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Portal User Manual Change History
December 2019 Revisions

e Updated screenshots and added text within the document to reflect the minor design updates made
throughout the HIOS Portal application.
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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 Identity 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:

o 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.

HIOS Portal User Manual — Last Updated December 2019 Page 9
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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

BEFind Yo Applcaton @ Help  OAbsul  ENE-Mad A

B Aoree to s Tamms & Condon

Login

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.gov | Enterprise Portal 22 Applications @ Help @ About % E-Mail Alerts

Step #1: Choose Your Application

Step 1 of 3 - Select your application from the dropdown. You will then need to agree to the terms.

HIOS/FFE: Health Insurance Oversight System v

Terms & Conditions
OMB No. 0938-1236 | Expiration Date: 04/30/2017 |

OMB N0.0938-1236 | Expiration Date: 04/30/2017 (OMB Re-Certification Pending) | Paperwork Reduction Act

Consent to Monitoring

By logging onto this website, you consent to be monitored. Unauthorized attempts to upload information and/or change information on this web site are strictly
il and are uhiect tn N utinn under the Camnutar Frand and Ahi Acrt nf 108A and Title 18 11 S S 1001 and 1030 \\/s nealiran 11t

| agree to the terms and conditions “ Cancel

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

©About I E-Mail Alerts.

CMS.gov \ Enterprise Portal 22 Applications @ Help

Step #2: Register Your Information

Step 2 of 3- Please enter your personal and contact information.

All fields are required unless marked 'Optional’

Enter First Name Enter Middle Name (optional) Enter Last Name Suffix (optional) v

Enter Social Security Number (optional) Birth Month v Birth Date v Birth Year v

Is Your Address US Based?

@vw: O
Enter Home Address #1 Enter Home Address #2 (optional)
Enter City State v Enter Zip Code Enter Zip+4 (optional)
Enter E-mail Address Confirm E-mail Address

Enter Phone Number
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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,gov|Enterpvlse Portal 22 Applications @ Help @ About % E-Mail Alerts

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

Step 3 0f 3 - Please create User D and Password, Select Challenge questions and provide answers.

Enter User ID

Enter Password Enter Confirm Password
Select Challenge Question #1 v Enter Challenge Question #1 Answer
Select Challenge Question #2 v Enter Challenge Question #2 Answer
Select Challenge Question #3 v Enter Challenge Question #3 Answer

“ e

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.gov | Enterprise Portal 22 Applications @ Help @ About % E-Mail Alerts
. .
Registration Summary
Please review your information and make any necessary changes before submitting.
v
All fields are required unless marked 'Optional.
FirstName LastName Suffix(optional)
test Enter Middle Name (optional) test v v
Birth Month Birth Date Birth Year
Enter Social Security Number (optional) May v 31 v 1990 v
Home Address #1
test Enter Home Address #2
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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

ElFind Your Applicaticn @ Help 0 Aboul B E-Mad Mlsrts

B foree to o Temna & Cond@ons

Login

Y or your Pappwoed®

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.gov |My Enterprise Portal

Figure 8: Access Catalog Page

The Fee for Service Dala Collection System
(FFSDCS) application colles More:

Help Desk Information
844-876-076:

CLFShelpdesk@deea com
ASPhelpdesk@dcca.com

Request Access

The GCIIO Enroliment Resolution and
Reconciliation System (CERRS) supp More.

Help Desk Information
703.554.2807

help.desk@cognosante com

Request Access

GCannexion provides suppliers wilh secure online
access to 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
EIDMSuppori@assine com

The Benefits Coordination & Recovery Sysiem
BCAS) allows a user  More

Help Desk Information
1-866-454-8065
cobrhelp@nhassociates com

Request Access

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

Help Desk Information
41 30

90 (Option #1
QTS WebEx@ems hhs gov

Request Access

CO-OF Program Management System (CPMS) is
used fo track and manage inf More...

Help Desk Information
el

855-267-1515
CMS FEPS@cms.hhs.gov

Reguest Access

This application allows authorized users o fill out
various online fo More

Help Desk Information
646-458-6740

ecrshelp@EHmedicare com

Bundled Payments for Care Improvement Data File
ransier

Help Desk Information
BundiedPavments@cms hhs gov

Request Access

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

Help Desk Information
27-806¢

800-9:
mapdheip@ems hhs gov

Request Access

Durzble Medical Equipment Prosthetics Ortholics &
Supplies DMEPOS More

Help Desk Information
877-577-5331
chic admin@palmetiogha com

Reguest Access

The Electronic Retroactive Processing
Transmission (6RPT) is 3 web-bas More

Help Desk Information
800-927-3069

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

YYou do not have any pending requests at this time.

On the Request New System Access page, users must select HIOS-HIOS Application from the System
Description drop-down menu and HIOS User for the Role. Do Not Select the HIOS Help Desk User. Once
these selections have been made, the role data form will display (as shown in Figure 9). Complete the
role data form and select Submit. Please note, fields indicated by an asterisk are required.
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Figure 9: Request New System Access Page

Request Mew System Access

T - Sysevs Desrpbon

Pl sy Jarvy Gomaenin i maent ol AODICRAT 10 ik 0 B Tne B the Agpee” ek
Hoion o e Ao

Once approved, 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 10).

Figure 10: Identity Verification Screen

CMS.gov |My Enterprise Portal ol - o> ©ozou

reen reader mode Off | Accessibility Settings

My Access Identity Verification

Request New System

Access To protect your privacy, you will need to complete Identity Verification successfully, before requesting access to ihe selected role. Below are a few items to keep in mind
View and Manage My « Ensure that you have entered your legal name. current home address, primary phone number, date of birth and E-mail address correctly. We will only collect personal information to verify your identity with Experian, an external Identity Verification
Access provider.

Identity Verification involves Experian using information from your credit report to help confirm your identity. As a result, you may see an entry called a *soft inquiry” on your Experian credit report. Soft inquiries do not affect your credit score and you
Annual Certification do not incur any charges related to them

= You may need to have access to your personal and credit report information, as the Experian application will pose questions to you, based on data in their files. For additional information, please see the Experian Consumer Assistance website -
hitp://www.experian.com/help/

I you elect to proceed now, you will be prompted with a Terms and Conditions statement that explains how your Personal Identifiable Information (PII) is used to confirm your identity. To continue this process, select ‘Next

IS ez

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 11 displays the Terms and Conditions page.
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Figure 11: Terms and Conditions Page

CMS.gov I My Enterprise Portal v ©Help ® LogOut

creen reader mode Off | Accessibility Settings

Terms and Conditions

My Access

Request New System OMB No. 0938-1236 | Expiration Date: 04/30/2017 (OMB Re-Certification Pending) | Paperwork Reduction Act

Access
e and lanage Ly Protecting Your Privacy
Annual Certification Protecting your Privacy is a top priority at CMS. We are committed to ensuring the security and confidentiality of the user registering to EIDM. Please read the CMS Privacy Act Statement , which describes how we use the information you provide.

"Personal information is described as data that is unique to an individual, such as a name, address, telephone number. social security number, and date of birth (DOB). CMS s very aware of the privacy concems around PII ata. I fact, we share your
concems. We will only collect personal information to verify your identity. Your information wil be disclosed to Experian, an external authentication service provider, to help us verity your identity. I collected, we wil validate your Social Security number with
Experian only for the purposes of verifying your identity. Experian verifies the information you give us against neir records. We may also use your answers to the challenge questions and ofher Pl to later idenify you in case you forget or misplace your
User ID /Password,

HHS Rules Of Behavior
We encourage you to read the HHS Rules of Behavior , which provides the appropriate use of all HHS information technology resources for Department users, including Federal employees, coniractors, and offher system users.

I have read the HHS Rules of Behavior for Privileged User Accounts (addendum to the HHS Rules of Behavior (HHS RoB), document number HHS-OCIO-2013-00038 and dated July 24, 2013), and understand and agree to comply with its provisions. |
Understand that violations of the HHS Rules of Behavior for Privileged User Accounts or information security policies and standards may lead to disciplinary action and that these actions may include termination of employment; removal or disbarment from;
Jwork on federal contracts or projects; revocation of access to federal information, information systems, and/or facilties; criminal penalties; and/or imprisonment. | understand that exceptions to the HHS Rules of Behavior for Privileged User Accounts must
be authorized in advance in writing by the OpDIv Chief Information Officer or his/her designee. | also understand that violation of certain laws, such as the Privacy Act of 1974, copyright law, and 18 USC 2071, which the HHS Rules of Behavior for
Privileged User Accounts draw upon, can result in monetary fines and/or criminal charges that may result in imprisonment

Identity Verification

I understand that the idenity proofing services being requested are regulated by the Fair Credit Reporting Act and that my explicit consent is required to use these services. | understand that any special procedures established by CMS for identity proofing|
using Experian have been met and the services requested by CMS to Experian will be used solely to confirm the applicant's identity to avoid fraudulent transactions in the applicant's name.

1 agree to the terms and conditions

S GETED

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 12 once they have completed the Remote Identity Proofing process.

Figure 12: Complete Step Up Page

v © Help g Ou

CMS.govV | My Enterprise Portal

Screen reader mode Off | Accessibility Settings

My Access Complete Step Up

Request New System
ESc::SSt New System You have successfully completed the Remote Identity Proofing process.

View and Manage My

- =0

Annual Certification

The user will be navigated to the Multi-Factor Authentication Information page (see Figure 13) and must
select Next to continue with the process.

Figure 13: Multi-Factor Authentication Information Page

CMS.gov |My Enterprise Portal

creen reader mode Off | Accessibility Settings

My Access Multi-Factor Authentication Information

Request New System " " - - " - " N

Access To protect your privacy, you will need to add an additional level of security to your account. This will entail successfully registering your Phone, Computer or E-mail, before continuing the role request
— process

View and Manage My . . .

Access To continue this process, please select 'Next'.

e =) CE
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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
MPFA Device Description. Once that is complete, the user must select Next to continue.

Figure 14 displays the Register Your Phone, Computer, or E-mail page:

Figure 14: Register Your Phone, Computer, or E-mail Page

CMS.gov | My Enterprise Portal

My Profile

Manage Profile

@ View Profil
o ViewProfile

Cl; Change Profile

G Change Password

O Change Challenge Questions

°° Register MFA

S\I/— Remove MFA
i

o vy ©Help

Register Multi-Factor Device

Adding a Security Code to your login, also known as Multi-Factor Authentication (MFA), can make your
login more secure by providing an extra layer of protection to your user name and password. Click here
to learn more about MFA and or go ahead and register your device.

Select the MFA device type that you want to use to login

Please note that you are only allowed two attempts to register your MFA device. If you are unable to
register your device within two attempts please log out, then log back in to try again.

Text Message (SMS) v

Enter the Phone number that will be used to obtain the Security Code.

Enter Phone Number

Enter MFA Device Description

e

® Log Out

Top

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 15). The user must select OK again to continue.

HIOS
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Figure 15: Successful Completion Page

* CMS Enterprise Portal - My Pro- X [ = X
< X @ © @ https:/portaldev.cms.gov/wps/myportal/cmsportal/usermenu/myprofile/iut/p/z1/04_Sj9CPykssyOxPLMnMzOVMA(ljo8ziDQItzTy8DQz9 w X IND © =
CMS.gov |My Enterprise Portal O v ©Help ® LogOut
@ Confirmation x
Changes to your profile have been successfully submitted.
My Profile
Manage Profile Register Multi-Factor Device
Adding a Security Code to your login, also known as Multi-Factor Authentication (MFA), can make your
a View Profile login more secure by providing an extra layer of protection to your user name and password. Click here
to learn more about MFA and or go ahead and register your device.
> .
Change Profile . .
C;’ g Select the MFA device type that you want to use to login
G Change Password Ple?se note that %/ou a-re .cnlyallowed two attempts to register your MF.Ade\1|ce4 If;I/ou are unable to
register your device within two attempts please log out, then log back in to try again.
U Change Challenge Questions
Phone/Tablet/PC/Laptop v
Waiting for portaldev.cms.gov. ster MFA v

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 16).

Figure 16 displays the View and Manage My Access page:

Figure 16: View and Manage My Access Page

CMS.gov | My Enterprise Portal

creen reader mode Off | Accessibility Settings

Manage Access Pending Requests

View and Manage My Access

My Access

Select 'Add 2 Role' o ‘Remove a Role' o manage your access for 2 system
Reguest New System
Access

Systems ‘My Roles IAdditional Details Remove a Role  |Add a Role
View and IManage My
Access Hesith Insurance Oversight Sys:

em HIOS Issuer

Annual Certification

2.2 Existing HIOS Users

Existing HIOS Users will follow the steps below to access HIOS once they have completed the EIDM
registration process. 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 17 displays the CMS Enterprise Portal Page.
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Figure 17: CMS Enterprise Portal Page - Login with EIDM Credentials

CMS.gov | enterprise Portal EIFind Your Application @ Help O Aboul B E-Mad Alerts

CMS.gov | Erterpse Porta

Login

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

Figure 18 displays the My Portal page.

Figure 18: My Portal Page

CMS.gov | My Enterprise Portal

My Portal
(] ()
) act
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 19 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.
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Figure 19: 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
lthe 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.h

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 20.

Figure 20: 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 module notification is available.

My Work

> Consumer Assistance Program

Notifications

=]

> Document Collection Module

> External Review Election

v ' 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 21 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 21: HIOS Home Page — Manage Account Link

Health Insurance Oversight System Welcome, -

Manage Account
Knowledge Center
m g Manage Roles

Request a Role

Manage Organizations
@ Welcome to HIOS. We are in the process of updating the site. You will see an updated HIOS homepage as well as Manage Approvals
pages as you navigate throughout the site.

Manage Notifications

Home

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

My Work Notifications
> Consumer Assistance Program =
> Document Collection Module =
> External Review Election =

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

Logout &

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

Figure 22: Manage Account Page

Manage Account

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

Personal Information

HIOS 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)

ZIP Plus 4 (4 digits)

* Phone (>00cx000-300¢)

Phone Ext.

SUBMIT

Portal User Manual — Last Updated December 2019

Page 23



HI10S Portal User Manual v 32.00.00

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 23 below.

Figure 23: HIOS Portal Home Page — Manage Organizations

Health Insurance Oversight System U, «  Logout®

Manage Account
Knowledge Center Hel
m 9 Manage Roles pe

Request a Role

Manage Organizations

Manage Approvals

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

My Work Notifications
> Consumer Assistance Program =
> Document Collection Module =
> External Review Election =]

v ' 2
* 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, Add a
Relationship, and Organization Search. 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 24 below.
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Figure 24: 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.

Data Change Request

Users can submit a data change

request for organization information

Administrator Roles

Certain functionality such as My
Organizations 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

Organizations must have been that cannot be edited through the

My Organizations functionality. Data

level data only, including relationship

registered as a Company in order to ) A
g pany information.

add issuers. change requests will be submitted for

approval, and users can review the . .
] Organization Administrator
status of their data change request.

Representative of a Non-Federal

Governmental Plan or Other

Organization who is responsible for

editing their organization data.

Add a Relationship Organization Search

Users can submit a request to Users can search and view details for

establish a relationship between an organizations registered in HIOS.
organization and an issuer within

HIOS.

3.2.1 My Organizations

The My Organizations page allows Company, Issuer, and Organization administrator users to view
information for the organizations for which they have an administrative role. 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 25.

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.
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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.

Figure 25: My Organizations Page for User with Administrator Role

P VISP SRS My Organizations - Health Insuran: X [ - X

&« c @ © @ https://rbistest.cms.gov/HIOS-PORTAL/#/manageorganizations/myorganizations w *moe =
Health Insurance Oversight System Welcome, - logout®
Home Knowledge Center Help ©

< Manage Organizations MY Organizations
I My Organizations Select an action for the organization you wish to manage:

Create an Organization

_NonFederalGovmn FFM FMTestIssuer63
Add an Issuer tPIn_05212019
Data Change Request
Add a Relationship Federal EIN/TIN Federal EIN/TIN
102102402 202812983
Organization Search
Organization Type Organization Type
Non-Federal Governmental Plans Company
Organization Details Organization Details
Organization Users Issuer Information

Manage Relationships

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 26 below.
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Figure 26: My Organizations Page for User without Administrator Role

Health Insurance Oversight System Welcome, - logout®
Home Knowledge Center Help ©
< Manage Organizations My Organizations
I My Organizations 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.

Organization Search
REQUEST A ROLE

g VISIT KNOWLEDGE CENTER @ SUBMIT A TICKET Q GIVE US FEEDBACK

ACCESSIBILITY RULES OF BEHAVIOR WEB POLICIES FILE FORMATS AND PLUG-INS

i o,
A federal government website managed by the Centers for & “,
s
Medicare & Medicaid Services g :
7500 Security Boulevard, Baltimore, MD 21244 “%
*aza

Back to top

3.2.1.1 Organization Details

After selecting Organization Details, users can view organization information and make edits. Please
refer to Figure 27 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 27: 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 Incorporated State
Company Kentucky (KY)

* Organization Legal Name

Leah Test Company 4 2018

* Federal EIN/TIN (9 digits) Validation Status

Validation in Process

988798798

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

Figure 28: Organization Details — TPA Information

* City * State
herndon ‘ Virginia (VA)

* ZIP Code (5 digits) ZIP Plus 4

‘ 44444 ‘ ‘ 1234

Third Party Administrator (TPA) Information

TPA Type
EDGE Server
¥ Enrollment

Please fill in the form below with your Company information.

Legal Business Address

* Address Line 1

| 4108 11th PI

Address Line 2

* City * State
Herndon ‘ Virginia (VA)

* ZIP Code (5 digits) ZIP Plus 4

| 20171 ‘ |

Primary Contact Information

* Job Title

Consultant

* First Name * Last Name

John ‘ Smith

* Email Address

test@test.com

* Phone (3xx-30063000K) Phone Ext.

| 703-222-2222 ‘ |

Add Secondary Contact Information

SUBMIT

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 29 below.

HIOS
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Figure 29: 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 30 below. From the table, users also
have access to the Issuer Details or the Issuer Users page.
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Figure 30: 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.
Organization Users

Manage Relationships Showing 1-8 of 8 records Records per page (10 ¥
Registered
Issuer ID % Issuer Name % State 3 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 31 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 32 below.
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Figure 31: Issuer Details Page

< Issuer Information

I Issuer Details

Issuer Users

Issuer Details
test001

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.

Issuer ID Registered State
19681 California (CA)
Issuer Legal Name Federal EIN/TIN
test001 111111111

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

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 In
¥l 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
No
* Select all lines of business that apply for the Large Group Market:
# Health Insurance Coverage (HIC)
Mini-Med
Expat
Rx-only

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 Line 1

‘ 4554 city street1

Address Line 2

* City * State
‘ Durham ‘ North Carolina (NC)
* ZIP Code (5 digits) ZIP Plus 4 (4 digits)

‘ 45678
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Figure 32: Issuer Details Page - View

€ Issuer Information

I Issuer Details

Issuer Details

JN Test Company 12-12-17

Organization Legal Information

Issuer ID Incorporated State
BO381 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 33 below.

Figure 33: 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 34

below.
Figure 34: Organization Users
Organization Users
I Organization Users Insurance Co 000000007

Manage Relationships

Username

= Module #
Minimum
Essential

Coverage

Minimum
Essential

Coverage

HIOS Portal

Minimum
Essential
Coverage

Fimancial
Management

HIOS Portal

Financial
Management

HIOS Portal

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

le ¥

Submitter

Submitter

Company

Administrator

Submitter

Payae Data

Submitter

Company
Administrator

Payee Data
Submittar

Company
Administrator

Approved Date

¥ Actions

09/18/2018 View details |

07/11/2014 View details

03/13/2018 ‘ Vview details |
01/12/2017 view details

View details

=]
L
=]
ra
(=]
7]

j |

09/28/2017 View details |

1
09/1 View details

09/22/2014 View details

¥
m
5]
[=1
L
-
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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 35 — 38.
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Figure 35: Organization Users with View Details button

< My Organizations

Organization Details
Issuer Information
I Organization Users

Manage Relationships

Organization Users

Insurance Co 000000007

CertCom5System

Minimum
Essential
Cuverage

Minimum
Essential
Coverage

HIOS Portal

Minimum
Essential
Coverage

Financial
Management

HIOS Portal

Financial
Management

HIOS Portal

Showing 1-10 of 26 records

Role ¢

Submitter

Submitter

Submitter

Company
administrator

Submitter

Payee Data
Submitter

Company
administrator

Payee Data
Submitter

Company
Administrator

Approved Date

09/18/2018

09/18/2018

07/11/2014

03/13/2018

01/12/2017

05/01/2015
09/28/2017
09/18/2014

09/22/2014

Records per page 10 ¥

Actions

View details

View details

View details

View details

View details

View details

View details

HIOS

Portal User Manual — Last Updated December 2019

Page 37




HI0S Portal User Manual v 32.00.00

Figure 36: View User Details page

View User Details

HIOS User Name Role
Submitter

First and Last Name Contact Type
NA

Job Title Module Mame

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 37: 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?

A RETURN TO VIEW USER DETAILS CONFIRM REMOWVAL
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Figure 38: Organization Users - Confirmation message after removal is complete

< My Organizations

Organization Details

Issuer Information

I Organization Users

Organization Users

Insurance Co 000000007

© Confirmation: The user's role has been removed. An email will be ﬂ
sent to the user notifying them of the change.

Manage Relationships

Username

= Module #

Minimum
Essential
Coverage

Minimum
Essential
Coverage

HIOS Portal

Minimum
Essential

Coverage

Fimancial
Management

HIOS Portal

Financial
Management

HIOS Portal

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

Submitter

Submitter

Company

Administrator

Submitter

Payee Data
Submitter

Company
Administrator

Payee Data
Submitter

Company
Administrator

Approved Date

¥ Actions

09/18/2018 View details

07/11/2014 View details

j

03/13/2018 View details

|

01/12/2017 View details

05/01/2015 View details

09/28/2017 View details

09/18/2014 View details

IR

09/22/2014 View details

3.2.14

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 39 below.
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Figure 39: Manage Relationships Page

< My Organizations

Organization Details
Issuer Information

I Manage Relationships

Manage Relationships

JN Test Company 12-12-17

The table below displays your organization’s relationships. Please select "Add a

Relationship" below to request new relationships.

Add a Relationship

Service
Provider %

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

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

Showing 1-2 of 2 records

Service
Receiver $

24015 - IN Test
Company 12-
12-17 - AL

24015 - IN Test
Company 12-
12-17 - AL

Relationship
Type=

TPA
Enrollment

TPA
Enrollment

Status $

Approval
Required

Approved

First  Previous n Next Last

Records per page |10 ¥

Actions

View Details

View Details

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 40 and Figure 41

below.
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Figure 40: 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 - IN Test Company 11-13-17 Edit 04-02-2018

on 3-5 - AK

Relationship Type Status

TPA Enrollment Approval Required

APPROVE RELATIONSHIP DENY RELATIONSHIP

4 BACK TO MANAGE RELATIONSHIPS

Figure 41: Approve Relationship Confirmation

Approve Relationship Confirmation

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

4{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 42 below.

Figure 42: 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

«BACK TO MANAGE REIATIONSHIPS

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 43 below.
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Figure 43: Create an Organization —Step 1

< Manage Organizations

My Organizations

I Create an Organization
Add an Issuer
Data Change Request

Add a Relationship

Create an Organization

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

1  Select the Organization's Primary Function
* What is the organization's primary business?

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

This organization may manage plan data including reporting product level
data or Medical Loss Ratio information, create an Issuer for the
organization, provide or receive TPA services, or work with other company
specific data.

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

A company whose primary business does not include
selling licensed health insurance products or plans.

This organization may come to HIOS to obtain a Health Plan Identifier or
provide TPA services.

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

A Group Health Plan offered by a Non-Federal
Governmental Organization to its non-federal
governmental employees.

This organization may report plan information for purposes of HIPAA
provision opt-out or external review election.

In HIOS, this type of organization is referred to as a Non-Federal
Governmental Health Plan.

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.

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 44 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 44: 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 45.
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Figure 45: 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 Tssuer i 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 46 below.
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HIOS

Figure 46: Create an Organization — Company — Step 3

Organization Details

Please enter your organization details below.

* Organization Legal Name

* Incorporated State

Additional Information

NAIC Company Code (5 Digits)

NAIC Group Code (5 Digits)

Group Name

AM Best Number (6 digits)

Company Information
Not For Profit
Co-0p

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 Line 1

Address Line 2

* City * State
*ZIP Code (5 digits) ZIP Plus 4 (4 digits)

Third Party Administrator (TPA) Information

TPA Type
| EDGE Server
Enrollment

Please fill in the form below with your Company Information.
Legal Business Address

* Address Line 1

Address Line 2

* City * State
* ZIP Code (5 digits) ZIP Plus 4 (4 digits)

Primary Contact Information

* Job Title

* First Name * Last Name

* Email Address

* Phone (200¢-300¢000¢) 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 47.
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 47: 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 request.

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 48.
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Figure 48: Create an Organization — Non Insurance 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 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 49 below.
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Figure 49: Create an Organization — Non Insurance Company — Step 3

3 Organization Details

Please enter your organization details below.

* Organization Legal Name

* Incorporated State

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 Line 1

Address Line 2

* City * State

* ZIP Code (5 digits) ZIP Plus 4 (4 digits)

Third Party Administrator (TPA) Information

TPA Type
«| EDGE Server
Enrollment

Please fill in the form below with your Company Information.

Legal Business Address
* Address Line 1

Address Line 2

* City * State
* Z1IP Code (5 digits) Z1P Plus 4 (4 digits)

Primary Contact Information

* Job Title

* First Name * Last Name

* Email Address

* Phone (500-300¢-Xx3x) 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 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 — 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 51.
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Figure 51: 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 52 below.
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Figure 52: 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 * State

* ZIP Code (5 digits) ZIP Plus 4 (4 digits)

a

Confirm Your Request

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.
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Figure 53: 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  EnterFederal 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

SV iap | RESET

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 54 and Figure 55.
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Figure 54: 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

HIOS Portal User Manual — Last Updated December 2019 Page 55



HI10S Portal User Manual v 32.00.00

Figure 55: 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, proceed 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 56 below.
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Figure 56: 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
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Please note if an organization name returns results larger than 10 records, an error message will appear
instructing users to refine their search and enter a more unique organization name. Please refer to
Figure 57 below.

Error: Search results set returned is too large. Please refine your

search and enter the organization name

* 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 "Mext”,

other SEARCH

Figure 58: Create an Organization — Other Organization — Name Results Error Message
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When creating an Other Organization, in order to successfully check if your organization already exists
within Portal, you must enter at least 3 characters within the Search field before selecting the Search
button. Please note, if less than 3 characters are entered in the Search field, an error message will
display informing users that a minimum of 3 characters are required to be entered in the Search field.
Please refer to Figure 59 below.

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".

sd

Error: Organization name must be at least three characters,
with no special characters. Please make sure you entered 3 or
more characters and no special characters, and try your search
again.

Figure 60: Create an Organization — Other Organization — Organization Name Error Message
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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 59 below.

HIOS Portal User Manual — Last Updated December 2019 Page 60



HI10S Portal User Manual v 32.00.00

Figure 61: 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 60.
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.

34

Figure 62: Create an Organization — Other Organization — Step 4

Create an Organization

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

Other Organization Type

1  Select the Organization's Primary Function Revisit this step

Organization Details Provided

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

4  Confirm Your Request

Please select "Submit” to complete your request.

ORGANIZATION
817236817 - Test Other Org

SUBMIT {3513

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 61 below.
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Figure 63: 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 62 below.
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Figure 64: 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 63 below.
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Figure 65: 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 64 below.
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3.5

Figure 66: 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

8712632871 - IN 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 reguest.

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 65 below.
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Figure 67: Data Change Request — No Administrator Roles

< Manage Organizations Data Change Request
My QOrganizations 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?

Add a Relationship Request an administrator role to the organization you want to

manage.

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 66. 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 67 and Figure
68.
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Figure 68: HIOS Portal — Manage Data Changes

Manage Data Changes

Create Request for Data C

Please select a Request Status from the drop-down list below or Search By Request ID and select the Enter button to view the
corresponding requests.

Request Status: Search By Request ID:

Pending Approval v (OR) ‘

« First = Prev Mext » Last» Show Entries |10 v Showing 1 to 9 of 9 entries

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

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

DCR95 11/21/2017 8:47 AM sneling 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
Pendi

DCR93 11/21/2017 8:46 AM S 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 sneling 11/20/2017 5:01 PM Test View
Approval

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

DCR85 11/16/2017 11:01 PM . 11/16/2017 11:01 PM Testing View
Approval
Pending s .

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

Figure 69: Organization Details Page

< My Organizations

I Organization Details
Issuer Information
Organization Users

Manage Relationships

Organization Details

test001 Email Test Update

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

Organization Legal Information

Please note, some fields require a
this page.

Organization Type

Company

* Organization Legal Name

as they cannot be edited on

Incorporated State
Virginia (VA)

‘ test001 Email Test Update

* Federal EIN/TIN (9 digits)

Validation Status

‘ 111111111

Validation in Process

Additional Information

NAIC Company Code (5 digits)

NAIC Group Code (5 digits)

Group Name

‘ testgroup

AM Best Number (6 digits)

Company Information
Not For Profit
Co-0p

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 Line 1

‘ 1 main street Email Update

Address Line 2

* City * State

herndon | Virginia (VA) v
* ZIP Code (5 digits) ZIP Plus 4
‘ 44444 | | 1234

Third Party Administrator (TPA) Information

TPA Type

EDGE Server
Enrollment

SuBl
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Figure 70: Issuer Details Page
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€ Issuer Information Issuer Details
I Issuer Details test001
Issuer Users Please note, a field with an asterisk (*) before it is a required field.

Organization Legal Information

Please note, some fields require a s they cannot be edited on

this page.

Issuer ID Registered State
19681 California (CA)
Issuer Legal Name Federal EIN/TIN
test001 111111111

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

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:
# 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
No

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

Mini-Med

Expat

Rx-only

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 Line 1

‘ 4554 city streetl |

Address Line 2

* City * State

‘ Durham ‘ North Carolina (NC) v
* ZIP Code (5 digits) ZIP Plus 4 (4 digits)

‘ 45678 ‘ | N

SUBMIT
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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 69.

Figure 71: Create Data Change Requests

Create Data Change Request

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

What values would you like to change?

‘ -- Please Select Organization Field -- H Enter

- Please Select Organization Feld --

| FEIN/TIN

Organization Legal Name

Jack

Incorporated State

Organization Type

Organization Status

Issuer Registered State

WEB POLICIES FILE FORMATS AND PLUG-INS

Issuer Status

Product Name

Product Type

GERYIC)

Rl A federal government website managed by the Centers for ,p""v Y
‘ AR TR Medicare & Medicaid Services 5

Issuer Legal Name '

7500 Security Boulevard, Baltimore, MD 21244
Organization Address oy,

Organization 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, and then select the Enter button. 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 70 and Figure 71.
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Figure 72: Company Data Changes — Select the Company

Create Data Change Request

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

What values would you like to change?

Organization Type = Enter

Choose the Organization

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

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

Mel Test - Company - FEIN -321456987 - Company
MelTest IMPL 030718 - FEIN -753698412 - Company
Test 112233445 - FEIN -112233445 - Company

Jack

Mel Test - OtherOrg - Alexandria,

Figure 73: Company Data Changes — Select the Field to Change

Create Data Change Request

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

What values would you like to change?

Organization Type " Enter

Choose the Organization

Mel Test - Company - FEIN -321456987 - Company & Enter

Current Value *New Value *Reason for change

Company -Select new value- > ‘

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 72.
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Figure 74: Company or Non-Insurance to a Non-Federal Governmental Plan -

Select Self-Funded or Fully Insured Radio Button

What values would you like to change?
Organization Type
Choose the Organization

Mel Test - Company - FEIN -321456987 - Company

Create Data Change Request

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

Enter

Current Value *New Value

Company

Non-Federal Governmental Plans

*Reason for change

N

*Please select the type:

() Self Funded
(O 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 73.

Figure 75: 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 74.

e Pending Approval
e Approved

e Denied

e Unable to Process

e Completed

Figure 76: Change Request Statuses

Manage Data Changes

Create Request for Data Change

Please select a Request Status from the drop-down list below or Search By Request ID and select the Enter button to view the
corresponding reguests.

Request Status: Search By Request ID:

\

‘ Pending Approval w

Pending Approval

Approved

Denied

Unable to Process teria.

Completed

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 75.
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Figure 77: View a Change Request

Data Change Details View

Change Request ID
DCRSY6

User Name

Organization Legal Name
Testing Non Fed Qrganization - TT 2.12.18

Current Value

Testing Non Fed Qrganization - 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

3.5.2 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 76.
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Figure 78: Issuer Change Request

Create Data Change Request

Please note, a field with an asterisk (*) before it is a required field.
What values would you like to change?
Issuer Legal Name b Enter

Choose the Issuer

Test 112233445 - 17804 ~ Enter

Current Value *New Value (9 digits) *Reason for change

Test 112233445 ‘ ‘

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 77. 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 79: Product Change Request

Create Data Change Request

Please note, a field with an asterisk (*) before it is a required field.
What values would you like to change?
Product Name e Enter

Choose the Issuer

Test 112233445 - 20387 ~ Enter

Choose the product

Mallory PPO IFP Test Prod1- 20387NH001 R Enter

Current Value *New Value (9 digits) *Reason for change

Mallory PPO IFP Test Prodl ‘ ‘ ‘
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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 78.

Figure 80: 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 79. 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
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Figure 81: Change Request Statuses

Manage Data Changes

Create Request for Data Change

Please select a Request Status from the drop-down list below or Search By Request ID and select the Enter button to view the
corresponding requests.

Request Status: Search By Request ID:

Pending Approval ~ (OR) ‘

Pending Approval

Approved
Denied
Unable to Process

Completed

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

DCRI6 11/21/2017 8:48 AM Pending 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
Pending .

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

Issuer Administrators can review the data of the change requests displayed through the ‘View’ link of
the Action column as illustrated in Figure 80.
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Figure 82: View Change Request

Data Change Details View

Change Request ID Request Created Date
DCRS6 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 81.
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Figure 83: Non-Federal Government Plans to Company

Create Data Change Request

Note: (*) Indicates a required field

What values would you like to BT T v Eriar

change?

Choose the Organization

Testing Non Fed Organization - TT 2.12.18 - FEIM -321321321 - Non-Federal Governmental Plans v

Current Value *New Value

Non-Federal Governmental Plans Company v ‘

*Reason for change

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 80. 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 84: Multiple Organizations

Create Data Change Request

MNote: (*) Indicates a required field

What values would you like to Organization 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 - FEIM -963852741 - Company

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

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

JM 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
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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 83.

Figure 85: Other Organization to a Company

Create Data Change Request

Please note, a field with an asterisk (*) before it is a required field.
What values would you like to change?
Organization Type e Enter

Choose the Organization

Mel Test - OtherOrg - Alexandria, ~ Enter

Current Value *New Value *Reason for change

Other Organization Type -Select new value- ~ ‘

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 84.

Figure 86: 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
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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 85. 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 87: Change Request Statuses

Manage Data Changes

Create Request for Data Change

Please select a Request Status from the drop-down list below or Search By Request ID and select the Enter button to view the
corresponding requests.

Request Status: Search By Request ID:

Pending Approval b (OR) ‘

Pending Approval

Approved
Denied
Unable to Process
Completed
Request ID 5 Request Created Date Status & Status Updated Date 2 NOTE & Action
Pending :
DCR96 11/21/2017 8:48 AM 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
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 86.
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Figure 88: View Change Requests

Data Change Details View

Change Request ID
DCRSY6

User Name

Organization Legal Name
Testing Non Fed Qrganization - TT 2.12.18

Current Value

Testing Non Fed Qrganization - 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 87 below.
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Figure 89: Add a Relationship — Step 1

< Manage Organizations Add a Relationship

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

Create an Organization

1 Relationship Type

Add an Issuer
* What relationship are you trying to initiate?

Data Change Request
9 q e TPA Enrollment

Add a Relationship
I * 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 88 below.

HIOS Portal User Manual — Last Updated December 2019 Page 85



HI10S Portal User Manual v 32.00.00

Figure 90: 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

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 v

Registered

Select 2 issuers Issuer Details $ State $

25880 - IN Test Company 11-13-

L4
17 Edit on 3-5 AL
85586 - IN 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 89 below.

HIOS
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Figure 91: 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 90 and Figure 91 below.
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Figure 92: 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

=N RESET

HIOS
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Figure 93: Add a Relationship — Confirmation Message

< Manage Organizations

@ Confirmation: Your request has been submitted for approval. To Q
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 94: Organization Search

Health Insurance Oversight System

Home Knowledge Center

< Manage Organizations Search Organizations

My Organizations
* Enter Federal EIN/TIN
Please enter the Organization Federal EIN/TIN below. The Federal EIN/TIN

must be a 9 digit, numeric value.

Create an Organization

Add an Issuer

Data Change Request

Add a Relationship

I Organization Search

3.71 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 95: Organization Search Results

< Manage Organizations Search Organizations

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

Create an Organizatior
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.

Add a Relationship
000000007 SEARCH

I Organization Search

Search results for "000000007"

Insurance Co 000000007
Federal EIN/TIN Oroanization Details
000000007 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.

Figure 96: Organization Search — Organization Details Page for All HIOS Users

Organization Details
FMLoadTest0139

Organization Legal Informatior

Organization Type

v
1

Incorporated State

ginia [VA)

Validation Status

Losd Test Drive

alidat Process
Additional Information
Group Name
FMLoadTest Group
Domiciliary Address
Mote: The demicilisry address is the sddress ere the establishme: ed
2 - go ng pewer of the enterprise sec
Address

«BACK TO SEARCH ORCANIZATIONS
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HIOS

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

1-10 of 12 recerds  Records per page (10 ¥

Begiztersd

State ® Actions
Hawa szuer Details
ndigne Issyuer Dataily
Kantucky Issuvar Datails

Issuer Details

Meve Jersey Iszyer Data
MissERipp Issuer Detadls
.o::h
Izuat retaly
rginia
Taxas war Details
Alaska Issuer Details
Connecticut laayes Detadly

Issuer Information
FMLoadTest0139

The following issuers are associsted to FM

Showing
Issuer ID& Issuer Mame &
10020 FMLoadTestD139
12869 FMLoadTestD139
22033 FMLoadTest0l 39
43578 FMLoadTestD139
43367 FMLosdTest0139
54515 FMLoad TestOL 39
70072 FMLoadTestD139
86092 FMLoad Test0139
83345 FMLoadTest0139
90738 FMLoadTestD139
«BACK TO SEARCH ORGANMIZATIONS

Portal User Manual — Last Updated December 2019

Page 92



HI10S Portal User Manual v 32.00.00

3.8

Figure 98: Organization Search - Issuer Details for all HIOS users

Issuer Details

FM-Company-IMPLO-087

Organization Legal Information
Issuer 1D Incorporated State

BS941 GeorgialGA

Issuer Legal Name Federal EIN/TIN

FM-Company-1MPLO-087

NALIC Company Code NAIC Group Code

IBETE IBETB

Additional Information

Issuer Marketing Namea
FM-Company-IMPLO-08TIESUER-AX

Market Type and Associated Line of Business
Small Group

Mint-Mad

Domiciliary Address

Note: The domiciliary address is the

or where the governing power of the enterprise is exercised

Address

s whare the establishmant s maink

«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 97

below.

HIOS
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Figure 99: HIOS Portal Home Page — Manage Roles

Health Insurance Oversight System R, «  Logout

Manage Account
Knowledge Center Hel
m 9 Manage Roles PO

Request a Role

Manage Organizations

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

Manage Approvals
pages as you navigate throu

Manage Notifications

Home

Select a module below to get started. A solid flag (M) 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? VIEW ALL FUNCTIONS
Check out our list of functions and request access

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 98 and Figure 100.

The table will display the pending role requests first and then the approved requests after.
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Figure 101: Manage Roles

Manage Roles

Add a new role

Module 2 Role & Role Type $

Minimum Essential

L Submitter N/A

Coverage

Rates & Benefits Tectier Small Group Market

Information System Validator

Rates & Benefits Small Group Market
2 Issuer A

Information System Submitter

Rates & Benefits Individual Market

Issuer

Information System Validator

Showing 1-10 of 206 records

Association £

120312301
SDVNnew10312019

65314 - SDTESTZ2 - VA

65314 - SDTEST2 - VA

65314 - SDTEST2 - VA

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

Records per page 10

—

Status « Action

Pending | View Details |

Approved View Details
Approved View Details

Approved | View Details

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.

Figure 102: View Role Details — Pending Role Request

Health Insurance Oversight System Welcome, ~  Logout
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
«BACK TO MANAGE ROLES
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Figure 103: View Role Details — Approved Role Request

Health Insurance Oversight System Welcome, v Logoutts

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

DELETE ROLE REQUEST

< BACK TO MANAGE ROLES

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.

Figure 104: 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 105: 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:
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3.8.2

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

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

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

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.

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.
2.
3.

From the HIOS Portal Home Page, select the ‘Request a Role’ link.
Select the Module needed.

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

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
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
If applicable for the module, role, and role type selected, select the contact type.

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.

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.

HIOS
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Figure 106: Ratings/Reports Viewer Role Request

Health Insurance Oversight System Welcome, v Logout®

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 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 Marketplace Quality Module Revisit this step

2 Select a role Ratings/Reports Viewer Revisit this step

3 Add association 4 Associations Revisit this step
To add an Association to this role request, you must search for it in the system.

* Association Type

e 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.

Showing results for "69834"

4 ITEMS ADDED TO REQUEST

65834 - Test Demo Comp (VA) [T orriox [ vaosenex

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 107: 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 108: 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

| 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 109: 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. o

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 110: HIOS Portal Home Page — Manage Approvals

Health Insurance Oversight System U, - Logoutes

Manage Account
m Knowledge Center Manage Roles Help @

Request a Role

Manage Organizations

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

Manage Approvals
pages as you navigate throughout the site.

Manage Notifications

Home

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

My Work Notifications
> Consumer Assistance Program =~
> Document Collection Module =
> External Review Election =

v v 2
* 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 111: Approval Tabs — Request Status

New Organization  User Account  User Role Organizational User Role  Manage Data Change
Approvals Approvals Approvals  Approvals Approvals

User Role Request Approvals

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

Module: Request Status:

HIOS Portal e Pending Approval g Enter

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 [l 234 5 Next» Last» Show Entries Showing 1 to 10 of 58 entries
- Modul A iati .
Select Reguestor Username 5 Email 5 ‘0 e Role $ SSOCI::I o Associat
v Type §
HIOS C
Il bharat.budhathoki@cgi.com bharat.budhathoki@cgi.com ompany Company Bharat_Ir

Portal Administrator

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 112: User Role Request Approvals

New Organization  User Account  User Role Organizational User Role  Manage Data Change
Approvals Approvals Approvals  Approvals Approvals

User Role Request Approvals

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

Module: Request Status:

HIOS Portal ™ Pending Approval R~ Enter

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 2345 Next» last» Show Entries Showing 1 to 10 of 58 entries
. Modul A iati .
Select Reguestor Username 5 Email § % Role § L‘amn Associat
v Ivpe
. . . ) HIOS Company
Il bharat.budhathoki@cgi.com bharat.budhathoki@cgi.com Portal Administrator Company Bharat_Ir
. . . . HIOS Company
] bharat.budhathoki@cgi.com bharat.budhathoki@cgi.com o] - Company Bharat_Ir
< >

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 113: Organizational User Role Approvals

Organizational User Role Request Approvals

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

Module: Request Status:

External Review Election ~ Pending Approval b Enter

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 [l Next » Last» show Entries Showing 1 to 3 of 3 entries
User
Job Module Association Association Sub- |
Select Requestor Username : — . o Role : — . i
Title § S Type 3 5 Type 1
:
External ERE Non-Federal Mel Test Primar
O bharat.budhathoki@cgi.com Tester Review ) Governmental Y :
) Submitter NonFed GHP Contact
Election Plans i
Business External ERE Non-Federal Mel Test Primary
melissa.arellano@sbd2.com Review Governmental
O @ Analyst - Submitter NonFed GHP Contact
Election Plans I
External Non-Federal
] bharat.budhathoki@cgi.com Tester Review ERE Governmental George ERE Primary )
' gt _ Submitter 001 Contact -
Election 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 114: User Role Request Approvals Confirmation Page

New Organization User Account User Role Organizational User Role Manage Data Change
Approvals Approvals Approvals  Approvals Approvals

User Role Request Approvals Confirmation

Confirmation: The following role requests have been successfully Approved for the HIOS Portal module:

- User
Association . User
Role Requestor Username Association Sub-
Type Type
Type
Compan
.p. Y bharat.budhathoki@cgi.com Company Bharat_InsuranceCo_05022019
Administrator

Continue

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 different areas 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 115: Knowledge Center — Overview Page

Health Insurance Oversight System Welcome, v 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 116: 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 117: 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 information and request roles.

> Assister

v _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 upload 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
information (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 page displays each of the HIOS terms with the

definition underneath listed in alphabetical order.
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Figure 118: Knowledge Center — Glossary

Knowledge Center

Advice and help from the HIOS team.

QOverview 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 1.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.

HIOS Portal User Manual — Last Updated December 2019 Page 107



HI10S Portal User Manual v 32.00.00

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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