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1.Overview

This manual is intended to provide a detailed description of the functions available through the
Entity Portal of the Pennie Platform. “Entity” refers collectively to the health insurance Assister
organizations that offer enrollment assistance to Pennsylvania’s customers. Throughout this
document, Assister organizations are referred to as “Entities or Entity.”

The Entity Portal is a complete solution to add/manage Assisters of the organization, submit
applications and enrollments and perform account maintenance transactions on behalf of the
Assisters for the existing customers, change customer designation from one Assister to another
within the organization, perform account maintenance for the organization, and manage
organization’s and Assister’s book of business.

™

Home Page

-
I)Q nni Q connecting Pennsylvanians to health coverage™

ASSISTERS ~ DELEGATIONS ~  ACCOUNT ~

The Home Page is the landing page for Entity organization. This section displays the list of Assisters
associated with the Entity organization, allows the Entity to add new Assisters, view and search for
Assisters associated with the organization, and edit Assister information.

2.1 Add Assister

This section allows the Entity to add Assisters for the Entity organization who will assist and
perform actions on behalf of the customers.

PLEASE NOTE: The Assister user accounts can be created at any time in the year, but the
Assisters will not receive the invitation email to claim their account until the Assister
Administrator (Admin) has updated their certification status to “Certified.”

2.1.1 Add New Assister

e Step-1: Click on the ‘Add Assister’ button on the home page.
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.
p\‘, IMIRIQ  connecting Pennsylvanians to health coverage

ASSISTERS * DELEGATIONS * ACCOUNT =
Assisters imaiching Assistors

Refine Results By  (resetall)

Assisters’ First Name Dan Star
Olivia Fox
Penny Greenfield

sam Gorvey

g i
f/ \\
.
\ /
™ o
B i
Carfification renewal for STATUS  CERTIFICATION
STATUS o
Active  Pending o-
09/25/2021 Active o-
03/24/2022 InActive  Certified o
09/16/202 Active  Cenified o-

e Step-2: Fill out New Assister Form (e.g., “First Name” or “Primary Phone Number”),
enter the Mailing Address, Profile Information (e.g., “Spoken Languages Supported”
or “Written Languages Supported” or “Education”) and click on the ‘Save’ button.

-
I)e nni e connecting Pennsylvanians to health coverage™

ASSISTERS ~ DELEGATIONS ~  ACCOUNT ~

Add Assister New Assister Form

New Assister Form First Name *
Last Name *

Email + @

Phone number * @

Secondary Phone Number

How would you like us o
contact you?

Primary Assister Site *

Secondary Assister Site

company@email.com

XXX

XXX

© Email
® Phone

O Mail

Select

Select

Enter assister's email for account activation

XXXX Enter assister's cell number for account activation

XXXX
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Muailing Address

Street Address * g0t Name, PO. Box, Company, c/o

Suife ' Apt, Suite, Unit, Bldg, Floor, efc

City * City, Town
State *  gglact v
Zip Code =

Profile Infermation

Spoken Languages [ Arabic
Supported (Select all that  — Armenian
apply) * |E| Cambodian

(] Cantonese
] English
[ Farsi
] Hmong
[ Korean
[ Mandarin
) Russian
[ Spanish
[ Tagalog
[ Vietnamese
] Other
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Written Languages [ Arabic
Supported (Select all that ] Armenian
apply) * |E| Cambodian
] English
[ Farsi
[ Hmong
[ Korean
[ Russian
] Spanish
() Tagalog
[ Traditional Chinese character
[ Viethamese
Other

Education * Select -

Upload Photo | Choose File | No file chosen

File size limit is 5 MB.

View and Search for Assisters

e Step-1: Go to Entity portal ‘Home Page’.

-
I)Q IRINIQ  connecting Pennsylvanians to health coverage™

ASSISTERS ~ DELEGATIONS ~  ACCOUNT ~

:
Assisters 4 maiching Assistors

Refine Results By (reset all NumberOf  Cerfification renewal for STATUS  CERTIFICATION

Name Clients Assister STATUS b
Assisters' First N
setsters Hirst Hame Dan Star 0 Active  Pending -
Olivia Fox 8 09/25/2021 Active  Certified -
_— Penny Greenfield 0 03/24/2022 InActive  Certified £
Assisters' Last Name
Sam Garvey 5 09/16/2021 Active  Certified £~

Status

O Active

O Inactive
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e Step-2: Search Assisters by entering Assister’s first name in the ‘Certified Assister first
name’ field; last name in the ‘Certified Assister last name’ field; select Assister activity
status from the ‘Active’ or ‘Inactive’ status; select Assister certification status from the
‘Certification Status’ drop-down list (e.g., “Pending” or “Certified”); or select a desired date
range during which the Assister’s certification will be renewed from the ‘Certification
Assister Renewal Date’ section under “Refine Results By” section. Click on the ‘Go’ button.

-
I)c TN  connecting Penrayivenians to health coveroge
ACCOUNT =

ASSISTERS =  DELEGATIONS =

Assisters .maiching assisers

(Reﬂm- Results BO (reset oll) Nurmibesr OF srtification renewal for
Assisters' First Name

2.2 Edit Assister Information

The Edit Assister information section helps the Entity in managing the Assister information,
view Assister profile, and update the Assister activity status.

2.2.1 Add or update Certified Assister information

e Step-1: Click on ¥~ and click on the ‘Edit’ button on the home page.
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penn B connocting Penneyhaonicns 16 haokth coveroge
ASSISTERS ~ DELEGATIONS » ACCOUNT »
. Add Assister
Assisters maiching assisters
Refine Results By  (reset all)
Dan Star ./’ e %
Olivia Fox \ | e
Penny Greenfield o InActive Certified \\-.._ _rx;r/
Sam Garvey 5 Active  Certified o~
Jion Stahs
. . “« . . ” . H ‘ Y
e Step-2: Click on the “Assister Information” section and click on ‘Edit’ button.
-
I)\! l‘ “ |c connecting Pennsyhvanians to health coverage
ASSISTERS = DELEGATIONS = ACCOUNT =
Dan Star
Assister Infoermation { St
— X
(ﬂss-uor InbrmmleD rr—— —
Profile = o
Status

Mailing Addross

City

State

Zip Code

Step-3: Enter the Assister Information (e.g., “First Name” or “Phone Number”),
Mailing Address and Profile Information (e.g., “Spoken Languages Supported” or
“Written Languages Supported”) and click on the ‘Save’ button.
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2.2.2 View Certified Assister profile

e Step-1: Click on ¥~ and click on the ‘Edit’ button on the home page.

-
pe TRINIRQ  connecting Pennsyivanions 1o health coverage

ASSISTERS » DELEGATIONS » ACCOUNT -
Assisters . maching assisters

Refine Results By  (reset all)
Marme

Dan Star o
Olivia Fox )

Penny Greenfield o

Sam Garvey 5

e Step-2: Click on the “Profile” section and the following screen will display the
Assister’s profile information.

.
I)c l] I] |L1' connacting Pannsylvanians te health coverage™
ASSISTERS ~ DELEGATIONS = ACCOUNT -
Olivia Fox

Profile

Assister Information

(thle)
Status

Phona numbar B Maslas Termacfise @

Olivia Fox

Email

language |
Spaoken 9
Language
g .
writtan  Hmeng

Education  High Schoal Graduate
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2.2.3 Update Certified Assister activity status

e Step-1: Click on ¥~ and click on the ‘Edit’ button on the home page.

-
I)c " TMIQ  connecting Pannsylvanions 1o health coverage’

ASSISTERS « DELEGATIONS » ACCOUNT -
Assisters i maching assisters

Rofine Results By  (reset all)
Mams

Dan Star Active
Ofivia Fox Active
Penny Greenfield InActive Certified R -
Sam Garvey s D816/202 Active  Centified o-
. . “ ” . . ‘ )
e Step-2: Click on the “Status” section and click on ‘Edit’ button.
>
I)c INIRIL  connacting Pannsylvanians fo health coverage”
ASSISTERS = DELEGATIONS = ACCOUNT ~
Olivia Fox
Profile
Assister Information
Olivia Fox
Profile
< Stotus )
S
Phone number B MapOes Temacflse 8
Email

Language |,
Spoken o9

Language .
written Hmeng

Education ||||‘|| Sehool Graduate
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e Step-3: Select a new Assister activity status (e.g., “Active” or “Inactive”) from the
‘New Status’ drop-down list and provide comments in the ‘Comment’ section and

click on the ‘Save’ button.

PLEASE NOTE: The Assister must be in “Active” activity status in order to appear in the
“Find Local Assistance” directory tool and appear in the Assister search list while the
Entity is changing Customer delegation from one Assister to another Assister within

the Entity Organization.

p
PRININIR  comocting Peryivarions t hecth covorage
ASSISTERS ~ DELEGATIONS ~  ACCOUNT ~

Olivia Fox

Staps Status

1. Entity Information

Status Active
o " View the status of your certification application here. You can also see the history of previous actions related to your
2. Populations Served
status,
. 1 Assister History
3. Locations and Hours
Date New Statu Wiww Cormimant
4. Confact Information
03/08/2021 InActive Active Mo Comments
<"‘, A“M"‘“) 10/02/2020 Active InActive No Comments
—— 09/25/2020 Inictive Active Mo Comments
6. Decument Upload
7. Payment Information
-
l) QINIREEQ  connecting Pennsylvanians to health coverage
ASSISTERS ~ DELEGATIONS ~  ACCOUNT -
Olivia Fox
Status
Assister Infermation Status Active
Ne \.
Prafile
Comment
Status
Date Previous sfatus MNew Status View Comment
03/08/2021 InActive Active Na Comments
10/02/2020 Active InActive No Comments
09/25/2020 InActive Active No Comments
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3. Certified Assisters

3.1 Manage Assisters

For detailed information on how to Manage Assisters please refer to Section 2.

-
l)t’I l] ll le connecting Pennsylvanians to health coverage™

ASSISTERS ~ DELEGATIONS ~ ACCOUNT ~

Manage Assisters

A

4. Delegations

-
I)L,I l] ll IQ connecting Pennsylvanians to health coverage™

ASSISTERS ~ DELEGATIONS ~ ACCOUNT ~

Pending Delegation Requests

Assisters

Active Customers

Inactive Customers

4.1 Pending Delegation Requests (New Designation Request)

The Pending Delegation Requests section displays a list of pending customer designation
requests for an Assister associated with the Entity organization. The Entity has an option to
accept or decline an individual’s designation request on behalf of the Assister. If the request
is accepted, then the individual will move to the Active Customers section. If the request is
declined the customer will automatically move to the Inactive Customers section. The Entity
can view and search for the list of pending customer designation requests filtered by
customer name, Assister name, and request received date range.

September 2022 v2.0 Entity User Reference Manual Page 14 of 48



4.1.1 View and search for pending delegation requests

e Step-1: Click on the ‘Delegations’ tab and select ‘Pending Delegation Requests’.

-
I)c II Il l L‘. connecting Pennsylvanians to health coverage™

ASSISTERS = DELEGATIONS = ACCOUNT -

q‘_&!ndlng Delegation ﬂcquca}}

Assisters

Active Customers

Inactive Customers

e Step-2: Enter customer’s name in the ‘Customer Name’ field or Assister name in the
‘Assister Name’ field or enter the desired date range during which an individual
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delegation request was received in the ‘Received On’ section under the “Refine
Results By” section and click on the ‘Go’ button.

-
PRIVINIQ cornectingPeromyorions 1 heckth covrogs
ASSISTERS » DELEGATIONS =  ACCOUNT =

Pending Request 1rending requost

(Refine Results By} (raset o) TR T o e &

Cara Danvers 1/07/202 Olivia Fox

4.1.2 Accept or decline individual delegation request

e Step-1: Click on the ‘Delegations’ tab and select ‘Pending Delegation Requests’.

-
I)c II Il l L‘ connecting Pennsylvanians to health coverage™

ASSISTERS = DELEGATIONS » ACCOUNT -

q’_{_!ndlng Delegation Fiuquu_sj}

Assisters

Active Customers

Inactive Customers
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e Step-2: Click on 7 and click on ‘Accept’ to accept an individual’s delegation

request or click on ‘Decline’ to decline the request.

-
l]Q_ TIINIR  connecting Pennsylvanians to health coverage™
ASSISTERS - DELEGATIONS -  ACCOUNT -

Pending Request 1ronding request

Refine Results By  (reset all}

i Cara Danvers n/o7/202 Olivia Fox
Lslomer Name

rner Name Received On Assiater's Hanve

4.2 Active Customers (Existing Designations)

The Active Customers section displays a complete list of customer designations accepted by
the Assisters. The Active Customers list displays their name, date since their designation is
active, designated Assister name, eligibility status, application status, and an action button
that assists an Entity in performing actions on an individual account on behalf of the
designated CEC.

The Active Customers section helps an Entity to view and search for active individuals list,
transfer customer delegation from one Assister to another within the Entity Organization,
view individual summary, provide comments on an individual’s profile, and mark an
individual as inactive.
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4.2.1 View and search for active designations

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Customer’.

-
l, Q ll ll lc connecting Pennsylvanians to health coverage™

ASSISTERS » DELEGATIONS = ACCOUNT -

Pending Delegation Requests
ASS ! Ste rs <-;.dive Cusmmé?s)

Inactive Customers

e Step-2: Search by entering the customer’s name in the ‘Customer Name’ field;
Assister name in the ‘Assister Name’ field; select individual eligibility status (e.g.,
“Pending” or “Conditional”) from the ‘Eligibility Status’ drop-down list’ select
individual application status (e.g., “Open” or “Submitted”) from the ‘Application
Status’ drop-down list; or enter the desired date range since the customer
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designation is active in the ‘Active Since’ section under the “Refine Results By”
section. Then click on the ‘Go’ button.

o
PRININTQ comecing Pornayrenions e oot comrage
Active Delegations wacieos tagotioen(s)
< Refine Resul n,> ......
S o
o iy Rocaived 8~
°-
il
a-
ligibi

a-
-
a-
o-
Po a-
s o-

o,

e )

k. —

4.2.2 Change customer delegation from one Assister to another Assister

This section helps the Entity in changing a customer delegation from one Certified
Assister to another within the Entity Organization. This step is performed when an
Assister is no longer associated with the Entity organization.
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e Step-1: Click on the ‘Delegations’ tab and select ‘Active Customer’.

-
I) Q ll ll lc connecting Pennsylvanians to health coverage™

ASSISTERS ~

Pending Delegation Requests
ASS'S*E rs <-H.r_ﬂve Cusmmé?s)

Inactive Customers

DELEGATIONS =

ACCOUNT ~

e Step-2: Select checkbox next to a customer’s name, click on the ‘Change Delegation’

button and select the ‘Change Delegation’.

PLEASE NOTE: The ‘Change Delegation’ button is only activated when the Entity
selects the checkbox next to the customer’s name.

l]c TMIINIQ  connecting Pennsylvanians fo health coverage

ASSISTERS » DELEGATIONS »

ACCOUNT «

Active Delegations i acis beisgationsts)

Refing Results By (reset olf

fomer Name

Eligpbility Status

Application Status

Active Since

mor Nomo = Active Since

Dan Thomas

Denise Blockman

Donny Blackman  07/06/2022

Linda Davis

Linda Ortega

Lites Rivers

Lits Ortega

Olivia Fox

Sam Garvay

Sam Garvey

Sam Garvay

Sam Garvey

Sam Garvey

©livia Fox

©livia Fox

Glivia Fox

Olivia Fo

s
Export Back of Business (All Assisters) &
Export Book ol Susimerr for G Rusiviec 2

)
h . ,

°
andiional Engibiiny Roceived @1
8-

Panding Opa -
Panding pon o-
a-

Panding cor a-
Panding o b
o-

pending 0 a-
o

o Step-3: Enter Assister email in the ‘Assister Email’ field or Assister name in the
‘Assister Name’ or select primary site address from the ‘Primary Site’ drop-down list
and click on the ‘Search’ button.
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PLEASE NOTE: Only the Assisters with “Active” activity status will appear in the

Assister search list.

-
PRIMINTQ cormecting Fonnopvorians o hacth cowerage
= DELEGATIONS = ACCOUNT -

Transfer Consumer Delegations

| Ploaso selact o Assister bolow and click the "Re-assign’ button ta mave the Cansumer Cases) you selected an the provio

sus tcreen 1o the farget
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September 2022 v2.0

o |f the Entity wants to see all the active Assisters present in the Entity organization,
just click on the ‘Search’ button.

-
I)Q BNINIQ  connacting Pennsylvanions to healih coverage’

ASSISTERS - DELEGATIONS = ACCOUNT -

Transfer Consumer Delegations

Ploase @ Assistor bolow and click the “Re-assign® button 10 meve the Cansumer Casels) you selectad on the previaus screan 1o the targer

070 500 a list of Assistors, please entor information in the search bax(es) obove.

e Step-4: Scroll down and select an Assister that the Entity wants to change the
designation using a radio button and click on the ‘Re-assign’ button

-
PPRINTNIQ connecting Parmsyivanians o st coverage

ASSISTERS IELEGATIONS = ACCOUNT =

Transfer Consumer Delegations

Ploaso sloct o Assister below and

ck the "Ro-assign” button to move the Consumer Case{s) you soloctad on the pravious scraen fo the rangat

N
b
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4.2.3 Change multiple customer delegations from one Assister to another
Assister

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Customer’.

-
I) Q ll Il lc connecting Pennsylvanians to health coverage™

ASSISTERS ~ DELEGATIONS = ACCOUNT ~

Pending Delegation Requests
ASSIS?E rs <_H;Tiue Cusralﬁ\;;§>

Inactive Customers

e Step-2: Select the main checkbox next to the ‘Customer Name' title, click on the
‘Change Delegation’ button and select ‘Change Delegation’.

PLEASE NOTE: The ‘Change Delegation’ button is only activated when the Entity
selects the checkbox next to the ‘Customer Name’ title.

.
cannacting Pannsytvanions 16 hesith covaroge
pennie L haoth
ASSISTERS +  DELEGATIONS -  ACCOUNT -

Active Delegations s pesgsriontn

Refine Results By (rosstall

Olivia Fex

s 29099 9000
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e Step-3: Enter Assister email in the ‘Assister Email’ field or Assister name in the
‘Assister Name’ or select primary site address from the ‘Primary Site’ drop-down list
and click on the ‘Search’ button.

PLEASE NOTE: Only the Assisters with “Active” activity status will appear in the
Assister search list.

-
]]\? VIR comnecting Pannsyhvanions fo health coverage #
= DELEGATIONS - ACCOUNT -

Transfer Consumer Delegations

Plaase seloct o Assister balow and click the "Re-assign” button o mave the Consumer Case{s) you selected on the provious screen fo the targat
/ B
|l ]
// oy _‘\\ ; R
( ]
Ay /}
g _

o If the Entity wants to see all the active Assisters present in the Entity organization,
just click on the ‘Search’ button.

-
[PRIRIRIR  connecting Fennsyivanians o hesith coverage # g rHepdsuppen -

r Coseds) you selected on the prow

@70 550 a lis1 of Assistors, please ontar information in the search baxes) above.

September 2022 v2.0 Entity User Reference Manual Page 24 of 48



e Step-4: Scroll down and select an Assister that the Entity wants to change the
designation using a radio button and click on the ‘Re-assign’ button.

-
I)c TRINIQ  connecting Pannsylvanians fa health coverage

ASSISTERS * DELEGATIONS »  ACCC

Plaase salect o Assister below and ¢

UNT =

Transfer Consumer Delegations

ck the "Re-assign” button 1o move the Consumer Case(s) you selected an the previous

screen o the bargat

4.2.4 Perform actions on customer profile

The Entities can perform actions on customer accounts which includes view customer
summary, provide comments on a customer’s profile, resend activation email to a
customer and mark an individual as inactive.

4.2.4.1 View individual summary

September 2022 v2.0

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Customer’.

-
l] e Il Il Ic connecting Pennsylvanians to health coverage™

ASSISTERS -

DELEGATIONS -

ACCOUNT -

Pending Delegation Requests

Assisters e cusomer

Inactive Customers
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e Step-2: Click on the ¥~ putton and click on ‘Details’.

=
PRIMINIQ commectng Pamnapvorions o i coveroger
ASSISTERS »  DELEGATIONS =  ACCOUNT -

Active Delegations i acies besgationsis)

Rofine Results By (sest al)

Eligibility Statu

Application Stotus

e Step-3: Go to “Summary” section and the following screen will display an
individual summary.

I) CINIIL  conmecting Pannsylvanans 1o health coverags

Jane Doe

About this Household

Summary

© Actions

B View Inativichsal Account

P )iow Commant

4.2.4.2 Provide comments on individual profile
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e Step-1: Click on the ‘Delegations’ tab and select ‘Active Customer’.

-
l) c 'l ll Ic connecting Pennsylvanians to health coverage™

ASSISTERS = DELEGATIONS = ACCOUNT -

Pending Delegation Requests
ASSISte rs <-;ﬂ_.;1ive CusTomEFs)

Inactive Customers

e Step-2: Click on the ¥~ putton and click on ‘Details’.

PPRIVINTR’ connacting Pannayionions 1o haoih coveroge
ASSISTERS - DELEGATIONS -  ACCOUNT =

Active Delegations izaciw psisganiens)

Rofine Results By (reso )

°
Dan Thomas Ofiafen  Conditional [ree—
Som Garvey Puand pon o-
o Gorvay [ oo a-
PR, s o-
gty Stotus
- Garvey / o
L Som Gorvey Pond dron g
Applicatian s \
=
linda Ortoga Ot F -
Rt
Uit River v o Opon a-
Uta Grteg 0 OtviaF Open o

e Step-3: Go to “Comments” section and click on the ‘Add Comments’
button.
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pennie o

cing Banmsyivanians to macith coverage

Jane Doe

e Step-4: Provide comments in the text area and click on the ‘Post Comment’
button.
PRI s wwssasbasmcowse

Jane Doe

Comments

e Step-4 (Another way): Perform Step-1 and Step-2 from Section 4.2.4.2 and

click on ‘New Comment’ under the “Actions” section.
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e Step-4 (Another way): A pop-up screen will appear. Enter comments in the

text area and click on the ‘Save’ button.

Jane Doe

Enter comments here...

Characters left: 4000

4.2.4.3 Update comments on individual profile

September 2022 v2.0

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Customers’.
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ASSISTERS ~ DELEGATIONS = ACCOUNT ~

Pending Delegation Requests
ASS'S*E rs <-H.r_tive Cusmmé?s)

Inactive Customers

e Step-2: Click on the ¥~ putton and click on ‘Details’.

-
PPRININIR comnecting Pennsyvarians o health coverage
ASSISTERS ~  DELEGATIONS =  ACCOUNT -

Active Delegations s busgarisnsis

Rofine Results By (reset o)

o
Dan Thomas Ofivia Fox onditional gibdity Bocoived &~
Bord Garvey Ponding s £
Lo Somn Garvey Pending o o~
Frod Fax Samn Carvey Pe o @
Eligibility Statues
Jara Dos Som Garvey
Kim Loe Som Garvey Pending
Application Status
Linda Dovis Ofivia Fax Pending
Linda Orlega Ofivia Fax
Retive Sinco
Lita Rivera s Ofivia Fa Pond
Lita Ortoga Ovia Fa Pending o

e Step-3: Go to “Comments” section and click on the ! button.
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ASSISTERS = DELEGATIONS - ACCOUNT -

e Step-4: Enter the updated comment in the text area and click on the
‘Update Comment’ button.

0O
\q }' connecting Pennsyivanians 1o health coverage
) [\d ] 9

Comments

4.2.5 Mark an individual as inactive

PLEASE NOTE: This action cannot be undone. If an individual is marked as inactive,
then it will terminate the existing relationship between the Assister and customer. The
marked inactive individual will be listed in the “Inactive Customer” section.

e Step-1: Click on the ‘Delegations’ tab and select ‘Active Customer’.
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ASSISTERS ~ DELEGATIONS = ACCOUNT ~

Pending Delegation Requests
ASS'S*E rs <-H.r_ﬂve Cusmmé?s)

Inactive Customers

e Step-2: Click on the £ - putton and click on “Mark as Inactive’.

=
PRIINTQ commacingParmayhvarions o ool eovarape
ASSISTERS = DELEGATIONS =  ACCOUNT -

Active Delegations s betegationst

Expeort Back of Businoss (Al Assisters) &

Export Bock of Business for an Assister ¥
Chango Delagation T=
Refine Resulis By  (reset o)
°
Dan Thamas ORIO6 200 Dlivia Fox Conditianal Eligibility Recaived O~
Denise Blackman o am Garvey po o-
Denny Blockmen Sam Garvey Per ope L
Fred Fox Sam Garvey P I o
Eigibiliny States
G jane Dos Sam Garvey o
Kim Lo Sam Garvay
Applcation Stotus
Linda Gilivia Fox :
2 Ortoge livia Fo o-
Active Sinc
Lita Rivera Olivia For Pending Open o
Lita Grisga Clivia Fox Pending Open L

e Step-3: A pop-up screen will appear. Click on ‘Confirm’ to inactivate current
individual account and click on ‘Cancel’ to cancel the process.

PLEASE NOTE: If you mark an individual account as inactive then you will no longer
have access to their account. The individual must send you another delegation
request before you can perform actions on their behalf.
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Are You Sure? b

Are you sure you want to remove designation for this account? If you confirm
you will no longer have access to this account

Should you change your mind in the future, this person will have to send you
another designation request before you can access their account again.

4.3 Inactive Customers (Undesignated Customers)

The Inactive Customers section displays the list of individuals whose delegation requests
were declined, were marked as inactive by their Entity organization or Assister, or the
individual de-designated the Assister. The Entity can view and search the list of inactive
individuals, filtered by Customer Name, Assister Name, or an Inactive date range.

4.3.1 View and search for inactive customers

e Step-1: Click on the ‘Delegations’ tab and select ‘Inactive Customer’.

-
I}L’ FIINIQ  connecting Pennsylvanians to health coverage

ASSISTERS = DELEGATHONS =  ACCOUNT -

Pending Delegation Requaests
Inactive € acive customers

- .
<Ir~ active Cus rorm'-rD

e Step-2: Enter individual’s first name in the ‘Customer Name’ field; Assister name in
the ‘Assister Name’ field; or enter the desired date range since an individual

September 2022 v2.0
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designation has been inactive in the ‘Inactive Since’ section under the “Refine

Results By” section. Then click on the ‘Go’ button.

-
[PRINTNEQ connecing Pamnsyhanions ohesth coveroge
ASSISTERS ~ DELEGATIONS =  ACCOUNT -

Inactive Customers :macive custamer

Kate Upland

Inactive Since

5. Account

&
I)Q ll 'I1 l e connecting Pennsylvanians to health coverage™

Refine Results By

Assisters’ First Name

ASSISTERS ~ DELEGATIONS ~

ASSiSTErs 4 Matching Assist

ACCOUNT ~

Entity Information
Populations Served
Locations and Hours
Contact Information
Assisters

Document Upload

Registration Status

The Account section provides the Entity organization information that was entered while creating an
Entity account. This section allows the Entity to update the Entity information, populations served,
location and hours, contact information, add and update Certified Assister, and view current Entity

organization registration status.
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5.1 Entity Information

5.1.1 Edit entity information

e Step-1: Click on the ‘Account’ tab and select ‘Entity Information’.

-
I] L‘ Il lll c rnnmscrir'g Pannsylvanians to heolth COvarage

ASSISTERS = DELEGATIONS - ACCOUNT -

(f. Aty Informat u':\]
-

ASSiS‘l’EI’S 4 Matching Assiste “-.\:-‘-C;_ o

pulations Served

Locations and Hours

Refine Results By  (resetall) Contoct Informotion
Bszistars
Assisters' First Name

Decumant Uplaad

Rogistration Status

e Step-2: Go to “Entity Information” section and click on the ‘Edit’ button.

e
I)c TMIN IR connecting Pennsylvanians to health coverage:

ASSISTERS » DELEGATIONS »  ACCOUNT =

Steps Entity Information Vs

nlity Information
Entity Informatio Entity Numbor 10000

e g Enfity Type
Populabions Served

Locations and Hours

Contact Information
Primary Phona Nur

Assistors Secondory Ph

Document Uplood Haw would this pe

Payment Information

Regrtration Status
Faith-based arganization

Cloarfisld

Ho

e Step-3: Edit Entity information (e.g., “Entity Name” or “Primary Phone Number” or
“State Tax ID” number) and click on the ‘Save’ button.
PLEASE NOTE: Many of the options on this screen, including information related to
grant funding, relate to functions that Pennie has chosen not to enable on the
Pennie Platform. For the options here we have provided suggested values, such as
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Entity Type is “In-person Assistance”, Organization Type is “Private Partnership”,
and Did your organization receive an Outreach and Education Grant? is “No”.

-
F}L‘_ TIINI  comrecing Penrayivomions o becith corsroger

ey e

Stop T Ensity Information

o~

S

5.2 Populations Served

5.2.1 Edit populations served information

e Step-1: Click on the ‘Account’ tab and select ‘Populations Served’.
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ASSISTERS = DELEGATIONS -  ACCOUNT -

Refine Results By  (resetall)

e Step-2: Click on the ‘Edit’ button.

|)t"llllic vanecing Pancsyhvorions 1o hasith coneage

» Etbnicitien

3 Inchustries

e Step-3: Update the Languages (e.g., “English” or “Spanish”), targeted Ethnicities
(e.g., “African” or “Chinese”), and Industries (e.g., “Health Care” or “Agriculture”)
information of the populations you intend to serve, and an estimated percentage of
assistance provided in each section. Click on the ‘Save’ button.

If your Entity organization does not target specific Ethnicities or Industries you can
choose “Other,” type in a value of “All,” and mark “100” in the “Estimated Percent”
columns.

PLEASE NOTE: The total “Estimated Percent” value in each section must add up to
100%.
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Steps Stop 2: Populations Served

5.3 Location and Hours

5.3.1 Edit Primary Site information

e Step-1: Click on the ‘Account’ tab and select ‘Locations and Hours'.

-
I)u I INIQ  connecting Pennsylvanians to health coverage”

ASSISTERS = DELEGATIONS -

Refine Results By  (resetall)

Assisters' First Name

AS SIS fe rs a1 Matching Assiste  pg pulations Served

ACCOUNT -

Entity Information

- s

rd .

'\_l ocations and Ilmlr.r./I
— et

Contact Information
Assisters
Document Upload

Registration Status

e Step-2: Click on the Entity organization’s primary site name.
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ASSISTERS =  DELEC

Staps

Entity Information
Populations Served
Locations and Hours
Contact Information
Assistars

Document Upload
Payment Information

Registration Status

SATIO

NS =

ACCOUNT =

Site Nameo

» Fred's Stars

Address

Add Sub-Site

e Step-3: Click on the ‘Edit’ button.

-
I] L ITTNIQ  connecting Pennsylvanians to health coverage

ASSISTERS »  DELEC

Stops

Entity Information
Populations Served
Locations and Hours
Contact Information
Assistors

Decument Upload
Paymant Information

Registration Status

NS =

ACCOUNT «

Site Nome

v 90 Beaver Drive

Addross

Hours of Operation

Add Sub-Site

September 2022 v2.0

e Step-4: Update primary site information including Hours of Operation, Mailing
Address, Physical Address, and written and spoken languages supported, then click
on the ‘Save’ button.

Entity User Reference Manual Page 39 of 48




PLEASE NOTE: If you do not enter the physical address then the “Find Local
Assistance” directory tool will not be able to provide geographic search results (i.e.
by zip code and distance) for your location.

5.3.2 Edit Sub-Site information

e Step-1: Click on the ‘Account’ tab and select ‘Locations and Hours’.

-
I)Q IMIN IR  connecting Pennsylvanians to health coverage™

ASSISTERS » DELEGATIONS = ACCOUNT =

Entity Information

Assisters 4 matching assiste  populations served

Refine Results By  (reset all) Information

Assisters

Assisters' First Nam
B N Document Upload

Registration Status

e Step-2: Click on the Entity Organization’s sub-site name.

-
I,Q TRINIQ  connecting Pennsyivanians ta health coverage

ASSISTERS -~ DELEGATIONS -  ACCOUNT -

Staps Site Name Address

Entity Infarmation
{4 Add Sub-Site

Populations Served
> 90 Beaver Drive,

Lacations and Heurs = e
(> Fredsstars J

Contact Information

Assistors

Document Upload

Payment Information

Registration Status

e Step-3: Click on the ‘Edit’ button.
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ASSISTERS »  DELEGATIONS =

Stops

Entity Information
Populations Served
Locations and Hours
Contact Infarmation
Assistors

Decument Upload
Payment Information

Registration Shats

ACCOUNT =

Site Name

v 90 Beaver Drive

Hours of Operation

Addross

Add Sub-Site

e Step-4: Update sub-site information including Hours of Operation, Mailing Address,
Physical Address, and Languages Supported, then click on the ‘Save Sub-Site’ button.

5.3.3 Add sub-site information

e Step-1: Click on the ‘Account’ tab and select ‘Locations and Hours’.

-
l)c ININ IR connecting Pennsylvanians to health coverage

ASSISTERS » DELEGATIONS =

Assisters 4 umatching assiste popylari

Refine Results By

Assisters' First Name

ACCOUNT =

Entity Information

(reset all) ontact Information
Assisters
Document Upload

Registration Status
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e Step-2: Click on the ‘Add Sub-Site’ button.

-
I]Q TRINEQ  connecting Pannsylvanians to heolth covarage

ASSISTERS +  DELEGATIONS -  ACCOUNT =

Steps Site Name

Entity Information
Populations Served

> 90 Beaver Drive,
Loeations and Hours

> Fred's Stors
Contact Information
Assistors
Document Upload

Payment Information

Registration Status

Address

e Step-3: Enter sub-site information including Hours of Operation, Mailing Address,

Physical Address, and Languages Supported, then click on the ‘Save Site’ button.

5.4 Contact Information

5.4.1 Add or update primary contact and financial contact information

e Step-1: Click on the ‘Account’ tab and select ‘Contact Information’.

-
I) Q I] l] IL" connecting Pennsylvanians to health coverage™

ASSISTERS ~ DELEGATIONS ~

Refine Results By

(reset all)

Assisters' First Name

ASSiSfeI‘S 4 Matching Assiste  ponylat

ACCOUNT -

Entity Information

Locations and Hours

<¢oniuct Information )

Assisters
Document Upload

Registration Status
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e Step-2: Click on the ‘Edit’ button.

-
'd ) connecting Pennsylvanions te health coverage
D [\ 9 Pennsy? 9

Steps
Entity Information
Populations Served
Lacations and Hours
Contact Information
Assistors
Document Upload
Payment Information

Registration Status

ASSISTERS = DELEGATIONS ~

ACCOUNT =

Primary Contact

Nome Fred Star
Email

Primary Phane Numbar

Sacondary Phane Number
How would this person like to be il
email

contacted?

Financial Contact

Nome Fred Star
Email

Primary Phone Number

Secondary Phane Number
How would this person like fo be

contacted?

email

e Step-3: Enter Primary Contact information and Financial Contact information and

click on the ‘Save’ button.

PLEASE NOTE: The Primary Contact and Financial Contact can be the same person.

PEIINTE  comnsctos oo

Shep 4: Camtanet Infarmation

September 2022 v2.0

Entity User Reference Manual

Page 43 of 48




5.5 Assisters

5.5.1 Add an Assister

PLEASE NOTE: The Assister user accounts can be created at any time in the year, but
the Assisters won’t receive the invitation email to claim their account until Pennie
Assister Administrator (Admin) has updated their Certification Status to “Certified.”

e Step-1: Click on the ‘Account’ tab and select ‘Assisters’.

Assisters 4Matching assist

-
])Q ll ll l c connecting Pennsylvanians to health coverage™

ASSISTERS ~ DELEGATIONS ~ ACCOUNT ~

Entity Information
Populations Served
Locations and Hours

(reset all) Contact Information

Refine Results By

- a ~,
{ Assisters )
~—

Assisters' First Name
) Document Upload

Registration Status

e Step-2: Click on the ‘Add Assister’ button.

I)Q TINIQ  connecting Pennsylvanians to health coverage

ASSISTERS =

Stops

Entity Information

Populations Served

Locations and Hours

Contact Information

Assisters

Dacument Upload

Payment Information

Regiatration Status

DELEGATIONS =  ACCOUNT =

Step 5: Assisters

In this section, you will provide Information about fhis arganization's assisters
=
L5 y

 —— —

Assister Roster

Name Site
Dan Star 90 Beaver Drive, DuBois, PA 15801
Olivia Fox Frod's Stars

Sam Garvey 90 Boaver Drive, DuBois, PA 15801

Ponny Groenfield 90 Boover Drive, P 15801
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e Step-3: Fill out New Assister Form (for e.g., “First Name” or “Primary Phone
Number”), enter the Mailing Address, Profile Information (For e.g., “Spoken
Languages Supported” or “Written Languages Supported” or “Education”) and click

on the ‘Save’ button.

5.5.2 Add or update an Assister’s information

e Step-1: Click on the ‘Account’ tab and select ‘Assisters’.

-
l) c ll ll l Q connecting Pennsylvanians to health coverage™

ASSISTERS » DELEGATIONS =

Assisters 4 matching ssiste

Refine Results By

(reset all}

Assisters' First Name

~ . -,
{ Assisters )
“ /

ACCOUNT =

Entity Information
Populations Served
Locations and Hours

Contact Information

Document Upload

Registrafion Status

e Step-2: Click on the £ ~ button and click on ‘Edit’.

I] QI  connecting Pannsylvanizns to health cavarage™

ASSISTERS = DELEGATIONS = ACCOUNT =

Steps Step 5: Assisters

Entity Infermation

Add Assister

Populations Served

Locations and Hours
Assister Roster
Contact Information

Name
Assistars

In this section, you will provide information about this organization's assisters

Document Upload

Dan Star 90 Boaver Drive, DuBois, PA 15801
Olivia Fox Fred's Stars

Sam Garvey 90 Boave

iva, DuBols, PA 15801

Penny Greenfield 90 Beaver Drive, DuBois, PA 15801
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e Step-3: Enter Assister information in the New Assister Form (for e.g., “First Name”
or “Primary Phone Number”), enter the Mailing Address, Profile Information (For
e.g., “Spoken Languages Supported” or “Written Languages Supported” or
“Education”) and click on the ‘Save’ button.

5.6 Document Upload

PLEASE NOTE: This section can be ignored; Pennie does not require any documents to be
uploaded by Entity organizations.

5.7 Payment Information

PLEASE NOTE: This section can be ignored; Pennie does not use the Pennie Platform to
administer grant payments. Please choose a value of “No”.

5.8 Registration Status

The Registration Status section provides a read-only listing to Entity organization’s
registration status and registration history.

There are two possible Registration Statuses for the Entity organizations, which are described
below:

Pending

The Pending registration status is the default status assigned to a new Entity organization
whose account has been created on the Pennie Platform and the Entity administrator
(Admin) is reviewing their information.

Active

The Active registration status is assigned once the Entity administrator has reviewed and
verified the Entity organization information. The Entity account must be in “Active” status in
order for the organization’s individual Assisters to be eligible for inclusion in the “Find Local
Assistance” directory tool and to gain full access to the Entity portal.

e Step-1: Click on the ‘Account’ tab and select ‘Registration Status’.
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ASSISTERS » DELEGATIONS ~

ASSi Ste rs 4 Matching Assist

(reset all)

Refine Results By

Assisters' First Name

o

ACCOUNT

'-:__ Registration Status

Entity Information
Populations Served
Locations and Hours
Contact Information
Assisters

Document Upload

.
A

e Step-2: The following screen displays the Registration Status for th

e Entity organization.

-
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ASSISTERS ~ DELEGATIONS ~  ACCOUNT ~

Joy Hands Assisters

Steps Registration Status

Entity Informati
nity Information Entity Number 1000000035

Status  Acti
Populations Served atus Ctive
Registration Renewal Date  08-16-2021

Locations and Hours Registration History

Contact Information Date Previous status
09/16/2020 Pending
Assisters
09/16/2020 Incomplete

Document Upload

Payment Information

Registration Stafus

New Status Comment
Active No Comments
Pending No Comments
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