How to set up an
Agency Manager Account
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Multi-factor Authentication

e There are two stages of multi-factor authentication in claiming your Pennie
account

1) Multi-factor authentication is required by Pennie to claim an agency manager
account. Note: It is highly recommended that you utilize a telephone number
that directly connects to your phone (direct phone without IVR; or mobile
device)

2) For customer security, Pennie highly recommends the use of Duo Mobile app
as the primary means of multi-factor authentication. Click here for a how-to

guide



https://agency.pennie.com/wp-content/uploads/Multi-Factor-Authentication.pdf

Step-by-step

P Beober / Assister Log In

(Hoblos espohol?

& Cussomer Log In
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pQ “ “ I Q connecting Pennsylvanians to health coverage

Weolcome to Pennie™

We’re here to help.

Whether you're shopping for health insurance for the first time or just looking
around, Pennie™ can help you find the right plan for your healthcore needs.
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Learn ~
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Setting Up Your Agency Manager Account

Broker/Assister Account Login

Do you already have a Pennie account? *

No

| need to create an account and: *

I am an Agency Manager or Principal




Setting Up Your Agency Manager Account

Once selected, you will see this page

If you are anindependent broker or the first broker in your agencyto sign up on Pennie, then you will create the agency and
your own broker information. Visit the Broker page to view manuals to create your account.

Click here to create your account.




Step — by — Step

Setting up your Agency/Agency Manager Portal

PP CININTR cmecingPermyenion st comroge

New Ageney Manager Account Set-Up

All fields on this form marked with an asterisk (*) are required.
Basic Information

First Nome +  Patty
Last Name *  McBride
Email Address *  pattymcbride@yopmail.co
Confirm Email Address = patty.mcbride@yopmail.co
Phone Number + @ 717 460 7307
Security Question

Security Question*
‘What is your oldest
sibling’s middle namea?

-

james

| have read and agree to the Privacy
Policy

|@

Enter the Name and Contact Information for
the Organization's Account Managetr.

This is the person responsible for
management of the organization's Pennie
Account.

Later CEO, CFO, Principal, and
Executive/Owner information will be
collected.




Step — by — Step

Setting up your Agency/Agency Manager Portal

pQ“ “ie connecting Pennsylvanians to health coverage

Steps

1. Agency Information

2. Location and Hours
3. Agency Manager Infermation
4. Public Profile

5. Document Upload

6. Certification Status

These are the six steps that Agencies
(Entities) and Agency Managers need to
follow to set up to claim their Pennie Entity
Account.




Step — by — Step Cl

Setting up your Agency/Agency Manager Portal

PR INTNTR comnectiog rnmyiaions et comroge

Steps Step 1: Agency Information

eaency s mctes Agency Name (Public  Cigyer Leaf Insurance
Facing) *

2. Location and Hours .
Legal Business Name *  Cigyer Leaf Insurance, LLC

3. Agency Manager Infoermation
FederalTaxId *  gg7s3psot What if i don't have an EIN?

4. Public Profile
Agency License Number * ' g419993933

5. Document Upload

NEXT

6. Certification Status

Enter the Agency's informaiton.
Federal Employer ID Number ( EIN )

An EINis required to apply for rcgig#®iion on Pennsylvania Exchange. If Note: if you do not have an EIN, Pennie will help you get one in one click.

BN you may also use your Agency's EIN.

Get an EIN Now

| Close



Step — by — Step Cl
Setting up your Agency/Agency Manager Portal

Steps Step 2: Agency Location and Hours

«" Agency Information

- mm:

— i T Fill in the PRIMARY SITE's (your home

4. Public Profile Primary Location Email | patty mehride(@yopmail.co

P e office/headquarters) location, contact information, and
& artctin s At | 14 B hours of operation.

Address line 2 Apt, Suite, Unit, Bldg, Floor,

Add Sub-Site

City® | Washington

- Tip on entering business hours — note the "Apply to all
2ot [ weekdays" check box next to Monday? It will make

e e o vom sremee entering and editing business hours much easiser.

When you have entered all informaiton for the
PRIMARY SITE, click "Save Primary Site."

Wednesday©  gggam v Te  s00pm v © Closed

Thursday © g00am ¥ To  500pm W O Closed

Friday O 200am ¥ To  soopm v O Closed

Saturday © closed v To  closed ~ ® Closed

Sunday O osed v To |




Step — by — Step

Setting up your Agency/Agency Manager Portal

Steps Step 2: Agency Location and Hours

" Agency Information

3. Agency Manager Information

_ If you have more than one business
R [ o | location, you may add additional
locaitons, by clicking on "Add Sub-Site."

5. Document Upload

6. Cerfification Status




Step — by — Step Cl
Setting up your Agency/Agency Manager Portal

Steps Step 2: Agency Location and Hours

+ Agency Information

* PRIMARY SITE: Clover Leaf . 1140 Besch Sirest st

3. Agency Manager Information = SUB-SITE:
4. Public Profile SUB-SITE Location Name * | Clover Leaf Insurance
5. Documnent Upload SUB-SITE Location Email patty.mcbride@yopmail.co

e etion St SUB-SITE Contact Number 717 460 7307

Address line 1° | 11 Grandview Circle

R Enter information for Sub-Site: location name,
S r— contact information and business hours.

oo Click "Save Sub-Site" to complete your addition.
MondayO | ggoom v To soppm v O Clossd 8 Apply to all weekdays @

Wednesday®  g.00am v To  s00pm W O Closed

Thursday O 900am ¥ To  s00pm W 2 Closed

Friday & 900am ¥ To  soopm W O Closed

Saturday O dosed v To  dosed w O Closed

Sunday O closed w To




Step — by — Step

Setting up your Agency/Agency Manager Portal

Stops Step 3: Agency Manager Information

+ Mgency Information

Provide the following infarmation 5o we can certify you to maka your services avaikible on Pennsyhvania. After a quick

raviaw, d you an email latting you " approvad
+ Location and Hours
First Nama" | pomy
3. Agency Managar .
o ——
N . Pannsylvanic Agent Licensa Number' | anzzzagas (Mot your NPM)

Fax Numbar
Praferrad Mathod of Communication’ | Email Addross ~
b ol
Fadaral Employer danification Number (EIM)' | ggrsagsm What If1 deai't hava an EIN?

Business Addross
Solact Agency Location” | Clover Laaf Insuranca %

Currant Location 1140 Baach Siroet
Washington, PA 15301

Correspondence Address
AddrossBine” | 1140 Beach Streat

Addreszline 2 apt, Suite, Unis, Bldg, Floor,

Add the Agency Manager's information.

Click "Next" when ready to review the Agency
Manager's profile.




Step — by — Step

Setting up your Agency/Agency Manager Portal

Steps Step 4: Public Profile

v Agency Information Provide information about you and your business for your public profile. This information will be
viewed by Pennie users locking for agents on exchange. The mere information you provide, the

+ Location and Hours

Clients Served @
+ Agency Manager

Information
Languages

Product Expertise @

5. Document Upload

6. Cerfification Status

Your Website Address @
Your Public Email @
Education

About Me

Upload Photo

more they're likely to contact you.

Individuals / Families

||Hd16nai: %| [English *|| Spanish *|

Health

Dental

Vision

Life

Medicare

O Workers Compensation
Property/Casualty

www.cloverleafins.com

patty.mcbride@yopmail.com

Graduated From High School ~
Confused? Come see us. We can help.
business woman.jpg ‘ Upload |

You can upload a JPG, GIF or PNG file (File size limit is 5 MB).

Back

Select the information that you wish to have
visible on the Agency's public profile in Pennie.

When complete, click "Next" to move on to
document upload.




Step — by — Step
Setting up your Agency/Agency Manager Portal

Steps Step 5: Document Upload

+ Agency Information > File chosen Upload

+ Location and Hours J\0ad a JPG, GIF, PNG, Word Doc/x, or PDF. File size limit is SMB.

Date File Name Action

e

+ Agency Manager
Information

" Public Profile

« Document Upload

+ Certification Status Steps Step 5: Document Upload
+ Agency Information Choose File | PA 084368123.docx @
¥ Location and Hours You can upload a JPG, GIF, PNG, Word Doc/ 4, ur PDF. File size limit is SMB.
+ Agency Manager Date File Name Action
Infermation
| Back |

+ Public Profile

" Document Upload

+ Certification Status

| File is uploaded successfully.

To upload any documents (if needed),
click on "Choose File" and "Upload."

Once complete, click "Finish" to complete
your Agency/Agency Manger Account set

up.

Steps Step 5: Document Upload

+ Agency Information Choose File | Mo File chosen Upload

+ Location and Hours *You can uplead a JPG, GIF, PNG, Word Doc/x, or PDF. Fils size limit is SMB.

+ Agency Manager
Information

+ Public Profile

+ Document Upload

' Certification Status




Step — by — Step

Setting up your Agency/Agency Manager Portal

Congratulafions! You have successfully completed your applicafion for
Agency and Agency Manager. Pennsylvania Exchange will review your
application for certifying your Agency and Agent account.

You have now completed and claimed your Agency/Agency Manager Account.

Click "OK" to view your status.

PROPRIETARY & CONFIDENTIAL

(6



Step — by — Step

Setting up your Agency/Agency Manager Portal

Steps Agency Certification Status
Agency Information Application Submission Date 10-02-2020
Certification Status Pending
Lecation and Hours Certification Mumber

Cartification Date
Document Upload

Certification Status

As the Agency Manager, you will be able to access your Agency Management Portal.

Note the fuctionalities — Agents, Admin Staff, Agency Delegations (Book of Business), Agency
Account, My Delegations (the Agency Manager's Book of Business), and Agency Manager's Profile.




Step — by — Step

Setting up your Agency/Agency Manager Portal

m Admin Staff ~  Ac

View Agent List

Search an Agent
Add a New Agent

Agent Delegation History

(LD EERL PR My Agent Pro

Pending Delegation Requests

Active Individuals
Inactive Individuals

My Dashboard

adinsrof - PSS paer

View Admin Staff List

Add a New Admin Staff

Pending Delegation Requests
Active Individuals

Transfer Individuals

My Agent Profile ~

Agent Information

Profile
Certification Status

Status

Overview of Agency/Agency Manager Functionalities

Agency Account ~ L]

Agency Infermation
Location and Hours
Document Upload

Agency Certification




Agent/Producer Profile

Establishing your producer profile

PROPRIETARY & CONFIDENTIAL



Step — by — Step

Setting up your Agency/Agency Manager Portal

-
I)Q TR BN 0 connecting Pennsytvanions 1o health coverage
Conncecting Pennsylhvanians to health coverage.

LET'S GEY STARTED

A

Browse for heolth & dental plons

+

3 L G-

Register with access code

o

Log in to existing account

pennie

Agencies  Agents b Brelen Enrollmant Enrities

pe““le 2020 Pennie ™ Privacy Policy

DEV FOOTER Agencies (( Agents & Brokers Enroliment Entities

PROPRIETARY & CONFIDENTIAL ‘



Your Producer Profile

[P @ INTRTQ crnecing Pernycnions o st coverge

New Agent Account Sct-Up

All fields on this form marked with an asterisk (*) are required.

Basic Information

First Name «

Last Name

Email Address «

Confirm Email Address «

Phone Number + @

Security Question

Security Question*

Jessica

Jones

jessica.jones@yopmail.cor

jessica jones@yopmail.cor

nr 460 7307

What is your oldest
sibling's middle name?

~

james

I have read and agree to the Privacy
Policy

Enter verify your name, email address,
phone number, and establish an
account password.

Click "Submit" to proceed.




Your Producer Profile

New Agent Registration

Steps

1. \Agent Information

v

New producers to Pennie have two steps to
claiming their Pennie Producer Account:

1) Review and complete Agent Information

2) Review and complete their Pennie public Profile.




Your Producer Profile

New Agent Registration

Steps. Agent Information

T Producer will verify:

I-iwmm Provida tha follawing information 5o we can corfify you to maks your sarvices avoilblo on Pannsylania. Atar o gquick.
reviaw, walll sand you an smail letfing you knaw whan your application has bean appravad.
2. Frofila )
FirstNamo® | Jassica
Last Noma® | jones
Pannsyhvania Agant License Numbsr*  gnizazasas (Mot your NPN)
T p—
Licanse Renewol Date* | 12_30_2022 =
Primary contact numbar * a0 r307
Businas: Contact Phone Numbar i
Aitarniate Phona Numbar

Fax Numbar i

Proforrad Mathod of Communication” | Email Addrass -
[ ]

BuzinessName " | Clovor Laaf Insuranca:
Fodaral Employer Idanfification Numbor (EIN) | szsansot What 11 donit hava an EIN? °
Business Addrazs

Addross line 1" | 1 Granduiew Cr °

Addresz lina 2 | Apt, Suite, Uit, Bldg, Flocr,
ity" | Canansbury °

Comaspandence Addrass

Name

PA Producer Number

NPN

License Renewal Date
Email, Phone, and Address
FEIN (individual or agency)

S— Click "Next" to proceed.

Federal Employer ID Number ( EIN ) x O Conabry

Zipcode” | ysar

An EIN is required to apply for registration on Pennie. [f you are part of
an agency than you may also use your Agency's EIN. @

‘ Close




Your Producer Profile

[P @ TATATQ comecingpomeions o bost oo

New Agent Registration

Steps Step 2: Profile

+ Agent Information Provide information about you and your business for your public profile. This information will be

iewed by Pennie users lacking for agents on exchange. The more information you provide, the

vie i user.
o Eie more they're likely fo contact you.

Clients Served @

Languages

Product Expertise @

Your Website Address @

Your Public Email @

Education

About Me

Upload Photo

Individuals / Families

||Engli|h || Irish Gaslic X| | Spanish

Health

Dental

Vision

Life

Medicare

O Workers Compensation
Property/Casualty

www.cloverleafins.com
jessicajones@yopmail.com
Two Year Associate Degree ~

You have questions; | have answers.

faagaergh jog Upload

You can uplead a JPG, GIF or PNG file (File size limit is 5 MB).

Back

Provide information relevant to your

Pennie public profile:

« Languages Spoken

» Product Expertise

» Website, Email Address, Education,
and Photo.

Click "Finish" to complete the account
claiming process.

Account Registration Complete ®

You have completed the Agent application process. -

The Pennie staff will review your application and notify you of
your status via email.

When your application has been approved, you will have full
access to the Pennie agent portal.

*




pennie


https://pennie.com/

