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Portal User Manual Change History

December 2017 Revisions

e The Manage Organizations functionality has been updated to reflect the redesign look and feel.
Users can now access the My Organizations, Create an Organization, Add an Issuer, and Data
Change Request functionality from the Manage Organizations landing page.

e The My Organizations page was created for users with a company, organization, or issuer
administrator role. Users can manage their organizations from this page.

e The Create an Organization and Add an Issuer process has been updated as a stepper and
reflects the redesign look and feel.
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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 2017 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 1 displays the CMS Enterprise Portal Home page.

Figure 1: CMS Enterprise Portal Main Screen

Enterprise Portal Homs | About CIIS | Hawsroom | Archive | € Hslo & FAQS | £Email | & Bint

CMS.gov

Centers for Medicare & Medicaid Services Learn about your healthcare options Search CHS gov

Health Care Quality Improvement System  Provider Resources

CMS Portal > Welcome to CMS Portal

CMS Secure Portal
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To log into the CMS Portal a CMS user
account is required

aLogIn to CMS Secure Portal

Forgot User 107

The CMS Enterprise Portal is a gateway being
offered to allow the public to access a number of

systems related to Medicare Advantage, Prescription
Drug, and other CMS programs.

Eorgot Password?
New User Registration

Get E-Mail Alerts Non-

- Information for peopie with Production Environments
CMS Provides Health Coverage for 100 Y Moiiace. e o [ Getemaivpaates |
Million People... = — VT
m % of 10 in need of health Manage Your Subscriptions
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.).

Figure 2 displays the ‘New User Registration’ link on the CMS Enterprise Portal main screen:
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Figure 2: CMS Enterprise Portal

CMS g QV |Enterprise Portal Home | About WS | Newsroom | Aschive | @ Help & FAQs | 2 Email | {3 Print
Centers for Medicare & Medicaid Services Leam about your healthcare agtions [ sesrenchsgev |
Healih Care Quallty System  Provider

CMS Penal > Welcome to CMS Portal

CMS Secure Portal

To log inta the CMS Portal a CMS user
account is required.

[Weloome to CMS Open Payments }

The Open Fafmenls (commnnly known as mePhrsmxan Pa)ﬂl?l“s Sunshlne Ar.ﬂ syzlam sausres the reporting requirerment in Centars for Madicare &
Medicald Sendces (CMS) anufzcturers and applicable group purchasing organizations
(GPOs) to annually repart payments ﬂvﬂﬂ clhar U‘GI'ISITHS 01\'1!|I.|8 maw:o Dn)'sla.'ms and Wmmﬂ hospitals, as wall as cenain information regarding the.
ownership or investment interests held by physicians or their immediate family members.

Help Desk Contact Information
Openpayments@cms.hins.gov

8 Login to CMS Secure
Portal

Ear i D7

e s o ]
ion for people with Bedi CMS News
Madicare gpen and benefit

CMS Provides Health Coverage for 100 Million

People... States
Infiprmation for childran thy f 1 Hniodns
innzed of health care coverage, iar electronic funds tran mean
P rra— ;
Smings

.. through Medicare, Meadicaid, and the Children’s Health Insurance Program. And

In order to register as a new user, all users must agree to the terms and conditions by selecting the *
agree to the terms and conditions’ checkbox. Once that checkbox is selected, the Next button will be
made available.

Figure 3 displays the EIDM ID Proofing Screen:

Figure 3: EIDM ID Proofing Screen

Terms and Conditions

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 prohibited and
are subject to prosecution under the Computer Fraud and Abuse Act of 1986 and Title 18 U.S.C. Sec. 1001 and 1030. We encourage you to read the HHS Rules of
Eehavior for more details.

Protecting Your Privacy

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.

Collection Of Personal Identifiable Information (Pll)

"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 is very aware of the privacy concerns around PIl data. In fact, we share your concerns. We will only collect personal data to uniguely identify the user registering with the
system. We may also use your answers to the challenge questions and other Pl to later identify you in case you forget or misplace your User ID /Password.

| have read the HHS Rules of Behavior (HHS RoB), version 2010-0002.0018, dated August 26 2010 and understand and agree to comply with its provisions. | understand
that vielations of the HHS RoB or information security policies and standards may lead to disciplinary action, up to and including termination of employment, removal or
debarment from work on Federal contracts or projects; and/or revocation of access to Federal information, information systems, and/or facilities; and may also include
criminal penalties and/or imprisonment. | understand that exceptions to the HHS RoB must be authorized in advance in writing by the OPDIV Chief Information Officer or
his/her designee. | also understand that violation of laws, such as the Privacy Act of 1974, copyright law, and 18 USC 2071, which the HHS RoB draw upon, can resultin
monetary fines and/or criminal charges that may result in imprisonment.

| agree to the terms and conditions | | <iise—

am» @ -0202Z—
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Users will then be navigated to an Additional Questions page, where they must enter additional fields
required for ID proofing that are not collected in HIOS. Attributes already collected in HIOS will be pre-
populated and read-only.

Figure 4 displays the Additional Questions page:

Figure 4: Additional Questions Page

- ) ¥

rfarTation your Infarmation Your Informatan
Your Information

Enter your legal first name and lest name, as it may be required for identity verification.
= First Name:

Kiddle Name:

- LastMName: Suffix:

Enter your emzi address, as it will be used for account relsted communications.

- E-mail Address:

Re-enter your emai address.
- Confirm E-mail Address:

Enter your full 9 digit social security number, as it may be required for identity verification
r Social Security Mumberf —M8M8Mm ™ —

Enter your data of birth in MMWDDWYYYY format, as it may be required for identity verification.

= Date of Birth:

Enter your current or most recent home address, as & may be required for identity verification.

- Home Address Line 1!
Home Address Line 2:

- Ciity: - State: -Zip Code:  Zip Code Extension:

Country: USA
[ vl

Enter your primary phone number, as it may be required for identity verification.

- Primary Phone Number:

G GETED =

Based on the information provided, the users will be required to answer four questions for identity
verification. User information is submitted to Experian and unique questions and answers are provided
to each user for ID Proofing.

Users must then set their password and set up challenge questions and answers as shown below.

Figure 5 displays one of the Identity Verifications screen:
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Figure 5: Identity Verification Screen - 2

CMS gov Enterprise Portal Home | About CMS | Newsroom | Aschive | € Help & FAQs | [ Email | ) Prnt
.
Centers for Medicare & Medicaid Services Learn about your healihcare oplions Search CMS.gov

Health Care Quality Improvement System  Provider Resources
CMS Portal > Registration

Screen reader mode OFf | Accessibiity Settings

“ m F
'83900rd Craate User CROSH User |0 ans Passweed

Change Password And Setup Challenge Questions

- Password

= Confirm Password

Select your Challenge Questions and Answers:

Your challenge questions and answers will be required for password and account management functions

- Question:1 - Angwer1
[#nat is yeur taverite rasic statien? v test station
- Question 2 - Answer 2
[imat was yoor tav B ] 1est child

- Question:3 - Answer3
Wihat i your tavorite cuiing” ] 1est cuising

GEEED GETED

After completing the registration process, users will receive the below confirmation message. Users will
also receive an email acknowledging successful registration and the email will include the EIDM user ID.

Figure 6 displays the registration confirmation screen:

Figure 6: Confirmation Screen

' Home | About CMS | Newsroom | Aschive | @ Help & FAQs | &3 Email | & Punt
CMS.QOV Enterprise Portal
Centers for Medicare & Medicaid Services Leam about your healihcare oolions Search CHS.gov

Health Care Quality Improvement System Provider Resources

CMS Portal > Registration

Comglete Registration

Registration Complete

You have now successfully completed your registration to CMS Enterprise Identity Management (EIDM). You will receive an E-mail acknowledging your successful registration to
EIDM and the E-mail will include your User ID.

Please wait 5 minutes before logging in. Selecting the ‘0K’ button will direct you to the CMS Portal Landing page.

-_—

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 7 displays the CMS Enterprise Portal login screen:
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Figure 7: CMS Enterprise Portal - Login

CMS.QOV |Enrerpﬂse Portal Home | About CIAS | Newsroom | Acchive | @ Helo & FAGs | (23 Email | {3 Prin

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

CMS Portal > Welcome to CMS$ Portal

Learn about your healihcare options | | Search Chis gov

:Welcome to CMS Enterprise Portal

CMS Enterprise Portal § MACEIS | Medicare Shared Savings Program J Physician Value

CMS Secure Portal

i % ; To log into the CMS Portal a CMS user

The CMS Enterprise Portal is a gateway being / - account is required

offered to allow the public to access a number of

systems related to Medicare Advantage, Prescription - ‘ ‘ 8“’9'“ to CMS Secure Portal )
i e —

Drug, and other CMS programs.

Forgot User ID?

Eorgot Password?
Hew T Registration

Get E-Mail Alerts Non-
[ Information for i Production Environments
: @ Medicare bMedicare open
CMS Prov;des: Hea]th Coverage for 100 e [pR————"
Million People... = = T
Information for children up to
M of 10 in need of health Manage Your Subscriplions

Figure 8 displays the Terms and Conditions page through CMS Portal:

Figure 8: Terms and Conditions Page - CMS Portal

CMS.gov

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

Terms and Conditions

Home [ About CMS | Newsroom I Archive | @ tep s raas | & Emai ] &) print

Enterprise Portal

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer netwaork, (2) all computers connected to this
network, and (4) all devices and storage media attached to this network or to a computer on this network. This information system is provided for U.S. Government-
authorized use only.

Unauthorized or improper use of this system may resultin disciplinary action, as well as civil and criminal penalties.

By using this information system, you understand and consent to the following:

You have no reasonable expectation of privacy regarding any communication or data transiting or stored on this information system.

At any time, and for any lawful Government purpose, the government may moniter, intercept, and search and seize any communication or data transiting or stored
on this information system.

Any communication or data transiting or stored on this information system may be disclosed or used for any lawful Government purpose.

To continue, you must accept the terms and conditions. If you decline, your login will automatically be cancelled.

=D D

Enter your User ID and select the ‘Next’ button in Figure 9.

HIOS
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Figure 9: CMS Enterprise Portal — Enter User ID

CMs,gOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System  Provider Resources

Welcome to CMS Enterprise Portal

User 1D |

GTED GETID

Forgot User ID?

Need an account? Click the link - New user regisiration

Home | About CMS | Newsroom | Archive | @) Help & FAQs | ) Email | |, Print

Enter your Password and select the ‘Log In’ button in Figure 10:

Figure 10: CMS Enterprise Portal — Enter Password

CMS-QOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System  Provider Resources

Password
I 5 7

Home | About CMS | Newsroom | Archive | @) Help & FaQs | () Emai | (], Print

Welcome to CMS Enterprise Portal

Once the Terms and Conditions have been accepted, the users will need to log in by entering their EIDM

credentials. The users would then select ‘Request Access Now’ as shown in the image below.

Figure 11 displays the ‘Request Access Now’ link through the CMS Portal:
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Figure 11: CMS Enterprise Portal Page

@ Portal Help 3 FAQs & Print

CMS
.gov

Enterprise Portal

My Portal Open Payments ¥

CMS Portal > My Portal

‘Welcome to CMS Enterprise Portal

A

The Enterprise Portal combines and displays content and forms from multiple applications,
supports users with navigation and cross-enterprise search tools, supports simplified sign-on, and
uses role-based access and personalization to present each user with only relevant content and
applications. The vision of the Enterprise Portal is to provide "one-stop shopping” capabilities to

improve customer experience and satisfaction.
Application Access

There are several ways to manage access to
applications in the CMS Enterprise Portal F,..-—-':"-.-—

1. To get access to applications supported by EUA go to ’
the Enterprise User Administration site. /
2. Toget access to applications supported by EIDM and ._’ /

IACS, click the ‘Request Access Now’ link on the
right ~—’

w

granted, click the "My Access’ link on the Welcome
menu in the top right corner of the page.

.
.
. To review application access you have already been ‘_A.

E:b Log Out Welcome (Your Name}

Use the link below to request access to
Systenslipalicaions

‘ Request Access Now ’

Contact Help Desk

)

Request Access

FFE /| HIOS | Agents & Brokers Help Desk - Contact
the Exchange Operations Support Center [XOSC] at
CMS FEPS@cms hhs gov or 1-8565-CMS-1515

Physician Value / PQRS Help Desk - Contact the
FV/PORS Information Center at 1-888-734-6433.

ACO Help Desk - Contact the ACO Information

Center at 1-888-734-6433 (select option 2) if you have

any questions about using the ACO Portlet featu
TTY users should call 1-888-734-6563.

Open Payments Help Desk - Contact the Open
Payments Help Desk at

res.

From the Access Catalog page, users will select the ‘Request Access’ link by scrolling down to the HIOS
application, or filtering the list by entering ‘HIOS’ in the filter box, as shown below.

Figure 12 below displays the ‘Request Access’ Link:
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Figure 12: Request Access Link

@ Portai Help & FAQs

CMS
.govV

& Print

Enterprise Portal

My Portal  Open Payments ¥

CMS Portal > EIDM User Menu > My Access

Access Catalog

ASETT

ASETT is a Web-basad 3pplication that allows
Inceviduats and organizations to file electro More.

ASP

Thi Medicare Pan B Diug Average Sale Frice
{ASF) application is a data cabeson system
Mare.

Help Desk Information
TBD Help Desk Information
180 TBD
e
Request Access Request Access

coB Comprehensive Primary Care

Cocegination of Beneits. Access 1o tiis appication  Initiative (CPC)
s restricted o the emgioyees of Coo Mo

The Comprehensive Primary Care, CP
portal aliows Select Puatbces 1o submi ands!la'
Help Desk Information More
500-627-8069
Help Desk Information
800-381-4724
Request Access. Request Access
EPPE ESD
The Enerprise Privacy Policy Engine (EPPE)
automabes and governs the CMS data use agreeme Help Desk Information
Mora. KA
L]
Help Desk Information
T8D
180
Request Access Request Access
GENTRAN HioS

Genfran mecmm &me (BI3} provides. ser.me
s fod Mor

The Heallh Insurance Cvensight System (s the
Inlarned-basod file I L peirpary data

Help Desk Information Help Desk Information

B55-267-1515

Internet Server (ISV)

Internet Sacver only access. This lnk is for users.
0t associated with olher applcabons More

Request Access.

IDHD
IBHD - IDHD Application
Help Desk Information
i Help Desk infarmation
A10-T86-1220
[

Request Access Request Access

Start typing to filter apps...
T ——

Bundied Payments EFT

Bundied Payments for Care impeovement Data File
Transfer

Hedp Desk Information
410-786-5698

Request Access

CSR
Community Based Qrpanization/Customer Servico
Regresentatve

Help Desk Information
B00-527-80G0

Request Access

FFM

Agerits and beckers must rst request atcess 1o
FFM and then request tha agontibroker 1o More

Hedp Desk Information
855-267-1515
EEPSams.

Request Access

HPG

HIPAA Ehomm TransacSion System (HETS)
Provider Graphical User inttetace (GUT. More.

Hedp Desk Information
BE6-324-T315

Request Arcess

MA/MA-PD/PDP/CC
are AdvantageMedicans Advantage -

Prescrmm Drnnmm:bm Dy Flan/Cost Cont

Help Desk Information
B00-627-8050

Request Accoss:

MACPRO MDR State Exchange (MDR) Medi E ion Datab
Medkcaid and CHIP Program Srslem (MACPTo)  Medsad Drug Rebate: Exchanges data nemeen (MED)
SUPPONTS the butiness process ko submising, re cMsamme States. Data exchanges inc i, o o T
— o Wit sanction and
Mote
Fielp Desk Help Desk

Log Out Welcome (Your Name)

My Access

OPENPAYMENTS

Help Desk Information Add Role
1-855-326-8366 s Aot
Openpay mentsgems. s gov

o mentsEems hihs gov e e

Existing Roles
Helpdesk Staff

My Pending Requests

You do not have any pending requests at this ime

Users will select ‘HIOS User’ from the Role Dropdown. New users will need to register in HIOS by
selecting the link circled below. The HIOS Registration page will open.

Figure 13 displays the Request New System Access page:
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Figure 13: Request New System Access- HIOS

CQMC)é Enterprise Portal

My Portal
CMS Portal > EIOM UserMenu > My Access

Screen reader mode Off | Accessibility Settings
=

My Access
Request New System Access
jeat New Sy
Access
Select a System and then a role to request access
View and Manage My
Access Depending on your Level of Assurance (LOA) and the role that you request access to, 1o satisfy system security requirements you may need to complete |dentity
Verification, establish credentials for Multi-Factor Authentication (MFA). or change your password the next time you login to the system. This may require you to provide
additional information as part of the role request process. If applicable, please note that your request cannot be fulfilled until Identity Verfication is complete and Multi-
Factor Authentication (MFA) is blished.
« * System Destription: [Hi05-HISE Apalcatan v
* Role: [F105 User v

Enter validation data

Please enter a valid HIOS Autherization Code (i.e. HIOS Issuer ID or Company FEIN) to continue with the role request. If you
are an exsting HIOS user and do not have access to a valid HIOS Authorization Code, please contact the HIOS helpdesk:

Phone: 855-267-1515
Email: CM5_FEPS@CMS.HHS.GOV
Hours of Operation: Menday - Friday 9:00 AM to 5:00 PM EST

If you are not an existing HICS user, please select the hyperlink below to register for access to HIOS:

+ HIOS Authorization Coda:

Users will need to complete the HIOS registration form and submit for approval. Please note that the
HIOS registration form accepts user requests from within and outside the US.

Figure 14 and Figure 15 displays the HIOS Registration forms for both US and Non-US users, respectively:
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Figure 14: HIOS Registration Form — US Address

Health Insurance Oversight System

Request HIOS Account

questions, please contact the Exchange Operations Support Center (XOSC) at Phone: 1-855-267-1515 or
Email: CMS FEPS@cms.hhs.gov.

(*) Indicates a required field

To initialize the request for a HIOS user account, please select if the base address for the requesting user is
located in the United States by selecting "US User" or "Non-US User".

itle (Name): Y|
*First Name: :
Middle Name:
*Last Name:

*Job Title:

*Organization Name:
*Email Address: |
Organization Address: US Address v
US based Address Information
Address Type:

Address Line 1:

Address Line 2:

IP code:
one (Form

#* N *
) 0
] = -
I
-]
[
[
@
-
4]
3
~
=]
"]
=)
<

Reset Submit

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

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

Please note that you are applying for access to the Health Insurance Oversight System (HIOS). If you have any
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Figure 15: HIOS Registration Form — Non-US Address

Health Insurance Oversight System

Request HIOS Account

Please note that you are applying for access to the Health Insurance Oversight System (HIOS). If you have any
questions, please contact the Exchange Operations Support Center (XOSC) at Phone: 1-855-267-1515 or
Email: CMS FEPS@cms.hhs.gov.

*) Indicates a required field

—

To initialize the request for a HIOS user account, please select if the base address for the requesting user is
located in the United States by selecting "US User" or "Non-US User".

itle (Name): v
*First Name:
Middle Name:
*Last Name:

uffix: v
*Job Title: '
*0Organization Name:
*Email Address:
Organization Address: Non-US Address v
Non-US based Address Information

Address Type: v
Address Line 1:

Address Line 2:

IP code or Postal PIN Code
*Telephone Numb

Reset| Submit
[Reset] submit]

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

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

Once approved, authenticated users will receive an email with their HIOS credentials, account
information and an authorization code to request access to HIOS in the Enterprise Portal.

Once the users receive the email from HIOS registration along with the authorization code, they are

required to enter the authorization code in the ‘HIOS Authorization Code’ field on the Request New
Application Access page as illustrated in Figure 16.
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Figure 16: New HIOS User - Enter Authorization Code Screen

CQMO§ Enterprise Portal

My Portal
CMS Portal > EIOM UserMenu > My Access

Screen reader mode Off | Accessibility Settings
=

My Access
Request New System Access
jea] N
A
Aeees= Select a System and then a role to request access
View and Manage My
Access Depending on your Level of Assurance (LOA) and the role that you request access to, 1o satisfy system security requirements you may need to complete |dentity

Verificaticn, establish credentials for Multi-Factor Authentication (MFA). or change your password the next time you login to the system. This may require you to provide
additional information as part of the role request process. If applicable, please note that your request cannot be fulfilled until Identity Verfication is complete and Multi-

Factor Authentication (MFA)is blish
« * System Destription: [Hi05-HISE Apalcatan ]
* Role: [Fios User ]

Enter validation data

Please enter a valid HIOS Autherization Code (i.e. HIOS Issuer ID or Company FEIN) to continue with the role request. If you
are an exsting HIOS user and do not have access to a valid HIOS Authorization Code, please contact the HIOS helpdesk:

Phone: 855-267-1515
Email: CM5_FEPS@CMS.HHS.GOV
Hours of Operation: Monday - Friday 9:00 AM to 5:00 PM EST

If you are not an existing HIOS user, please select the hyperlink below to register for access to HIOS:

+ HIOS Authorization Coda: ©

Once the system has acknowledged the request, users will be granted permission to access HIOS as
shown in Figure 17.

Figure 17: Request Acknowledgement Screen

@ Portal Help & FAQs &) Print [% ogout  weicome - M=

CMS
.gov

Enterprise Portal

My Portal

CMS Portal = My Access

Screen reader mode OF | Accessibility Settings
My Access Request Acknowledgement
Regquest New Agglication Your request has successfully completed. You will nead to logout and then log in to access the Health Insurance Oversight System Application
. . Select ‘0K to continue
Access
View and Manage My @
ACCESS

Access to HIOS will appear under the View and Manage My Access page, after the user logs out of the
Portal and logs back in for the changes to take effect.

Figure 18 displays the View and Manage My Access page.
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Figure 18: View and Manage My Access Page

@rPortaiHelp&FAQs = Print [# Logout  weicome - [

CMS
.gov

Enterprise Portal

My Portal

CMS Portal > My Access

Screen reader mode Off | Accessibility Settings
=

Manage Access Pendang Requests
My Access
View and Manage My Access
Eaquest New Application Salect ASd 8 Flode or Semove 3 Fole o manage your scces for an spplication
Access
View and Manage Ny T 7
Aces : 2 M0 * Application My Roles Additional Details ::;“'"" - Add a Role
T 8 DL s e oS S jo— o~ e 3 my
2.2 Existing HIOS Users

Existing HIOS Users will follow the steps below to access HIOS once they have completed the EIDM
registration process and have been granted access to the HIOS system. 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 19 displays the CMS Enterprise Portal Page.

Figure 19: CMS Enterprise Portal Page - Login with EIDM Credentials

( :Ms.gov Enterprise Portal Hom | About CIAS | Nawsroom | Archive | € Hslp & FAQs | () Email | (J Prin
Centers for Medicare & Medicaid Services Learn about your healthcare options Search CHS.gov

Health Care Quality Improvement System  Provider Resources

CMS Portal > Welcome to CMS Portal

Welcome to CMS Enterprise Portal . iRt secnret odtal

; ; I To Iog into the CMS Portal a CMS user
The CMS Enterprise Portal is a gateway being 4 L account is required

offered to allow the public to access a number of

g @Login to CMS Secure Portal )

systems related to Medicare Advantage, Prescription
Drug, and other CMS programs.

Eorgot User 1D7?
Eorgot Password?
Hew I Registration

Get E-Mail Alerts Non-

- Information for wi Prod 1. Envir
CMS Provides Health Coverage for 100 wedicore S :

i d encolment an fit m
Million People... gov

Already a subscriber?

information for children up to
Hredd the age of 19 in need of health Manage Your Subscriptions

After users have logged into the CMS Enterprise Portal, they will have access to HIOS in the Portal.
Selecting the ‘HIOS’ tab will open the HIOS landing page.

Figure 20 displays the authorized HIOS users CMS Portal page.
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Figure 20: EIDM Portal Page - Authorized HIOS Users

CgMO§ Enterprise Portal

My Portal  HIOS ¥

M Eny VIR
Welcome to CMS Enterprise Portal Request Access
L
Use the link below 1o request access to Systema/Applications
The E Portal ¢ and displ content and forms from multiple applications, supports users

with navigation and cross-enterprise search tools, supports simplified sign-on, and uses role-based access

and personalization to present each user with only relevant content and applications. The vision of the

Enterprise Portal is to provide "one-stop shopping” capabilities to improve customer expernence and
satisfaction. Contact HEl]J Desk

Application Access ACO Help Desk Contact the ACO Information Center at 1-888-734-6433 (select
option 2) if you have any questions about using the ACO Portlet features. TTY users
There are several ways to ge aceess to applicati in should call 1-888-734-5563,
the CMS Enterprise Portal B
Advanced Provider Screening (APS) Help Desk For issues with the APS
1. To get access to applications supported by EUA go to the Enterprise ’ application:
User Administration site '- / Contact the CITIC Help Desk at: (410) 786-2580
2. To get access to applications supported by ERDM and LACS, click the . Send email to: CMS_IT_SERVICE DESK@cms hhs gov
‘Request Access Now' link on the right =/
A CMS Help Desk | EUA Please visit the Enterprise User Admini (EUA) page.

3. To review application access you have already been granted, click the My ______‘-ﬂ.

Access’ link on the Welcome menu in the top right comer of the page.

Users will select the HIOS ‘Overview’ link to navigate to a landing page from where they can access
HIOS.

Figure 21 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.

Figure 21: Access HIOS, Plan Management Landing Page

| 1@ Portat Help & FAGs & erint

CMS
.gov

Enterprise Portal

Wy Portal  HIOS ¥

CMS Enterprise Poral = HIOS > Overview

HIOS | Plan Management | Market Wide Functions

Pleass e [ EKS Dekny 10 SECess e FEarn INSurEnce Cversgnt N MAANGEN Vhde FURCDONS. PIEASE NOL - INe3i SYSIEMS A1e DODEced Ty MUM-FBCIor AUTRAcanen (MFA} WIS you BIEmDL 10 SCess efer SySIam Dy CHCHNG I MKS Dekow, you
will e asked 1o erter your CMS EIDM Lissmame and Fassword, 35 wedl as enter Secul‘r Code (VIP Token, If you hane nol registered & device 10 SUDPOM MFA, pieate access the My Frofle’ page i ihe portal 10 register 3 device and obtain 4 security code [VEP Token)

I you Bave any problems accessing HIOS of he Plan Management and Market Wide Funclions, please contact the Exchange Operabions Support Cenler [XOSC] at CMS_FEPS{cms hhs gov of 1.855-CMS-1515

Health Insurance Oversight System (HIOS)

Please chck the ik Below 1o access HIOS. 1T this 5 e st bme you ane accessing HIOS from e CMS Enterprise Poral, you mary be proenpled foé your HIOS Usemame and Passwond

Plan Management and Market Wide Functions

The Pian Management and Markel Wide FUncions pomsl is where [s5uers it sccess boih Manel Wide moduies (ke e imegrated Rate Review Moduie) and he Fecealy Facimated Exchangs (FFE) apphcation speciic moduies.

ISsuers Seeking Cuaibed Heallh Plan (HP) cernBcation wil SuBenl dala 1o M Centers or Megcans & Megicad Services (CMS) vl e OHP Issuer Module, OHP Benefits &nd Senace Afes Moduke, 90 GHP Ralng Moduie 35 pan of he Federally Facinaled Excnanges (FFE) Qualte
Feann Plan (QHP) appacaton Thase Sesling certifcaion mest 8o complat Me Unfied Rale Review Sutenisin

Acoess Plan Management & Market Wige Funcsong

©MS Enterprise Portal Links. Halptul Links
Portal Help & FAGS Viab Polcion § Importart Liks
Prhvacy Pobicy
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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 22.

Figure 22: 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 medule notification is available.

My Work

» Consumer Assistance Program

Notifications

=

» Document Collection Module

> External Review Election

L} L 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 23 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 23: HIOS Home Page — Manage Account Link

Health Insurance Oversight System

Welcome, = Logout &

Manage Roles

m Knowledge Center

Reguest a Role

Manage Organizations

@ Welcome to HIOS. We are in the process of updating the zite. You will see an updated HIDS homepage as well as

Manage Appravals
pages as you navigate throughout the site,

Manage Motifications

Home

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

My Work Netifications
» Consumer Assistance Program =]
» Document Collection Module =

» External Review Election

DON'T SEE WHAT YOU'RE LOOKING FOR?
Check out our list of functions and request access

Once the users select the link, they will be navigated to the Manage Account page as illustrated below.
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Figure 24: Manage Account Page

Home

Health Insurance Oversight System

Knowledge Center

Manage Account

Please note, 2 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

jolene. nguyen@cgifederal com

US Based Address Information
* Address 1

Address 2

* City

* State

* ZIP Code (S digits)

ZIP Plus & (4 digits)

* Phone [x0e=%0e=xxxx)

170-322-7600

Phone Ext.

SUBMIT

Welcome,

Logout &

Help ©

HIOS
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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 25 below.

Figure 25: HIOS Portal Home Page — Manage Organizations

Welcome, - Logout =

Health Insurance Oversight System

Manage Account
Knowledge Center Hel
Maraga:Roles : *

Request a Role

Manage Organizations

@ Welcome te HIOS. We are in the process of updating the site. You will see an updated HIOS homepage as well as il A
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

" 0 >
* 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, and Data Change Request.
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 26 below.
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Figure 26: Manage Organizations Landing Page

Manage Organizations

My Organizations

My Organizations is where users
with an administrative role can view

or edit an organization's information.

What would you like to work on today?

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.
Organizations must have been
registered as a Company in order to

Data Change Request

Users can submit a data change
request for organization Iinformation
that cannot be edited through the My
Organizations functionality. Data

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.

Issuer Administrator
Representative who can edit Issuer

level data only.

Organization Administrator

add issuers. change requests will be submitted for Representative of a Non-Federal
approval, and users can review the Governmental Plan or Other
status of their data change request. Organization who is responsible for
editing their organization data.
3.21 My Organizations

The My Organizations page allows Company, Issuer, and Organization administrator users to view

information for the organizations they have an administrative role for. 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 27.

If an organization is an Insurance Company, company administrator users will have access to the
Organization Details, Issuer Information, and Organization Users pages from the organization card. If a
user is only an issuer administrator, they will not see the Organization Users page.

If an organization is a Non-Insurance Company, company administrator users will have access to the
Organization Details and Organization Users 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.
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Figure 27: My Organizations Page for User with Administrator Role

Home

Knowledge Center

< Manage Organizations

I My Organizations

Create an Organization

Health Insurance Oversight System

My Organizations

Welcome, * Logout#

Help ©

Select an action for the organization you wish to manage:

Jackie Test Non-Fed Jackie Test Other
Add an Issuer
Data Change Request
Federal EIN/TIN Address
703758063 Herndon, Other Organization
Type

Organization Type
Non-Federal Governmental
Plans

Organization Details

Organization Type
Other Organization Type

Organization Details

Organization Users Organization Users

test001 Email Test Update 000000001-test

Federal EIN/TIN
111111111

Federal EIN/TIN
000000001

Organization Type
Company

Organization Type
Company

Organization Details

Issuer Information

Organization Users

Organization Details

Issuer Information

Organization Users

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. Organization Users allows users to view a list of users
who have a role associated to that organization. Issuer Information allows users to view all of the issuers
associated to the 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 28 below.
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Figure 28: My Organizations Page for User without Administrator Role

Health Insurance Oversight System Welcome, -

Home Knowledge Center

¢ Manage Organizations

My Organizations

I My Organizations Please note, to view or adit 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
manage.

REQUEST A ROLE

3.2.1.1 Organization Details

After selecting Organization Details, users can view organization information and make edits. Please
refer to Figure 29 below. To make other changes related to existing organizational data, a user can
select ‘Create Request for Data Change’. This functionality is described in detail in 3.7.

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’.

Figure 29: Edit Organization Details

Edit Company

Please fill in the form below with your Organization's information.
Note: (*) Indicates a required field.

Validation Status:
NAIC Company Code:
NAIC Group Code:
Group Name:

AM Best Number:
Not For Profit:
Co-Op:

Domiciliary Address

*Organization Type: Company
*Organization Legal Name: Galaxy Insurance
*Incorporated State: FL

*Federal EIN/TIN: 123008765

Validation in Process

*Address Line 1: 123 Main St.
Address Line 2:
*City: Miami
*State: FL v
*ZIP code: 33133
ZIP Plus 4:
*Are you a TPA? ®¥es UNo
*TPA Type: |# EDGE Server
[Back] [Review/Continue)
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For insurance companies, there is an additional question on the Edit Company page which asks ‘Are you
a TPA?’. If the answer to the ‘Are you a TPA?’ question is ‘Yes’, users will be asked to identify the Type of

TPA and provide additional information for the company. The screenshots below display the additional
information that needs to be provided.

Figure 30: Edit Company — TPA Attributes (1 of 2)

Health Insurance Oversight System

HOME FAQ CONTACT US SIGN OuT

Welcome
Edit Company

Please fill in the form below with your Organization's information.

Note: (*) Indicates a required
field.

Legal Business Address:
*Address Line 1:
Address Line 2:

*City:

*State:

*ZIP code:

ZIP Plus 4:

Authorizing Official Contact Information:
Title:

First Name:

Last Name:

Email Address:

Phone Number:

Phone Ext:

[Back]  [Continue]

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

U.S. Department of Health & Human Services - 200 Independence Avenue, S.W. - Washington, D.C. 20201
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Figure 31: Edit Company — TPA Attributes (2 of 2)

Edit Company

Please fill in the form below with your Organization's information.
Note: (*) Indicates a required field.
Primary Contact Information:

*Title:

*First Name:

*Last Name:

*Email Address:

*Phone Number:

Phone Ext:

Secondary Contact Information:

lsame as Primary Contact Information
Title:

First Name:

Last Name:

Email Address:

Phone Number:

Phone Ext:

Supplemental Contact One Information:
Title:

First Name:

Last Name:

Email Address:

Phone Number:

Phone Ext:

Supplemental Contact Two Information:
lsame as Supplemental Contact One Information
Title:

First Name:

Last Name:

Email Address:

Phone Number:

Phone Ext:

Bacll  [Review/Continud

Once the EDGE Server TPA attributes have been entered, the users will be asked to review the
information and confirm that it is correct.

If a user is only an Issuer Administrator, they will only see a read-only page of the company information
after selecting Organization Details. Please refer to Figure 32 below.
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Figure 32: View Company Information Page

Health Insurance Oversight System
ght Sy
Wednesday, December 13, 2017 HOME FAQ CONTACT Us SIGN OUT
Welcome
Organization
Organization Type: Company
Organization Legal Name: IN Test Company 12-12-17
Incorporated State: co
Federal EIN/TIN: 871263871
validation Status: @ Not Validated
NAIC Company Code:
NAIC Group Code:
Group Name:
AM Best Number:
Not For Profit: No
Co-Op: No
Domiciliary Address
Address Line 1: 123 Test Street
Address Line 2:
City: Qakton
State: AR
ZIP code: 22124
ZIP Plus 4:
Are you a TPA? No-
[Back]
Accessibility Rules of Behavior | Web Policies | File Formats and Plug-Ins
U.5. Department of Health & Human Services ¢ 200 Independence Avenue, S.W. ¢ Washington, D.C. 20201

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 33 below. From the table, users also
have access to the Issuer Details or the Issuer Users page.
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Figure 33: Issuer Information Page

Health Insurance Oversight System Weicome, v [logauté
Home Knowledge Center Help ©
¢ My Organizations Issuer Information
Organization Details 000000001-test
| Issuer Information The following issuers are associated to 000000001-test. To add another issuer,

please navigate to the Add an Issuer page.
Organization Users

Showing 1-8 of 8 records Records per page | 105

Registered

Issuer ID % Issuer Name = State ¢ Actions
Issuer Details
20134 000000001-test KS o
Issuer Users
Issuer Details

40024 000000001 -test ut
Issuer Users
Issuer Details

48824 000000001 -test AZ
Issuer Users
Issuer Details

50307 000000001 -test GA
Issuer Users
Issuer Details

57883 000000001 -test AL

Issuer Users

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. If an Issuer has been identified as an EDGE Server TPA, the users will
need to provide further information unique to this type of Issuer. Please refer to Figure 34 below. To
make other changes related to existing organizational data, a user can select ‘Create Request for Data
Change’.

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 35 below.
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Edit Issuer

Issuer ID:

*Issuer Legal Name:

Issuer Marketing Name:
Registered State:

Federal EIN/TIN:

NAIC Company Code:

NAIC Group Code:

*Market Type and Line of Business:

Figure 34: Edit Issuer Information Page

Health Insurance Oversight System

Please fill in the form below with your Issuer's information.
Note: (*) Indicates a required field.

17376
Snickers
Editing Test
VA
987654321

¥ 1ndividual

Individual Line of Business

[9] Health Insurance Coverage
[] Mini-mMed

[T student Health Plans

[C] rx-only

¥ small Group

Small Group Line of Business
[ Health Insurance Coverage
[Z] Mini-Med

7] Expatriate

[Z] rx-only

[ Large Group

Large Group Line of Business
[T Health Insurance Coverage
[] Mini-med

HOME

FAQ

CONTACT US . SIGN OUT

Welcome

[C] Expatriate
[T rx-only
Domiciliary Addre
*Address Line 1: 123 Work
Address Line 2:
*City: Fair
*State: VA E]
*ZIP code: 12312
ZIP Plus 4: —
*Are you TPA? ¥es @ No
*TPA Type: EDGE Server
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Figure 35: View Issuer Information Page

Health Insurance Oversight System

| HOME FAQ CONTACT US | SIGN OUT

Welcome
Issuer
Issuer ID: 67347
Issuer Legal Name: Galaxy Insurance
Issuer Marketing Name: Andromeda
Registered State: GA
Federal EIN/TIN: 123098765

NAIC Company Code:
NAIC Group Code:

Market Type(s): Line of Business:
Individual Health Insurance Coverage
Small Group Health Insurance Coverage
Large Group Health Insurance Coverage

Domiciliary Address

Address Line 1: 345 Main

Address Line 2:

City: Atlanta
State: GA

ZIP code: 33133
ZIP Plus 4:

Are you a TPA? No
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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 36 below.

Figure 36: 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 will not have access to the Organization Users page. Please refer to Figure 37 below.

Figure 37: Organization Users

Health Insurance Oversight System Welcome, T logours
Home Knowledge Center Help ©
¢ My Organizations Organization Users
Organization Details 000000001-test

Issuer Information

Showing 1-10 of 66 records Records per page | 10~
I QOrganization Users

Job Contact Approved
Username “ Module 3 Role 3 Title Type s Date ¢
HIOS Portal Company N/A N/A 10/12/2017
Administrator

CertComSystem  Submitter N/A NfA 06/07/2017
Minimum
Essential Submitter N/A N/A 06/02/2017
Coverage
Medical
eclicall e Company ceo Backup  10/27/2017
Ratio
Financial Payee Data N/A Primary 02/02/2016
Management Submitter Contact

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 38 below.
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Figure 38: Create an Organization — Step 1

I Create an Organization
Add an Issuer

Data Change Request

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, creating an
Issuer for the organization, or works 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

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.

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 39 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 39: 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 40.

Figure 40: 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 Issuer 1 Select the Organization's Primary Function

Data Change Request Company

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.
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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. Users are required to enter the following fields for the Domiciliary Address: Address Line
1, City, State, and ZIP. Please refer to Figure 41 below.

Figure 41: Create an Organization — Company — Step 3

3 Organization Details

Please enter your organization details below.

* QOrganization 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-Op

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)
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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 42.
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 42: 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 reguest.

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 43.
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Figure 43: 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

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.

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. Please refer to Figure 44 below.
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Figure 44: Create an Organization — Non Insurance Company — Step 3

3  oOrganization Details

Please enter your organization details below.

* Organization Legal Name

* Incorporated State

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

Address Line 2

* City * State

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

4  Confirm Your Request

Users will get a chance to review a high-level summary of their request in Step 4 as shown in Figure 45.
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 45: Create an Organization — Non Insurance Company - Step 4

< Manage Organizations

My Organizations
I Create an Organization
Add an Issuer

Data Change Request

Create an Organization

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

1  Select the Organization's Primary Function

Non Insurance Company

Revisit this step

2  Enter Federal EIN/TIN

182736812

Revisit this step

3  Organization Details

Organization Details Provided

Revisit this step

4 Confirm Your Request

Please select "Submit” to complete your request.

ORGANIZATION
182736812 - JN Test Non Insurance Company

SUBMIT |33y

333

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 46.

HIOS

Portal User Manual — Last Updated December 2017

Page 45




HI10S Portal User Manual v 25.00.00

Figure 46: 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

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 47 below.
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Figure 47: 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

* ZIP Code (5 digits)

* State

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 48.
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 48: Create an Organization — Non-Federal Governmental Health Plan — Step 4

< Manage Organizations

My Organizations

Create an Organization

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

I Create an Organization

Select the Organization's Primary Function Revisit this step

Non-Federal Governmental Plans

Enter Federal EIN/TIN Revisit this step

123896123

Organization Details Revisit this step

Organization Details Provided

Add an Issuer 1
Data Change Request
2
3
4

Confirm Your Request

Please select "Submit” to complete your request.

ORGANIZATION
123896123 - IN Test Non-Fed

SUBMIT |mi3=13)

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 49 and Figure 50.
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Figure 49: Create an Organization — Other Organization — Step 2 FEIN

¢ 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 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
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Figure 50: Create an Organization — Other Organization — Step 2 Name

¢ 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 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 "Mext".

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 51 below.
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Figure 51: 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

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 52 below.
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Figure 52: 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 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.

Figure 53: Create an Organization — Other Organization — Step 4

< 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 Revisit this step

Data Change Request Other Organization Type

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

Organization Details Provided

4  Confirm Your Request

Please select "Submit” to complete your request.

ORGANIZATION
817236817 - Test Other Org

SUBMIT (3141

34 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 54 below.
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Figure 54: Add an Issuer — Step 1

Health Insurance Oversight System Welcome, ~ logout®
Home Knowledge Center Help ©
< 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

* 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.

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 55 below.

Figure 55: 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 Revisit this step

000000010 - 000000010-test

2  Issuer Registered State

* Registered State

4»
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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 of the required fields are provided, users can proceed to step
4. Please refer to Figure 56 below.

Figure 56: 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 57 below.

HIOS Portal User Manual — Last Updated December 2017 Page 55



HI10S Portal User Manual v 25.00.00

Figure 57: Add an Issuer — Step 4

< Manage Organizations

My Organizations
Create an Organization
I Add an Issuer

Data Change Request

Add an Issuer

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

1  Search for an Organization Revisit this step

871263871 - JN 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 request.

ORGANIZATION
871263871 - JN Test Company 12-12-17

REGISTERED STATE
Alabama (AL)

MNOTE: 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

3.5 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 58

below.
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Figure 58: HIOS Portal Home Page — Manage Roles

Health Insurance Oversight System Wefconse: ~ B

Manage Account
Knowledge Center Hel
Marag = e $

Request a Role

Manage Organizations

me to HIOS. We are in the pr of updating the will see an updated HIOS homepage as w

Manage Approvals
you navigate throughout th

Manage Notifications

Home

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

My Work Netificatiens
» Consumer Assistance Program ]
2> Document Collection Module =
> External Review Election =

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

3.5.1 Manage Roles Page

The users can view their existing roles and pending role requests on the Manage Roles page as displayed
below in Figure 59 and Figure 60.

The table will display the pending role requests first and then the approved requests after.

HIOS Portal User Manual — Last Updated December 2017 Page 57



HI10S Portal User Manual v 25.00.00

Figure 59: Manage Roles

Health Insurance Oversight System

Home

Knowledge Center

Manage Roles

Welcome,

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

Add a new role

Module ¢

Consumer
Assistance Program

Enforcement and
Consumer
Protections

External Review
Election

External Review
Election

External Review
Election

External Review
Election

External Review
Election

External Review
Election

External Review
Election

Financial
Management

bl
=5
N

@

Submitter

ECP State
Submitter

ERE Submitter

ERE Submitter

ERE Submitter

ERE Submitter

ERE Submitter

ERE Submitter

ERE Submitter

Payee
Approver

First

Role Type ¢

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Showing 21-30 of 124 records Records per page 10

Association #

8294925 - CA - California
Consumer Assistance Program

Alabama

10854 - JN Test Company Edit
2on11-21-14 - AK

52545 - N Test Company Edit
20n11-21-14 - AS

62933 - IN Test Company Edit
2on11-21-14 - VI

77517 - IN Test Company Edit
2on11-21-14 - AL

95021 - IN Test Company Edit
20n11-21-14 - FL

172637162 - IN Test Company
10-23-14 Non-Fed

981273981 - IN Test Non-Fed
12-11-15

N/A

Previous 1 2-4 5 Next Last

Status ¢

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Actions

View Details

View Details

View Details

View Details

View Details

View Details

View Datails

View Details

View Details

View Details

Logout

Help @

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.
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Figure 60: View Role Details — Pending Role Request

Health Insurance Oversight System Welcome, ~  Logoutts

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

CANCEL ROLE REQUEST

4+ BACK TO MANAGE ROLES

Figure 61: View Role Details — Approved Role Request

Health Insurance Oversight System Welcome, T Logout

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

1 TO MANA

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.
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Figure 62: 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 63: 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.

<«RETURN TO VIEW DETAILS ‘ CONFIRM DELETION

To view existing roles, complete the following steps:

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

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

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

4. 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.

3.5.2 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. From the HIOS Portal Home Page, select the ‘Request a Role’ link.

2. Select the Module needed.

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

4. |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
HIOS Portal User Manual — Last Updated December 2017 Page 60



HI10S Portal User Manual v 25.00.00

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

6. 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.

7. 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 64 displays the role request for the Ratings/Reports Viewer role within the Marketplace Quality
Management (MQM) module.
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Figure 64: Ratings/Reports Viewer Role Request

Health Insurance Oversight System Welcome, Logoute

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 medule 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 reguest access to a module,

1 Select a module Marketplace Quality Module
2 Select a role Ratings/Reports Viewer
3  Add association 4 Associations

Te add an Asseciation to this rele request, you must search for it in the system.

* Association Type
& 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.
69834 SEARCH

Showing results for "69834°

4 ITEMS ADDED TO REQUEST

NEXT

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 65.
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Figure 65: 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 66 if the user already has a role associated with
the ID entered.

Figure 66: 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
e 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 67, to notify the users of the successful submission.
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Figure 67: 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. €

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

3.6 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 68.

Figure 68: HIOS Portal Home Page — Manage Approvals

Health Insurance Oversight System eicothe = R

Manage Account
Knowledge Center Hel
Maraga:Roles : *

Request a Role

Manage Organizations

9@ Welcome te 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 =]
2 External Review Election =]

" 0 >
* 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 69.
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Figure 69: Approval Tabs — Request Status

Health Insurance Oversight System

HOME | | FAQ | CONTACT US | | SIGN OUT
Welcome
MNew Organization User Account Approvals QIEELEI GRS i1 Organizational User Manage Data Change
Approvals Role Approvals Approvals
User Role Request Approvals
Please select a Module from the drop-down list below to view the corresponding requests
Module: Assister v
Request Status: Pending Approval v
Pending Approval
Please select the checkbo Approved 'you wish to approve or deny from the table below. Once the selection has been made, please
select the "Approve’ or 'Dh@?ﬂ'ﬂlw...w_lae table to complete the desired action.
Page size: | 10 ¥ 5 items in 1 page

Users with the HIOS User Role Approver role will see the User Role Approvals tab, as displayed in

Figure 70. Under this tab, users can approve or deny role requests for the modules for which they have

permissions.
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Figure 70: User Role Request Approvals

Health Insurance Oversight System

Wednesday, October 19, 2016 | HOME | | FAQ | | CONTACT US | | SIGN OUT
Welcome

New Organization User Account Approvals | JUEETE (8 LN L0t ] 5 Organizational User Manage Data Change
Approvals Reole Approvals Approvals

User Role Request Approvals

Please select 3 Module from the drop-down list below to view the corresponding requests.

Module: [HIOS Plan Finder Product Data Callactian (PF) 7 |
Request Status: Pending Approval *

Please select the checkboxes for the records you wish to approve or deny from the table below. Once the selection has been made,
please zalect the ‘Approve’ or 'Deny’ button undar the table to complate the desired action.

‘n m “u Page size:| 10 *] 3 #emsin 1 page
Job Associati o sted
Select | Requestor Username = o « | Module % m‘a 10N | Acsociation & I.i:.er Type | gub- REque‘
Title Type = = ~ Date =
Type >
HIOS
Plan
" 19920 -~ Hm = = 10«11~
Finder S - Individual . >
heathermaloney@egi.com | Tester | Product Issuer | Issuer 211344528 Market Primary | 2016
Company - . Contact | 2:59:57
Data co Submitter PM
Collection
(PF}
HIOS 10029 -
Plan ;
Finder ::;ieor:\:alnufe Individual Prima ggijég'
heathermaloney@cgi.com @ Tester | Product Issuer | Issuer Markeat 7
Insurance . Contact | 1:22:23
Data Submitter
: Company of PM
Collecticn Texas - MD
(PF) *
HIOS
Plan
Finder 17318 - Hm | o sividual ) 08-31-
heathermaloney@cgi.com | Tester | Product Issuer | Issuer 211334328 Market Primary | 2016
¥izegh Company - ; Contact | 5:00:08
Data MT Submitter PM
Collection
(PF)

Figure 71 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 71: Organizational User Role Approvals

Health Insurance Oversight System

Friday, February 20, 2015 HOME FAQ CONTACT US SIGN OUT

Welcome

New Organization User Account Approvals User Role Approvals Beld-ELIFEICT RTS8 Manage Data Change
Approvals Role Approvals Approvals

Organizational User Role Request Approvals
Please select a Module from the drop-down list below to view the comresponding requests

Module: Extemal Review Election (ERE) b

Request Status: Pending Approval ¥

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.

El Page size: | 10 v 1itemin 1 page

Requestor
anon User Sub- Reque.-tpd
i Username oTEES m E et

Mimi.Le@cgif External Revi Non-Federal P 2015-02-1
EC‘!EI’IEI'E co@mgl Tester ew Election ( ElRE e Government :;SE)P'O;OFEde Submitter r|trr'ary Conk 21:37:56. }'6
ERE) al Plans 2 3

!Apprové| |Deny|

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 72 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 72: User Role Request Approvals Confirmation Page

Health Insurance Oversight System

Thursday, February 19, 2015 HOME FAQ CONTACT Us SIGN OUT

New Organization User Account Approvals [IEESCIEWYSIOVEIEY]  Organizational User Manage Data Change
Approvals Role Approvals Approvals

User Role Request Approvals Confirmation

Welcome Rooox Paoooox

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

m fequestor Bsemame : AASSUCHUOH T‘fDE UAser TYDE U‘Ser SUb-Type

Issuer 30613 - Humana Insurance Company -
KAt ator kkussow@humana.com | Issuer MO

|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.

Figure 73 displays the Organizational User Role Approvals Confirmation page where the approval
request was partially successful.
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Figure 73: Organizational User Role Approvals Confirmation Page

Health Insurance Oversight System

Friday, February 20, 2015 HOME FAQ CONTACT US SIGN OUT

Welcome

New Organization User Account Approvals User Role Approvals el ELIF-l UL @ Manage Data Change
Approvals Role Approvals Approvals

Organizational User Role Approvals Confirmation

Error in approving the following requests:

_ Requestor Username ¥ Association Type 5 User Type = User Sub-Type =

NonFed Submitter Patrick.Fakhry@cgifederal.com Non-Federal Governmental Plans Diligence Submitter Primary Contact

The following role requests have been successfully Approved for the Non-Federal Governmental Plans (MNon-Fed) module:

m Requestor Username = Association Type = User Type 5 | User Sub-Type &

NonFed Submitter | Patrick.Fakhry@cgifederal.com | Non-Federal Governmental Plans | insertvalidationStatus | Submitter Primary Contact

NonFed Submitter | Patrick.Fakhry@cgifederal.com | Non-Federal Governmental Plans | non fed smoke test3 Submitter Primary Contact

[Continue|

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.

New user roles have been added to enhance the Approvals functionality.

Firstly, users with the OtherOrgApprover shall now be able to distinctly approve Other Organization
types only. New role for OtherorgApprover has been added to access these filtered Requests. Users with
this role shall be able to approve roles based on the following Request Sub types:

e US Address- Organizations without FEIN
e Non US Address- Organization with FEIN
e Non US Address- Organizations without FEIN
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Figure 74: Other Organization Type Approvals — New Request Sub Type

Welcome
Usar Account Approvals | User Role Approvals Organizational User Manage Data Change
Role Approvals Approvals

New Organization Approvals

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

Requesk Type: | Cther Organization Type Creation v
Request Sub Type: [An v
Raquesk Stakus: | Pending Approval * |

Pleaze zalact the chackboxes for the records you wish to approve or deny from the table below. Once the sslection has been made,
please select the ‘Approve' or 'Deny' button under the table to complete the desired action.

¥ Showing 1 to 7 of T entrias
a Firsl « Prev 1, Mext» Last » Show Entries | 10 | o

Crganization Organization Name State cr ra!
Select | View
-._ Dﬂte '

Manisha.Nanda@cgi- Oct 7. 2016

View US Address Lanhe Test 777777789 10:30:08 AM
. Manizha.Nanda@egi- Manizha NenUS song  Sep 16, 2016
View Nen-US Address ams.com OtherOrg - FEIN Aland Islands 333332222 11:36:12 AM
o Manisha.Nanda@cgi- Manisha OtherOrg - 5 Sep 16, 2016
View US Address B, = AL 222221131 3413508 AM
] Manizha.Nanda@egi- Manisha NenUS ) Sep 16, 2016
View Non-US Address ams.com OtherOrg - NoFEIN Zimbabwe 11:32:28 AM
e Manisha.Nanda@cgi- Manisha OtherOrg - Sep 16, 2016
Miew US Address ams.com NoFEIN s 11:31:45 AM
. o OtharTestincorporated Oct 20, 2015

' A 7 A ITIY

View US Address raja.vivekananda@sbd2.com State WA 860272332 5:58:51 AM
. S < MLe Portal 19.0 Other . Jan 30, 2015
View Non-US Address  Mimi.Le@cgifederal.com Org Type 2 VietNam 020220154 7.0 06 am

Accacsibility I Rules of Behavier Web Policies File Formate and Plug-Ins

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

Another new functionality has been added to the Approvals workflow.

Approving and creating an issuer with a specific ID is another new functionality that has been added.
Users with a specific role called AddIDApprover shall be able to select an Issuer creation request from
the queue of pending requests and Approve it as it is or can Modify the issuer ID to be created for the
request. Once the user selects the request and select on Approve & Add button an Edit New issuer
information page shall be displayed for the user to enter the specific 5-digit ID to be created. The user
shall need to confirm a pop up message before the Request is Approved for the specific Issuer ID.
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Figure 75: Approving and Adding an Issuer with a Specific ID

Welcome
MNew Drganization User Account Approvals | User Role Approvals Organizational User Manage Data Change
Approvals Role Approvals Approvals

New Organization Approvals

Flease select a Reguest Type from the drop-down list balow to view the corresponding regquests.

Reguest Type: | 182uer Creation |

Raquest Status: | Pending Appraval =

Fleaze seleck the checkbaxes far the records you wish to approve or deny Frem the table belaw. Once the selection has been made,
please seleck the "Approve’ or "Deny’ bukben under the table to complete the desired action.

10 ’ Showing 1 1o 10 of 202 entsies
a«Figt = Prev . 2/ 3 4 5 Meds Lasts Show Entries a

uested Dats istered Stat =1
E feuer Legs Name
Sep 1, 2018 Hm 211344528
View heathecmaloney@ogi.com 1:';:1? 141 PM C:Impan'.' 211344566
best-
View raja.vivekananda@sbdZcom Mar 24, 2016 PPRPPPREPREPEPEPEPEP 0 200811111
11:533:42 AM FPPRPRPFFFPPFPEPRRER
FRERR
: Mar 15, 2016 y
View Greened 5:34:55 AM Q00000020-test AR Q00000020
- 0 Fab 22, 2016 X
View smohalcgi 1:78:53 PM Sandeepa_Test_2_Co WA 123456754
View acenfmHPO0LEFfetest.com Loz el ke FM Company &"'/()J{} CA 201511083
1:02:10 PM
. Apr &, 2015
View Karanams s HM Company 0128-1 VA 050120001
View pmtest45@ifetest.com T;gu‘_},;fit‘ Sang test ins co 101 WA 121212121
View krishraveni.colluru@egifederal.com ';F;,:‘T:ﬁé'ilrj FM Company 158 DE 111111188
— , - . Apr 7, 2014
Vigws  krishnaveni.colluru@cgifederal.com 2:32:45 BM FM Companyl58 CcT 111111188
View  krishnaveni.colluru@egifederal.com ;p-;j?‘:;ﬂpl.r‘: Fii Companyl188 co 1113111188

Approve | [Deny | [Approve & Add ID h

Accessibility I Rules of Behavior | Web Policies File Formaks and Plug-ins

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

3.7 Data Change Request/Manage Data Changes

Users can access the Data Change Request/Manage Data Changes 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 76 below.
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Figure 76: Data Change Request — No Administrator Roles

Health Insurance Oversight System Welcome, *  Logoutt
Home Knowledge Center Help @
< Manage Organizations Data Change Request
My Organizations Please note, to submit a data change request you must have administrator

privileges.
Create an Organization

Add an lssuer

I Data Change Request * Don’t see what you are looking for?

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. existing Portal Data Change Request page. 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 77. In addition, ‘Create requests for data change’ will also be
available on the ‘Edit’ page for Company Administrator, Issuer Administrator, and Organization
Administrators. It can be accessed by navigating through the link demonstrated in Figure 78 and Figure
79.
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Figure 77: HIOS Portal — Manage Data Changes

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ

Manage an Manage Organization Manage Data
Organization Relationships Changes

Manage Data Changes
Please select a Request Status from the drop-down list below to view the corresponding requests,

Request Status: Pending Approval V|
Search By Request ID: |Request ID Search|

E n Page size: |10 v

DCR30 02/23/2016 5:01 PM Pending Approval 02/23/2016 5:01 PM
DCR29 02/23/2016 2:56 PM Pending Approval 02/23/2016 2:56 PM

Request ID % Request Created Date & Status updated Date 3

CONTACT US = SIGN OUT

Welcome

2items in 1 page
Test View

test View

|create Request For Data Change|
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Figure 78: HIOS Company Edit Page

Health Insurance Oversight System

| Tuesday, February 23, 2016 HOME FAQ
Edit Company
Flease fill in the form below with your Organization's information.

Moke: Quily changes relaled Lo exisling cagantzational dole van b requesled,
Note: (*) Indicates a required field.

NAIC Group Code:
Group Name:

*Qrganization Type: Company
*Qrganization Legal Name: Schoma 13 1esting
*Incorporated Stabe: VA

*Federal EIN/TIN: R W ERF ]
validation Status: 0 Walidated

MAIC Company Code:

Schema [ Teating

CONTACT US

Welcome

1o make changes to the fields currently not editable, pleasse use the following link Create Request For Data Change

SIGN OUT |

AM Best Number: 1

Mot For Profit: M|

Co-0p: o

Domdciliary Address

*Address Lina 1: 1250wk,

Address Line 2:

*City: far

*State: VA V|

*ZIP coda: 2

ZIP Plus 4: 1

*Are you a TPA? Ches ®hg

STPRA Type: CDGE Sorver

Back| |ReviewlContinue
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Figure 79: HIOS Issuer Edit Page

Health Insurance Oversight System

Tuesday, February 22, 2016 HOME FAQ | CONTACT US | SIGN OUT

Weleame

Edit Issuer

Please fill in the form below with your Issuer's information.

To make changes to the fields currently net editable, please ugse the following link Create Request For Data Change
Note: Only changes related to existing organizational data can be requested.

Mote: {(*) Indicates a required field.

Issuer 1D 50154

*Issuer Legal Mame: Schema DB Testing
Izsuer Marketing MName:

Registered State: WA

Federal EINSTIN; 242432432432

NAIC Company Cede:
MAIC Group Code:

=Market Type and Line of Business: & Individual
Individual Line of Business
Cuic
LI #tini- Med
[ student Health Plans
[ rse-only
& Small Group
Small Group Lineg of Business
ClHic
L ini-Med
LIExpat
[ foc-omly
1 Large Group
Large Group Line of Business

Daomiciliary Address
*address Line 1: 444 There ]

Address Line 2: |
*City: [Fax |
“state: VA V]

*ZIP code: EEEES I

ZIP Plus 4: —

*are you TPA? Crfes ® N

*TPA Type: EDNGE Server

Back| |Review'Continue

3.7.1 Company Administrator — Data Changes

Company Administrator can create, review, and submit data change requests through Manage Data
Changes tab. Company Administrator can also create new data change requests through the ‘Create
Request for Data Change’ link available on the ‘Edit’ page for Company Administrator.
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3.7.1.1 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 bottom 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 80.

Figure 80: Create Data Change Requests

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ CONTACT Us SIGN OUT

Welcome

Create Data Change Request
What values would you like to change?

FEINTIN

Organization Legal Name
) ) Incorporated State
[Back| Organization Type
Organization Status
Issuer Registered State

Accessibility Rules of Bellssuer Status ormats and Plug-Ins
Product Name
U.S. Department of Health & Human Se|Product Type 6.W. - Washington, D.C. 20201
Product Status

Product Market Type
Issuer Legal Name
Organization Address
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. 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 81 and Figure 82.

Figure 81: Company Data Changes — Select the Company

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ CONTACT Us SIGN OUT

Welcome

Create Data Change Request

What values would you like to change? | Organization Type v

Choose the

R -Please select the organization you are making the change for-
arganization Schema DB Testing - FEIN -242424242 - Company

Joyful - FEIN -555555555 - Non-Federal Governmental Plans
Test Org Email - emailCity, India

|Back|
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Figure 82: Company Data Changes — Select the Field to Change

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ CONTACT Us SIGN OUT

Welcome

Create Data Change Request

What values would you like to change? |FEINIT IN v
Choose the [Schema DB Testing - FEIN -242424242 - Company V]

organization

I Current Value *New Value *Reason for change

242424242 | | | |

Back Submit

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 83.

Figure 83: Company or Non-Insurance to a Non-Federal Governmental Plan —
Select Self-Funded or Fully Insured Radio Button

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ CONTACT Us SIGN OUT

Welcome

Create Data Change Request

What values would you like to change? | Organization Type v

Choose the [Schema DB Testing - FEIN -242424242 - Company v
organization

Current Value *New Value *Reason for change

Compaiv Non-Federal Governmental Plans B4 | |
Please select the type:*  (USelf Funded OFully Insured
[Back Submit|
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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 84.

Figure 84: Confirmation Page for Change Request

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ A CONTACTUS SIGN OUT

Welcome

Confirmation

Change request DCR30 has been successfully submitted and is currently pending approval. If you have any
questions, please contact the Exchange Operations Support Center (XOSC) at CMS_FEPS@cms.hhs.gov or 1-855-
267-1515.

|Continue|

3.7.1.2 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 85.

e Pending Approval
e Approved

e Denied

e Unable to Process

e Completed
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Figure 85: Change Request Statuses

Health Insurance Oversight System

Wednesday, February 24, 2016 HOME FAQ CONTACTUS @ SIGN OUT
Welcome
Manage an Manage Organization Manage Data
Organization Relationships Changes

Manage Data Changes
Please select a Request Status from the drop-down list below to view the corresponding requests.

Request Status:

Search By Request ID: Request ID Search|

Unable to Process
Completed

<] Page size:
| Request ID = Request Created Date = Status updated Date = I

DCR30 02/23/2016 5:01 PM Pending Approval 02/23/2016 5:01 PM Test
DCR29 02/23/2016 2:56 PM Pending Approval 02/23/2016 2:56 PM test View

2 items in 1 page

Company Administrators can select on the ‘View’ link of the Action column as shown in Figure 85 and
review the details of the change request as illustrated in Figure 86.
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Figure 86: View a Change Request

Wednesday, February 24, 2016

Data Change Details View

Change Request ID:
Request Created Date:
Username:

Federal EIN/TIN:
Organization Legal Name:
Organization Type:
Attribute:

Health Insurance Oversight System

HOME @ FAQ @ CONTACT UsS

Welcome

DCR30

02/23/2016 5:01 PM
nagaswetha.paruchuri@cgi.com
555555555

Joyful

Non-Federal Governmental Plans

Organization Legal Name

SIGN OUT

Current Value: Joyful
New Value: New Joy
Supplement Attributes:
Note: Test
[Back|
3.7.2 Issuer Administrator — Data Changes

Issuer Administrator can create, review, and submit data change requests through the Manage Data

Changes tab. Issuer Administrator can also create new change requests, through the ‘Create Request for

Data Change’ link available on the ‘Edit’ page for Issuer Administrator.

3.7.2.1 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 87.

HIOS
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Figure 87: Issuer Change Request

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ CONTACT us SIGN OUT

Welcome

Create Data Change Request

What values would you like to change? |Issuer Legal Name v

Choose the issuer [Schema DB Testing - 80154 v

Current Value *New Value

Schema DB Testing

[Back| [Submit|

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 96. 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 88: Product Change Request

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ CONTACT Us SIGN OUT
Welcome
Create Data Change Request
What values would you like to change? |Pr0duc‘. Name v
Choose the issuer | Schema DB Testing - 80154 hd

Choose the product

Current Value *New Value *Reason for change

Aubrey's Supplies | J | ]

Back| Submit|
) J

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 89.
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Figure 89: Confirmation Page for Change Request

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ A CONTACTUS SIGN OUT

Welcome
Confirmation

Change request DCR30 has been successfully submitted and is currently pending approval. If you have any
questions, please contact the Exchange Operations Support Center (XOSC) at CMS_FEPS@cms.hhs.gov or 1-855-
267-1515.

|Continue

3.7.2.2 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 90. 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 90: Change Request Statuses

Health Insurance Oversight System

Welcome

Manage an Manage Organization Manage Data
Organization Relationships. Changes

Manage Data Changes
Please select a Request Status from the drop-down list below to view the corresponding requests.

Request Status:
Search By Request 1D:

nn -n Page size: |10 v|

Wednesday, February 24, 2016 HOME FAQ CONTACT US SIGN OUT

2 ftems in 1 page

Request 1D = Request Created Date Status updated Date NOTE =

DCR30 02/23/2016 5:01 PM Pending Approval 02/23/2016 5:01 PM Test View
DCR29 02/23f2016 2:56 PM Pending Approval 02/23/2016 2:56 PM test View
Create Request For Data Change|

Issuer Administrators can review the data of the change requests displayed through the ‘View’ link of

the Action column as illustrated in Figure 91.

Figure 91: View Change Request

Health Insurance Oversight System

Wednesday, February 24, 2016 HOME FAQ CONTACT US
Welcome

Data Change Details View

Change Request ID: DCR30

Request Created Date: 02/23/2016 5:01 PM

Username: nagaswetha.paruchuri@cgi.com
Federal EIN/TIN: 555555555

Organization Legal Name: Joyful

Organization Type: MNon-Federal Governmental Plans
Attribute: Organization Legal Name
Current Value: Joyful

New Value: MNew Joy

Supplement Attributes:
MNote: Test

SIGN OUT
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3.7.3 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.

3.7.3.1 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 92.

Figure 92: Non-Federal Government Plans to Company

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ CONTACT US SIGN OUT

Welcome

Create Data Change Request

What values would you like to change? | Organization Type V|

Choose the [Joyful - FEIN 555555555 - Non-Federal Governmental Plans _ v|
organization = J

Current Value *New Value *Reason for change

[Company v| [

Mon-Federal Governmental Plans

Please select an

—
; K V]
incorporated state:* L Please select a state —|

Back Submit

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 93. 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.
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Figure 93: Multiple Organizations

What values would you like to change? | [Please Select Organization Field] = |
Organization Legal Name
Organization type
Organization Status
Organization Address
1 Organization Address type

.C:hoose the crganization: -Please choose organization you like to make the change-
Test other Org_1- Paris, France

Test Other Org_2 -Romford, United Kingdom

Test other org - Virginia, United States

Current Value i *New Value *Reason for change

ARAAAAAAAAER [

[BACK] [ suBMIT |

If the Organization Administrator changes the Organization Type from Other organization to either
Company or Non Insurance Company, then an FEIN is required and user needs to select an incorporated
state drop-down menu as illustrated in Figure 94.

Figure 94: Other Organization to a Company

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ CONTACT US  SIGN OUT

Welcome

Create Data Change Request

What values would you like to change? |Organi2alion Type v

Choose the - - e - -
izati - v
bt b |Tesl Org Email - emailCity, India |

*Reason for change

*New Value

Current Value

Other Organization Type

E‘

Please enter an |
FEIN:*

Please select an

incorporated state:* |—F'Iease select a state- v]

[Back] [submit]

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 95.
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3.7.3.2

Figure 95: Confirmation Page for Change Request

Health Insurance Oversight System

Tuesday, February 23, 2016 HOME FAQ CONTACT US @ SIGN OUT
Welcome
Confirmation

Change request DCR30 has been successfully submitted and is currently pending approval. If you have any
questions, please contact the Exchange Operations Support Center (XOSC) at CMS_FEPS@cms.hhs.gov or 1-855-

267-1515.

'_(;Zont"i'nue_

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 96. The

following statuses can be filtered on the Manage Data Changes page.

HIOS

Pending Approval
Approved

Denied

Unable to Process

Completed

Figure 96: Change Request Statuses

Health Insurance Oversight System

Wednesday, February 24, 2016 HOME FAQ CONTACT US SIGN OUT
Welcome
Manage an Manage Organization Manage Data
Organization Relationships Changes
Manage Data Changes
Please select a Request Status from the drop-down list below to view the cormesponding requests.
Request Status: Pandug Approval
Appioved
Search By Request ID: | Daniad Request ID Search
Unasbila to Procoss
| Commpbetioe!
nn zl nn Page size: |10 v 2 forms in 1 page
DCR30 02/23f2016 5:01 PM Pending Approval 02/23/2016 5:01 PM Tast View
DCR23 02/23/2016 2:56 PM Pending Approval 02/23/2016 2:56 PM test View
[Create Request For Data Changs
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Organization Administrators can review the details of the data change request by selecting the ‘View’
link in the Action column as illustrated in Figure 97.

Figure 97: View Change Requests

Health Insurance Oversight System

Wednesday, February 24, 2016

Change Request ID:
Request Created Date:
Username:

Federal EIN/TIN:
Organization Legal Name:
Organization Type:
Attribute:

Data Change Details View

HOME

Welcome

DCR30

02/23/2016 5:01 PM
nagaswetha.paruchuri@cgi.com
555555555

Joyful

Non-Federal Governmental Plans

Organization Legal Name

FAQ CONTACTUS SIGN OUT

Current Value: Joyful
New Value: New Joy
Supplement Attributes:
Mote: Test
Back
3.8 Manage Data Changes Approvals

The Manage Data Changes approval functionality allows authorized CCIIO users to review, approve, and
deny the change requests received. CCIIO users review the change requests related to Organization,
Issuers, and Products. In order to navigate to Manage Data Changes Approvals tab, the CCIIO users will
need to select the Approvals tab on the HIOS Home page and then the Manage Data Change Approvals

button as illustrated in Figure 98.

Figure 98: Manage Data Change Approvals

Health Insurance Oversight System

Wednesday, March 08, 2017 HOME FAQ CONTACT US

Welcome
Organizational User Manage Data Change
Role Approvals Approvals

New Organization User Account Approvals = User Role Approvals

New Organization Approvals

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

Request Type: | - Select Type - v |

SIGN OUT
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3.8.1 CCIIO Users

Company, Issuer, and Organization Administrators submit the change request to CCIIO users. CCIIO
users will receive an email as soon as the data change requests are received. Authorized users with the
CCIIO user role can review the reason for change and then approve or reject the change requests
received. Once approved, CCIIO users cannot edit the data change requests that are already approved.

3.8.1.1 Approve the Pending Approval Change Request

CCIIO users navigate to the Manage Data Change Approvals page by selecting the Approvals tab on the
HIOS Home page as illustrated in Figure 105. The Manage Data Change Approval page display all the
pending approvals. CCIIO users can enter a Request ID and select the ‘Request ID Search’ button to
search for the desired pending approval request. A ‘View’ link is available for CCIIO users to review the
details of the change requests as illustrated in Figure 99.

Figure 99: Pending Approvals

Health Insurance Oversight System

Wednesday, February 24, 2016 HOME FAQ CONTACT US SIGN OUT
Welcome

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

Manage Data Changes Approvals

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

Request Status: Pending Approval Vv
Search By Request ID: \Request ID Search

Please select the "View" link in the table below to take action on the request.

E] 2 3 Page size: 29 items in 3 pages
[Reauestios | Reqvest Cromepotes L vsernames L ncion |

DCR19 02/22/2016 1:41 PM GreeneA o View

DCR17 02/22/2016 1:38 PM GreeneA o View

DCR18 02/22/2016 1:39 PM GreeneA o View

DCR15 02/22/2016 1:33 PM GreeneA * View

DCR16 02/22/2016 1:36 PM GreeneA * View

DCR13 02/22/2016 1:05 PM Stumkur o View

DCR14 02/22/2016 1:31 PM GreeneA s View

DCR11 02/22/2016 1:00 PM GreeneA o View

DCR12 02/22/2016 1:01 PM GreeneA o View

DCR21 02/22/2016 2:02 PM Stumkur o View
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CCIIO user selects on the View link of Figure 99 to review the data of the change requests received. All
the pending approval will have the following two radio buttons as illustrated in Figure 100.

e | approve this request

e | deny this request

Figure 100: View Data for Pending Approvals

Health Insurance Oversight System

Wednesday, February 24, 2016 HOME FAQ CONTACTUS SIGN OUT

Welcome

Data Change Details

Change Request 1D: DCR19

Request Created Date:
Username:

Federal EIN/TIN:
Issuer Legal Name:

Issuer ID:

02/22/2016 1:41 PM
GreeneA

911161450

LifeWise Assurance Company

22653

Attribute: Issuer Legal Name
Current Value: LifeWise Assurance Company
New Value: LifeWise Assureance Co.

Mote (Reason for change): Issuer Legal Mame

) 1 approve this request

) 1 deny this request

* Please enter a reason for the action on the request. (Required field. Maximum 250 characters)

Back SUBMIT

CCIIO user selects ‘l approve this request’ radio button to approve the request received (Refer to Figure
100). CCIIO user enters a reason for the approval in the text box. This is a required field and accepts a
maximum of 250 characters only. CCIIO user then selects the ‘Submit’ button to send the change
request to the HIOS Admin for further process. An email is sent to HIOS Administrators to process the
requests approved by the CCIIO user.

3.8.1.2 Deny the Pending Approval Change Request

CCIIO users navigate to the Manage Data Change Approvals page by selecting the Approvals tab on HIOS
Home page as illustrated in Figure 106. The Manage Data Change Approval page display all the pending
approvals. CCIIO users can enter a Request ID and select the ‘Request ID Search’ button to search for the
desired pending approval request. A ‘View’ link is available for CCIIO users to select and review the data
of the change requests as illustrated in Figure 99. All the pending approval will have the following two
radio buttons as illustrated in Figure 100.

e | approve this request

e | deny this request
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CClIO user selects the ‘I deny this request’ radio button to deny the request received (Refer to
Figure 100). CCIIO user enters a reason for the denial in the text box displayed in Figure 87. Thisis a
required field and accepts a maximum of 250 characters only. CCIIO user then selects the ‘Submit’
button to save the changes made. An email is sent to the Company, Issuer, or Organization
Administrators about the denial of the change requests.

3.8.1.3 View Approved Change Requests

Data change requests that are approved by the CCIIO user are the approved change requests. CCIIO user
selects ‘Approved’ status from the ‘Request Status’ drop-down menu to display the data change
requests that are in Approved status (Refer to Figure 101). CCIIO user can also search the Approved
requests by entering the Request ID and then select on the ‘Request ID Search’ button.

Figure 101: Approved Change Requests

Health Insurance Oversight System

Wednesday, February 24, 2016 HOME FAQ CONTACT US SIGN OUT
Welcome

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

Manage Data Changes Approvals

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

Request Status: v
Search By Request ID: \ HRequest ID Search|

Please select the "View" link in the table below to take action on the request.

1l Page size: 1item in 1 page
Request ID % Request Created Date # Status Updated Date &
DCR19 02/22/2016 1:41 PM GreeneA 02/24/2016 1:33 PM = View

CClIO user selects on the ‘View’ link in the Action column in Figure 109 to review the details of the
approved change requests as illustrated in Figure 102.
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Figure 102: View Approved Requests Data

Health Insurance Oversight System

Wednesday, February 24, 2016

Data Change Details View

Change Request ID:
Request Created Date:
Username:

Federal EIN/TIN:
Organization Legal Name:
Organization Type:
Attribute:

Current Value:

New Value:

Supplement Attributes:

Note:

HOME FAQ

Welcome

DCR30

02/23/2016 5:01 PM
nagaswetha.paruchuri@cgi.com
555555555

Joyful

Non-Federal Governmental Plans
Organization Legal Name

Joyful

New Joy

Test

'Back]

CONTACT US  SIGN OUT

3.8.1.4 View or Modify the Denied Change Requests

Pending approvals that are denied by the CCIIO user are the denied change request. CCIIO user selects
‘Denied’ status from the ‘Request Status’ drop-down menu to display the requests that are in Denied
status (Refer to Figure 103). CCIIO user can also search the Denied requests by entering the Request ID

and then select the ‘Request ID Search’ button.

Figure 103: Denied Change Requests

Wednesday, February 24, 2016

New Or User A

Approvals

Request Status:

Danied W

Q0 [ B raoe sa[0Y]
Reguest Created Date =

DCR20 02/22/2016 1:52 PM

t Approvals  User Role Approvals

HOME

Organizational User
Role Approvals

Manage Data Changes Approvals

Please select a Request Status from the drop-down list below to view the corresponding requests,

Search By Request 1D: | | [Request ID Search|

Please select the "View" link In the table below to take action on the request.

Greenef

FAQ

Stotus Updated Dete ¢

02/24/2016 1:44 PM

Health Insurance Oversight System

CONTACT US SIGN OUT
Welcome

Manage Data Change
Approvals

1 item in 1 page

Action

HIOS
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CCIIO user can review or modify the Denied change request by selecting one of the radio buttons as
illustrated in Figure 104.

3.8.1.5

| approve this request

| deny this request

Figure 104: View/Edit Denied Change Requests

Health Insurance Oversight System

Wednesday, February 24, 2016

Change Request ID:
Request Created Date:
Username:

Federal EIN/TIN:
Issuer Legal Name:
Issuer ID:

Attribute:

Current Value:

New Value:

2 1 approve this request

2 1 deny this request

Back SUBMIT

Data Change Details

Note (Reason for change):

HOME FAQ | CONTACT Us

Welcome

DCR19

02/22/2016 1:41 PM
Greenal

911161450

LifeWise Assurance Company
22653

Issuer Legal Name

LifeWise Assurance Company
LifeWise Assureance Co.

Issuer Legal Name

* Please enter a reason for the action on the request. (Required field. Maximum 250 characters)

SIGN OUT

View Unable to Process Requests

CCIIO Approved change requests that are unable to be processed by the HIOS Admin are the ‘Unable to
Process’ change requests. CCIIO user selects ‘Unable to Process’ status from the ‘Request Status’ drop-
down menu to display the requests that are in unable to process status (Refer to Figure 105). CCIIO user
can also search the ‘Unable to process’ requests by entering the Request ID and then select the ‘Request
ID Search’ button.

HIOS
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Figure 105: Unable to Process Change Requests

Health Insurance Oversight System

Manage Data Changes Approvals

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

Request Status: | Unable to Process l bl ]

Search By Request ID: | [ D |

G 7 B P s [0V

Request ID =

DCR30

Request Created Date 2

Status updated Date #

02/23/2016 5:01 PM Unable to Process 02/23/2016 5:01 PM Test

CONTACT US SIGN OUT

Tuesday, February 23, 2016 HOME FAQ
Welcome
New Organization User Account Approvals User Role Approvals Organizational User Manage Data Change
Approvals Role Approvals Approvals

2 items in 1 page

Miew

\Crom Request For Data Chango]

CCIIO user selects on the ‘View’ link in the Action column in Figure 105 to review the details of the

Unable to Process change requests as illustrated in Figure 106.

Figure 106: View Unable to Process Change Requests

Health Insurance Oversight System

Data Change Details
Change Request ID:
Request Created Date:
Username:

Federal EIN/TIN:
Issuer Legal Name:
Issuer ID:

Product Name:
Product ID:
Attribute:

Current Value:

New Value:

Note:

[Back

HOME

PM98765432
Dec-28-2015 01:00 PM
CTester@sbd2.com
999999999

XYZ Issuer Inc.

12345

Medical Product
12345VA001

Product Name

Medical Product

Dental Product

Reason for unable to process by HIOS Admin goes here.

FAQ CONTACT US SIGN OUT

Welcome

HIOS
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3.8.1.6 View Completed Change Requests

Approved requests that are completed by the HIOS Admin are the Completed Change Requests. CCIIO
user selects ‘Completed’ status from the ‘Request Status’ drop-down menu to display the requests that
are in Completed status (Refer to Figure 107). CCIIO user can also search the ‘Completed’ change
requests by entering the Request ID and then select the ‘Request ID Search’ button.

Figure 107: Completed Change Requests

Health Insurance Oversight System

HOME FAQ CONTACT Us SIGN OUT

Welcome

o N*_‘-“'U_ User Account User Role : T“Ef‘ge
rganization Approvals Approvals ata Change
Approvals Approvals

Manage Data Change Approvals

Please select a Request Status from the drop-down list below to view the corresponding requests. within last 90 days

| Completed m

Search by Request ID: [ || Request ID Search

Request Status:

Please select the "View" link in the table below to take action on the request.

2 3 4 5617 “ Page size: |10 v 50 items in 5 pages

Request 1D 2 Request Created Date = Status Updated Date =

0712345678 i) HIOSAdmin@hios.com | 1211 2015 w v
1L09876543 Ean HIOSAdmin@hios.com |~ 12-03-2015 * viay
PMO8765432 e HIOSAdmin@hios.com | 12:03-2013 g
AC09876543 iéjg;ggﬁd HIOSAdmin@hios.com |~ 11-17-2015 * View
PT12309876 ;%?2%0‘}; HIOSAdmin@hios.com éongségopﬁ * View

CCIIO user selects on the ‘View’ link in the Action column in Figure 107 to review the data details of the
Completed change requests.

3.8.2 HIOS Data Management Administrator

CCIIO users submit the approved change requests, which are then picked up by the HIOS Data
Management Administrators. HIOS Data Management Admins will receive an email as soon as the
change requests are approved. Authorized users with HIOS Data Management Admin role can review
the Status of Request and also the Reason Code (entered by CCIIO Approver) and can process and

complete the data changes. HIOS Admin can review the data changes of the change requests that are in
the following status.
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e Pending Approval
e Approved

e Denied

e Completed

e Unable to Process

HIOS Data Management Admin users select on the ‘View’ link of the approved request to process them
and selects one of the following radio buttons (Refer to Figure 108):

e This request is now complete

e Unable to process the request

HIOS Data Management Admin will need to enter the reason for their action before submitting. System
will send emails to data change requestors and CCIIO approvers, once the data change request is either
Completed or is moved to Unable to Process status.

Figure 108: Approved Change Requests

Health Insurance Oversight System

Data Change Details

Change Request ID:
Request Created Date:
Username:

Federal EIN/TIN:
Issuer Legal Name:
Issuer ID:

Product Name:
Product 1D:
Attribute:

Current Value:

New Value:

Note (Reason for change):

o This request is now complete,

HOME FAQ CONTACT USs SIGN OUT

Welcome
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999999999

XYZ Issuer Inc.

12345

Medical Product
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Product Market Type
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A product market type change is needed for this issuer.

QO unable to process this request.

* Enter a reason why you're unable to process this request. (Required field. Maximum 250 characters)
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HIOS Admin will not be able to process the Denied change requests, but is able to review the data
details and reason for the change requests denial as illustrated in Figure 109.

Figure 109: Denied Change Requests View

Health Insurance Oversight System
HOME FAQ CONTACT US @ SIGN OUT
Welcome
Data Change Details
Change Request ID: PM98765432
Request Created Date: Dec-28-2015 01:00 PM
Username: CTester@sbd2.com
Federal EIN/TIN: 999999999
Issuer Legal Name: XYZ Issuer Inc.
Issuer ID: 12345
Product Name: Medical Product
Product ID: 12345VA001
Attribute: Product Name
Current Value: Medical Product
New Value: Dental Product
Note: Reason for reject of this change request entered by the CCIIO Approver goes here.
Back|

3.8.3 Manage Data Changes — Requests and Approval Emails

Emails are sent to different user roles during the status change of the data change requests.

3.8.3.1 Pending Approval Status

Recipient: CCIIO Approver
Trigger: When the Company, Issuer or Organization Administrators submit the Request for Data Change
Content: Subject: Action required — Change Request [insert Change Request ID] is pending approval:

A change request [Request ID] has been submitted by [Username] and is currently pending your
approval. Please login to the HIOS system Approvals page to view the details of the request.
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3.8.3.2 Approved Status

Recipient: - HIOS Data Management Administrator

Trigger: Once the CCIIO Approver user has completed Approving the Data Change Request, the HIOS
Data Management Admin user shall receive the email.

Content: Subject: Action required — Change Request [ Request ID] has been approved.

Request [Request ID] has been approved by CCIIO Approver [insert Username]. Please login to the HIOS
Admin Tool to make the updates on the Data Management tab. After taking action on this request,
please login to HIOS and either select the ‘Completed’ or ‘Unable to Process’ link on the Change Request
Approvals tab.

3.8.3.3 Denied Status

Recipient: Data Change Request Creator (Company, Issuer, and Organization Administrator user roles).

Trigger: Once the CCIIO Approver has denied the data change request, the data change request creator
shall receive the email.

Content: Subject: Change Request [Request ID] has been denied.

Change Request [Request ID] has been denied. If you have any questions regarding this email
notification, please contact the Exchange Operations Support Center (XOSC) at CMS _FEPS@cms.hhs.gov
or 1-855-267-1515.

3.8.3.4 Completed Status

Recipient: Data Change Request Creator (Company, Issuer, and Organization Administrator user roles)
and CCIIO Approver User.

Trigger: Once the HIOS Data Management Admin has completed the data change request, the data
change request creator and the CCIIO Approver shall receive the email.

Content: Subject: Change Request [Request ID] has been Completed.

Change Request [Request ID] has been Completed. Please login to the HIOS system to check the data
that has been modified as part of the change request.

3.8.3.5 Unable to Process Status

Recipient: Data Change Request Creator (Company, Issuer, and Organization Administrator user roles)
and CCIIO Approver User.

Trigger: Once the HIOS Data Management Administrator has selected the ‘Unable to process this
request’ option, the data change request creator and the CCIIO Approver shall receive the email.

Content: Subject: Change Request [Request ID] Unable to Process.

HIOS Portal User Manual — Last Updated December 2017 Page 97


mailto:CMS_FEPS@cms.hhs.gov

HI10S Portal User Manual v 25.00.00

Due to the following reason:
[Reason Code] we are currently unable to Process Change Request [Request ID].

If you have any further questions regarding this email notification, please contact the Exchange
Operations Support Center (XOSC) at CMS_FEPS@cms.hhs.gov or 1-855-267-1515.

3.9 Knowledge Center

The following sections describe the two pages within the Knowledge Center.

3.9.1 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 110.

Figure 110: Knowledge Center — Overview Page

Health Insurance Oversight System Welcome, *  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
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.
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3.9.2 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 111

displays a portion of the Knowledge Center — Browse by Module page and Figure 112 displays one of the

expanded accordions.

Figure 111: Knowledge Center — Browse by Module Page

Home Knowledge Center Help ©
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
Figure 112: Knowledge Center — Browse by Module Expanded Accordion
Home Knowledge Center Help @
Knowledge Center
Advice and help from the HIOS team.
Overview Browse By Module
Select a module below to get infermation and request roles.
> Assister
w Consumer Assistance Program
Purpose Roles
The Consumer Assistance Program (CAP) is used by states and its case workers to Installer
provide beneficiaries and consumers insurance related guidance and assistance, The CAP The Installer user can view instructions to
System [Case Worker Tool) provides state users with the capability to collect, manage, install the CAP System, which is a case
and submit information about the various cases handled by the case workers, The CAP worker tool.
Module allows users to uplead case information as well as the Quarterly Progress Report Submitter
into HIOS. The Submitter user can upload case
infermation (the CAP Data Collection
Resources Report) as well as submit the Quarterly
Progress Report for a CAP site,
CAP User Manual (5.49 MB. PDF)
Report
The Report user can generate extract
reports for the submitted case information
for a CAP site.
Request Access
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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 Exchange Operations Support Center (XOSC)
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 Exchange Operations Support Center (XOSC) at
CMS FEPS@cms.hhs.gov or at 1-855-267-1515. This is the CMS Help Desk.
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