
MNsure Portal
Entity Manager Role



Questions or Technical Issues?

• Email the Assister Resource Center (ARC) if you need assistance 
(navigators@mnsure.org).

mailto:navigators@mnsure.org


Agency Management Program (AMP)

• Agency Management Program (AMP)
• Login link: https://www.mnsure.org/assister-central/navigator-one-stop/amp/account-

home.html
• Only the Primary Contact, Authorized Representative and Signature Authority have access.
• AMP users do not need to complete certification. 
• Source of truth for MNsure’s contact information for certified staff, including email address.
• Source of truth on certification and recertification status for staff.

• AMP is used to:
• Manage your agency’s contract information with MNsure, including maintaining your 

authorized contacts.
• Add new staff to your roster to begin the certification process, including tracking progress on 

training completion and supporting the background study process.
• Notify MNsure if staff are inactive.
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MNsure Portal – Entity Manager

• MNsure Portal (Entity Manager)
• Login link: https://enroll.mnsure.org/hix/
• Entity Managers must complete the MNsure certification process.
• Agencies can assign multiple individuals to the Entity Manager role.
• Is the source of truth for Assister Directory information.

• Entity Manager portal is used to:
• Create MNsure portal accounts for new certified staff.
• Manage staff access to the MNsure portal.
• Manage the agency’s Assister Directory information.
• Manage the agency’s authorizations with MNsure consumers in MN-EES.

https://enroll.mnsure.org/hix/


Logging into the MNsure Portal

• Log in to the MNsure portal at https://enroll.mnsure.org/hix. We strongly 
recommend booking marking this link.

https://enroll.mnsure.org/hix


Entity Manager Dashboard 

• Use the menu in 
upper right-hand 
corner to toggle 
between the 
Navigator/CAC 
role and Entity 
Manager role.



Managing Staff Access & Information



Viewing Current Staff List

• As the Entity Manger, select the 
“Navigators or CACs” menu to view 
existing staff.

• The dashboard displays:
• List of staff with MNsure portal 

accounts.
• Number of consumer associations 

for each staff member.
• Current portal/certification status.

• Note: AMP is the source of truth for 
certification status and recertification 
date.



Selecting a Staff Record

• To view an individual staff member’s information or make updates, either:
• Select the individual’s name, or
• Click on the vertical ellipses (three dots) to get the “Edit” option.



Individual Record Menu

• Once you select an individual record, the left-hand 
navigator will allow the Entity Manager to view and 
edit:

• Navigator or CAC Information: Individual contact 
information.

• Profile: Individual directory information.

• Status: Staff member active/inactive status.

• Note that some fields can be updated in multiple 
places.



• The Entity Manager can update the 
name displayed in the Assister 
Directory.

• NEVER update this to a different 
person. If an individual experiences 
a name change, that change should 
also be made in AMP.

• Promote a staff member to be an 
“Entity Manager.”

• To remove the Entity Manager role, 
you will need to contact the 
Assister Resource Center.

Navigator/CAC Info: Personal Information



• The Entity Manager can update the email 
address that is displayed to consumers.

• This will not change their MNsure Portal 
username. The individual will need to 
contact the ARC to update a username.

• MNsure uses the individual’s email in AMP 
for certification, recertification, newsletters 
and other communications.

• The Primary Phone Number must be unique. To 
activate their account, it must be a text-enabled 
phone number.

Navigator/CAC Info: Contact Information



• If your agency has multiple locations, the Entity Manager can select which site to 
assign the individual in the Assister Directory.

• Individuals can be assigned to up to two sites.

Navigator/CAC Info: Site Assignment



• In most situations, the mailing 
address in the individual’s profile 
should be the same as the address 
for the primary site they are 
assigned to.

• The mailing address information in 
the individual profile will be 
displayed to an associated 
consumer, even if it is different than 
the primary site address.

Navigator/CAC Info: Mailing Address



• Additional Assister Directory 
information:

• Provide the spoken and 
written languages the 
individual can support.

• Uploading an image for the 
Assister Directory is optional.

Navigator/CAC Info: Languages & Photo



• The “Profile” section is another place to 
update individual information displayed to 
the consumer:

• Upload or edit an image displayed on 
the Assister Directory.

• First and last name.
• Available for consumers to search?

• Must select “Yes” for individual to 
appear on the Assister Directory.

• If the individual is not listed, a 
consumer cannot initiate an 
association.

Profile: List on Assister Directory 



• The mailing address and languages 
supported can also be updated in the 
“Profile” section.

• Remember, the mailing address will be 
displayed to consumers associated with 
the individual navigator/CAC.

Profile: Other Directory Information



Status: Active vs Inactive

• In the “Status” section, Entity 
Managers must update staff 
status to “Inactive” if the 
individual is no longer acting as a 
navigator/CAC.

• The status must also be updated 
to “Inactive” in AMP.

• If the individual has associations 
with consumers, you may want 
to transfer those associations to 
another certified staff member.

• Adding a comment is optional.



Public View: Assister Directory Search

• Under an individual’s “Contact Info” in 
the Assister Directory search result:

• Address: Will display the location 
address from the agency’s location.

• Phone Number: Will display the 
individual’s public-facing phone 
number from their profile.

• Email: Will display the individual’s 
email address from their profile.

• Languages: Will display the individual’s 
spoken languages from their profile.



Public View: Profile in Consumer’s Account

• When an associated consumer views 
the “Navigator Profile” in their portal:

• Email: Will display the navigator’s 
email address from their profile.

• Phone Number: Will display the 
navigator’s public-facing phone 
number from their profile.

• Street Address: Will display the 
navigator’s mailing address from their 
profile.



Creating a MNsure Portal for New Staff



Creating a MNsure Portal Account

• Once new staff has certified, the 
Entity Manager must create 
their MNsure Portal account.

• Select the “Navigators or CACs” 
header to manage your staff 
(this will also be the default 
view when you log into your 
MNsure portal).

• Select the option to “Add Staff.”



New Account: Initial Steps

• The first and last name used for the 
MNsure Portal account must match 
the name in AMP, or MNsure will not 
be able to confirm certification 
status to activate the account.

• Navigators should be marked as 
“Allow consumer to search” so 
consumers can find and associate 
with them.



New Account: Email Address

• IMPORTANT: The email address you enter 
when you create the individual’s MNsure 
Portal account will be their username.

• The email must be unique and should be an 
email used for business purposes.

• If they use a personal email, they will not be able to 
use that email for a personal MNsure account.

• The email should also match their email 
address in AMP.

• If the individual wants to change their 
username after you create their MNsure portal 
account, they will need to contact the ARC.



New Account: Phone Numbers

• The Primary Phone Number must be a 
unique SMS-enabled number to receive a 
text message with a code to activate their 
new account.

• Once the account is activated, this 
phone number can be changed.

• If the individual needs to change the 
number to receive an activation text, 
please reach out to the ARC.

• The Public-Facing Phone Number will be 
displayed to consumers. This number does 
not need to be unique to the individual.



New Account: Contact Information

• The “External Assister Number” 
should be the individual’s Assister 
ID, assigned in AMP when they 
complete certification.

• The contact preference is required 
but is not used. MNsure will use 
the individual’s email address in 
AMP for important 
communications.



New Account: Site Assignment

• The individual must be assigned to 
one of the agency’s locations.

• If the individual is listed on the 
Assister Directory, the individual 
will appear as working at this 
location.



New Account: Mailing Address

• In most situations, the mailing 
address in the individual’s profile 
should be the same as the 
address for the primary site they 
are assigned to.

• The mailing address information 
in the individual profile will be 
displayed to an associated 
consumer, even if it is different 
than the primary site address.



New Account: Languages & Photo

• Additional Assister Directory 
information:

• Provide the spoken and written 
languages the individual can 
support.

• Uploading an image for the 
Assister Directory is optional.



New Account: Update Status

• When you initially add a new staff 
member, they will be set up with an 
“Inactive” and “Pending” status.

• After setting up their account, edit 
their status to make them “Active”. If 
you leave them in an “Inactive” 
status, MNsure will not review and 
activate their account.



New Account: Active Status

• Edit the individual’s status to 
make them “Active”.

• Adding a comment is optional.
• Once you have updated their 

status to “Active,” MNsure will 
still need to confirm their 
certification status in AMP 
prior to activating the account.



New Account: Activation Email

• MNsure will review and confirm when 
certification has been completed.

• Once MNsure updates the record to 
confirm certification, they will receive 
an account activation email.

• Account activation emails come from 
noreply@system.mnsure.org.

• The individual will click on the link to 
begin activating their account. The 
account must be completed in one 
sitting. The link cannot be reused.

mailto:noreply@system.mnsure.org


Assister Directory Information 



MNsure’s Assister Directory

• The Assister Directory is integrated into MNsure’s system (MN-EES). Directory 
information comes from agency and staff information in MN-EES.

• Consumer’s can only use the Assister Directory to request to associate with a 
navigator/CAC if:

1. The consumer has a MNsure account and is logged in.

2. The navigator/CAC is listed on the directory.

• The agency will not appear on the directory if the Entity Manager has not 
activated their portal account.



Locations and Hours

• The Entity Manager can edit the 
information displayed in the 
Assister Directory through their 
MNsure portal.

• Find “Locations and Hours” 
under the “Account” menu 
option on the dashboard.



Primary Location

• Your agency will always have a 
Primary Location. The Primary 
location will be the first location in the 
list under “Locations and Hours.”

• You can add secondary locations if you 
have staff working at multiple sites.

• Click on the “+” next to the location 
name to see more details.

• Click on “Edit” to make changes to the 
location information.



Multiple Locations

• If you have multiple locations, it is 
helpful to give each location a name.

• Providing a unique name for each 
location will make it easier to assign 
staff to a specific location.

• You can create multiple secondary 
locations, but once a location is 
created, it cannot be deleted.

• If no staff are assigned to a 
secondary location, that location will 
not appear on the Assister Directory.



Adding/Editing Locations

• When editing/adding a location, you 
can provide an identifying name.

• An email address and phone number 
for the location are not required but 
are recommended to provide 
consumers with a centralized point 
of contact for the agency.



Location Hours of Operation

• The agency is required to provide 
hours of operation for the location.

• This information will be displayed in 
the Assister Directory (if the location 
is listed).



Location Mailing and Physical Address

• Provide a mailing and physical address 
for the location.

• The physical address is what will 
appear in the Assister Directory.

• The mailing address will not be used 
by MNsure. Please make sure the 
agency’s address in AMP is always 
update to date for receiving any 
mailings from MNsure.



Languages Supported at Location

• Select the languages 
supported at this specific 
location.

• The Assister Directory will 
allow consumers to see which 
languages are supported.



Assigning Staff to Locations

• You can assign staff to locations within their individual record, but 
an easier way to check location assignments is to view your list of 
staff under “Account” and “Navigators or CACs”.

• Remember, if no staff are assigned to one of the secondary 
locations, that location will not appear on the Assister Directory.



Updating Staff Location Assignment

• If you want to move staff to a different site, select “Edit” next to their name. 
This will take you to the individual’s profile, and you can update their Site 
Assignment.



Public View: Search Results

• If your agency has multiple 
locations, each location will show 
up as its own record in the Assister 
Directory.

• If you check your directory listing 
and don’t see a location, make 
sure you have staff assigned to 
that location.

• If a location shows up you don’t 
want listed, review your staff 
assignments to reassign staff to 
another location.



Public View: Location Details

• When a consumer selects a 
particular location, the 
details will display the 
information from that 
location’s record.

• If anything is incorrect, use 
the Entity Manager portal to 
update the information for 
the location.



Managing Agency Consumers



All Agency Authorizations

• When a consumer set up an association with a navigator/CAC in MN-EES, they 
become an active individual/consumer with that navigator/CAC.

• The Entity Manager can see all consumers associated with any certified staff by 
selecting “Active Consumers” under “Authorizations”.



View Individual Consumers

• The Entity Manager can see 
detailed information for any 
associated consumers, as 
well as act on behalf of the 
consumer.

• The Entity Manager can also 
see which navigator/CAC the 
consumer is associated with.



Actions: Export Consumer Lists

• Entity Managers can export consumer lists.
• The entire list of active consumers for the agency.
• The list of consumers for a specific navigator/CAC.
• A specific list of selected consumers.
• A list of consumers resulting from a search.

• You must agree to MNsure’s privacy and security standards 
before you can select the export type.

• The export will include basic information, such as 
consumer name, contact information, plan enrollment 
information.



Actions: Transferring Consumers 

• Entity Managers can transfer consumers between certified staff by viewing the list 
of “Active Consumers.”

• Transfer a single consumer by selecting “Transfer Consumer” from the “More 
Actions” option. Or transfer multiple consumers by selecting them and then 
clicking “Transfer Selected.”



Actions: Transferring Consumers 

• Once you select the 
consumers to be 
transferred, you will be 
asked to confirm the names 
of the consumers you are 
transferring.



Actions: Transferring Consumers

• You will then need to select 
which navigator/CAC to 
transfer the consumers to. 

• You can search for a specific 
staff member and then 
select them and click 
“Next” to make the transfer.



Actions: Transferring Consumers

• You will be asked to confirm 
the name of the 
navigator/CAC and the 
names of the consumers to 
complete the transfer.

• If the information is not 
correct, select “Back” to 
make changes.



Monitoring Pending Consumer Requests

• Entity Managers can also monitor 
pending authorization requests from 
new consumers. These are consumers 
who have found a navigator/CAC in 
the Assister Directory and sent an 
electronic request to work with that 
individual.

• To see all pending requests, go to 
“Pending Authorization Requests” 
under “Authorizations.”



Viewing Pending Consumer Requests

• Entity Managers will see a list of all outstanding pending requests from consumers, 
including the date the request was sent and the navigator/CAC requested.



Acting on Pending Consumer Requests

• The Entity Manager can “Accept” or “Decline” requests on behalf of their staff.

• If the navigator/CAC requested is not available, the Entity Manager can accept the 
request and then transfer the consumer to an available navigator/CAC for assistance.
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