displays the CMS Enterprise Portal Page.

Figure 20: CMS Enterprise Portal Page - Login with EIDM Credentials

CMS.gov | Ertes

After users have logged into the CMS Enterprise Portal, they must select HIOS from the My Portal page
and then the Overview link.

Figure 21 displays the My Portal page.
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Figure 21: My Portal Page

CMS.gov | My Enterprise Portal

My Portal

@ (]
A et
HIOS Request/Add Apps

On the landing page, users must select the Access HIOS or the Access Plan Management & Market
Wide Functions link to access the HIOS functionality.

Figure 22 displays the page that will allow the users to access the HIOS Home page. Users will select the
‘Access HIOS' link to navigate to the HIOS Home page.

Figure 22: Access HIOS, Plan Management Landing Page

CMS,gov |My Enterprise Portal = My Apps
HIOS | Plan Management | Market Wide Functions

Please use the links below to access the Health Insurance Oversight System (HIOS) or Plan Management and Market Wide Functions. Please note - these systems are protected by Multi
leither system by clicking the links below, you will be asked to enter your CMS EIDM Username and Password, as well as enter a Security Code (VIP Token). If you have not registered a d
the portal to register a device and obtain a security code (VIP Token).

If you have any problems accessing HIOS or the Plan Management and Market Wide Functions, please contact the Exchange Operations Support Center [XOSC] at CMS_FEPS@cms.hi

Health Insurance Oversight System (HIOS)

Please click the link below to access HIOS. If this is the first time you are accessing HIOS from the CMS Enterprise Portal, you may be prompted for your HIOS Username and Password

IAccess HIOS

Plan Management and Market Wide Functions

IThe Plan Management and Market Wide Functions portal is where issuers will access both Market Wide modules (like the Integrated Rate Review Module) and the Federally Facilitated E:

Issuers seeking Qualified Health Plan (QHP) certification will submit data to the Centers for Medicare & Medicaid Services (CMS) via the QHP Issuer Module, QHP Benefits and Service Al
Facilitated Exchange's (FFE) Qualified Health Plan (QHP) application. Those seeking certification must also complete the Unified Rate Review submission. TEST

IAccess Plan Management & Market Wide Functions
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3 HIOS Portal Home Page

Upon successful login, the users will arrive on the HIOS Portal Home Page as shown in Figure 23.

Figure 23: HIOS Portal Home Page

Health Insurance Oversight System

Knowledge Center

Welcome,

@ Welcome to HIOS. We are in the process of updating the site. You will see an updated HIOS homepage as well as existing HIOS

pages as you navigate throughout the site,

Home

Select a module below to get started. A solid flag (™) indicates a medule notification is available.

My Work

» Consumer Assistance Program

Notifications

=

» Document Collection Module

> External Review Election

L} L 2
* DON'T SEE WHAT YOU'RE LOOKING FOR? VIEW ALL FUNCTIONS
Check out our list of functions and request access

Logout &=

Help ©

3.1

Manage Account

Users with a HIOS user account can edit some of the information they entered when they first created a

HIOS account. As illustrated in Figure 24 below, the Manage Account functionality can be accessed from
the welcome user drop down on the HIOS home page.

HIOS
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Figure 24: HIOS Home Page — Manage Account Link

Health Insurance Oversight System

Welcome, = Logout &

Manage Roles

m Knowledge Center

Reguest a Role

Manage Organizations

@ Welcome to HIOS. We are in the process of updating the zite. You will see an updated HIDS homepage as well as

Manage Appravals
pages as you navigate throughout the site,

Manage Motifications

Home

Select a module below to get started. A solid flag (™) indicates a module notification is available.

My Work Netifications
» Consumer Assistance Program =]
» Document Collection Module =

» External Review Election

DON'T SEE WHAT YOU'RE LOOKING FOR?
Check out our list of functions and request access

Once the users select the link, they will be navigated to the Manage Account page as illustrated below.
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HIOS

Figure 25: Manage Account Page

Manage Account

Please note, a field with an asterisk (*) before it is a required field.

Personal Information

HI0S Username

Title

* First Name

Middle Name

* Last Name

Suffix

* Job Title

* Organization Name

Email Address

US Based Address Information

* Address 1

Address 2

* City

* State

* ZIP Code (5 digits)

Z1P Plus 4 (4 digits)

" Phone [xxx Xxx Xxxx)

Phone Fxt.

SUBMIT
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3.2 Manage Organizations

Users can access and view the Manage Organizations landing page from the HIOS Welcome drop-down
menu. Please refer to Figure 26 below.

Figure 26: HIOS Portal Home Page — Manage Organizations

- Logout =

Health Insurance Oversight System Welcome,

Manage Account
Knowledge Center Hel
m g9 Manage Roles p e

Request a Role

Manage Organizations

Manage Approvals

©® Welcome te HIOS. We are in the process of updating the site. You will see an updated HIOS homepage as well as

pages as you navigate throughout the site.
Manage Notifications

Home

Select a module befow to get started. A sclid flag (™) indicates a module notification is available.

My Work Notifications
> Consumer Assistance Program |~
? Document Collection Module [~

? External Review Election

DON'T SEE WHAT YOU'RE LOOKING FOR?
Check out our list of functions and request access

On the Manage Organizations landing page, users can view descriptions for and navigate to the
following pages: My Organizations, Create an Organization, Add an Issuer, Data Change Request, and
Add a Relationship. Users will also be able to see descriptions for the various types of Administrator
Roles on the right side of the landing page. Please refer to Figure 27 below.
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Figure 27: Manage Organizations Landing Page

Manage Organizations

What would you like to work on today?

My Organizations

My organizations is where users with
an administrative role can view or
edit an organization's information.

Create an Organization

Users can register their organizations
within HIOS. Organizations must exist
in HIOS before users can request a
user role for the organization.

Add an Issuer

Users can add an issuer for an
insurance company within HIOS.
Organizations must have been
registered as a Company in order to
add Issuers.

Data Change Request

Users can submit a data change
request for organization information
that cannot be edited through the My
Organizations functionality. Data
change requests will be submitted for
approval, and users can review the
status of their data change request.

Add a Relationship

Users can submit a request to
establish a relationship between an
organization and an issuer within
HIOS.

Administrator Roles

Certain functionality such as My
QOrganizations or Data Change
Requests require users to have at
least one of the following
administrator roles:

Company Administrator

Representative who is solely
responsible for editing Company and
associated issuer level data, including
relationship information.

Issuer Administrator

Representative who can edit Issuer
level data only, including relationship
information.

Organization Administrator
Representative of a Non-Federal
Governmental Plan or Other
QOrganization who is responsible for
editing their organization data.

3.21 My Organizations

The My Organizations page allows Company, Issuer, and Organization administrator users to view
information for the organizations they have an administrative role for. Each organization that a user has
an administrator role for will appear as its own card with specific links on the My Organizations page.
There is also a left-hand navigation menu that can take a user back to the Manage Organizations landing
page, Create an Organization page, Add an Issuer page, and Data Change Request page. Please refer to
Figure 28.
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If an organization is an Insurance Company, company administrator users will have access to the

Organization Details, Issuer Information, Organization Users, and Manage Relationships pages from the
organization card. If a user is only an issuer administrator, they will not see the Organization Users page.

If an organization is a Non-Insurance Company, company administrator users will have access to the
Organization Details, Organization Users, and Manage Relationships pages from the organization card.

If an organization is a Non-Federal Governmental Health Plan or an Other Organization, organization
administrator users will have access to the Organization Details and Organization Users pages from the
organization card.

HIOS

Figure 28: My Organizations Page for User with Administrator Role

< Manage Organizations

I My Organizations
Create an Organization
Add an Issuer
Data Change Request

Add a Relationship

My Organizations

Testing Non Fed
Organization - TT 2.12.18

Federal EIN/TIN
321321321

Organization Type
Non-Federal Governmental Plans

Organization Details

Organization Users

Select an action for the organization you wish to manage:

JN Test Company 10-23-14
Other

Address
Oakton, Virginia

Organization Type
Other Organization Type

Organization Details

Organization Users

JN Test Company 12-12-17

Federal EIN/TIN
871263871

Organization Type
Company

Organization Details
Issuer Information

Manage Relationships

test001 Email Test Update

Federal EIN/TIN
111111111

Organization Type

Company

Organization Details
Issuer Information
Organization Users

Manage Relationships

* Don’‘t see what you are looking for?

Request an administrator role to the organization you want to

manage.

REQUEST A ROLE
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Organization Details allows users to view and edit some of the organization’s information. If a user is
only an issuer administrator user, they will not be able to edit the organization’s information and will
only see the information in a read-only format. Issuer Information allows users to view all of the issuers
associated to the insurance company. Organization Users allows users to view a list of users who have a
role associated to that organization. Manage Relationships allows users to view a list of relationships for
the insurance or non-insurance company.

If a user does not have any administrator roles, the My Organizations page will appear with no
organization cards. Users can navigate to the Request a Role page to request an administrator role.
Please refer to Figure 29 below.

Figure 29: My Organizations Page for User without Administrator Role

< Manage Organizations My Organizations

I My QOrganizations Please note, to view or edit an organization you must have administrator privileges.

Create an Organization

Add an Issuer

Data Change Request

* Don’t see what you are looking for?

Request an administrator role to the organization you want to

Add a Relationship manage.

REQUEST A ROLE

3.2.1.1 Organization Details

After selecting Organization Details, users can view organization information and make edits. Please
refer to Figure 30 below. To make other changes related to existing organizational data, a user can
select ‘Data Change Request’. This functionality is described in detail in 3.5.

Users will also be able to view their organization’s FEIN validation status, when applicable. The status is
high-level and will only indicate whether the FEIN was successfully validated, failed validation, or is
pending validation. As indicated in the failure notifications, the Company Administrator may need to
contact the help desk to receive further information on their failure scenario.

Note: The FEIN and Company Legal Name fields will be locked down and disabled for editing when the
FEIN Validation Status is ‘Validated'.
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Figure 30: Organization Details

Organization Details

Leah Test Company 4 2018

Please note, a field with an asterisk (*) before it is a required field.

Organization Legal Information

Please note, some fields require a data change request as they cannot be edited on

this page.

Organization Type
Company

* Organization Legal Name

Incorporated State
Kentucky (KY)

Leah Test Company 4 2018

* Federal EIN/TIN (9 digits)

988798798

Validation Status

Validation in Process

Additional Information

For insurance and non-insurance companies, there is an additional set of information collected called
Third Party Administrator (TPA) Information. If users select EDGE Server and/or Enrollment as the TPA

type, they will be asked to provide additional information for the company. The screenshot below

displays the additional information that needs to be provided.

HIOS
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Figure 31: Organization Details — TPA Information

* City * State

lon | Wirginia (VA)

= Z1P Code (5 digits) ZIP Plus 4

Third Party Administrator (TPA) Information
TPA Type

EDGE Server
# Enrollment

Please fill in the form below with your Company infarmation.
Legal Business Address
® Address Line 1

4108 11th P

Address Line 2

= City * State
Herndon Virginia (WA}

* ZIP Code (5 digits) ZIP Plus 4

20171
L

Primary Contact Information

* Job Title

Consultant

* First Name * Last Name
John sSmith

* Email Address
testi@rest.con

* Phone (000010000 Phone Ext.

T03-222-2222

Add Secondary Contact Information

Once the TPA information has been entered, users can submit their updates.

If a user is only an Issuer Administrator, they will only see a read-only page of the insurance company

information after selecting Organization Details. Please refer to Figure 32 below.

HIOS Portal User Manual — Last Updated October 2018

Page 30



HI10S Portal User Manual v 29.00.00

Figure 32: Organization Details Page - View

<My Organizations Organization Details

I Organization Details JN Test Company’ 12-12-17

Issuer Information

Manage Relationships Organization Legal Information

Organization Type Incorporated State

Company Colorado (CO)

Organization Legal Name
IN Test Company 12-12-17

Federal EIN/TIN Validation Status
871263871 Validation in Process
Domiciliary Address

Note: The domiciliary address is the address where the establishment is maintained

or where the governing power of the enterprise is excercised.

Address
123 Test Street
Oakton, Colorado 22124

3.2.1.2 Issuer Information

Users that are either a Company Administrator or an Issuer Administrator can view Issuers associated to
the company on the Issuer Information page. Please refer to Figure 33 below. From the table, users also
have access to the Issuer Details or the Issuer Users page.
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Figure 33: Issuer Information Page

<My Organizations Issuer Information
Organization Details test001 Email Test Update
I Issuer Information The following issuers are associated to test001 Email Test Update. To add another

issuer, please navigate to the Add an Issuer page.
QOrganization Users

Manage Relationships Showing 1-8 of 8 records Records per page 10 v
Registered
Issuer ID % Issuer Name % State® Actions
Issuer Details
19681 test001 CA

Issuer Users

Issuer Details

22241 test001 UPDATE KS
Issuer Users
Issuer Details

33512 test001 NE
Issuer Users
Issuer Details

52663 test001 AL
Issuer Users
Issuer Details

62129 test001 UPDATE AR
Issuer Users
Issuer Details

65173 test001 VA
Issuer Users
Issuer Details

85775 test001 ND
Issuer Users
. Issuer Details

88644 test001 Email Test Update AZ

Issuer Users

First  Previous Next Last

3.2.1.2.1 Issuer Details

From the Issuer Information page, Company and Issuer administrator users can view Issuer Details and
make edits. Fields that are editable on this page are Issuer Marketing Name, Market Type and Line of
Business, and Domiciliary Address. Please refer to Figure 34 below. To make other changes related to
existing organizational data, a user can select ‘Data Change Request’.

If a user is not an Issuer administrator for the selected issuer, they will only see the information in a
read-only page. Please refer to Figure 35 below.
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Figure 34: Issuer Details Page

¢ Issuer Information

I Tssuer Details

seuer Ugars

Issuer Details
test001

Please note, a field with an astersk (*) before it is 8 requered field,

Organization Legal Information

Please note, somae fields ¢

guire a data chang, L @5 they cannot be edited on

this page.

Tssuer D Registered State
19681 California (CA)
Tssuer Legal Name Federal EIN/TIN

test 111141418
NAIC Company Code NAIC Group Code
N/A N

Additional Information

Issuer Marketing Name

Please note, users must select "Yes” for at least one of the following market type
covernges and at least one assodiated line of business:

* Does this

suer offer coverage in the Individual Market?
= Yes
Mo

* Select all lines of business that apply for the Individual Market:
# Health Insurance Coverage (HIC)

Mini-Med

Student Health Plans

Rx-only

* Does this issuer offer coverage in the Small Group Market?
* Yes
No

* Select all lines of business that apply for the Small Group Market:
# Health Insurance Coverage (HIC)

Mini-Med

Expat

Rx-only

* Does this issuer offer coverage in the Large Group Market?
* Yes
Ne
* Select all lines of business that apply for the Large Group Market:
# Health Insurance Coverage (HIC)
Mini-Med
Expat
Rx-only

Domiciliary Address

dress ks the address where the establishment i mamtaned
er of the enterprise is exercised.

Address Line 2

* City * State

| Durham | North Carolina (NC) b
* ZIP Code (5 digits) Z1IP Plus 4 (4 digits)

| S678 |
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Figure 35: Issuer Details Page - View

¢ Issuer Information

I Issuer Details

Issuer Details

JN Test Company 12-12-17

Organization Legal Information

Issuer ID Incorporated State
B0381 Arizona(AZ)

Issuer Legal Name Federal EIN/TIN
IN Test Company 12-12-17 871263871

Additional Information
Market Type and Associated Line of Business
Small Group

Health Insurance Coverage (HIC)

Domiciliary Address

Note: The domiciliary address is the address where the establishment is maintained

or where the governing power of the enterprise is exercised.

Address
1234 Test Street
Oakton, Virginia 22124
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3.2.1.2.2 Issuer Users

The Issuer Users page displays a table which lists all users that have a role associated at the issuer level.
Users can view or sort by the User Name, Module Name, Role, Job Title, Contact Type, or Approved
Date. Only users that have the Company or Issuer administrator role can view the Issuer Users page for
their specific issuer. Please refer to Figure 36 below.

Figure 36: Issuer Users

Health Insurance Oversight System Welcome, v Logouts
Home Knowledge Center Help ©
¢ Issuer Information Issuer Users
Issuer Details 000000001-test

I Issuer Users

Showing 1-3 of 3 records Records per page | 10+

Job Contact Approved
Username*  Module $ Role Title ¢ Type ¢ Date ¢
Issuer EDGE
EDGE Server Registration Module N/A 01/27/2017
Management Request Lead
Submitter
Plan Finder -
Product Data  Issuer Module  Primary 4/18/2017
- Lead Contact
Collection
Rates &
Benefits . Issuer Module Primary 10/18/2017
Information Lead Contact
System

First Previous n Next Last
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3.2.1.3 Organization Users

The Organization Users page displays a table which lists all users that have a role associated to that
organization. Users can view or sort by the User Name, Module Name, Role Name, Job Title, Contact
Type, Requested Approved Date. Only users that have the Company or Organization administrator role
can view the Organization Users page for their specific organization. If a user is only an Issuer
administrator, then they will not have access to the Organization Users page. Please refer to Figure 37
below.

Figure 37: Organization Users

Organization Users

I O Insurance Co 000000007

Manage Relationships

Showing 1-10 of 25 records Records per page 10 ¥

Username ggproved Date

- Module % Role ¢ 3 Actions
Minimum
Essential Submitter 09/18/2018 | View details |
Coverage
Minimum 2
Essential Submitter 07/11/2014 | View details
Coverage B
HIOS Portal e 03/13/2018 | view details |

Administrator

Minimum
Essential Submitter 01/12/2017 View details
Coverage )
Financial

(=]
A
-]

]

(=]

]

View details

Management

Company

09/28/2017 View details |
Administrator

HIOS Portal

Financial Payee Data i = |
i 08/18/2014 View details
Management Submitter
Company S romr i i |
T / 2014 View details |
Administrater

HIOS Portal 09

M3
ra
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3.2.1.3.1 Organization Users — User Role Removal

Users with the Company and Organization Administrator has the ability to remove the user access from
HIOS for a specific module and a specific role at the organization level. Please note, for roles not
available for deletion on the Organization Users page, users may contact the Help Desk for assistance.

The Company and Organization Administrator can remove the user access for a specific role from the
Organization Users page by selecting the ‘View Details’ button and selecting the ‘Remove Role’ button.
The user will receive a confirmation message that the role has been deleted and is directed back to the
Organization Users page. Once the role is removed, an email is sent out to the user whose role has been
removed alerting them of the change. Additionally, once removed, the role will no longer appear on the
Organization Users table. Please see Figures 38 — 41.
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Figure 38: Organization Users with View Details button

< My Organizations Organization Users

Organization Details Insurance Co 000000007

Issuar Information

Showing 1-10 of 26 records Records per page 10 ¥
I Organization Users

Username Approved Date
Manage Relationships - Module # Role & - Actions
CertComSystem Submitter 09/18/2018 View details
Minimum
Essential Submitter 09/18/2018 View details
Coverage
Minimum
Essential Submitter 07/11/2014 View deltails
Coverage
Compan -
HIOS Portal p i D3/13/2018 View details
Administrator
Minimum
Essential Submitter 01/12/2017 View details
Coverage
Financial Payee Data .
AR 05/01/2015 View details
Management Submitter
Compan
HIOS Partal |:| ¥ 09/28/2017 View details
Administrator
Financial Payee Data
¥ ; 09/18/2014 View details
Management Submitter
Compan .
HIOS Portal el 09/22/2014 View details
Administrator
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Figure 39: View User Details page

View User Details

HIDS User Name Role
Submitter

First and Last Name Contact Type
N/A

Job Title Module Name

Tester CertComSystem
Association

Insurance Co 000000007

Date of Role Approval
09/18/2018

REMOVE ROLE

1 BACK TO ORGANIZATION USERS
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Figure 40: View User Details - Confirmation Pop-up

Confirm Removal of User Role

You are about to remove this user's role for your organization. Are you sure you would like to proceed?

4+ RETURN TO VIEW USER DETAILS CONFIRM REMOWVAL
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Figure 41: Organization Users - Confirmation message after removal is complete

< My Organizations
y g @ Confirmation: The user's role has been removed. An email will be ﬂ

sant to the user notifying them of the change

Organization Details

tssuer Information Organization Users

I Organization Users Insurance Co 000000007

Manage Relationships

Showing 1-10 of 25 records Records per page |10 *

Username Approved Date
= Module ¢ Role = Actions
Minimum
Essential Submitter ogf18/2018 View details
Coverage
Minimum
Essential Submitter 07/11/2014 View details
Coverage
Company 2 . .
HIOS Portal 03/13/2018 View details
Administrator
Minimum
Essential Submitter 01/12/2017
Coverage
Financial Payee Data 5 :
ik y 05/01/2015 view details
Managemeant Submitter
Compan 2
HIOS Portal p. L 09/28/2017 View details
Administrator
Financial Payee Data P 2
09/18/2014 View details
Managemeant Submitter
Company . = =
HIOS Portal F_ 09/22/2014 View details
Administrator

3.2.1.4 Manage Relationships

Users that are either a Company Administrator or an Issuer Administrator can view relationship
information associated to the company or issuers on the Manage Relationships page. The relationship
information will appear in a sortable table format with the following statuses: Pending, Approval
Required, Approved, or Denied. Please refer to Figure 42 below.
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Figure 42: Manage Relationships Page

<My Organizations Manage Relationships
Organization Details JN Test Company 12-12-17
Issuer Information The table below displays your organization's relationships. Please select "Add a

Relationship"” below to request new relationships.

Add a Relationship

I Manage Relationships

Showing 1-2 of 2 records Records per page |10 ¥

Service Service Relationship
Provider $ Receiver % Types Status $ Actions

817263871 - IN 24015 - N Test

TPA Approval
Test Company Company 12- Enrollment Rgpuired
Edit 3 on 3-6-18 12-17 - AL q
817263871 - IN 24015 - IN Test
est Company ompany 12- Enrollment pprove

Edit 3 on 3-6-18 12-17 - AL

First Previous Next Last

Users have the option to select View Details from within the table to view additional details for the
relationship. If the status of the relationship is Approval Required, users will have the option to Approve
or Deny the relationship from the View Relationship Details page. Once Approve or Deny is selected, a
pop-up confirmation will appear for users to confirm their action. Please refer to Figure 43 and Figure 44

below.
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Figure 43: View Relationship Details Page — Approve/Deny

View Relationship Details

Review the relationship information below and select "Approve Relationship” if this

request is valid. If this is not a valid relationship, select "Deny Relationship”.

Service Provider Effective Start Date
817263871 - IN Test Company Edit 3 on 04-01-2018

3-6-18

Service Receiver Effective End Date
85586 - JN Test Company 11-13-17 Edit 04-02-2018

on 3-5 - AK

Relationship Type Status

TPA Enrollment Approval Required

APPROVE RELATIONSHIP DENY RELATIONSHIP

4BACK TO MANAGE RELATIONSHIPS

Figure 44: Approve Relationship Confirmation

Approve Relationship Confirmation

You have selected to approve this relationship. Please confirm this is the task you want to complete.

<RETURN TO VIEW DETAILS ‘ CONFIRM APPROVAL
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If a relationship’s effective end date has passed or if a relationship is already in an Approved or Denied
status, users will not have access to the Approve/Deny functionality on the View page. Please refer to
Figure 45 below.

Figure 45: View Relationship Details

View Relationship Details

Service Provider
817263871 - IN Test Company Edit 3 on
3-6-18

Service Receiver
25880 - IN Test Company 11-13-17 Edit
on 3-5 - AL

Relationship Type
TPA Enrollment

Effective Start Date
03-05-2018

Effective End Date
03-06-2018

Status
Approved

4 BACK TO MANAGE RELATIONSHIPS

3.3

Creating an Organization

Users can access the Create an Organization functionality from the Manage Organizations landing page.

Through the Create an Organization functionality, users can register an organization in HIOS by
completing four steps. In Step 1, users must select the organization’s primary function. Users are
required to select the type of organization from the available options: Company, Non-Insurance
company, Non-federal, and Other Organization. Please refer to Figure 46 below.

HIOS
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Figure 46: Create an Organization — Step 1

< Manage Qrganieations Create an Organization

My Organizations Please note, a field with an asterisk (*) befare it Is a required field.

I Create an Organization

e 1  Select the Organization's Primary Function

* What is the organization's primary business?
Data Change Request

Add a Relatisnship sell health insurance products and plans.

specific data.

®* An insurance company that is a legal entity licensed to

This organization may manage plan data including reparting product level
data or Medical Loss Ratio information, create an Issuer for the
crganization, provide or recelve TPA services, or work with other company

In HIOS, this type of organization s referred to as a Company.

provide TPA services,

Company.

A pany wh primary busi does not include
selling licensed health insurance products or plans.

This organization may come ko HIOS to obtain a Health Plan Identifier or

In HIOS, this type of organization is referred to as a Non Insurance

A Group Health Plan offered by a Non-Federal

governmental employees.

provision opt-out or external review election.

Governmental Health Plan,

Gover tal Organization to its non-feder

This arganization may report plan information for purposes of HIPAA

1n HIOS, this type of organization s referred Lo as a Non-Federal

Other - the above categories do not fit the
organization’s primary business.

Minimum Essentlal Coverage.

Organization.

This organization may be a Foreign entity that reports information for

In HIOS, this type of organization is referred to as an Other

NEXT

2 Enter Federal EIN/TIN

3  Organization Details

4 Confirm Your Request

If a user selects ‘Other’, an additional question will prompt the user to indicate if the organization has a
Federal Employee Identification Number or Tax Identification Number (FEIN/TIN) or not. Please refer to
Figure 43 below. Depending on if a user answers Yes or No, Step 2 will either be to Enter an FEIN or

Enter an Organization Name.
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Figure 47: Create an Organization — Select Other

¢ Other - the above categories do not fit the
organization's primary business.

This organization may be a Foreign entity that reports information
for Minimum Essential Coverage.

In HIOS, this type of organization is referred to as an Other
Organization.

* Does the organization have a Federal EIN/TIN?

Yes
No

3.3.1 Company

This section will cover the process of creating a new Company organization in HIOS.
In Step 1, users will select that they are an insurance company that is a legal entity licensed to sell health

insurance products and plans, which is a Company in HIOS. Step 2 will require users to enter the
FEIN/TIN. Please refer to below Figure 48.
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Figure 48: Create an Organization — Company — Step 2

< Manage Organizations Create an Organization

My Organizations Please note, a field with an asterisk (*) before it is a required field.

I Create an Organization

Add an Issuer 1 Select the Organization's Primary Function

Data Change Request Company

Add a Relationship
2  Enter Federal EIN/TIN

First, let's see if your organization already exists in the system.

* Enter the organization's FEIN and select "Search"

Please enter the Organization Federal EIN/TIN below. The Federal
EIN/TIN must be a 9 digit, numeric value.

3  Organization Details

4  Confirm Your Request

In Step 3, users will need to enter the organization details. For Company organization types, the
following fields are required: Organization Legal Name, Incorporated State. They can enter details for
the following fields: NAIC Company Code, NAIC Group Code, Group Name, AM Best Number, Not for
Profit, Co-op, and Third Party Administrator information. Users are required to enter the following fields
for the Domiciliary Address: Address Line 1, City, State, and ZIP. Please refer to Figure 49 below.
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HIOS

Figure 49: Create an Organization - Company — Step 3

Fi

3

Organization Details

* Organization Legal Mame

* Incarprmied State

Additional Information

NALL Company Code (5

NAIC Group Code {3 Digits}

Group Kame

AM Dest Humber (6 digits)

T

ot For Profit
Co-Op

Domiciliary Address

N

* Address Line 1

Address Line 2

* City

* IR Code {5 digits )

* Smate

10 Phus 4 (4 digis)

Third Party Administrator (TPA) Information

TPA Type
# EDGE Sarver
Enroliment

Phousa 11l 10 th Bt Dk wilk your €

Legal Susiness Address

* Address Line |

Adddeess Line 7

* City

* £1F Code (5 digits)

Primary Contact Information

* Job Tide

* First Mame

* Frnil Addbress

* Phone {xxox-xxoe- Kxxx)

rrpany Tnforniation

* State

L1 Phas 4 (4 dagits}

* Last Nnme

Phoue Ext

Add Secondary Contact Information

Confirm Your Request
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Users will get a chance to review a high-level summary of their request in Step 4 as shown in Figure 50.
Once a user has reviewed the information, they may submit their request for approval. The requesting

users will receive an email once the new organization has been approved.

Figure 50: Create an Organization — Company — Step 4

1  Select the Organization's Primary Function

Company

Revisit this step

2 Enter Federal EIN/TIN

182736817

Revisit this step

3  Organization Details

Organization Details Provided

Revisit this step

4  Confirm Your Request

Please select "Submit” to complete your reguest.

ORGANIZATION
182736817 - JN Test Company

SUBMIT RESET

3.3.2 Non Insurance Company

This section will cover the process of creating a new Non Insurance Company organization in HIOS.

In Step 1, users will select that they are a company whose primary business does not include selling
licensed health insurance products or plans, which is a Non Insurance Company in HIOS. Step 2 will

require users to enter the FEIN/TIN. Please refer to below Figure 51.
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Figure 51: Create an Organization — Non Insurance Company — Step 2

<Manage Organizations Create an Organization

My QOrganizations Please note, a field with an asterisk (*) before it is a required field.

I Create an Organization

Add an Issuer 1 Select the Organization's Primary Function

Dats Change Request Non Insurance Company

Add a Relationship
2  Enter Federal EIN/TIN

First, let's see if your organization already exists in the system.

* Enter the organization's FEIN and select "Search”

Please enter the Organization Federal EIN/TIN below. The Federal
EIN/TIN must be a 9 digit, numeric value.

3  Organization Details

4  Confirm Your Request

In Step 3, users will need to enter the organization details. For Non Insurance Company organization
types, the following fields are required: Organization Legal Name, Incorporated State, and Domiciliary
Address. Users can also enter Third Party Administrator information. Please refer to Figure 52 below.
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Figure 52: Create an Organization — Non Insurance Company — Step 3

3

Organization Details

P

case enter your organization details below

* Organization Legal Name

* Incorporated State

Domiciliary Address

* Address Line 1

Address Line 2

* City * State

= Z1P Code (5 digits) FIP PMlus 4 (4 digits)

Third Party Administrator (TPA) Information

TPA Type
# EDGE Server
Enroliment

Please fill in the form below with your Company [nformation
Legal Business Address

* Address Line 1

Address Line 2

* City * State

* 21IP Code (5 digits)

FIP Plus 4 {4 digits)

Primary Contact Information

* Job Title

* First Name * Last Name

* Email Address

* Phone (20002000 X ) Phone Ext,

Add Secondary Contact Information

4  Confirm Your Request
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Users will get a chance to review a high-level summary of their request in Step 4 as shown in Figure 53.
Once a user has reviewed the information, they may submit their request for approval. The requesting
users will receive an email once the new organization has been approved.

Figure 53: Create an Organization — Non Insurance Company - Step 4

Create an Organization

Please note, a field with an asterisk (*) before it is a required field.

1  Select the Organization's Primary Function Revisit this step

Non Insurance Company

2  Enter Federal EIN/TIN Revisit this step
182736812
3 Organization Details Revisit this step

Organization Details Provided

4  Confirm Your Request

Please select "Submit” to complete your request.

ORGANIZATION
182736812 - IN Test Non Insurance Company

SUBMIT RESET

3.3.3 Non-Federal Governmental Health Plans

This section will cover the process of creating a new Non-Federal Governmental Health Plan
organization in HIOS.

In Step 1, users will select that they are a group health plan offered by a Non-Federal Governmental

Organization to its non-federal governmental employees, which is a Non-Federal Governmental Health
Plan in HIOS. Step 2 will require users to enter the FEIN/TIN. Please refer to below Figure 54.
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Figure 54: Create an Organization — Non-Federal Governmental Health Plan — Step 2

< Manage Organizations Create an Organization

My Organizations Please note, a field with an asterisk (*) before it is a required field.

I Create an Organization

Add an Issuer 1  Select the Organization's Primary Function

Data Change Request Non-Federal Governmental Plans

Add a Relationship
2  Enter Federal EIN/TIN

First, let's see if your organization already exists in the system.

* Enter the organization's FEIN and select "Search”

Please enter the Organization Federal EIN/TIN below. The Federal
EIN/TIN must be a 9 digit, numeric value.

3  Organization Details

4  Confirm Your Request

In Step 3, users will need to enter the organization details. For Non-Federal Governmental Health Plan
organization types, users will need to enter the Organization Legal Name, select Self Funded and/or Fully
Insured as the Non-Fed Plan Type, and enter the Domiciliary Address. Please refer to Figure 55 below.
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Figure 55: Create an Organization — Non-Federal Governmental Health Plan — Step 3

3

Organization Details

Please enter your organization details below.

* Organization Legal Name

* Non-Fed Plan Type
Self Funded
Fully Insured

Domiciliary Address

Note: The Domiciliary address is the location in which an organization is
incorporated/registered or organized, while the Business address is the
location from where the organization can conduct their business.

* Address Line 1

Address Line 2

* City

* 1P Code (5 digits)

* State

ZIP Plus 4 (4 digits)

4

Confirm Your Request

Users will get a chance to review a high-level summary of their request in Step 4 as shown in Figure 56.
Once a user has reviewed the information, they may submit their request for approval. The requesting
users will receive an email once the new organization has been approved.

HIOS
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Figure 56: Create an Organization — Non-Federal Governmental Health Plan — Step 4

Create an Organization

Please note, a field with an asterisk (*) before it is a required field.

1  Select the Organization's Primary Function Revisit this step

Non-Federal Governmental Plans

2  Enter Federal EIN/TIN Revisit this step
123896123
3  Organization Details Revisit this step

Organization Details Provided

4  Confirm Your Request

Please select "Submit” to complete your request.

ORGANIZATION
123896123 - IJN Test Non-Fed

SUBMIT [mi3=13)

3.34 Other Organization Type

This section will cover the process of creating a new Other Organization Type organization in HIOS.

In Step 1, users will select the option of Other — the above categories do not fit the organization’s
primary business, which is an Other Organization type in HIOS. Step 2 will vary depending on if the
organization indicates they have an FEIN/TIN. If they do have one, then Step 2 will be to enter the
FEIN/TIN. If they do not have one, then Step 2 will be to enter the Organization Name. Please refer to
below Figure 57 and Figure 58.
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Figure 57: Create an Organization — Other Organization — Step 2 FEIN

Create an Organization

Please note, a field with an asterisk (*) before it is a required field.

1  Select the Organization's Primary Function

Other Organization Type

2  Enter Federal EIN/TIN

First, let's see if your organization already exists in the system.

* Enter the organization's FEIN and select "Search”

Please enter the Organization Federal EIN/TIN below. The Federal
EIN/TIN must be a 9 digit, numeric value.

3  Organization Details

4  Confirm Your Request
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Figure 58: Create an Organization — Other Organization — Step 2 Name

Create an Organization

Please note, a field with an asterisk () before it is a required field.

1  Select the Organization's Primary Function

Other Organization Type

2  Enter Organization Name

First, let's see if your organization already exists in the system.

* Enter the organization's name and select "Search”

To see if your organization already exists in the system, enter the
organization name and select "Search". You must enter at least three
characters before selecting search. If your organization is listed in the
table, then you are already in the system. If your organization is not

listed, procead to the next step by selecting "MNext".

3  Organization Details

4  Confirm Your Request

If a user needs to search by Organization Name, the system will check to confirm that the user’s
organization is not already in the system based on resemblance to the name entered and display the
results in a table. If the user sees that the listed organizations are not their intended organization, then
they can proceed forward. Please refer to Figure 59 below.
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Figure 59: Create an Organization — Other Organization — Step 2 Name Results

2

Enter Organization Name

First, let's see if your organization already exists in the system.

* Enter the organization's name and select "Search”

To see if your organization already exists in the system, enter the

organization name and select "Search”. You must enter at least three

characters before selecting search. If your organization is listed in the

table, then you are already in the system. If your organization is not

listed, proceed to the next step by selecting "Next".

Jackie Test

SEARCH

Showing results for "JTackie”

Organization Name

Jackie Test Non-Fed

Jackie Test Other

Jackie Test Non-Fed

Jackie Test Other

NEXT

Address

Herndon, VA

Herndon, VA

Herndon, VA

Herndon, VA

Actions

| View details

| View details

| View details

| View details

In Step 3, users will need to enter the organization details. For Other Organization types, users will need
to provide the Organization Location (US Address or Non-US address), enter the Organization Legal
Name, the FEIN/TIN unless provided in Step 2, select the Address Type (Domiciliary Address or Business
Address), and enter the address of the previously selected address type. Please refer to Figure 60 below.

HIOS
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Figure 60: Create an Organization — Other Organization — Step 3

3  Organization Details

Please enter your organization details below.

* Organization Location

* Organization Legal Name

* Address Type

Domiciliary Address
Business Address

Domiciliary Address

Note: The Domiciliary address is the location in which an organization is
incorporated/registered or organized, while the Business address Is the
location from where the organization can conduct their business.

* Address Line 1

Address Line 2

* City * Gtate
* ZIP Code (5 digits) ZIP Plus 4 (4 digits)
Additional Details

In the text field below, please provide additional details for your
organization request.

1000 characters left
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Users will get a chance to review a high-level summary of their request in Step 4 as shown in Figure 61.
Once a user has reviewed the information, they may submit their request for approval. The requesting
users will receive an email once the new organization has been approved.

Figure 61: Create an Organization — Other Organization — Step 4

Create an Organization

Please note, a field with an asterisk (*) before it is a required field.

1  Select the Organization's Primary Function Revisit this step

Other Organization Type

2  Enter Federal EIN/TIN Revisit this step
817236817
3  Organization Details Revisit this step

Organization Details Provided

4  Confirm Your Request

Please select "Submit” to complete your request.

ORGANIZATION
817236817 - Test Other Org

S0l ia |  RESET

34 Add an Issuer

Users can access the Add an Issuer functionality from the Manage Organizations landing page. Through
the Add an Issuer functionality, users can register an issuer under an existing insurance company in HIOS
by completing four steps. In Step 1, users must identify the insurance company by searching by the
FEIN/TIN. Please refer to Figure 62 below.
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Figure 62: Add an Issuer — Step 1

< Manage Organizations Add an Issuer

My Organizations Please note, a field with an asterisk (=) before it is a required field.

Create an Organization

I Add an Issuer 1  Search for an Organization
First, let’s find the company to which you’d like to add an issuer.
Data Change Request
Add a Relationship * Enter the organization’s FEIN and select "Search"

Please enter the Organization Federal EIN/TIN below. The Federal
EIN/TIN must be a 9 digit, numeric value.

2  Issuer Registered State

3  Issuer Details

4  Confirm Your Request

Users are required to identify the issuer’s registered state as part of Step 2 of the Add an Issuer process

as shown in Figure 63 below.
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Figure 63: Add an Issuer — Step 2

Add an Issuer

Please note, a field with an asterisk (*) before it is a required field.

1  Search for an Organization

000000010 - 000000010-test

2  Issuer Registered State

* Registered State

3  Issuer Details

4  Confirm Your Request

In Step 3 users will need to enter the Issuer Details. Users have the option to enter the Issuer Marketing
Name. Users are required to enter information on if they offer coverage in the Individual Market, Small
Group Market, and/or the Large Group Market by selecting ‘Yes’ or ‘No’. If users select ‘Yes’ to any of
the market type coverages, additional fields will display for the lines of business. Users are also required
to enter the Domiciliary Address. Once all the required fields are provided, users can proceed to step 4.

Please refer to Figure 64 below.
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Figure 64: Add an Issuer — Step 3

Please note, users must select "Yes” for at least one of the following market

type coverages and at least one associated line of business:
* Does this issuer offer coverage in the Individual Market?

* Yes
No

* Select all lines of business that apply for the Individual
Market:

HIC

Mini-Med

Student Health Plans
Rx-only

* Does this issuer offer coverage in the Small Group Market?

* Yes
No

* Select all lines of business that apply for the Small Group
Market:

HIC
Mini-Med
Expat
Rx-only

* Does this issuer offer coverage in the Large Group Market?

*» Yes
No

* Select all lines of business that apply for the Large Group
Market:

HIC
Mini-Med
Expat
Rx-only

Users will view a summary of information that was provided as part of the Add an Issuer process which
includes the organization FEIN, organization name, and registered state displayed in Step 4. If the user
has selected a non-compliant state or territory (AL, AK, FL, GA, PA, WI, AS, GU, MP, VI), additional text
will appear informing users they need to access the ERE module. If the information is deemed correct by

the user, they can select ‘Submit’ for the request to be approved. Please refer to Figure 65 below.
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3.5

Figure 65: Add an Issuer — Step 4

Add an Issuer

Please note, a field with an asterisk (*) before it is a required field.

1  Search for an Organization Revisit this step

871263871 - JN Test Company 12-12-17

2  Issuer Registered State Revisit this step

Alabama (AL)

3  Issuer Details Revisit this step

Issuer Details Provided

4  Confirm Your Request

Please select "Submit” to complete your request.

ORGANIZATION
871263871 - JN Test Company 12-12-17

REGISTERED STATE
Alabama (AL)

MOTE: The selected issuer’s state is non-compliant with the State

Review Process. Please access the External Review Election to enter

your Appeals information.

SUBMIT RESET

Data Change Request

Users can access the Data Change Request functionality from the Manage Organizations landing page.
Users who do not have a company, issuer, or organization administrator role will not have access to
submit a data change request. Instead, they can navigate to the Request a Role page on a separate Data
Change Request page. Please refer to Figure 66 below.
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Figure 66: Data Change Request — No Administrator Roles

< Manage Organizations Data Change Request
My Organizations Please note, to submit a data change request you must have administrator
privileges.

Create an Organization

Add an Issuer

I Data Change Request * Don’t see what you are looking for?

Request an administrator role to the organization you want to
manage.

Add a Relationship

REQUEST A ROLE

If the user has a company, issuer, or organization administrator role, they will be navigated to the
Manage Data Changes tab. Administrator roles may create change requests for editing certain data
elements related to Organization, Issuers, Products, etc. along with a reason for the change.

In addition to submitting data change requests, company, issuer, or organization administrators can
view the latest status of their data change requests and view previous requests and request statuses.

To create new data change requests, users will select ‘Create Request for Data Change’ on the Manage
Data Changes page as illustrated in Figure 67. In addition, ‘Data Change Request’ will also be available
on the Organization Details page for Company Administrator, Issuer Administrator, and Organization
Administrators. It can be accessed by navigating through the link demonstrated in Figure 68 and Figure
69.
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Figure 67: HIOS Portal — Manage Data Changes

Manage Data Changes

Please select a Request Status from the drop-down list below to view the corresponding requests

Create Request for Data Change

Request Status Search by Request ID

Pending Approval v ‘

REQUEST ID SEARCH

« First « Prev Bl Next » Last » Show Entries |10

v

Showing 1 to 9 of 9 entries

Request ID & Request Created Date 5 Status 2 Status Updated Date 2 NOTE Action
Pendi

DCR96 11/21/2017 8:48 AM enaing 11/21/2017 8:48 AM Test View
Approval
Pendi

DCR95 11/21/2017 8:47 AM S 11/21/2017 8:47 AM Test View
Approval
Pendi

DCR94 11/21/2017 8:46 AM enaing 11/21/2017 8:46 AM Test View
Approval
Pendi

DCR93 11/21/2017 8:46 AM e 11/21/2017 8:46 AM Test View
Approval
Pending .

DCR92 11/21/2017 8:46 AM 11/21/2017 8:46 AM test View
Approval
Pendi

DCR91 11/20/2017 5:01 PM e 11/20/2017 5:01 PM Test View
Approval
Pendi

DCR90 11/20/2017 5:01 PM enaing 11/20/2017 5:01 PM Test View
Approval
Pendi

DCRSS 11/16/2017 11:01 PM . 11/16/2017 11:01 PM Testing View
Approval
Pending et .

DCR81 08/04/2017 10:38 AM 08/04/2017 10:38 AM hikhikhik View
Approval
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HIOS

Figure 68: Organization Details Page

A My Drmmiaicas Organization Details

I Organization Details
Issuer Information
Organization Lsers

Manage Relationships

test001 Email Test Update

Pleaze note, A field with an asternisk (*) before it is 8 required field.

Organization Legal Information

Pleaze note, some fields require a data chapge réquest as they cannot be edited on

this page.
Organization Type Incorporated State
Company Virginia (VA)

* Drganization Legal Name

| test001 Fmail Test Update

* Federal EIN/TIN (9 digits) Validation Status
Validation in Process

111111111

Additional Information

NAIC Company Code (5 digits) NALC Group Code (5 digits)

Group Name

| testgroup

AM Best Number (6 digits)

Company Information

Neot For Profit
Co-Op

Domiciliary Address

Note: The Domiciliary Address is the address where the establishment is maintamed
or where the governing power of the enterprise is exercised.

* Address Line 1

| 1 man street Email Update

Address Line 2

* City * State

| herndon | Virginta (VA) v
* ZIP Code (5 digits) Z1P Plus 4

| 44444 | | 1234

Third Party Administrator (TPA) Information
TPA Type

EDGE Server
Enrcliment

SUBMIT
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Figure 69: Issuer Details Page

¢ Issuer Information

I Tssuer Details

r Uisers

Issuer Details
test001

Please note, a field with an astersk (*) before it is 8 requered field,

Organization Legal Information

Please note, some fields require a data chanoe request as they cannot be edited on
this page.

Tssuer 10 Registered State

19681 California (€A}

Issuer Legal Name Federal EIN/TIN

test00] 111141418

NAIC Company Code NAIC Group Code

N/A N/A

Additional Information

Issuer Marketing Name

Please note, users must select "Yes” for at least one of the following market type
covernges and at least one assodiated line of business:

* Does this issuer offer coverage in the Individual Market?
= Yes
Mo
* Select all lines of business that apply for the Individual Market:
# Health Insurance Coverage (HIC)
Mini-Med
Student Health Plans
Rx-only

* Does this issuer offer coverage in the Small Group Market?
* Yes
No
* Select all lines of business that apply for the Small Group Market:
# Health Insurance Coverage (HIC)
Mini-Med
Expat
Rx-only

* Does this issuer offer coverage in the Large Group Market?

* Yes
Ne

* Select all lines of business that apply for the Large Group Market:

# Health Insurance Coverage (HIC)
Mini-Med
Expat
Rx-onky

dress ks the address where the establishment i mamtaned
ower of the enterprise is exercised.

* Address Line 1

Address Line 2

Z1P Plus 4 (4 digits)
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3.5.1 Company Administrator — Data Changes

Company Administrators can create, review, and submit data change requests through the Manage Data
Changes tab. Company Administrators can also create new data change requests through the ‘Data
Change Request’ link available on the Organization Details page.

3.5.1.1 Create Data Change Requests

Once the Company Administrator is on the Manage Data Changes page, they will be able to ‘Create
Request for Data Change’ by selecting on the button at the top of the ‘Manage Data Changes’ page. The
‘What values would you like to change’ drop down menu displays the data values that can be changed
for Company, Issuer, and Product as illustrated in Figure 70.

Figure 70: Create Data Change Requests

Create Data Change Request

Note: (*) Indicates a required field

What values would you like to -Please Select Organization Field- ¥

change? II—SSS———————
FEIN/TIN

Organization Legal Name

Incorporated State

Organization Type

Organization Status

Issuer Registered State

Issuer Status

Product Name

Product Type

ACCESSIBILITY RULES (IR 5 FILE FORMATS AND PLUG-INS
Product Market Type

Issuer Legal Name

Organization Address

Organizaticn Address type

Once the value for the data change is selected, Company Administrators of multiple organizations will
see a list of companies displayed in the drop-down menu. Company Administrators will then select the
Company for which they are making the data change (FEIN/TIN, Organization Legal Name, Organization
Type) in the drop-down menu. The current value will be displayed, and the Company Administrator will
need to enter the New Value, or select from a predefined list of values, and enter a Reason for change
(250 characters max) before selecting the ‘Submit’ button. Refer to Figure 71 and Figure 72.
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Figure 71: Company Data Changes — Select the Company

Create Data Change Request

Note: (*) Indicates a required field

What values would you like to

0Organization Type v
change?
Choose the Organization
-Please select the organization you are making the change for- v

-Please select the organization you are making the change for-

Insurance Please - FEIN -963852741 - Company

JN Test Company 11-13-17 Edit on 3-5 - FEIN -192391823 - Company

JN Test Company Edit 3 on 3-6-18 - FEIN -817263871 - Company

IN Test Non Insurance 2-16-18 - FEIN -928379182 - Non Insurance Company

test001 Email Test Update - FEIN -111111111 - Company

Testing Non Fed Organization - TT 2.12.18 - FEIN -321321321 - Non-Federal Governmental Plans

Figure 72: Company Data Changes — Select the Field to Change

Create Data Change Request

Note: (*) Indicates a required field

What values would you like to

FEIN/TIN v
change?
Choose the Organization
JN Test Company 11-13-17 Edit on 3-5 - FEIN -192391823 - Company v
Current Value *New Value *Reason for change

192391823 ‘ ‘

If a change to the Organization Type from Company or Non Insurance to Non-Federal Governmental
Plans is needed, then the Company Administrator will need to select the ‘Self-Funded’ or ‘Fully Insured’
radio button before selecting the ‘Submit’ button as illustrated in Figure 73.
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Figure 73: Company or Non-Insurance to a Non-Federal Governmental Plan —
Select Self-Funded or Fully Insured Radio Button

Create Data Change Request

Note: (*) Indicates a required field

What values would you like to

Organization Type v
change?
Choose the Organization
JN Test Company 11-13-17 Edit on 3-5 - FEIN -1923918232 - Company v
Current Value *New Value *Reason for change
Company Non-Federal Governmental Plans v

Please select the type:*

Self Funded
Fully Insured
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Once the Company Administrator selects the ‘Submit’ button on the Manage Change Request page, a
Request ID will be assigned, along with a ‘Pending Approval’ status. An on-screen Confirmation message
will display as illustrated in Figure 74.

Figure 74: Confirmation Page for Change Request

Confirmation

Change request DCR119 has been successfully submitted and is currently pending approval. If you have any questions, please contact
the Marketplace Service Desk (MSD) at either 1-855-267-1515 or CMS_FEPS@cms.hhs.gov.

Continue

3.5.1.2 View Data Change Requests

Company Administrators can view data change requests on the Manage Data Changes page. When the
users select the status of the change request from the ‘Request Status’ drop-down menu or enter a valid
Request ID in the ‘Request ID field’ and select the ‘Request ID Search’ button, a summary of the change
requests and its statuses will be displayed in search results. The following statuses can be filtered as
illustrated in Figure 75.

e Pending Approval
e Approved

e Denied

e Unable to Process

e Completed
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Figure 75: Change Request Statuses

Manage Data Changes
Please select a Request Status from the drop-down list below to view the corresponding requests
Create Request for Data Change
Request Status Search by Request ID
| Approved
Denied
Unable to Process
«| Completed ntries [10 v Showing 1 to 9 of 9 entries
Request ID S Request Created Date 5 Status S Status Updated Date S NOTE 2 Action
Pendi
DCR96 11/21/2017 8:48 AM ending 11/21/2017 8:48 AM Test View
Approval
DCR95 11/21/2017 8:47 AM Pending 11/21/2017 8:47 AM Test View
Approval
Pendi
DCR94 11/21/2017 8:46 AM ending 11/21/2017 8:46 AM Test View
Approval

Company Administrators can select on the ‘View’ link of the Action column as shown in Figure 86 and
review the details of the change request as illustrated in Figure 76.
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Figure 76: View a Change Request

Data Change Details View

Change Request ID Request Created Date
DCRY6 11/21/2017 8:48 AM
User Name Federal EIN/TIN
321321321
Organization Legal Name Organization Type
Testing Non Fed Organization - TT 2.12.18 Non-Federal Governmental Plans
Current Value New Value
Testing Non Fed Organization - Tara's test
Supplement Attributes Attribute

Organization Legal Name

Note
Test

3.5.2 Issuer Administrator — Data Changes

Issuer Administrators can create, review, and submit data change requests through the Manage Data
Changes tab. Issuer Administrators can also create new change requests through the ‘Data Change
Request’ on the Issuer Details page.

3.5.2.1 Create Data Change Requests

Once the Issuer Administrator is on the Manage Data Changes page, they will be able to ‘Create Request
for Data Change’ through the button at the bottom of the Manage Data Changes page. The ‘What values
would you like to change’ drop-down menu displays the values for the Issuer, and Product. Once the
value for the data change is selected, Issuers will be displayed in the ‘Choose the Issuer’ drop-down
menu as illustrated in Figure 77.
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Figure 77: Issuer Change Request

Create Data Change Request

Note: (*) Indicates a required field

What values would you like to

Issuer Legal Name v
change?
Choose the Issuer IN Test Company 11-13-17 Edit on 3-5 - 25880 v
Current Value *New Value *Reason for change

IN Test Company 11-13-17 Edit on 3-5 ‘ ‘ ‘

If the change value is selected for a Product, then ‘Choose the Issuer’ and ‘Choose the product’ drop-
down menus will be displayed for selection as illustrated in Figure 78. Once all the required fields are
selected, the current value of the field to be changed will be displayed and the Issuer Administrator will
need to enter the New Value, or select from a predefined list of values, and enter a Reason for change
(250 characters max) before selecting the ‘Submit’ button.

Figure 78: Product Change Request

Create Data Change Request

Note: (*) Indicates a required field

What values would you like to

Product Name v
change?
Choose the Issuer test001 UPDATE - 22241 v
Choose the product Paul Test- 22241KS001 v
Current Value *New Value *Reason for change

Paul Test ‘ ‘

Once the Issuer Administrator selects the ‘Submit’ button on the Manage Change Request page, a
Request ID will be assigned, along with a ‘Pending Approval’ status. An on-screen Confirmation message
will display as illustrated in Figure 79.
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Figure 79: Confirmation Page for Change Request

Confirmation

Change request DCR119 has been successfully submitted and is currently pending approval. If you have any questions, please contact
the Marketplace Service Desk (MSD) at either 1-855-267-1515 or CMS_FEPS@cms.hhs.gov.

Continue

3.5.2.2 View Data Change Requests

Issuer Administrators can view data change requests on Manage Data Changes page. When the users
select the status of the change request from the ‘Request Status’ drop down menu or enter a valid
request ID in the ‘Request ID field’ and select the ‘Request ID Search’ button a summary of the change
requests and its statuses will be displayed in search results as illustrated in Figure 80. The following
statuses can be filtered on the Manage Data Changes page.

e Pending Approval

e Approved
e Denied
e Unable to Process
e Completed
Figure 80: Change Request Statuses
Manage Data Changes
Please select a Request Status from the drop-down list below to view the corresponding requests
Create Request for Data Change
Request Status Search by Request ID
_ | Approved
Denied
Unable to Process
«| Completed ntries [10 v Showing 1 to 9 of 9 entries
Request ID § Request Created Date 5 Status £ Status Updated Date 5 NOTE 5 Action
DCRI6 11/21/2017 8:48 AM Pending 11/21/2017 8:48 AM Test View
Approval
Pending .
DCR95 11/21/2017 8:47 AM 11/21/2017 8:47 AM Test View
Approval
DCR94 11/21/2017 8:46 AM Pending 11/21/2017 8:46 AM Test View
Approval
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Issuer Administrators can review the data of the change requests displayed through the ‘View’ link of
the Action column as illustrated in Figure 81.

Figure 81: View Change Request

Data Change Details View

Change Request ID Request Created Date
DCRY6 11/21/2017 8:48 AM
User Name Federal EIN/TIN
321321321
Organization Legal Name Organization Type
Testing Non Fed Organization - TT 2.12.18 Non-Federal Governmental Plans
Current Value New Value
Testing Non Fed Organization - Tara's test
Supplement Attributes Attribute

Organization Legal Name

Note
Test

3.5.3 Organization Administrator — Data Changes

Organization Administrator can create, review, and submit data change requests through the Manage
Data Changes tab. Organization Administrator can also create new change requests through the ‘Create
Request for Data Change’ link available on the ‘Edit’ page for Organization Administrator.

3.5.3.1 Create Data Change Requests

Once the Organization Administrator is on the Manage Data Changes page, they will be able to ‘Create
Request for Data Change’ through the button at the bottom of the Manage Data Changes page. The
‘What values would you like to change’ drop-down menu displays the values for that particular
Organization. Once the value for the data change is selected, the current value of the field to be
changed will be displayed and the Organization admin will need to enter the New Value, or select from a
predefined list of values, and enter a Reason for change (250 characters max) before selecting the
‘Submit’ button.

Organization Administrator will have to select the incorporated state, if changing the Organization Type
from Non Fed to either Company or Non Insurance Company as illustrated in Figure 82.
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Figure 82: Non-Federal Government Plans to Company

Create Data Change Request

Note: (*) Indicates a required field

What values would you like to

h - Organization Type v
change?

Choose the Organization

Testing Non Fed Organization - TT 2.12.18 - FEIN -321321321 - Non-Federal Governmental Plans ¥

Current Value *New Value *Reason for change

Mon-Federal Governmental Plans Company v

Please select an incorporated state:*
-Please select a state- ¥

Organization Administrator of ‘Other Org’ selects the fields displayed for that particular type of
organization. For multiple organizations, the Organization Administrator will see a list of organizations
displayed in the drop-down menu and will need to select the organization for making the data change as
illustrated in Figure 83. The current value will be displayed, and the user will need to enter the New
Value, or select from a predefined list of values, and enter a Reason for change (250 characters max)
before selecting the ‘Submit’ button.

Figure 83: Multiple Organizations

Create Data Change Request

MNote: (*) Indicates a required field

What values would you like to

0Organization Type v
change?
Choose the Organization
-Please select the organization you are making the change for- v

-Please select the organization you are making the change for-

Insurance Please - FEIN -963852741 - Company

JN Test Company 11-13-17 Edit on 3-5 - FEIN -192391823 - Company

JM Test Company Edit 3 on 3-6-18 - FEIN -817263871 - Company

JN Test Non Insurance 2-16-18 - FEIN -928379182 - Non Insurance Company

test001 Email Test Update - FEIM 111111111 - Company

Testing Non Fed Organization - TT 2.12.18 - FEIN -321321321 - Non-Federal Governmental Plans

If the Organization Administrator changes the Organization Type from Other organization to either
Company or Non Insurance Company, then an FEIN is required, and the user needs to select an
incorporated state drop-down menu as illustrated in Figure 84.
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Figure 84: Other Organization to a Company

Create Data Change Request

Note: (*) Indicates a required field

What values would you like to

Organization Type v
change?
Choose the Organization
JN Test Other US Address 12-5 - Oakton, v
Current Value *New Value *Reason for change
Other Organization Type Company v

Please enter an FEIN:* ‘ ‘

H 3
Please select an incorporated state: [ S

Once the Organization Administrator selects the ‘Submit’ button on the Manage Change Request page, a
Request ID will be assigned, along with a ‘Pending Approval’ status. An on-screen Confirmation message
will display as illustrated in Figure 85.

Figure 85: Confirmation Page for Change Request

Confirmation

Change request DCR119 has been successfully submitted and is currently pending approval. If you have any questions, please contact
the Marketplace Service Desk (MSD) at either 1-855-267-1515 or CMS_FEPS@cms.hhs.gov.

Continue

3.5.3.2 View Data Change Requests

Organization Administrators can view data change requests on Manage Data Changes page. When the
user selects the status of the change request from the ‘Request Status’ drop-down menu or enters a
valid Request ID in the ‘Request ID field’ and selects the ‘Request ID Search’ button a summary of the
change requests and its statuses will be displayed in search results as illustrated in Figure 86. The
following statuses can be filtered on the Manage Data Changes page.

e Pending Approval
e Approved
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e Denied
e Unable to Process

e Completed

Figure 86: Change Request Statuses

Manage Data Changes

Please select a Request Status from the drop-down list below to view the corresponding requests

Create Request for Data Change

Request Status Search by Request ID
| Approved
Denied
Unable to Process
«| Completed ntries [10 v Showing 1 to 9 of 9 entries
Request ID S Request Created Date 5 Status S Status Updated Date S NOTE 2 Action
Pending .
DCR96 11/21/2017 8:48 AM 11/21/2017 8:48 AM Test View
Approval
Pendi
DCR95 11/21/2017 8:47 AM SHHIE 11/21/2017 8:47 AM Test View
Approval
Pending :
DCR94 11/21/2017 8:46 AM 11/21/2017 8:46 AM Test View
Approval

Organization Administrators can review the details of the data change request by selecting the ‘View’
link in the Action column as illustrated in Figure 87.
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Figure 87: View Change Requests

Data Change Details View

Change Request ID
DCRY6

User Name

Organization Legal Name
Testing Non Fed Organization - TT 2.12.18

Current Value

Testing Non Fed Organization - Tara's

Supplement Attributes

Note
Test

Request Created Date
11/21/2017 8:48 AM

Federal EIN/TIN
321321321

Organization Type
Non-Federal Governmental Plans

New Value

test

Attribute

Organization Legal Name

3.6 Add a Relationship

Users can access the Add a Relationship functionality from the Manage Organizations landing page.

Through the Add a Relationship functionality, users can add a relationship between a third-party

administrator (TPA) organization and issuers in HIOS by completing four steps. The relationship can be

initiated by either the TPA or the issuer(s). In Step 1, users must identify the relationship type and
answer if they are providing or receiving TPA services. Please refer to Figure 88 below.
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Figure 88: Add a Relationship — Step 1

< Manage Organizations

My Qrganizations
Create an Organization
Add an Issuer

Data Change Request

I Add a Relationship

Add a Relationship

Please note, a field with an asterisk (*) before it is a required field.

1  Relationship Type

* What relationship are you trying to initiate?

e TPA Enrollment

* Is your organization providing or receiving the TPA Services?

* My organization is providing TPA Services
My organization is receiving TPA Services

* Enter the organization's FEIN and select "Search"

Please enter the Organization Federal EIN/TIN below. The Federal
EIN/TIN must be a 9 digit, numeric value.

2  Relationship Details

3  Relationship Attributes

4  Confirm Your Request

Users will need to identify the other half of the relationship in Step 2, either the issuer(s) or the TPA
depending on the answer provided in Step 1. Please refer to Figure 89 below.
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Figure 89: Add a Relationship — Step 2

< Manage Organizations

My Organizations

Create an Organization

Add an Issuer

Data Change Request

I Add a Relationship

Add a Relationship

Please note, a field with an asterisk (*) before it is a required field.

1  Relationship Type Revisit this step

TPA Enrollment, Providing TPA Services,
928379182 - JN Test Non Insurance 2-16-18

2 | Relationship Details

* Enter the FEIN of the organization you are trying to establish
a relationship with and select "Search”

Please enter the Organization Federal EIN/TIN below. The Federal
EIN/TIN must be a 9 digit, numeric value.

Showing associated issuers related to "192391823 - JN Test Company 11-13-
17 Edit on 3-5"

* SELECTED ORGANIZATION
® 192391823 - JN Test Company 11-13-17 Edit on 3-5

Showing 1-2 of 2 records Records per page (10 ¥

Registered

Issuer Details State $
7 25880 - IN Test Company 11-13- AL

17 Edit on 3-5

85586 - JN Test Company 11-13- AK

17 Edit on 3-5

First Previous Next Last
NEXT

In Step 3, users will provide the relationship’s effective start date and the effective end date. Please

refer to Figure 90 below.
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Figure 90: Add a Relationship — Step 3

< Manage Organizations Add a Relationship

My Organizations Please note, a field with an asterisk (*) before it is a required field.

Create an Organization

Add an Issuer il Relationship Type Revisit this step

TPA Enrollment, Providing TPA Services,

Data Change Request
817263871 - IN Test Company Edit 3 on 3-6-18

I Add a Relationship

2  Relationship Details Revisit this step

1 Issuer

3  Relationship Attributes

Please enter the effective start and end date for the relationship.

* Effective Start Date * Effective End Date
(MM/DD/YYYY) (MM/DD/YYYY)

|

4  Confirm Your Request

Users will view a summary of information that was provided as part of the Add a Relationship process
which includes the relationship type, organization and issuer information, and the effective start and
end date displayed in Step 4. If the information is deemed correct by the user, they can select ‘Submit’
for the request to be approved. Please refer to Figure 91 and Figure 92 below.
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Figure 91: Add a Relationship — Step 4

< Manage Organizations

My Organizations
Create an Organization
Add an Issuer

Data Change Request

I Add a Relationship

Add a Relationship

Please note, a field with an asterisk (*) before it is a required field.

1  Relationship Type

TPA Enrollment, Providing TPA Services,
817263871 - IN Test Company Edit 3 on 3-6-18

Revisit this step

2  Relationship Details

1 Issuer

Revisit this step

3  Relationship Attributes

03/20/2018 to 03/21/2018

Revisit this step

4  Confirm Your Request

Please review and confirm if this is the correct information.

RELATIONSHIP TYPE

TPA Enrollment, Providing TPA Services, 817263871 - JN Test

Company Edit 3 on 3-6-18

RELATIONSHIP DETAILS

85586 - JN Test Company 11-13-17 Edit on 3-5 (AK)

EFFECTIVE START DATE
03/20/2018

EFFECTIVE END DATE
03/21/2018
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Figure 92: Add a Relationship — Confirmation Message

< Manage Organizations

@ Confirmation: Your request has been submitted for approval. To 0
check the status of the request, please navigate to the Manage
My Organizations Relationships page.
Create an Organization Add . .
a Relationship

Add an Issuer
Please note, a field with an asterisk (*) before it is a required field.

Data Change Request

I Add a Relationship 1 Relationship Type
* What relationship are you trying to initiate?

TPA Enrollment

2  Relationship Details

3  Relationship Attributes

4  Confirm Your Request

3.7 Organization Search

On the Organization Search page, users can search and view details for organizations registered in HIOS
with a valid Federal Employee Identification Number (FEIN). The organization details are displayed in an
editable format for users who already have the company administrator and organization administrator

for the specific organization that is returned in the search.
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Figure 93: Organization Search
Health Insurance Oversight System

Home Knowledge Center

< Manage Organizations Search Organizations

My Orgamzations

* Enter Federal EIN/TIN

CROADS:SNganaben Please enter the Organization Federal ETH/TIN below. The Federal EINTIN
b st by 21 9 e, e value.
Data Change Regquest
Adkd 1 Relabnstup
I Organization Search
3.7.1 Company/Organization Administrator view

The organization details are displayed in an editable format for users who already have the company
administrator and organization administrator for the specific organization that is returned in the search.

Figure 94: Organization Search Results

¢ Manage Organizations SEEII‘Ch Organizations

My Organizations Flease note, a field with an asterisk (=) before it is a required field,

Create an Organization

add an Issuer

* Enter Federal EIN/TIN

Data Change Request Please enter the Organization Federal EIN/TIN below, The Federal EIN/TIN

must be a 9 digit, numeric value.

000000007 SEARCH

Search results for "000000007"

Add a Relationship

I Organization Search

Insurance Co 000000007
Federal EIN/TIN Qroanization Details
o0oo00007 Issuer Information

Organization Type
Company
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3.7.2

All HIOS users view

The organization details are displayed in a read-only format for all the HIOS users who do not have
company administrator or organization administator role. The Issuer details are also displayed in a read-
only format for all the HIOS users who do not have company administrator or organization administrator

role.

HIOS

Organization Details
FMLoadTest0139

Organization Legal Information

Drganization Type Incorporated State
Coamparny Virginia (VA

Drganization Legal Name

Figure 95: Organization Search — Organization Details Page for All HIOS Users

PeiLoadTast0138

Fadaral EIN/TIN Validation Status

DO0 ;] Validstion in Process

Additional Information

Group Name

FMLoadTest Group

Domiciliary Address

Note: The domiciliary sddress is the sddress where the establishment i3 maintained
r whare the govemning power of the enterpriss is axcercisad

Address

Load Test Drive

+BACK TO SEARCH ORGANIZATIONS
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HIOS

Issuer Information
FMLoadTest0139

The following issuers sre associated to FM

ILoadTastD139,

Figure 96: Organization Search - Issuer Information for all HIOS users

Issuer ID &

49367

HE1S

29348

Shewing

Issuer Hame &

FMLoadTest0139

FMLoadTestD139

FMLoadTestOL 39

FMLoadTest0129

FMLoadTeatDi 39

FMLoadTestDL 29

FMLoadTestD 139

FMLoadTest0L 39

FMLoadTest0139

FMLoadTest0139

1-10 of 12

Begistersd
State @

Hava

Wantucky

United
Staten
Wirgin
Islands

Mew Jersey

HMissERRa

Virginia

Alasica

Connscbicut

records  Records per page (10 ¥

Actions

Issuer Details

lssuer Detaily

lssuer Detadis

Issusr Diatails

lazuer Detasly

Issuer Details

Issuar Diedadly

Issuer Distails

lizyer Detasly

“BACK TO SEARCH DRGANIZATIONS
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3.8

Figure 97: Organization Search - Issuer Details for all HIOS users

Issuer Details
FM-Company-IMPLO-087

Organization Legal Information

Issuer ID Incorporated State
B5941 Georgia(GA

Issuer Legal Name Federal EIN/TIN
FM-Company-1MPLO-087 103213337

NAIC Company Code NAIC Croup Code

Additional Information

Issuer Marksting Name
FM-Company-1MPLO-0BTISSUER-AK

Market Type and Assoclated Line of Business
Small Group

Min-Mad

Domiciliary Address

+BACK TO ISSUER INFORMATION

Role Management

All module access and role requests are to be completed in the Role Management section. Users will be

able to view their existing roles and access status. Users will also be able to submit module access

permission requests and cross-reference requests to registered companies, issuers, and states (for state
users only) all under Role Management.

The HIOS home page will display a Manage Roles link from the drop down as illustrated in Figure 98

below.

HIOS
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Figure 98: HIOS Portal Home Page — Manage Roles

Health Insurance Oversight System

Manage Account
m Knowledge Center
Manag: es

me to HIOS. We are in the pr of updating the will see an updated HIOS homepage as w

you navigate throughout th

Home

Select a module below to get started. A solid flag () indicates a module notification is available.

My Work

?» Consumer Assistance Program

> Doecument Collection Module

Welcome, -

Request a Role
Manage Organizations
Manage Approvals

Manage Notifications

Notifications

> External Review Election

r ] 2
* DON'T SEE WHAT YOU'RE LOOKING FOR? VIEW ALL FUNCTIONS
Check out our list of functions and request access

Logout =

3.8.1

Manage Roles Page

The users can view their existing roles and pending role requests on the Manage Roles page as displayed
below in Figure 99 and Figure 100.

The table will display the pending role requests first and then the approved requests after.

HIOS
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Figure 99: Manage Roles

Health Insurance Oversight System

Home

Knowledge Center

Manage Roles

Welcome,

The table below displays your pending role requests and your approved roles. Please select "Add a new role” below to reguest a role.

Add a new role

Module ¢

Consumer
Assistance Program

Enforcement and
Consumer
Protections

External Review
Election

External Review
Election

External Review
Election

External Review
Election

External Review
Election

External Review
Election

External Review
Election

Financial
Management

bl
=5
N

@

Submitter

ECP State
Submitter

ERE Submitter

ERE Submitter

ERE Submitter

ERE Submitter

ERE Submitter

ERE Submitter

ERE Submitter

Payee
Approver

First

Role Type ¢

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Showing 21-30 of 124 records Records per page 10

Association #

8294925 - CA - California
Consumer Assistance Program

Alabama

10854 - JN Test Company Edit
2on11-21-14 - AK

52545 - N Test Company Edit
20n11-21-14 - AS

62933 - IN Test Company Edit
2on11-21-14 - VI

77517 - IN Test Company Edit
2on11-21-14 - AL

95021 - IN Test Company Edit
20n11-21-14 - FL

172637162 - IN Test Company
10-23-14 Non-Fed

981273981 - IN Test Non-Fed
12-11-15

N/A

Previous 1 2-4 5 Next Last

Status ¢

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Actions

View Details

View Details

View Details

View Details

View Details

View Details

View Datails

View Details

View Details

View Details

Logout

Help @

Users may select ‘View Details’ to view additional information about the Pending or Approved role
request. Users will be navigated to the View Role Details page which will vary depending on the status of
the role request. The two variations of the page are displayed below.
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Figure 100: View Role Details — Pending Role Request

Health Insurance Oversight System Welcome, ~  Logoutts

Home Knowledge Center Help @

View Role Details

Date Requested Role Type

08/04/2017 Submitter

Status Contact Type

Pending Primary Contact

Module Association Type

Non-Federal Governmental Plans NONFED

Role Association

NonFed Submitter Testing Non Fed Organization -
Tara's

CANCEL ROLE REQUEST

4+ BACK TO MANAGE ROLES

Figure 101: View Role Details — Approved Role Request

Health Insurance Oversight System Welcome, T Logout

Home Knowledge Center Help @

View Role Details

Date Approved Role Type
08/08/2017 Assister Type
Status Contact Type
Approved N/A
Module Association Type
Assister GRANTEE
Role Association
Assister Submitter SBD I

1 TO MANA

If the user selects Cancel Role Request or Delete Role Request from the View Role Details page, the
following confirmation pop-ups will be displayed.
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Figure 102: Role Cancellation Confirmation

:Role Cancellation Confirmation: x

You have selected to cancel a pending role request. Please confirm this is the task you want to complete.

1« RETURN TO VIEW DETAILS ‘ CONFIRM CANCELLATION

Figure 103: Role Deletion Confirmation

Role Deletion Confirmation x

You have selected to delete an existing role. Please confirm this is the task you want to complete.

1{RETURN TO VIEW DETAILS ‘ CONFIRM DELETION

To view existing roles, complete the following steps:

1. From the HIOS Portal Home Page, select the ‘Manage Roles’ link.

2. Users can view additional details for the role request by selecting View Details in the Actions
column.

3. Users can cancel or delete their pending or approved role requests from the View Role Details
page.

4. Users will need to confirm their action on the pop-up. Once the request is submitted, the system
shall display a confirmation message on the Manage Roles page.

3.8.2 Requesting a Role

To request an additional role or module access, a role request must be submitted. Be sure to review the
Browse by Module page to ensure that the correct module and role is requested within the module.
To request a role, complete the following steps:

1. From the HIOS Portal Home Page, select the ‘Request a Role’ link.

2. Select the Module needed.

3. Select the Requested Role. The system will only display the specific roles that apply to the
module selected.

4. |If applicable for the module and role selected, select the role type.
e The role type radio buttons shall NOT be displayed for the following modules:

o ERE
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o Non-Fed
o Financial Management
o QHP Issuer Module
o QHP Rating Module
o QHP Benefits and Service Area
o State Evaluation module
o Unified Rate Review System
5. If applicable for the module, role, and role type selected, select the contact type.

6. Select the Association Type. Enter the information and select Search. If a search result is not
displayed, the user must register the organization first or verify that the issuer, site, or state
reference provided is accurate.

7. Review the role request and select the Submit button. The Reset button is also an option if the
user wants to reset the steps and start over.

Figure 104 displays the role request for the Ratings/Reports Viewer role within the Marketplace Quality
Management (MQM) module.
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Figure 104: Ratings/Reports Viewer Role Request

Health Insurance Oversight System Welcome, Logoute

Home Knowledge Center Help @

Request a Role

Please note, a field with an asterisk (*) before it is a required field. For a detailed description of each medule and available roles, please visit

the Browse by Module page in the Knowledge Center.

Please note, you must first have an organization registered in HIOS in order to reguest access to a module,

1 Select a module Marketplace Quality Module
2 Select a role Ratings/Reports Viewer
3  Add association 4 Associations

Te add an Asseciation to this rele request, you must search for it in the system.

* Association Type
& HIOS Issuer ID

* Search for association

Please enter the HIOS Issuer ID below and select the Search button. Once an
issuer is found, select the "Add" button to associate the Issuer to the role. The
HIOS Issuer ID must be a 5 digit, numeric value. You must add at least 1

Issuer and may add up to 10 Issuers per submission.
69834 SEARCH

Showing results for "69834°

4 ITEMS ADDED TO REQUEST

NEXT

4 Confirm your request

Users seeking to request the Ratings/Reports Viewer role can associate themselves to multiple Issuers
per request. These users need to Search a valid Issuer and then select the Add button.

The system shall validate if there is an existing role request (for same role and association) in the
Pending Requests. The system shall throw an error message if the user already has a duplicate pending
or approved role request.

The system will check that the Issuer IDs entered exist within HIOS and that the users do not already
have an existing association with the selected Organization. If an organization does not exist in the
system, a pop-up message will display that allows users to first create the organization as displayed by
Figure 105.
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Figure 105: Organization Not Found — Navigate to Create an Organization

Create Organization Confirmation x

The organization does not exist in the system. Please select the “"Create an Organization” button to first

create the organization or select "Cancel” to use another organization for your search.

CREATE AN ORGANIZATION CANCEL

The system shall display the error message as in Figure 106 if the user already has a role associated with
the ID entered.

Figure 106: Existing Association Error Message

1 Select a module External Review Election Revisit this step

2 Select a role ERE Submitter, Submitter, Primary Contact Revisit this step

3 Add association

To add an Association to this role request, you must search for it in the system.

* Association Type

HIOS Issuer ID
® Organization with FEIN

I Error: The account already has the requested association.

* Search for association

Please enter the Organization Federal EIN/TIN below. The Federal EIN/TIN
must be a 9 digit, numeric value.

Once the users have submitted the desired role request, the system will display a Confirmation screen,
displayed in Figure 107, to notify the users of the successful submission.
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Figure 107: Role Request Confirmation Page

Confirmation: Your role request has been submitted for approval. Please log back in within 1-2 business days to check the status. €

Request a Role

Please note, a field with an asterisk (*) before it is a required field. For a detailed description of each module and available roles, please visit

the Browse by Module page in the Knowledge Center.

Please note, you must first have an organization registered in HIOS in order to request access to a module.

1 Select a module

3.9 Approvals

Users, with the appropriate role for their module, have the ability to Approve or Deny user role requests
at both the module and organizational level. Users with approval roles will have the Manage Approvals
link displayed in the drop down on the HIOS Portal Home page as displayed in Figure 108.

Figure 108: HIOS Portal Home Page — Manage Approvals

Health Insurance Oversight System eicothe = R

Manage Account
Knowledge Center Hel
m g9 Manage Roles p e

Request a Role

Manage Organizations

©® Welcome te HIOS. We are in the process of updating the site. You will see an updated HIOS homepage as well as
pages as you navigate throughout the site.

Manage Notifications

Home

Select a module befow to get started. A sclid flag (™) indicates a module notification is available.

My Work MNotifications
> Consumer Assistance Program |~
? Document Collection Module [~
? External Review Election ']

DON'T SEE WHAT YOU'RE LOOKING FOR?
Check out our list of functions and request access

Under the Approvals tabs, users will have the option to view all Pending Approval, Approved, and
Denied requests as displayed in Figure 109.
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Figure 109: Approval Tabs — Request Status

New Organization User Account User Role Organizational User Manage Data Change

Approvals Approvals Approvals Role Approvals Approvals

User Role Request Approvals

Please select a Module from the drop-down list below to view the corresponding requests.

Module: Request Status:
Assister v Pending Approval v
Pending Approval
Approved
| Denied |

Please select the checkboxes for the records you wish to approve or deny from the table below. Once the selection has been made,

please select the "Approve’ or 'Deny’ button under the table to complete the desired action.

« First = Prev Mext = Last» Show Entries |10 ¥ Showing 1 to 1 of 1 entries
User U
Jol Association iati
Select Requestor Username 5 . - —"2"‘1"'& Role & = %ssoqatlon Type =
Title & B Type o = & Ty
2 (=1
=
Test Assister
. Assister State X
Engineer State

Users with the HIOS User Role Approver role will see the User Role Approvals tab, as displayed in

Figure 110. Under this tab, users can approve or deny role requests for the modules for which they have
permissions.
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Figure 110: User Role Request Approvals

New Organization User Account User Role

Approvals Approvals Approvals

Organizational User

Role Approvals

Manage Data Change

Approvals

User Role Request Approvals

Module: Request Status:

Assister v Pending Approval

Please select a Module from the drop-down list below to view the corresponding requests.

« First « Prev Next » Last» Show Entries |10 ¥

Jo
Select Requestor Username S . . 7§0dule Role &
g Title o =]
Test . Assister
. Assister
Engineer State

Association

Please select the checkboxes for the records you wish to approve or deny from the table below. Once the selection has been made,
please select the 'Approve’ or 'Deny’ button under the table to complete the desired action.

Showing 1 to 1 of 1 entries

Type 5

State

Association
&

=

TX

Us
User ;T
Type =
= Iy
< &
<

Figure 111 displays the Organizational User Role Approvals tab which only users with the Role Approver
Administrator role will be able to see. This role allows users to approve or deny requested associations

between a user and a module for a particular Organization.
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Figure 111: Organizational User Role Approvals

New Organization User Account User Role Organizational User Manage Data Change

Approvals Approvals Approvals Role Approvals Approvals

Organizational User Role Request Approvals

Please select a Module from the drop-down list below to view the corresponding requests.,

Module: Request Status:

Non-Federal Governmental Plans v Pending Approval v

Please select the checkboxes for the records you wish to approve or deny from the table below. Once the selection has been made,

please select the "Approve’ or 'Deny’ button under the table to complete the desired action.

« First « Prev Next » Last» Show Entries |10 ¥ Showing 1 to 1 of 1 entries
Jol A iati R L. User
) ssociation
Select Requestor Username & Title Module & Role & Tvpe & ,;'SLM Sub-
S S v Type &
Non-Federal Non-Federal
NonFed JN Test NF Primary
Governmental A Governmental
Submitter 7-26-17 Contact
Plans Plans

In order to approve or deny a record within one of the approvals tabs, the users would need to select
the checkboxes next to the record, and then select the Approve or Deny button to approve or deny the
selected records.

Once the users have selected at least one record’s checkbox and selected the Approve or Deny button,
the users will be redirected to a Confirmation page where the users will be notified of a successful
request, and/or if the system encountered any errors in processing the request.

Figure 112 displays the User Role Approvals Confirmation page where the system encountered an error
in processing an Approval or Denial request.
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Figure 112: User Role Request Approvals Confirmation Page

New Organization User Account User Role Organizational User Manage Data Change

Approvals Approvals Approvals Role Approvals Approvals

Confirmation: The following role requests have been successfully Approved for the Health Plan and Other Entity Enumeration System

module:
. - U uU Sub-
Role Requestor Username Association Type Association ser ser su
Type Type
Submitter Other Organization HM Non US Org
Type 1201-6

Records that encountered an error will return to the ‘Pending Approval’ Request Status once the users
select the Continue button if it was not already successfully approved by any other user.

Some approval requests may be partially successful. The confirmation page will display the records that
encountered error on top of the records that were successfully approved or denied.

To approve or deny further records, the users may select the Continue button to be redirected to the
previous page.

3.10 Knowledge Center

The following sections describe the two pages within the Knowledge Center.

3.10.1 Overview Page

The Knowledge Center — Overview page displays some of the most frequently asked questions from
HIOS users. The page provides answer to these high-level questions. Additionally, users have the ability
to download the HIOS Portal quick guide PDF document which provides more in-depth detail to the
main Portal functionality. Please refer to Figure 113.
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Figure 113: Knowledge Center — Overview Page

Health Insurance Oversight System Welcome, *  Logout@

Home Knowledge Center Help ©

Knowledge Center

Advice and help from the HIOS team.

Overview Browse By Module

Below are answers to the most frequently asked questions from HIOS users.

How do I register an organization? YOUR GUIDE TO HIOS
Users need to select "Manage Organizations” from the Welcome drop down We have prepared a guide to
in the top navigation bar and submit the organization registration request. HIOS that includes instructions

on how to register organizations,
request roles, and other useful

How do I request a role and access to HIOS modules? information about the system.
Users need to select "Request a Role” from the Welcome drop down in the
top navigation bar and submit their role request. * Download HIOS
M uick Guide (0.54
MB, PDF)

When will my data appear on Finder.Healthcare.gov?

Every two weeks during a submission window, RBIS runs a refresh process

that will make available to the website any new plans that have
successfully been submitted, validated, and attested during that time
period.

There is no link available when I launch the module, how do
I getin?

Some HIOS modules (i.e. RBIS, Financial Management, or QHP Modules)
have a defined submission window, When the submission window is closed,
users may see a message with details regarding the application’s
availability.

3.10.2 Browse by Module Page

The Knowledge Center — Browse by Module page displays the list of modules available within HIOS.
When a user expands a module accordion, users may read about the purpose of the module, the roles
available to request in the module, and documents available for download if applicable. Figure 114
displays a portion of the Knowledge Center — Browse by Module page and Figure 115 displays one of the
expanded accordions.
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Figure 114: Knowledge Center — Browse by Module Page

Home Knowledge Center

Knowledge Center

Advice and help from the HIOS team.

Overview Browse By Module

Select a module below to get information and request roles,

> Assister

> Consumer Assistance Program

> EDGE Server Management

Help ©

Figure 115: Knowledge Center — Browse by Module Expanded Accordion

Home Knowledge Center

Knowledge Center

Advice and help from the HIOS team.

Overview Browse By Module

Select a module below to get infermation and request roles.

> Assister

w Consumer Assistance Program

Purpose

The Consumer Assistance Program (CAP) is used by states and its case workers to
provide beneficiaries and consumers insurance related guidance and assistance. The CAP
System [Case Worker Tool) provides state users with the capability to collect, manage,
and submit information about the various cases handled by the case workers. The CAP
Module allows users to uplead case information as well as the Quarterly Progress Report

into HIOS.

Resources

CAP User Manual (5.49 MB. PDF)

Roles

Installer

The Installer user can view instructions to
install the CAP System, which is a case
worker tool.

Submitter

The Submitter user can upload case
infermation (the CAP Data Collection
Report) as well as submit the Quarterly
Progress Report for a CAP site,

Report

The Report user can generate extract
reports for the submitted case information
for a CAP site.

Request Access

Help @

3.10.3 Glossary Page

The Knowledge Center — Glossary page: A new tab has been added to the Knowledge Center called
Glossary. When a user selects the Glossary tab, a static page displays each of the HIOS terms with the

definition underneath listed in alphabetical order.
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Figure 116: Knowledge Center — Glossary

Knowledge Center

Advice and help from the HIOS team.

Overview Browse By Module Glossary

The below glossary includes key HIOS terms.

Association Product

Insurance products that are sponsored by an association and which are exempt from certain requirements.

Clinical Quality Measures

Information collected from healthcare providers regarding the effectiveness of care they have provided to subscribers. This information

is used to generate QHP ratings as part of the Quality Rating System (QRS).

Company

An insurance company that is a legal entity licensed to sell health insurance products and plans.

Component ID

The product 1.D. and the issuer I.D. combine with information at the plan level to create a unigue identifier called the Standard

Component I.D which maps the combination of specific benefits and cost sharing arrangements sold for a specific price.

Domiciliary Address

The domiciliary address is the address where the establishment is maintained or where the governing power of the enterprise is

exercised.
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4 Trouble Shooting and FAQ

4.1 FAQs

Table 1: Frequently Asked Questions

Question

Answer

| forgot my password. What do | do?

Select the ‘Forgot Password’ link on the CMS Enterprise
Portal.

| do not see the module access button for
the application | would like to access.
What do | do?

Refer to the User Role Request section.

| received an error stating that | am locked
out of my account. What should | do?

Contact the Marketplace Service Desk (MSD) at 1-855-
CMS-1515 or email them at CMS_FEPS@cms.hhs.gov.

| do not see the specific issuer or company
information | am looking for within for a
specific module. What should | do?

Refer to User Role Request section.

4.2 Support

For additional assistance, please contact the Marketplace Service Desk (MSD) at
CMS _FEPS@cms.hhs.gov or at 1-855-267-1515. This is the CMS Help Desk.
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