Claiming Your Pennie Profile
Step-by-Step



Enrollment Entities (forganizations)

A Step - by - Step Guide to setting up your organization's profile in Pennie.
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l)e nnie cting Pennsylvanians to health 9 Login Help & Support ~

Connecting Pennsylvanians to health coverage.

Pennie is the only place that you can apply for financial help to lower the cost of your menthly premiums and out-of-pocket costs for health insurance.

-
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Register with access code
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| Log in to existing account

If you already have an account, leg in here.
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PP @ INTNTQ crnecing remmrenins o s comros

New Entity Account Set-Up

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

Enter the Name and Contact
. Information for the

e pemm—— Organization's Account
Confirm Email Address +  sandra.long@yopmail.com M ana g er.

) This is the person responsible for

e mManagement of the
» organization's Pennie Account.
Confitm Password * | eueasaeans Later CEO, CFO’ and

iy T B Executive/Owner information
conc will be collected.
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Steps

1. Entity Information

2. Populations Served

3. Locations and Hours

4, Contact Information

5. Assisters

6. Document Upload

7. Payment Information

These are the seven steps that Entities need to
follow to set up to claim their Pennie Entity
Account.
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Step 1: Entity Information Very lm po rtant

~Person Assistance- Independent CACs Non-PACHC Affiliated

Enfity Type * O

® Certihied Navigator Entrhies - Members of PACHC

0 Cerhfied Application Counselor - Non-PACHC Affiliated CDOs
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pQ“ “ie connecting Pennsylvanians to health coverage

Steps.
2. Populations Served
3. Locations and Hours.
4. Contact Information
5. Assisters
6. Document Upload

7. Payment Information

Step 1: Entity Information

Entity Type *

Entity Name -

Business Name (Lagal) *

Primary Email Address *

Primary Phone Number *

Secondary Phene Number

How would you like for us fo
contact you?

Fax

Federal Tax 1D *

State Tax 0 -

Organization Type *

Counties Served *

Did your organization
recaive an Outraach and
Education Grant?

O In-Persen Assistance
@ Certified Navigator Entifies
O Certified Application Counselor

Community Assisters

Community Assisters

sandra.leng@yopmail.com

nz 460 7307

o £ AR

‘@ Email

Q Phone

O Fax

@ Mail

e xxx K
912834756

98765431101

Community Clinic

|=Ham! Clearfield %|| El

O Yes
@ No

Enter Primary

A @

My Account -

Entity/Organizational

Information
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# @& MyAccount -

Step 2: Populations Served
Steps

" Entity Information
» Languages

2 Populations Served Check all languages of your farget populafion and specify percentages accordingly.

3. Locations and Hours
> Ethnicities

4. Contact Information
Chack all sthnicities of your target population and specify

: Enter Languages,
j::".'::m Ethnicities, and
=y - Industries served by
the organization.

5. Assisters

penmnie
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> sons Served
Stops
+ Enity Infarmation
mmmmmm
EEEEE -
matod parcart Numbe wha spock
dlocatiorsondMours | Languagas v Funtly - -
4+ Cansact Information, 0 Arabic
A O Armenian
O Cantara:
Document Upkoad
B English
Payman Informan
ars
Hmong
Japanaza
R
Karsan
Olao
O Mandarin
Russsicn
O Spanizh
Tagaiog
Vistnamass
(phaasa spocify)
20 spacify)
<0 <pcify)

Enter Organizational
Language
Capabilities

Must equal 100%
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-
Step 2: Populations Served
Stops
 Enfity Infarmatian
> Language:
cretat e
3. Locations and Hours
v Ethnicitios
4. Cantact Information
Chack all spoci
SAmgors | By Estimatad porcont plannad o sarve &
O Airican
Documant Upload

R e = Enter the
i - predominant
wwwww ethnicities served by

O Chinszs

: the organization

— Must equal 100%
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pe 1] | 1] U —

Siep 2: Popubations Served
3 Languages
Chock all spoci
> Ethniciti
haeck all spocil
Industrios
hock all industrios provida tages por indus
ustrics imatod parcont plannod 10 sorva +

mmmmmmm

e . Enter predominant

e iIndustries served by
your organization

— Must equal 100%

O Printing and Publishing

O Transpartation
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For your primary
business location,
please enter contact
information, hours of
operation, and
languages spoken
and written
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Step 3: Location and Hours - Sub-Site
Steps

+ Entity Information In this enrtion

‘ Add Sub-Site

ou will add all of your organization's sub-sites

' Populations Served

+/ Locations and Hours Back

Primary Sites

4 Conactnformrin If your organization has more than one
location, you may add sub-sites here.

6. Document Upload

Otherwise, click Done to move on to
Contact Information.

7. Payment Information
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B Lt T

ﬁﬁ Ancaem s em Sen

.. ot et e o i

= =
_——— To Add a sub-site,
—= v simply enter the sub-
= site name, contact
== information, hours of
=i operation, and
= languages
S spoken/written at
= that sub-site.
= When complete, click

"Save Sub-Site."

K<,
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Step 3: Location and Hours - Sub-Site

Steps The sub-site now
v Entity Information In this section, you will add all of your organization's sub-sites S h OWS u p i n yo u r S u b_

" Populations Served Slte I—ISt.

+ Locations and Hours ac m

Primary Sites

Click "Add Sub-Site" to
add another location
to the list.

¥ Sub-Sites

4. Contact Information
ain St Falls Creek PA 15840

Click "Done" to
advance to
organizational Contact
Information.

5. Assisters

6. Document Upload

7. Payment Infermation
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[P @ INTNTR cormcingPrerrions 1o o corarey

Step 4: Contact Information
Steps

+ Entity Information Tell us obout the confact people in your organization.

e Add the Primary
== Contact/Executive Officer

Primary Contact
+ Populations Served imary

4. Contact Information

for your organization.

Sacondary Phane Number ey oot —

6. Document Upload

How would this person like ® Email

i Add the Financial Officer for
your organization.

O Mail
Financial Contact
Name *  Jim Liu
Email *  jim liu@yopmail.com

Primary Phone Number = 717 460 7307

Secondary Phone Number s KKK

How would this person ike ® Email

to be contacted?
@ comact®e o Primary Phone

© Secondary Phone

O Mail

-
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Just click "Add Assister" to
add those in your

organization who serve as
assisters.

Click "Done" if you have
none to enter.
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PRINTE s i e

8, e, e

Enter the Assister's name,
contact information,
location information, and
language profile.

Click "Save" to add the
Assister.
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pennie

Steps

+ Entity Information

+ Populations Served

Step 5: Assisters

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

Add Assister

The new assisters are now
added and can claim their
accounts via an email

notification and secure link.

Click "Done" to continue to
Document Upload.
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pQ““iQ cting P ylvanians to health coverage

Step 5: Assisters
Steps

¥ Entity Information In this section, you will provide information about this organization’s assisters
Add Assister
+ Populations Served
L]
NOTE:
+ Locations an d Hours Back m

+ Contact Information Assister Roster If yo u n eed to ed |t t h e
v hsstes information that you

Name Site

o Bt il B Community Assstors entered for an Assister,
Kim Lee Commun ity Assisters & Edit | Simply Click the edit gear in

the righthand corner.
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[P INTATQ comecingPemnyvaions i bt covree
In the initial claiming of your
Step 6: Document Uplood organization's Pennie Entity
 Entty formatin Account, please upload a copy
Uplad document [CRBEEE] o e s of your organization's
Pennsylvania Assister License.

Steps

+ Populations Served

+ Locations and Hours
Nothing found to display.

+" Contact Information

' Assisters

If you cannot locate the

document, it may be added
after account creation.

7. Payment Information
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File uploaded successfully.

@

When you upload your
organization's PA Assister
License from the
Pennsylvania Department of
Insurance or any other
document, you will see a
confirmation message when
the upload is successful.
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[PRININTQ comecio remmins bt oo

Step 6: Document Upload
Steps

¥ Entity Information In this section, you can upload documents in support of your application

Upload documen t | Choose File | No file chosen

File size limit is 5 MB.

+ Populations Served

+ Locations and Hours

Date File Name Remo

+ Contact Information

' Assisters

+ Document Upload

7. Payment Information

ve

ve

ve

When you upload your
organization's PA Assister
License from the
Pennsylvania Department of
Insurance or any other
document, you will see a
confirmation message when
the upload is successful.

Click "Next" to continue.
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L1 ) [ [ r———r—

Does your organization
receive payment?

Step 7: Payment Information
Steps

+ Entity Information

Receive payments? * O Yes |f SO, Select ”Yes.”

® No
+ Populations Served

+ Locations and Hours Back |f not, Select ”NO-”

« Contact Information

oo Select "Submit" if you are
 Decument Upload ready to complete your
Pennie Entity Account
Registration.

7. Payment Information
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pe“ “ ie connecting Pennsylvanians to health coverage

s » If your organization does
tep 7: Payment Information .

receive payments, select
Receive payments? * @ Yes ||Yes’|| Select the ||payment

O No

Payment Method * @ Check MethOd,” and enter the

"Payment Address."
+ Contact Information Payment Address
e Click "Submit" when you are

Address 2 Apt, Suite, Unit, Bldg, Floor, etc d |
ready to complete
City*  City, Town

State*  gelect v

Zip code *

=
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Congratulations!

Congratulations!

C:;’lgrc!fuloﬁons! Yot‘.l-hc::ecppgt:ducs ur::nrollr:e;m Entity. Pennie staff YO u h ave C | a i m ed yo u r
Pennie Assister Entity
= ) Account.

Click "Close" to access your
new account.

Note: You will be taken
directly to the organization's
Registration Status page.
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pennie

Ivanians to health coverage

Community Assisters

Steps

Entity Information
Populations Served
Locations and Hours
Contact Information
Assisters

Document Upload

Payment Information

Registration Status

Registration Status

Entity Number 1000000039
Status  Pending

Registration Renewal Date  N/A

Registration History

Date Previous status New Status

09/30/2020 Incomplete Pending

Your organization's Pennie
Entity Registration is now Iin
Pending status.

The Pennie Assister Admin
will review you Entity
Registration and "Deny" or
set your organizational
status to "Active" in the
Pennie system.

Pennie Admin review will
take less than 36 hours, but
no more that 48 hours from
your time of submission.
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Assistel

Certified Enrollment Entities 4 Matching Certified Enroliment Entities

Refine Results By (reset all) Name 2 Assisters ¢ Renewal Date 2 Status ¢ Action
Entity Name bestbrains 5 07/14/2021 Active &
Carrier staff member 1 Pending -
emmaava 1 08/17/2021 Active -
Status
davecharlie 1 09/24/2021 Active -
Select v

Aocine i — What the Admin sees when
reviewing an account.

Registration Renewal Date Community Assisters

From Entity
=]
MM/DD/YYYY Awesome Assister Services 2 oa/31/20 Active &
To Berry White Assisters 0 08/28/2021 Active -
=]
MM/DD/YYYY enrollment 0 Incomplete -
Paid
- 2 3 4 s
O Yes
O No

Organization Type

Select v
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pennie
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Assisters ~  Entifies =

Community Assisters

Contact Information

Document Upload

Registration Status

Registration Status

View the status of your certification application here. You can a

Certified Enrollment Entity History

Date Previous status New Status View Comment
09/30/2020 Pending Active No Comments
09/30/2020 Incomplete Pending No Comments

Edit

so see the history of previous actions related to your

View Attachment
No Attachment

No Attachment

G

Pennie Assister Registration
Status is now Active.

The Account Manager will
receive a notification via
email that their Pennie
account is Active.
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Alert from Pennie: You have a new message in your account

From: noreply@pennie.com
Date: 2020-09-20 09:38

- Show pictures. --

Dear Sandra Lonag,
You have an important message from Pennie in your Secure Inbox that may require an action from you.

To access the massage, log in to your Pennie account at https://paluat.ghixga.com and click on My Inbox.

Please review the message carefully for updates and requests for action or informaticn. E n tity ACCO U n t M a n a g e r
Reminders clicks on link to claim their

« Make sure to keep your account and contact information, including your email address, up-to-date and report any changes to Pennie so we can continue to provide you with important updates.

» If you are unable to access your account, please contact Pennie Customer Service at 1-844-844-8040 or TTY 711. a CCO u nt a n d to beg i n
Thank you, management.

Pennie

Contact Information

« To access your Pennie account, please visit https://paluat. ghixga.com/hix
+ To speak with a customer service representative, please call Pennie Customer Service at 1-844-844-8040 or TTY 711. Se habla espafiol. Help is also available in other languages.

© 2020 Pennia ™™
Privacy Policy

Reference number: 11585
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LRSS R DELEGATIONS »  ACCOUNT -

1 \SSiStC]‘S 2 Matching Assisters

Welcome to your
organization's Pennie
Assister Entity Portal.

Refine Results By  (resetall)

Assisters' First Name

Now, what about those

Assisters?

They are in Pending Status.
- They need to be set to active
e by their organization's (the
o Assister Entity) account

mManager.
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LRSS DELEGATIONS ~  ACCOUNT ~
\
Assisters 2 Matching Assisters

Refine Results By (reset all) o g-;g::;h i:sr.r::m-ion renewalfor o gTs:TTlEc_mou
Assisters' First Name L N -
‘ el G Select the Assister that you

Lisa Compa 0 InActive Pending & Edit

Assisters' Last Name Wi S h to ed it.

Status

O Active

O Inactive

Certification Status
Select v

Assister Certification Renewal
Date




G
Enrollment Entities (organizations)

pQ“ n iQ connecting Pennsylvanians to health coverage

ASSISTERS » DELEGATIONS ~ ACCOUNT -

Ki

Assister Information i
Edit

First name Kim

Last name Lee

Emall kmlectyopmaicon Review Assister Information

Phaone number (717)460-7307

Secondary Phone Number

How would you like us to contact ail

Review the Assister's Profile

Is this Assister Cerfified? No

Assister Certification #

Primary Assister Site Community Assisters

Secondary Assister Site Community Assisters - Falls Creek Se | eCt t h e Sta t u S ta b W h e n
Mling Adrss you wish to change their
oot Addross 109 Mai Pennie Assister Account to

Suite

City Falls Creek a Ct ive .

State PA
Zip Code 15840

Profile Information
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Kim Lee

Status

Assister Information

Status InActive

Profile L J

Comment
Statu
Cance
D Previous status New Status View Comment

09/30/2020 InActive InActive No Comments

Select "Active" or "Inactive"
status for the Assister and
click "Save."

G




Enrollment Entities (organizations)

ylvanians to health coverage

pennie

Kim Lece

Assister Information

Status
Edit

Stafus Active

View the status of your certification application here. You can also see the history of previous actions related to your
status.

Assister History
Date Previous status New Status View Comment
09/30/2020 InActive Active No Comments

The Assister is now "Active"
and will receive an account
claiming notification by
email.

G
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DELEGATIONS ~ ACCOUNT ~
Assisters 2 Matching Assisters

Refine Results By  (resetall)

Assisters' First Name

Kim Lee

Lisa Compa
Assisters' Last Name

The Assister is now Active,
but NOT Certified.

Note: only the Pennie

’ Assister Admin can "Certify"

bae an Assister.
From

MM/DD/YYYY =

To

MM/DD/YYYY =
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pQ nn iQ connecting Pennsylvanians to health coverage

Friifies =

. \SSiStC I'S 55 Matching Assisters

Refine Results By  (resetall)

Assister First Name

Assister Last Name

Entity Name

Status

O Active
O Inactive
Certification Status

Select v

Assister Cerfification Renewal

Date
From

MM/DD/YYYY =
To

MM/DD/YYYY =

Go

Name =

im Lee

Lisa Compa

Mary Bee

Mashum Vali
Mashum Vali
Mashum Vali
mason charlie
Mia Assister
Missy Smith

monisha james

Entity Name

Community

Assisters

Overland
Agency

Entity ABC
Mashum
Mashum
bestbrains
Mia Entity
Karen

ivankajohn

Community

Assister Renewal =

07/29/2021

Q7/20/2021
08/05/2021

08/06/2021

08/08/2021

05/30/2021

01/17/2022

Status =

Active

InActive

Active

Active

Active

Active

Active

Active

Active

Active

Iznl 5 6

Certification Status

Pending

Pending

Certified

Certified
Pending
Pending
Pending
Certified
Certified

Certified

£~

£~
£~
£ -
£~
£ -
£~
£ -

G

The Pennie Admin will set
the Assister's Account to
Certified when proof of
Pennie Trining has been
provided.
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pe“ n ic connecting Pennsylvanians to health coverage

Assisters ~  Entities

Kim Lee

Assister Information

Certification Status

Status

Certification Status

Assister Number 30000000! 54
Certification Status Pending

Assister Certification Number
Assister Cerfification Start Date

Assister Certification Renewal Date

Assister History

Nothing found to display.

N/A
N/A
N/A

G

Pennie Admin edits status
to certified when proof of
successful completion of
Pennie Training has been
provided.
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Assisters ~  Entities -

Kim Lee

Certification Status

Cancel

Assister Information Assister Number 3000000054

Certification Status Pending
Profile

Assister Certification Renewal Date

Certification Status Assister Certification Number

New Status I Select ~

Status
Comment

Upload Supporting Document Choose File | No file chosen Upload

File size limit is 5 MB.

View the status of your certification application here. You can also see the history of previous actions related to your
status.

Assister History

Nothing found fo display.

New Status is either
Certified, Withdrawn,
Denied, or De-Registered.




Enrollment Entities (organizations)
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Assisters ~  Entities

Activation Link Has been sent

Kim Lee

Certification Status
Edit

Assister Information

Certification Status

The Assister's status is now
"Active" and "Certified."

The Assister now has a
notification to claim their
Pennie Assister Account.

G
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An account has been created for you on Pennie

From: noreply@pennie.com
Date: 2020-09-30 15:53

-- Show pictures, -

Dear Community Assisters,
An account has been created for e @i rainne,

In order to access your accoun . either click here or copy th  following link into your web browser window:

https://paluat.ghixga.com/hix/accocimenssisstine®0 989b19c8a230403e84a36b3ee2d8aled
This is a one-time login and will expire after 60 days.

If you need further assistance, please contact Pennie at the toll-free number below.

Thank you,

Pennie

Contact Information

» To access your Pennie account, please visit https://paluat.ghixga.com/hix
« To speak with a customer service representative, please call Pennie Customer Service at 1-844-844-8040 or TTY 711. 52 habla espaifiol. Help is also available in other languages.

©® 2020 Pennie ™
Privacy Policy

Reference number: 11648

G

The Assister now has a
notification to claim their
Pennie Assister Account.

Here is what they will see.
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