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1 Introduction

The Center for Consumer Information and Insurance Oversight (CCI10), a division of the
Department of Health and Human Services (HHS), is charged with helping implement many
provisions of the Affordable Care Act. CCIIO oversees the implementation of the provisions
related to private health insurance including providing oversight for the issuer based product data
reports that populate finder.healthcare.gov.

The Health Insurance Oversight System (HIOS) was created to facilitate several types of data
collections from the Department of Insurance for states/territories as well as insurance issuers
that sell health insurance coverage. The collected data is aggregated with other data sources and
made public on the consumer-facing website.

Plan Finder is the specific module within HIOS responsible for collecting issuer general
identification information, product information, quarterly application data for each product and
requesting component IDs for products. There are three available mechanisms for the issuers to
submit their data: Microsoft Excel templates, XSD templates for XML submissions, and web-
entry forms. These technical instructions explain the special features and other technical aspects
related to the use of each submission mechanism.

The Office of Consumer Information & Insurance Oversight (CCI10) strongly recommends that
users read this document thoroughly before using the tool. Failure to precisely follow the
technical instructions may result in:

e Submission Error
e Loss of data

e Rejected file submission

1.1 Instructional Layout

The term “user’ is used throughout this document to refer to a person who has acquired access to
complete submissions within the HIOS Plan Finder module. Each action that is required by the

user is indicated via step by step bullets. If an action requires the user to select a specific button
or link on the screen, the name of the item to look for will be in bold italics. For example:

1. Select OK.

1.2 Technical Specification

The HIOS application works within any of the following compatible Internet browsers:
1. Internet Explorer ( version 7 or higher)

Plan Finder Issuer User Manual Page 7
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2. Mozilla FireFox ( version 5 or higher)
3. Chrome (version 9.0 or higher)

2 View Issuer Submitted Data

The Issuer Data Submission Form consists of the following two worksheets, within the same
spreadsheet, that must be completed prior to submission:

Figure 1: Plan Finder Announcement page

Health Insurance Oversight System

Tuesday, August 20, 2013 HIOS MAIN PAGE HOME FAQ

View Issuer Download Data Upload Finalized Component IDs
Submitted Data Submission Tools Data Template

Announcements

Welcome to the Plan Finder section of the Health Insurance Oversight System (HIOS) tool. For
Issuers, this is your tool for submitting information about health insurance products in the
individual and small group markets. For State Departments of Insurance, this is your tool for
viewing insurance data in your state.

The "Healthcare.gov Output” tab in the HIOS Plan Finder will now be replaced with the "RBIS
Input" tab. The data on the RBIS Input tab will display the information transmitted from HIOS
to RBIS for the purposes of RBIS reporting to include the small group health insurance market
information. Additional RBIS suppression rules may impact what is displayed on Healthcare.gov.

If you have policy questions regarding the HealthCare.gov Plan Finder, please e-mail
CCIIOPlanFinder@cms.hhs.gov.

If you need technical assistance regarding product-level data submissions, please contact the
Exchange Operations Support Center (XOSC) at 1-855-CMS-1515 or CMS FEPS@cms.hhs.gov.

CONTACT U5 SIGN OUT

Welcome

Related Links

Accessibility | Rules of Behavior | Web Policies | File Formats and Plug-Ins

HealthCare.gov

Content Requirements for

HealthCare.gov - Center

for Consumer Information

& Insurance Qversight

Archive of Memos

Training Resources

U.5. Department of Health & Human Services - 200 Independence Avenue, 5.W. - Washington, D.C. 20201

Issuer General Info — Displays the data entered for the issuer’s general information,
contact information, customer service contact details, and rating data.

Products Offering Info — Displays the reporting of the issuer’s products and application
data for each product.

Plan Finder Issuer User Manual
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2.1 Issuer General Information

The Issuer General Information page displays the data entered for the issuer’s general
information, contact information, customer service contact details, and rating data. Users shall
be able to navigate through all the issuer contacts registered through the HIOS portal.

The View Issuer Submitted Data tab is displayed below in Figure 2.

Figure 2: View Issuer Submitted Data tab

View Issuer Download Data Upload Finalized Component IDs
Submitted Data Submission Tools Data Template

Issuer General Information Issuer Marketplace Information Products Offering Report RBIS Input

Issuer Name: |FFE Test Issuer 359 - ME [~]

Submission Uploaded Date: 2/6/2015 1:51:17 PM

Application Data for Quarter: Q3, 2014 [Jul. 1 - Sept. 30, 2014]
Data Last Previewed By:

Issuer General Information for Issuer: FFE Test Issuer 359 - ME

Edit Issuer General Information

Corporate Information

Issuer Legal Name: FFE Test Issuer 359 State: ME

Issuer ID: 10032 Issuer Marketing Name: FFE Test Issuer M 359
Market Coverage: Both Federal EIN: 323344559

NAIC Company Code: NAIC Group Code:

Address Individual and Small Group Market

Address Line 1: 12 Church Street L.

Address Line 2: PO Box 2490 Do yo.u offer individual? .Yes )

City: Augusta WebSite: http://www.testindividualmarket.com
State: ME Do you offer small group? Yes

e AA22a WebSite: http://www.testsmallgroupmarket.com

Plan Finder Issuer User Manual Page 9
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Issuer Contacts

nnl = 3““ Page Size: |10 |E|

Displaying 1 - 10, of 27 found.

Contact Role Y] Name Phone Number |Extension |E-mail

or Backup
Attestation Contact CEO Contact oooceds oooda SO a s 100 oo oom
Attestation Contact CFO Contact ¥DOOO00ST J00000dt SEoeee3323 JOOOCO00L. X000ootiEncoooooooo. Com
Data Submission
Contact - Individual Bachup Contact ool :oooooice 15EEaea4 58T OO0 ey Com
Market
Data Submission rrrEE L
Contact - Individual Backup Contact : SEEeIITE01 JOOC0000. XD00000CCotiENo00Onnnon.. COM

ooccooooodt

Market
Data Submission
Contact - Individual Bachkup Contact YOOOCUS X00GEY SEEREEI1742 JOOOOo0L. X00EY Ecoo0ooooon Com
Market
Data Submission
Contact - Individual Primany Contact 0000ya xooooodhi Soooea1456 xoocood. oeoonthiffroooooooood. Lom
Market
Diata Submission
Contact - Individual Primany Contact mcﬂnl;mmdu SEERaG480 SEheea JOO0O00000000 3000003 (ER000000000.. Com
Market 000
Data Submission s
Contact - Individual Primary Contact = SENNe34238 JOOOoO0L. X000000oae oo J000.go Y
Market
Data Submission
Contact - Individual Primary Contact Anuprita Gore 1T3z2T1234 anuprita.gorefBogifedearal. com
Market
Diata Submission
Contact - Individual Primary Contact Mina Mounkhaty 1T03Z22T4835 mithouna. mounkhaty Eegi. com

Market

Ratings - Individual Market

Is Issuer rated by any rating company in the last two years? No

Rating Company

Rating Company Other/Describe

Rating Type

Mo records to display.

Ratings - Small Group Market
Is Issuer rated by any rating company in the last two years?

Rating Company

Rating Company Other/Describe

Rating Type

Mo records to display.

Rating Type Other/ Describe

Rating Type Other/ Describe

Plan Finder Issuer User Manual
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2.2 Product Offering Information

The Products Offering Report page displays the reporting of the issuer’s products and application
data for each product.

The Product Offering Report page is displayed below in Figure 3.
Figure 3: Product Offering Report page

View Issuer Download Data Upload Finalized Component IDs
Submitted Data Submission Tools Data Template

eral Infarmation Issuer Market Place Information

Welcome xxoexya xooooochi

Products Offering Report RBIS Input

Issuer Name: FFE Test Issuer 353 - ME [=]

Submission Uploaded Date: 2/6/2015 1:51:17 PM
Application Data for Quarter: Q32, 2014 [Jul. 1 - Sept. 30, 2014]
Data Last Previewed By:

Product Level Offering Report for Issuer: FFE Test Issuer 359 - ME

Add New Product
To edit the data elements of an existing product, please select its Product ID from the table below.

Note: Plaase salact "Show" buttons, below, to display the full list of data.

Show Product Description Show Product URLs Show Product Application Data

i Hide Product Information:

i:ds':::rlal Grandfathered [C2Vers | Open Approved |Closed
Product? Product? |Reason
Group ? ?
1IHMEND | 10 Indeminity Mo Inediiwidual Na Mo Open es
10032MEDDZ | 12 Indbeminity Mo Small Group | Mo No Open es
1003 2MEDDE | 12 HMWO e Infiwichual Neo e Open No
1003 2MEDDS | 12 Indemnity e Small Group | Me ez Open No

Plan Finder Issuer User Manual Page 11
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2.3 RBIS Input tab

The RBIS Input tab displays open products, derived data elements, and the reasons behind the
derived data elements, which RBIS will intake before the information is published on
finder.Healthcare.gov. Closed products will not display on this page.

The RBIS Input page is displayed below in Figure 4.

Figure 4: RBIS Input page

View Issuer

Download Data Upload Finalized Component IDs
Submitted Data

Submission Tools Data Template

Issuer General Information Issuer Marketplace Information Products Offering Report

RBIS Input

Issuer Name: FFE Test Issuer 359 - ME [~]

Submission Uploaded Date: 2/6/2015 1:51:17 PM
Application Data for Quarter: Q3, 2014 [Jul. 1 - Sept. 30, 2014]
Data Last Previewed By:

RBIS Input for Issuer: FFE Test Issuer 359 - ME

The data displayed below is communicated to RBIS. Additional RBIS suppression rules may apply before the data is published
Healthcare.gov.

Website
Formulary |Address Provider
Flag (Provider Flag
Network)

This product CQuuality

Percent of Website
Applications |Address
Denied (Formulary)

Suppress
from Plan
Finder

Percent of Up-

Rated Offers

Applicants can't Mo one can be URL Pending Quality

10032ME001 | FFE Product4 gﬁec?oa:]g:a‘fn:”‘”e turned down due | Quality Evaluation hﬁss?;anfnos Et‘;ﬁ'“a““” No g.
to health status. Evaluation still required .p ¥ P .
status. ital netwark. required
Eppl;cantsdcan't Mo one can be URL Pending Quality :]—his [T gue:lityt_ ﬁ'
10032ME004 | FFE Product4 de Ct E'Lge m';”me turned down due | Quality Evaluation ﬁs 22 " t"ﬁ' uation | yeg |
uetohea to health status. Evaluation still required .p ysicianiasp | st . =
status ital netwaork reauired nt

2.4 Marketplace General Information

The Marketplace General Information page displays the data entered for the issuer’s marketplace
general information, the marketplace billing address, and the marketplace customer service
contact information.

The View Issuer Marketplace Information tab is displayed below in Figure 5.

Plan Finder Issuer User Manual Page 12
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Figure 5. Marketplace General Information page

Welcome xxxxya xooooochi

View Issuer

Download Data Upload Finalized Component IDs
Submitted Data

Submission Tools Data Template

Issuer General Information Issuer Market Place Information Products Offering Report RBIS Input

Issuer Name: FFE Test Issuer 2535 - ME |;|

Market Place General Information for Issuer: FFE Test Issuer 359 - ME

Edit Issuer Market Place Information

Corporate Information

MarketPlace Marketing

359 - Test Issuer State: ME
Name:

Market Coverage: Both

Marketplace Billing Address

Marketplace Billing Name: Test Issuer
Marketplace Address Line 1: 122 Main 5t
Marketplace Address Line 2:
Marketplace City: Fairfax

Marketplace State: VA

Marketplace Zip: 22033

Marketplace Zip Extension:

Customer Service Contact - Small Group

Customer Service Contact - Individual Market Market

IFP Customer Service Phone: 888-888-9339
IFP Customer Service Phone Extension: 1234
IFP Customer Service Toll Free: 358-888-8888
IFP Customer Service TTY: 995-335-535355

IFP Customer Service Url: wwwtest.com

SHOP Customer Service Phone: 777-777-7777
SHOP Customer Service Phone Extension:

SHOP Customer Service Toll Free: 666-666-6666
SHOP Customer Service TTY: 777-777-6o66
SHOP Customer Service Url: vwww.testshop.com

3 Microsoft Excel Submissions

Plan Finder Submission users can download pre-populated templates in either the Excel 2003
version or the Excel 2007/2010 version. The system will also allow submission users to upload
the finalized submission files in either format.

3.1 Excel Macro Settings

Computer configurations must be set to satisfy the following requirements for the Issuer Data
Entry Form to work properly:

1. Have Microsoft Excel 2003, 2007 or 2010 installed on the user’s machine.
2. Enable the Excel standard toolbar.
3. Set the Excel macro security settings as follows:

e For Excel 2003, set Excel macro security settings to “Medium (recommended).”

Plan Finder Issuer User Manual Page 13
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Select Tools from the menu bar.

Select Macro on the dropdown menu.

Select Security.

Select Medium (recommended).

Select OK.

When the workbook is opened, the workbook will fully function.

o gk~ P

e For Excel 2007 or Excel 2010, set Excel macro security settings to “Disable all
macros with notifications.”

Select the Office Button in the upper left corner of the window.

Select the Excel Options button at the bottom of the menu.

Select Trust Center on the left navigation pane.

Select Trust Center Settings.

Select Macro Settings on the left navigation pane.

Select the radio button in front of Disable all macros with notifications.
Select OK.

When the workbook is opened, select the Options button and select Enable
Content then select OK.

O No gk v

The Excel 2007/2010 Enable Content message is displayed below in Figure 6.
Figure 6: Excel 2007/2010 Enable Content message

Home Insert Page Layout Formulas Data Review View o @
= ¥ cut Arial “ . = . S = EETh X AutoSum v 4
- TIA A = ¥ ¥ s d ?ﬁ
“—' Ga copy - n= -C"I @ Fin- -
Paste . I u - A-| = = = | iF 5 | 55 Merge & Cente § vy o 0 00 | (o st € Insert Delete Format Sort & Find &
-« < Format Painter = =RSIERESAS S et : - - - 2 Clear ~ Select -
Clipboard Font Alignment Number Styles Cells Editing
1) Security Warning  Macros have been disabled. | Enable Content | X
Al - J | You have opened this worksheet with your macro security setting too high. A
This workbook will not work as intended and you will not be able to finalize the file in preparation for submission. =
Please close this workbook and refer to the Technical Instructions for guidance on how to adjust your macro setting. -
() Freedom_Life Insurance AL 51841 [Read-0.. = & =R
A | B | ¢ [ o [ E [H9
Py
11 =
2 | -
3
4
5
6
L7
[ 8]
9
10
1
12
%You have opened this worksheet with yc
|15 | This workbook will not work as intended
:? Please close this workbook and refer tc
18 . i
W 4 » | Splash_Screel] 4 [ » [
Ready |[ED@m 100% (= v (+
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3.2 Working Files versus Finalized Files

The Issuer Data Submission Form employs the following two versions of the workbook that
serve different purposes throughout the process:

e Working files — These are read-write enabled files that allow users to enter data in

specified input fields. Users may edit, save, name and re-name working versions of these
files.

e Finalized files — These are read-only files created by a process called finalization, which
modifies the format of working files to prepare them for submission to CMS. These files
have specific naming conventions that must be followed in order to be successfully
submitted. The Validate and Finalize macros are built into the template.

The Issuer Data Submission Form employs macro buttons and shortcut keys as displayed in
Figure 7 below.

Figure 7: Macro buttons on Excel Issuer Data Submission Template

Worksheet 1 - Issuer General Information Validate |

Validate & Finalize | _ FormatsPrint Preview | OMB Control Number: 0938-1086

1. Corporat,

Izsuer Legal Name. FFE Test lssuer 358 State: TE Tssuer I 10032
Federal EIN Market Caverage: Both FFE Test lssust 11353
MAIC Company Cods. NAIC Group Code: | |

2. Address

AddressLine T 72 Church Sweet
Address Line 2: PO Biow 2450
Ciy: Augusts

State, VE

Zip: 04338 4 digit

3. Individual and Small Group Market

it i, indlividuslmarke!
“es

Conditional
hutg: e testsm ENfer the

individual market
web address if yes

4b. Customer Service Contact - Small Group Market
13135551212 is entered above. [T Laeal Mumber, 13135551212 |Ertensian:
Toll Free Humber
TTY:

i e st .com ebsice Address g v el vice.com

Ho
Fating Type Faling Flating Company DiheifDeseribe_|OtherlDescribs

The following are the names of the buttons (from left to right):

e Validate (Shortcut: CTRL + shift + V) — This will perform the red circle and critical
validations.

e Validate and Finalize (Shortcut: CTRL + shift + S) — This function will perform the
critical validations and create the read-only finalized file.

e Format and Print Preview (Shortcut: CTRL + shift + P) — This function will format the
workbook for printing and display the print preview screen.

Excel will allow the users to navigate and perform regular spreadsheet functions within the
application. The following are a few special considerations to note:

e Print — It is suggested to perform a Print Preview prior to printing the workbook to
ensure the formating is as preferred.

Plan Finder Issuer User Manual Page 15
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0 Use the standard Excel print icon or menu selection.
0 Select the Format & Print Preview button within each worksheet.

e Cut/ Paste — It is recommended NOT to use the Cut or Paste function in the Issuer Data
Entry Form workbook as it will remove or over write the cell’s predefined formatting.

e Delete — It is recommended to use the Delete key instead of the space bar to delete cell
values from a cell.

Plan Finder Issuer User Manual Page 16
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3.3 Download Data Submission Tools

The Download Data Submission Tools tab is displayed below in Figure 8.

Figure 8: Download Data Submission Tools tab

Welcome Daffy Duck

Download Data
Submission Tools

View Issuer
Submitted Data

Upload Finalized Component IDs
Data Template

Issuer Submission Tools

Issuer Submission Tools

If you are submitting Issuer data, please select the Issuer Technical Instructions to download Instructions that detail how to fill
out the Excel template and XML file for submission. Please click 'Issuer Data Submission Tool' to download the blank Issuer
template in the desired Excel wversion or 'Issuer Data XSD File' to download the XSD file.

e Issuer Data XSD File
o Issuer Technical Instructions

Download a Pre-Populated Issuer Template
Please select a format for the pre-populated issuer template and then select an issuer from the dropdown menu below,

@ Excel 97-2003 Version (XLS)
) Excel 2007/2010 Version (XLSM)

*[zsuer: -- Please select an issuer -- -

Click the button below to download an Excel template pre-populated with the selected issuer's latest submitted data.
You will be prompted to open or save the requested file. Please select Save to save the file to your computer.

| Download Pre-Populated Issuer Template |

The following are the steps to download a pre-populated template:

From the HIOS Main Page, select HIOS Issuer Product Data Collection.
Select the Download Data Submission Tools tab.

Select the Issuer Submission Tools link.

Select the radio button in front of the Excel version preferred.

Select the Download Pre-Populated Issuer Template button.

arwE
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The File Download instruction box is displayed below in Figure 9.
Figure 9: File Download instruction box
x|
Do you want to open or save this file?

= ] Mame: ACME Insurance Company_DC_85511 xlem
! Type: Microzoft Office Excel Macro-Enabled Warksheet, 1.

From: www_uat insuranceoversight_hhs gov

Open Save | Cancel I

& "‘~| ‘while fileg fram the Intermet can be useful, some files can potentiallp
d harm your computer. |f pou do not trust the zource, do not open or
zave this file. 'What's the rigk?

6. A pop-up window will appear after the system compiles the data. The user may select to

Open the file, Save the file or Cancel the download request.

7. If the user has already updated the macro security settings in Excel as recommended in

section 3.1: Excel Macro Settings, select Open.

8. If the user has not updated the macro security settings in Excel as recommended in

section 3.1, then:
a. Select Save.

b. Choose a file location and it is recommended not to change the name of the

document at this point.

c. When the save is complete, a pop-up window will appear asking to Open or

Cancel. Select Cancel. Do not open the workbook.
Open the Excel application to a blank workbook.
Update the macro security settings as stated in section 3.1.

—~o o

g. Locate the file and select Open.

Select the Open file icon on the standard toolbar or select File menu then Open.

9. For Excel 2003, select Options and Enable the content. For Excel 2007 or 2010, select

Enable Content.
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The Excel 2003 Enable the Content message is displayed below in Figure 10.
Figure 10: Excel 2003 Enable the Content message
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The Excel 2007/2010 Enable Content message is displayed below in Figure 11.
Figure 11: Excel 2007/2010 Enable Content message

3.4 Issuer General Info Tab

Table 1 below includes the cell location for each data entry field on the Issuer General Info tab
along with appropriate values.

Please Note: It is HIGHLY RECOMMENDED to select values from dropdown lists

INSTEAD OF keying in values. Keying in values may result in the value not being recognized
and cause errors that can prevent successful submission.

Table 1: Issuer General Info Field Chart

Cell Location Data Valid Values
C3 Issuer Legal Name Users do not have the ability to
edit this field in Plan Finder.
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Cell Location Data Valid Values

C4 Federal EIN Users do not have the ability to
edit this field in Plan Finder.

C5 NAIC Company Code Users do not have the ability to
edit this field in Plan Finder.

E3 State Users do not have the ability to
edit this field.

E4 Market Coverage Users do not have the ability to
edit this field.

E5 NAIC Group Code Users do not have the ability to
edit this field.

G3 Issuer ID Users do not have the ability to
edit this field in Plan Finder.

G4 Issuer Marketing Name Users do not have the ability to
edit this field in Plan Finder.

C8 Address Line 1 Users do not have the ability to
edit this field in Plan Finder.

C9 Address line 2 Users do not have the ability to
edit this field in Plan Finder.

C10 City Users do not have the ability to
edit this field in Plan Finder.

C11 State Users do not have the ability to
edit this field in Plan Finder.

C12 Zipcode Users do not have the ability to
edit this field in Plan Finder.

E12 4 digit Users do not have the ability to
edit this field in Plan Finder.

C15 Individual Market Users do not have the ability to
edit this field in Plan Finder.

C16 Website address for Individual | Enter the website address for the

Market website Individual Market. This field is

only required if Individual
Market question in cell C15 is
Yes.

C17 Small Group Market Users do not have the ability to
edit this field in Plan Finder.

C18 Website address for Small Enter the website address for the

Group Market website

Small Group Market. This field
is only required if ‘Small Group
Market’ question is “Yes’ in cell
C17.
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Cell Location Data Valid Values
Cc21 Customer Service Local Please enter the local phone
Number — Individual Market | number for the Individual Market
Customer Service, up to 15
characters. This field is only
required if the user selected
Individual or Both in the
Market Coverage cell (E4).
C22 Customer Service Toll Free Please enter the toll free number
Number - Individual Market for the Individual Market
Customer Service, up to 15
characters. Optional field.
Cc23 Customer TTY - Individual Enter the phone number for the
Market TTY for the Individual Market
Customer Service, up to 15
characters. Optional field.
C24 Customer Website Address - Enter a valid website address for
Individual Market the Individual Market Customer
Service. This field is only
required if the user selected
Individual or Both in the
Market Coverage cell (E4).
E21 Customer Service Phone Enter the phone number
Number Extension - extension for Individual Market
Individual Market Customer Service, up to 6
characters. Optional field.
H21 Customer Service Local Enter the local phone number for
Number — Small Group the Small Group Market
Market Customer Service, up to 15
characters. This field is only
required if the user selected
Small Group or Both in the
Market Coverage cell (E4).
H22 Customer Service Toll Free Enter the toll free number for the
Number - Small Group Market | Small Group Market Customer
Service, up to 15 characters
Optional field.
H23 Customer TTY - Small Group | Enter the phone number for the

Market

TTY for the Small Group Market
Customer Service, up to 15
characters. Optional field.
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Cell Location Data Valid Values
H24 Customer Website Address - Enter a valid website address for
Small Group Market the Small Group Market
Customer Service. This field is
only required if the user selected
Small Group or Both in the
Market Coverage cell (E4).
J21 Customer Service Phone Enter the phone number
Number Extension - Small extension for Small Group
Group Market Market Customer Service, up to
6 characters. Optional field.
C45 Individual Market Issuer rated | Select Yes or No from the drop

by any rating company

down menu.

Enter up to 5 rows of rating information. The system will verify that at least one set of rating
data is entered if C45 is Yes, indicating the product has been rated by a rating company. Table 2
shows the required fields if C45 is Yes.

Table 2: Market Rating Data

Cell Location Data Valid Values
B47 Individual Market Rating Select rating company from the
Company drop down menu. This field is
only required if C71 is Yes.

C47 Individual Market Rating type | Select rating from the drop down
menu. This field is only required
if C71is Yes.

D47 Individual Market Rating Enter Rating. This field is only
required if C71 is Yes.

E47 Individual Market Rating Enter the rating company if

Company Other Other/Describe is selected in
cell B47.

F47 Individual Market Rating Enter the rating type if

Type Other/Describe Other/Describe is selected in
cell B47.

C54 Small Group Market rated by | Select Yes or No from the drop

any rating company down menu.

B56 Small Group Market Rating Select rating from the drop down

Company menu. This field is only required
if the user selected Yes in cell
C54.
C56 Small Group Market Rating Enter Rating. This field is only

type

required if the user selected Yes
in cell C54.
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Cell Location Data Valid Values
D56 Small Group Market Rating Enter the rating company if the
Company Other user selected ‘Other/Describe’
in cell C54.
E56 Small Group Market Rating Enter the rating type if the user
Type Other selected *Other/Describe’ in cell
B56.
F56 Small Group Market: Rating Enter the rating type ONLY if

Type Other/Describe

Rating Type C56 is
Other/Describe.

3.5 Product Info Tab

Table 3 below includes the cell location for each data entry field on the Product Info tab, along

with the appropriate values.

Table 3: Product Info Field Chart

Cell Location Data Valid Values
B3 Product ID This is a read-only field and
should not be used.
C3 Product Name Enter a product name.
D3 Enrollment code/Group Enter the Enrollment code/Group
Number Number given internally to this
product. Optional field.
E3 Product Type Select product type from the
drop down menu.
F3 Other Product Type Enter a product description. This
Description field is only required if the user
selected ‘Other/Describe’ for
the product type.
G3 Association Product Select Yes or No from the
dropdown.
H3 Product Enrollment Enter the number of enrollment.
13 Individual or Small Group Select Individual or Small Group
from the drop down list. This is
editable for only new product
creation.
J3 Website address (Benefitata | Enter a website address for the
Glance) benefit description.
K3 Website address (Formulary) | Enter a website address. Optional

field.
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Cell Location

Data

Valid Values

L3

Website address (Provider
Network)

Enter a website address if
appropriate. If the product is an
indemnity product, and therefore
there is no corresponding
Provider Network, please enter
“Indemnity”.

M3

Covers whole state

Select Yes or No from the drop
down menu.

N3

Number of Applications
Received

Enter the number of applications
received for the appropriate
quarter designated in cell N1.
Number of applications received
refers to the total number of
applications for enrollment under
the product that you processed
during a specific quarter. Only
include requests for insurance
coverage in your number.*

O3

Number of Applications
Denied

Enter the number of applications
denied for the appropriate quarter
designated in cell N1. The
number of denials should
represent the number of
applications that were denied
based on health status.*

P3

Number of Up-Rated Offers

Enter the number of up-rated
offers for the appropriate quarter
designated in cell N1. “Up-rated
offers” refers to the number of
offers with restricted coverage
terms or increased consumer
premium, based on health
status.*

Plan Finder Issuer User Manual

Page 24




Health Insurance Oversight System
Plan Finder — User Manual

Cell Location

Data

Valid Values

Q3

Number of Administrative

Disqualifiers

Enter the number of
administrative disqualifiers for
the appropriate quarter
designated in cell N1.
Administrative disqualifications
refer to those applications which
were disqualified for
administrative or eligibility
reasons, not including health
status. These reasons include, but
may not be limited to,
ineligibility for policy due to
non-residency in insurer’s
defined service area, dependent’s
age, or legal status.*

R3

SERFF-Number

Enter SERFF-Number. Optional
field.

S3

Open or Closed?

Select Open or Closed from the
drop down menu.

T3

Closed Reason

Select a reason that the product is
closed from the drop down. This
field is only required if the user
selected Closed in field R3. This
dropdown will no longer include
the Association Product as the
reason.

U3

Other Closed Reason

Enter a Closed Reason in this
field. This field is only required
if the user selected Other in field
S3.

V3

Grandfathered Product

Select Yes or No from the drop
down menu.

W3

Effective Start Date

Enter the product’s Effective
Start Date in the format of
MM/DDI/YY.

X3

Effective End Date

Enter the product’s Effective End
Date in the format of
MM/DD/YY. Optional field

Y3

Approved Product

Select Yes or No from the drop
down menu.

*For additional information, see the questions and answers section on the CCI1O website.
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If using pre-populated templates for data entry, the application, denial, uprate and administrative
disqualification data will be blank to enable entry for the subsequent quarter’s data.

3.6 Validation

All data entry fields are highlighted in green. All cells are formatted in text format.

The green-highlighted data entry fields fall into three categories with respect to cell validation:
validation fields, critical validation fields and non-validation fields. Validation fields have cell-
specific rules regarding the types and format of data that can be entered into them. These rules
appear in message boxes, called cell labels, which are shown when the cell is highlighted.

The Issuer Data Submission Template is displayed below in Figure 12.

Figure 12: Issuer Data Submission Template

A B C D E F G H | J K L M N

Worksheet 2 - Product Information Validate \ Validate & Finalize | Format & Print ‘ Please enter applications, denials and up-rates that occurred in: Q3-2014 (Jul. 1 - Sept. 3|

Enrollment Website Address Covers
Cross CodelGroup Other Product  Association  Product Individual or  Website Address  Website Address {Provider URL) Whole  Humber of Applica
Reference Product ID Product Name Humber _Product Type Type Description _Product? Enroliment Small Group (Benefit ata Glance) _ (Formulary) _Enter “indemnity” if none _State? Received
1 10032ME001 [FFE Product 1 Indemnity No 10 Individual _| nitp:/iwwwi testP1 com| nitp/testcom | Indemnity No 10
100320E002 [FFE Product2 = ndemntty No 12 Small Group | htp:/iviwww testP2. com| http-/itest.com Indemnty No 10
10032MED03 |FFE Productd | g HMO Yes 12 ndividual _|ttp:/ftest.com hitp:/ftest.com Indemnty Ves 0
10032ME004 [FFE Product4 | product indemnity Yes 13 Small Group | ttp:/itest.com htp:/itest.com Indemnity Yes 0
Name.

noe oo

The following are the steps to trigger the Validation Process:

1. When the submitter has completed the data entry or updates, it is recommended to
save the document before starting the Validation Process, by selecting the Excel Save
icon. There is no need to rename the document at this point.

2. Select Validate.

Upon triggering the validation process, a red circle will surround cells that do not pass validation
rules. Once the validation rules are corrected, the red circles will disappear.

Please Note: It is strongly recommended to perform the validation process and resolve ALL
issues prior to the Finalize and Validate step.

3.7 Save

There are two save processes available within the Issuer Data Entry Form: a non-finalized and a
finalized save.
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A non-finalized save can be invoked by selecting the Excel Save icon on the Excel standard
toolbar or by selecting File and then Save from the Excel menu. This save process will save any
changes made to the workbook.

A finalized save occurs when the “Finalize and Validate” function is invoked. Please refer to
section 5.7: Finalizing the Issuer Data Entry Form for Submission. This step is taken when the
workbook is complete and ready for submission.

Please Note: After selecting Save or Finalize & Validate Form, the following message may
appear. Uncheck the box Check compatibility when saving this workbook and select Continue.
The finalized file must be saved in the same Excel version file format of the submitted data.

The Microsoft Office Excel - Compatibility Checker message is displayed below in Figure 13.

Figure 13: Microsoft Office Excel - Compatibility Checker

Microsoft Office Excel - Compatibility Checke 2=l

The following features in this workbook are not supported by earlier versions
of Excel, These features may be lost or degraded when you save this

6 workbook in an earlier file format. Click Continue to save the workbook
anyway. To keep all of yvour features, dick Cancel, and then save the file in
one of the new file formats.

Summary Mumber of occurrences

Significant loss of functionality 0 j

This workbook contains data in cells outside of the row and column 27
limit of the selected file format. Data beyond 256 {IV) columns by

65,536 rows will not be saved, Formula references to data in this telp
region will return a #REF! error,

Location: 'MA Allowed'

This workbook contains data in cells outside of the row and column [

lirmit of the selected file format, Data beyond 256 (IV) columns by
65,536 rows will not be saved, Formula references to data in this Help LI
¥ Check compatibility when saving this workbook,

{ Continue Cancel |

3.8 Finalizing the Issuer Data Entry Form for Submission

Select the Validate & Finalize File button to trigger the finalization process. The system will
perform all of the critical validations. The system will perform the finalization process and
create the read only file if all critical validations are passed.

When the finalization function is triggered, the system will check all required fields and critical
validations. If the file does not successfully pass all validation rules, an error message box will
appear listing the cell location of each error and those fields will be circled in red. A list of
critical errors is included in Appendix B, “Critical Errors.” Each error will have to be corrected
before the file can be successfully validated and finalized. Once the file is error free, the file will
be finalized, including the creation of a read-only version of the template with the required
naming convention.
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The required naming convention is as follows:

e Final_<first20charactersofname>_<stateabbreviation>_<IssuerlD><yyyymmdd><hhmm
ss>.xIsx

Use of this naming convention is a requirement for a successful submission. If the name of
the finalized file is modified, it will not be processed.

The following is an example of the required naming convention:

e Final ACMEInsuranceCo_DC 85511 20130221 110834.xlIsx (or .xlIs for Excel 2003)

3.9 Upload Submission

The Upload Template Submission page is displayed below in Figure 14.
Figure 14: Upload Template Submission page

Thursday, February 21, 2013 HIOS MAIN PAGE | | HOME | FAQ | | conTacTUS | | s16N ouT

View Issuer Download Data (IR |l Component IDs
Submitted Data | Submission Tosls Data Template

Upload Template Submission

Welcome Jessica Rabbit

Please select the 'Browse’ button below ta select a finalized data template (s or xlsx), XML data file (xml) or a zip file containing
multiple Excel templatzs and/or XML data files, After selecting  file, click 'Upload” to start the submission

Pleaze note that files cannot excesd 30MB.

[ _Browse..

Rules of B=havier

U.S. Department of Health & Human Services + 200 Independence Avenue

The following are the steps to upload a finalized template:

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection

module button.

Select the Upload Finalized Data Template tab.

Type in the file name and location or select the Browse button then locate the file.
4. Select the Upload button. You will receive a confirmation message when the file

has been completely uploaded.

w N

Successfully uploaded and processed files will generate an email message to the submission
contacts verifying the successful submission. If there are any errors encountered during the file
processing, the system will generate an email detailing the error encountered. The error will
have to be corrected and re-submitted before the file can be successfully re-processed.
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4 XML Submissions

The Issuer Data XSD File is available as the XML file template. The file can be used with any
XML reader software the user wishes to use. Instructions for loading the file into the XML
software will vary depending on the software being used. Please consult the loading directions
for your application.

4.1 Download XSD Template

The Download Data Submission Tools tab is displayed below in Figure 15.

Figure 15: Download Data Submission Tools tab

Welcome Daffy Duck

View Issuer Download Data Upload Finalized Component IDs
Submitted Data Submission Tools Data Template

Issuer Submission Tools

Issuer Submission Tools

If you are submitting Issuer data, please select the Issuer Technical Instructions to download Instructions that detail how to fill
out the Excel template and XML file for submission. Please click Issuer Data Submission Tool' to download the blank Issuer
template in the desired Excel version or 'Issuer Data XSD File' to download the XSD file.

« Issuer Data XSD File
s Issuer Technical Instructions

Download a Pre-Populated Issuer Template
Please select a format for the pre-populated issuer template and then select an issuer from the dropdown menu below.

@ Excel 97-2003 Version (XLS)
© Excel 2007/2010 Version (XLSM)

*Issuer: -- Please select an issuer -- -

Click the button below to download an Excel template pre-populated with the selected issuer's latest submitted data.
You will be prompted to open or save the requested file. Please select Save to save the file to your computer.

Download Pre-Populated Issuer Template

The following are the steps to download an XSD file:

From the HIOS Main Page, select HIOS Issuer Product Data Collection.
Select the Download Data Submission Tools tab.

Select the Issuer Submission Tools link.

Select the Issuer Data XSD File link.

Select the Download Pre-Populated Issuer Template button.

SAEIE S
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The File Download window message is displayed below in Figure 16.

Figure 16: File Download window
x|

Do you want to open or save this file?

[%l_ Mame: =ML _lzzuers. zip
Type: Comprezsed [zipped] Folder, 2 44kE

From: www_uat insuranceoversight_ hhz_goy

Open Save | Carnicel I

¥ Always ask before opening thiz type of file

harm your computer. If pou do fat trust the zource, do not open or

|--"‘= Yw'hile filez from the Internet can be useful, zome fles can potentially
- zave this file, What's the risk?

The XSD Zip File window message is displayed below in Figure 17.
Figure 17: XSD Zip File window

File Edit View Favoribes Tools  Help ‘ l‘j"

6 R = B 'ﬂ' F‘z ﬁ( | /-‘: Search Folders
Address I[T_"l g2 silimoare) Se 5!

EDE

Mame -+ | Type IPacked..‘ | Has ... I Size | R.. |Date

Folder Tasks @*’!Ljssusrs‘xsd W3C ®ML Sch..., 3KE No 19KE 88% 2/1j2013 3:26 PM
(B Extract al Files

othet Places B

[0 ZWE4TF7D
D My Documents
\JJ Iy Nebwork Places

Details ¥

4.2 Creating XML File

Working versions of the . XML files can be named at the user’s discretion. The .XML file will
have to be changed (Save As) to the submission approved format. However, the finalized file to
be submitted must be in the following format to be accepted:

e Final_<IssuerNameWithNoSpaces><stateabbreviation>_<IssuerlD>_<year><month><d
ay>.xml

Use of this naming convention is a requirement for a successful submission. If the name of
the finalized file is modified, it will not be processed.
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The following is an example of the finalized file format to be submitted:

Example: Final_ ACMEInsuranceCo_DC 8511 20130127.xml

Please Note: Finalized files will be saved in the same directory where the working file is
located.

4.3 XML File Upload

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection
module button.

2. Select the Upload Finalized Data Template tab.

3. Type in the file name and location or select the Browse button then locate the file.

4. Select the Upload button. You will receive a confirmation message when the file
has been completely uploaded.

Successfully uploaded and processed files will generate an email message to the submission
contacts verifying the successful submission. If there are any errors encountered during the file
processing, the system will generate an email detailing the error encountered. The error will
have to be corrected and re-submitted before the file can be successfully re-processed.

5 Submission Users Only - Web Entry

The web entry screens are only viewable to submission users. Users can enter and edit data on
the web user interface for elements that are editable. Please see the chart below for a complete
list of editable fields.

Table 4: Fields on Web Entry Interface

Field User Edits

Corporate Information Corporate Information
Issuer Legal Name No

State No

Issuer ID No

Federal EIN No

Market Coverage No

Issuer Marketing Name No

NAIC Company Code No

NAIC Group Code No

Address Address

Address Line 1 No
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Field User Edits
Address Line 2 No
City No
State No
Zip No
4 digit No

Individual and Small Group Market

Individual and Small Group
Market

Do you offer Individual Market? No
Enter the web address for the Individual Market website. | Yes
Do you offer Small Group Market? No
Enter the web address for the Small Group Market Yes

website.

Customer Service Contact — Individual Market

Customer Service Contact —
Individual Market

Local Number Yes
Extension Yes
Toll Free Number Yes
TTY: Yes
Web Address Yes

Customer Service Contact — Small Group Market

Customer Service Contact —
Small Group Market

Local Number Yes
Extension Yes
Toll Free Number Yes
TTY: Yes
Wedbsite Address Yes

Ratings — Individual Market

Ratings — Individual Market

Is Issuer rated by any rating company?

Yes

Rating Company Yes
Rating Type Yes
Rating Yes
Rating Company Other/Describe Yes
Rating Type Other/Describe Yes

Ratings — Small Group Market

Ratings — Small Group Market

Is Issuer rated by any rating company?

Yes
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Field User Edits
Rating Company Yes
Rating Type Yes
Rating Yes
Rating Company Other/Describe Yes
Rating Type Other/Describe Yes
Product ID No
Product Name No
Enrollment Code/Group Number Yes

Product Information

Product Information

Product Type

No

Other Product Type description Yes
Association Product Yes
Product Enrollment Yes
Individual or Small Group No

Website Address (Benefit) Yes
Website Address (Formulary) Yes
Website Address (Provider) Yes
Covers Whole State Yes
Number of Applications Received Yes
Number of Applications Denied Yes
Number of Uprated Offers Yes
Number of Administrative disqualifiers Yes
SERFF Number Yes
Open or Close? Yes
Closed Reason Yes
Other Closed reason Yes
Grandfathered product? Yes
Effective State Date Yes
Effective End Date Yes

Marketplace Administrative Data

Marketplace Administrative Data

Issuer Legal Name No
Issuer Marketplace Marketing Name Yes
State No
Coverage type No
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Field User Edits
Customer Service - Market Place Issuer Billing Customer Service - Market Place
Address Issuer Billing Address
Marketplace Billing Name Yes
Marketplace Address Line 1 Yes
Marketplace Address Line 2 Yes
Marketplace City Yes
Marketplace State Yes
Marketplace Zip Yes
Marketplace Zip Extension Yes

Marketplace Customer Service -
Phone, Phone Extension, URL
Customer Service

Marketplace Customer Service - Phone, Phone
Extension, URL Customer Service

IFP Customer Service Phone Yes
IFP Customer Service Phone Extension Yes
IFP Customer Service Toll Free Number Yes
IFP Customer Service TTY Yes
IFP Customer Service URL Yes
SHOP Customer Service Phone Yes
SHOP Customer Service Phone Extension Yes
SHOP Customer Service Toll Free Number Yes
SHOP Customer Service TTY Yes
SHOP Customer Service URL Yes

5.1 Edit Issuer General Information

The data submission contact can select Edit Issuer General Information to edit Issuer General
Information as depicted below in Figure 18.
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Figure 18: Edit Issuer General Information link

View Issuer Download Data Upload Finalized Component IDs
Submitted Data Submission Tools Data Template

Issuer General Information Issuer Marketplace Information Products Offering Report RBIS Input

Issuer Name: FFE Test Issuer 359 - ME [~]

Submission Uploaded Date: 2/6/2015 1:51:17 PM
Application Data for Quarter: Q3, 2014 [Jul. 1 - Sept. 30, 2014]
Data Last Previewed By:

Issuer General Information for Issuer: FFE Test Issuer 359 - ME

I Edit Issuer General Information I

Corporate Information

Issuer Legal Name: FFE Test Issuer 359 State: ME
Issuer ID: 10032 Issuer Marketing Name: FFE Test Issuer M 359
Market Coverage: Both Federal EIN: 323344559
NAIC Company Code: NAIC Group Code:
Address
Individual and Small Group Market

Address Line 1: 12 Church Street D ffer individual? v,
Address Line 2: PO Box 2490 © you offer Incividuals ves
City: Augusta WebsSite: http://www.testindividualmarket.com

" ?
Giate: ME Do you offer small group? Yes

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection
module button.

Select the View Issuer Submitted Data tab.
Select the Issuer General Information link.
4. Select the Edit Issuer General Information link.

w N

The Edit Issuer General Information window is displayed below in Figure 19.

Figure 19: Edit Issuer General Information window
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Uplead Finalized
Data Template

View Issuer Download Data
Submitted Data Submissien Teals

Edit Issuer General Information
FFE Test Issuer 359 - ME

(*) Indicates a reguirad field

Corporate Information

Issuer Legal Name: FFE Test Issuer 335
10032

Market Coverage: Both
NAIC Company Code:

Address

Address Line 1: 12 Church Street

Address Line 2: PO Box 2490
Augusta

State: I3
04338

Customer Service Contact - Individual Market

http /v testIMcus

Ratings - Individual Market

Ratings - Small Group Market

Welcome xooooya xooooochi

Component IDs

State: ME

Issuer Marketing Name: FFE Test Issuer M 355
Federal EIN: 323344559
NAIC Group Code:

Individual and Small Group Market

Do you offer individual? Yes

http://vaner.tastindivic
Do you offer small group?  FES
http://vaner.testsmallc

Customer Service Contact - Small Group Market

*Local Number: 13125551212
oll Free Number

*Is Issuer rated by any rating company in the last two years? |No |;|

*Is Issuer rated by any rating company in the last two years? |Mo Izl

5. Make changes to any of the editable fields, as desired.
6. Select one of the following buttons:

a. Submit button: Will send the changes through for processing. Any
validation errors will appear at the top of the screen and will have to be
addressed before the web editing request can be successfully processed.

b. Cancel button: Will erase any changed information and return the data to

its previous settings.

c. Back button: Will return the user to the View Issuer General Information

page.
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5.2 Edit Product Information

Users can add and edit product information as well. The users can simply navigate to the
Product Offerings Report link under the View Issuer Submitted Data tab to edit Product
Information. The users can then select Add New Product to add a new product.

The Product Offering Report page is displayed below in Figure 20.
Figure 20: Product Offering Report page

Issuer General Information Issuer Marketplace Information Products Offering Report RBIS Input

Issuer Name: FFE Test Issuer 359 - ME [=]

Submission Uploaded Date: 2/6/2015 1:51:17 PM
Application Data for Quarter: Q3, 2014 [Jul. 1 - Sept. 30, 2014]
Data Last Previewed By:

Product Level Offering Report for Issuer: FFE Test Issuer 359 - ME

To edit the data elements of an existing product, please select its Product ID from the table below.

Note: Please select "Show" buttons, below, to display the full list of data.

Show Product Description Show Product Information Show Product URLs Show Product Application Data

10032ME00O1
10032ME002
10032MECQO3

The following are the steps to add new products:

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection
module button.

2. Select the View Issuer Submitted Data tab.

3. Select the Product Offering Report link.
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The Add New Product window is displayed below in Figure 21.
Figure 21: Add New Product window

View Issuer Download Data Upload Finalized Component IDs
Submitted Data Submission Teols Data Template

Issuer Name: FFE Test [ssuer 355 - MEI;'
Submission Uploaded Date: 2/6/2015 1:51:17 PM

Application Data for Quarter: Q2. 2014 [Jul. 1 - Sept. 20, 2014]
Data Last Previewed By:

Welcome xoooxya xooooochi

Please enter applications, denials and up-rates that occurred in: Q3-2014 (Jul. 1 - Sept. 30, 2014)

Product 1D: Not assigned yet

*Number of Applications

*Product Name: ¢
Received:

Enrollment

Code/Group Number: *Number of Applications

Denied:

*product Type:
rodu ype |z| *Number of Uprated
Other Product Type Offers:

Description:

_ Number of

* Ascociation Product: [l i

*Product Enrollment:

SERFF Number:

*Individual or Small |;|
Group: *Open or Closed: COpen Q
*Website Address Closed Reason: |
(Benefit at a Glance):
Website Address Other Closed Reason: |
(Formulary): *Grandfathered Product: El
* = -

Website Address *Effective Start Date: =
[(Provider):

- - n|

*Covers Whole State: [+ Effective End Date: i
*Approved Product: I;l
| Submit | | Cancel | | Back |

4. To create a new product, select the Add New Product link to get a blank product
entry window. A new Product ID will be automatically generated once the users
select Submit.
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The Edit Product Data Elements window is displayed below in Figure 22.
Figure 22: Edit Product Data Elements window

Welcome xooooya :ooooochi

View Issuer Download Data Upload Finalized Component IDs
Submitted Data Submission Tools Data Template

Flease enter applications, denials and up-rates that cccurred in: §3-2014 (Jul. 1 - Sept. 30, 2014)

Product I1D: 100322MEDDL

FFE Product 1 *Number of Applications 10
Received:

*Product Name:

Enrollment
Code/Group Number:

*Product Type:
Other Product Type

*Number of Applications

Indemnity Denied:

*Number of Uprated

Description: Offers:

N b f
*Association Product: [[ERE k:::inei;tc;ative 5
*Product Enrollment: i0 Disqualifiers:

*Individual or Small
Group:

*Website Address
(Benefit at a Glance):

Website Address
(Formulary):

*Waebsite Address
(Provider):

*Covers Whole State: [l E
*Approved Product: Yes Q

SERFF Number:
*Open or Closed: Open |;|

Individual

http i/ v testPL.col
o G

http://test.com

Indemnity

E &

Back |

[l
[
=
n
(8

Submit | |

5. To edit an existing product, select the Product 1D hyperlink for the desired
product.

6. Edit or enter all applicable and required data. See the Product Information chart
in Section 3.5 for additional information to complete the product report.

7. Select one of the following buttons:

a. Submit button: Will send the changes through for processing. Any
validation errors will appear at the top of the screen and will have to be
addressed before the web editing request can be successfully processed.

b. Cancel button: Will erase any changed information and return the data to
its previous settings.

c. Back button: Will return the user to the View Issuer General Information

page.
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5.3 Edit Marketplace General Information

Issuer Submitters can add and edit Marketplace General Information as well. The users can
simply navigate to the Issuer Marketplace Information link under the View Issuer Submitted
Data tab to edit the Marketplace General Information. The users can then select Edit Issuer
Marketplace Information to update the fields.

The Marketplace General Information page is displayed below in Figure 23.
Figure 23: Edit Issuer Market Place Data Link

Issuer General Information Issuer Marketplace Information Products Offering Report RBIS Input

Issuer Name! FFE Test Issuer 239 - ME |E|

Marketplace General Information for Issuer: FFE Test Issuer 359 - ME

I Edit Issuer Marketplace Information I

Corporate Information

Issuer Legal Name: FFE Test Issuer 355

Issuer Marketplace 353 - Test Issuar State: ME
Marketing Namea:

Market Coverage: Both

Marketplace Billing Address

Marketplace Billing Name: Test Issuer
Marketplace Address Line 1: testing
Marketplace Address Line 2:
Marketplace City: Fairfax
Marketplace State: VA

Marketplace Zip: 220535

Marketplace Zip Extension:

Customer Service Contact - Small Group
Market

SHOP Customer Service Phone: 777-777-7777
SHOP Customer Service Phone Extension:

SHOP Customer Service Toll Free: 666-666-66665
SHOP Customer Service TTY: 777-777-6666
SHOP Customer Service URL: vwwitestshop.com

Customer Service Contact - Individual Market
IFP Customer Service Phone: 888-888-9393

IFP Customer Service Phone Extension: 1234

IFP Customer Service Toll Free: 328-888-8888

IFP Customer Service TTY: 555-555-5555

IFP Customer Service URL: www.test.com

The following are the steps to add or edit Marketplace General Information:

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection
module button.

Select the View Issuer Submitted Data tab.

Select the Issuer Marketplace Information tab.

Select an Issuer Name if user is associated with more than one Issuer.

To add or edit existing customer service information, select the Edit Issuer
Marketplace Information hyperlink.

arwN
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Figure 24: Edit Issuer Marketplace Data Elements Window

Welcome xooooya :ooooochi

View Issuer Download Data Upload Finalized Component I[Ds
Submitted Data Submission Tools Data Template

FFE Test [ssuer 355

259 - Test Issuer

ME

g O
Eilﬂlﬂﬂ
ARy S
A 3
AR =
IERY o
gla |2 =
AR =
FERREd =
EEE=AE =
AEIH
1] Bl

a|®EE

L o

(=4
=]
=

Both

MarketPlace issuer Billing Address

MarketPlace Billing Namea: Test Issuer
MarketPlace Address Line 1:

MarketPlace Address Line 2:

123 Main St

MarketPlace City:
MarketPlace Address State:

Fairfax

VA [=]

MarketPlace Zip: 22033

MarketPlace Zip Extension:

Cust = i Contact - Individual Market
ustomer service Lonta ndnidual Marke Customer Service Contact - Small Group Market

SHOP Customer Service Phone: FIT-TIT-TITT
SHOP Customer Service Phone
Extension:

288-888-90595

1234

SHOP Customer Service Toll Free B66-656-6666
SHOP Customer Service TTY: T77-777-6666
SHOP Customer Service Url: wwatastshop.com

28B8-888-2888

IFP Customer Service TTY: 959-955-59595

IFP Customer Service Url: wwvwitest.com

IFP Customer Service
Phone:

IFP Customer Service Phone
Extension:

IFP Customer Service Phone
Toll Freea:

Submit | | Cancel | | Back |

6. Edit or enter all applicable and required data.
7. Select one of the following buttons:

a. Submit button: Will send the changes through for processing. Any
validation errors will appear at the top of the screen and will have to be
addressed before the web editing request can be successfully processed.

b. Cancel button: Will erase any changed information and return the data to
its previous settings.

c. Back button: Will return the user to the View Marketplace General
Information page.
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6 Validation Users Only — Issuer Attestation

Once the updated issuer data has been successfully submitted and processed, the validation
message will be triggered for the Validation users the next time they enter the system.
Validation users are responsible for checking all submitted data to ensure accuracy and then
attesting to the accuracy of the data.

The Issuer Attestation message is displayed below in Figure 25.

Health Insurance Oversight System

Thursday, February 21, 2013 HIDS MAIN PAGE | | HOME | | FAQ | | CONTACTUS | | SIGN ODUT

View Issuer Download Data Upload Finalized Compeonent IDs
Submitted Data Submission Tools Data Template

Issuer General Information

View Issuer Submitted Data

Access the latest submission of company and product-level health insurance data by selecting one of the three sub-tabs
above: Issuer General Information, Products Offering Report, or RBIS Input.

Issuer Attestation:

I attest that I have examined the data in the Issuer General Information and associated Product Offering Report for my
organization and that to the best of my information, knowledge, and belief it accurately represents the required product
-lavel data based on current template parameters. I further attest that our submission 25 2 whole to HIOS represents
all products that are offered by this organization that are open for enrcllment or closed but still have at least one
enrollee. I also understand that if I do not approve the data, HHS may still display the infarmation I have previously
provided.

" Data displayed is accurate and does not need to be changed

" Data displayed is inaccurate and needs to be updated

Figure 25: Issuer Attestation message

Welcome Jessica Rabbit

Products Offering Report REIS Input

If you wish te attest then you must select a radie button before chessing "Save’.

Save | | Cancel |

Boomssibility Rulex of Behawvior Web Policies File Formats and Plug-Ins

U.5, Department of Health & Human Services - 200 Independence Avenus, 5.W, - Washington, D.C, 20201

The following are the steps to attest the issuer data for validation users:

1.

wmn

From the HIOS Portal, select HIOS Plan Finder Product Data Collection
module button.

Select the View Issuer Submitted Data tab.

Review all submitted data by selecting each information link.

Select any other tab (not link) to refresh the message, then select the View Issuer
Submitted Data tab again.

Read the Issuer Attestation message and select the appropriate radio button for
your status.
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6. Select the Save button.

7 Component ID Numbers

The Component IDs tab is displayed below in Figure 26.

Figure 26: Component IDs tab

Health Insurance Oversight System

Thursday, February 21, 2013 HIDS MAIN PAGE | | HOME | | FAQ | | CONTACT US SIGN OUT

Welcome Jessica Rabbit

iew Issuer Download Data Uplead Finalized
Submitted Data Submission Teels Data Template

View Component IDs

View Component IDs

Note: (*) Indicates a required field.

*Issuer: |-- Please Select an Issuer -- j

7.1 View Component IDs

A SCID (Standard Component ID) is the base identification of an insurance plan prior to it being
submitted as an “On exchange”, “Off exchange”, or both plan. The SCID is used to create the
official Plan ID once it is processed by the receiving system (e.g., FFE PM, RBIS).

The Standard Component ID Services (SCIS) will be implemented as an independent set of
services and will enable CCIIO to have a single source for all Standard Component ID’s. Once
generated, these IDs will be persistent and can be used across any system using SCIDs.

Users can view the existing component IDs for their products per registered issuer and request
additional component IDs for their reported products.
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The View Component IDs page is displayed below in Figure 27.
Figure 27: View Component IDs page

iew Issuer Diownload Data Upload Finalized

Component IDs
Submitted Data Submission Toals Data Template

View Component IDs Request Component IDs

View Component IDs

Note: (¥) Indicates a required field.
*Issuer: 85511 - ACME Insurance Compan'{j
£855110C001 - ACME HMO Individual =«
85511DC002 - ACM
85511DC003 - ACME POS Individual
*Product(s): 8551 1DC004 - ACME POS Small Group 7| Note: Hold down the ‘Ctrt' key to seiect muttiple Froducts

View Results

Component IDs for the Selected Product are:
Component ID

85511DCO020003

The following are the steps to view the existing component IDs registered for a specific product:

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection

module button.

Select the Component IDs tab.

Select the View Component IDs link.

4. Select the Issuer desired from the Issuer drop down menu. The products reported

for that issuer will display in the Product(s) field.

Select the Product ID desired from the Product(s) drop down menu.

Select the View Results button.

7. The component IDs associated with that specific product will be displayed in a
list.

w N

o o

7.2 Request Component IDs

The Request Component I1Ds page is displayed below in Figure 28.
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Figure 28: Request Component IDs page

View Issuer Download Data Upload Finalized Component IDs

Submitted Data Submission Tools Data Template

Wiew Component IDs Request Componant TDs

Request Component IDs

Mote: (*) Indicates a required field.
*Issuer: |8551.]. - ACME Insurance Compan',rj

*product: [85511DC003 - ACME FPOS Individual 7|
*Number of IDs: Mzzimem £0 15 gEr razEs

The following are the steps to request additional component 1Ds for a specific product:

1. From the HIOS Portal, select HIOS Plan Finder Product Data Collection

module button.

Select the Component IDs tab.

Select the Request Component IDs link.

4. Select the Issuer desired from the Issuer drop down menu. The products reported

for that issuer will display in the Product(s) field.

Select the Product ID desired from the Product(s) drop down menu.

6. Enter the number of additional component IDs needed in the Number of IDs

field. Users may request up to 50 IDs per request.

Select the Submit button.

8. The additional component IDs associated with that specific product can be viewed
on the View Component IDs page.

wn

o

~

8 Frequently Asked Questions (FAQ’S)

Question 1: I am trying to open Issuer Data Entry Form files in Excel 2007 but I do not see the
Option button. How do | enable contents?

=t
Select the Microsoft Office button .
Select on Excel Options.
Select Trust Center.
Select Trust Center Settings.
Select Message Bar.
Select the radio button that states “Show the Message Bar in all applications
when document content has been blocked.”

SourwNdE

Plan Finder Issuer User Manual Page 45



Health Insurance Oversight System
Plan Finder — User Manual

Question 2: | have Excel 2003. When | opened the workbook, a static screen displayed
indicating that I must update my macro settings.

e |If macro settings are set to High or Very High, the workbook will not be functional.
Change macro security settings to Medium (recommended). See section 4.1: Set-up
Considerations for instructions.

Question 3: | have Excel 2007 or higher. When | opened the workbook, I received the following
screen.

Figure 29: Excel 2007 or higher error message

e | Insert Page Layout  Formulas Data Review  View @ - =7 x

Arial T4 A A
B

Clipboard Font Alignment Number Styles Cells Editing

o

@ Security Warning  Macros have been disabled. Options

Al - fe| You have opened this worksheet with your macro security setting too high.
A 8 B D E F G H i J K L M N 0 P

I
|« |

'You have opened this worksheet with your macro security setting too high.
15 | This workbook will not work as intended and you will not be able to finalize the file in preparation for submission.
16 |Please close this workbook and refer to the Technical Instructions for guidance on how to adjust your macro setting.

22
M 4 b M| Splash_Screen .~ ¥J [ Al | I

Ready BT e 0} )

1. Select Options.
2. Select the radio button for Enable this content .
3. Select OK.

Question 4: | have Excel 2007. When | attempted to finalize the workbook, | received a macro
error message.

e The Issuer Data Entry Form uses macros to perform the built-in functions including the
validation and finalization processes. See section 3: Excel Submissions.

Question 5: My issue is not listed in this manual. Who can | contact?
e For additional assistance, please call the CMS Help Desk, Exchange Operations Support
Center (XOSC) at 1-855-CMS-1515 or email them at CMS_FEPS@CMS.HHS.gov.

e XOSC hours of operation are from 9:00 a.m. — 6:00 p.m. EST Monday thru Friday (not
including federal government observed holidays or closures).
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Appendix A — Required Fields

A list of the required fields are provided below.

Issuer General Info worksheet:

e If Individual Market is covered, the following fields are required:

Individual Market Customer Service Local Phone Number
Individual Market Customer Service Website Address
Individual Primary Data Submission Contact First Name
Individual Primary Data Submission Contact Last Name
Individual Primary Data Submission Contact Phone Number
Individual Primary Data Submission Contact Email Address
Individual Primary Data Validation Contact First Name
Individual Primary Data Validation Contact Last Name
Individual Primary Data Validation Contact Phone Number
Individual Primary Data Validation Contact Email Address

o If Small Group Market is covered, the following fields are required:

Small Group Market Customer Service Local Phone Number
Small Group Market Customer Service Website Address
Small Group Primary Data Submission Contact First Name
Small Group Primary Data Submission Contact Last Name

Small Group Primary Data Submission Contact Phone Number
Small Group Primary Data Submission Contact Email Address

Small Group Primary Data Validation Contact First Name
Small Group Primary Data Validation Contact Last Name

Small Group Primary Data Validation Contact Phone Number

Small Group Primary Data Validation Contact Email Address

e Individual Market — Is the Issuer rated?
e If the Individual Market offerings have been rated, the following fields are required:

Rating Company
Rating Type
Rating

e Small Group Market — Is the Issuer rated?
e If the Small Group Market offerings have been rated, the following fields are
required:

Rating Company
Rating Type
Rating

Product Info Worksheet:

e Product Name
e Product Type
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e Association Product
e Product Enrollment
e Individual or Small Group(Editable for new products)
e Website address (Benefit at a Glance)
e Website address (Provider Network)
e Covers whole State?
e Number of Applications Received?
e Number of Applications Denied?
e Number of Up-Rated Offers?
e Number of Administrative Disqualifiers?
e Open or Closed?
0 Closed Reason, if “Open or Closed?” is Closed
= Other Closed Reason, if “ Closed Reason” is Other
e Grandfathered Product
e Effective Start Date
e Effective End Date
e Approved Product?
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Appendix B - Critical Errors

Critical errors are outlined below.

1.

10.

Field Validations: see Appendix A — Required Fields. The file templates will indicate
missing required fields. The templates will not allow you to “Validate and Finalize” until
all field validation errors have been addressed.
Please Note: Some required field, such as conditionally required fields, omissions will
not prevent an . XML file finalization and submission; however, the file submission will
fail and generate an email with an error.
Attestation contacts cannot be any type of submission or validation contact for the same
issuer. The file submission will fail and generate an email with an error.
If the submission user’s User ID (email address) is not an existing submission contact,
the file submission will fail and generate an email with an error.
If the submission user’s User ID (email address) is an existing submission contact but
their contact information is not listed as a continuing submission contact on the file being
submitted, the file submission will fail and generate an email with an error.
If the XML file does not have the proper naming convention, the file submission will fail
and generate an email with an error.
If the finalized Excel file is not in the approved naming convention, the file submission
will fail and generate an email with an error.
Attestation CEO and Attestation CFO Contacts cannot be the same person. At least one
of the attestation contacts must be completed; the other can be blank.
Data submission and validation contacts cannot all be the same ONE person. There must
be at least two contacts for the issuer, not including the attestation contact.
If the number of applications received is less than the sum of the number of denials,
number of up-rated offers, and number of administrative disqualifications.
For XML submissions, any of these validations failures will cause the file submission to
fail and an email to be generated with an error:

a. The appropriate Customer Service phone number and website are not entered for

the correct market type.
b. Contact information (first name, last name, contact phone number, and email
address) for the appropriate market type.

c. If the number of applications that were denied plus the number that were up-rated
total more than the number of application received.
If the Effective Start Date is before the Effective End Date.
If an invalid URL format is entered into any of the website address.
If an invalid email address format is entered into any of the email address fields.
For Current year and quarter does not match the current year and quarter.
Invalid Characters in the Address, marketing name fields and user entered fields.

S@ oo
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