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MNsure Portal
Entity Manager Role



Questions or Technical Issues?

Where you choose health coverage

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



mailto:navigators@mnsure.org

Agency Management Program (AMP)
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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.



https://www.mnsure.org/assister-central/navigator-one-stop/amp/account-home.html
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MNsure Portal — Entity Manager
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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 fFMNSUre
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* Log in to the MNsure portal at https://enroll.mnsure.org/hix. We strongly
recommend booking marking this link.

Register with access code

Use your access code to register for a new account.

Log in to existing account @

If you already have an account, log in here.



https://enroll.mnsure.org/hix

Entity Manager Dashboard

¥mnsure [

Mavigators or CACs ~  Authorizations ~ Account -

Pending Authorization Requests

Navigators or C Active consumers

Inactive Authorizations

Refine Results By Reset All

Number Of
Name Role
First Name Consumers
‘ | . MNavigator or
L ) Connie Burns &6
cac
Last Name . Mavigator or
. \ Jack Prince 1
‘ | CAC
Mavigator or
Jared Peterson 2
Status Cac
— _ Entity
| | Active Karl Planter 0
— Manager
| | Inactive
o Navigator or
Paula Jones 3

Certification Status CAC

Certification
Renewal For
Staff

07/16/2027

06/19/2027

08/20/2027

06/19/2027

06/26/2027

A

STATUS

Active

Active

Active

Active

Active

% Entity(Change *)
&l
=  MyAccount~

CERTIFICATION
STATUS

Certified
Certified
Certified
Certified

Certified

E'MNSUre
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&, Entity(Change *)

|
.ﬁ P.i'l Rl Arranint =

My Roles

v &, Entity

Mavigator or CAC

e

* Use the menuin
upper right-hand
corner to toggle
between the
Navigator/CAC
role and Entity
Manager role.
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Managing Staff Access & Information



Viewing Current Staff List

Navigators or CACs -~  Authorizations ~

Manage Navigators or CACs

L

“ﬂVIBCI LUI D UI ALY 5 Matching Staff

Refine Results By ResetAll

Name
First Name
Connie Burns
Last Name
Jack Prince
Jared Peterson
Status
Active Karl Planter
Inactive

Paula Jones
Certification Status

Account ~

Role

Navigator or
CAC

Navigator or
CAC

Navigator or
CAC

Entity
Manager

Navigator or
CAC

Number Of
Consumers

Certific
Renew
Staff

07/16/2(

06/19/2(

08/20/2(

06/19/2(

06/26/2(
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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
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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.

Certification

Number Of CERTIFICATION
Name Role Renewal For STATUS
Consumers STATUS
Staff
) Navigator or , .
Connie Burns 6 07/16/2027 Active Certified

CAC

_ Navigator or , -
Jack Prince 1 06/19/2027 Active Certified

CAC

4 Edit



Individual Record Menu
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Once you select an individual record, the left-hand
navigator will allow the Entity Manager to view and

Steps
edit:
Navigator or CAC Navigator or CAC Information: Individual contact
Information . .
information.
Profile Profile: Individual directory information.
g Status: Staff member active/inactive status.

Note that some fields can be updated in multiple
places.



Steps

Navigator or CAC
Information

Navigator/CAC Info: Personal Information

Profile

The Entity Manager can update the

_ name displayed in the Assister
Personal Information ]
Directory.
Firstname * | Jack NEVER update this to a different
e person. If an individual experiences
Last name * Prince
a name change, that change should
Role @ Entity Manager o Navigator or CAC also be made in AM P

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

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



Steps

Navigator or CAC
Information

Navigator/CAC Info: Contact Information

Profile

Status

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

Email * @ | connieburns123@Yopmail.com

This will not change their MNsure Portal
username. The individual will need to

Primary Phone Number * @ | 612-840-1716

Officil Partner @ contact the ARC to update a username.
External Assister Number | 096NAV301 MNsure uses the individual’s email in AMP
How would this person like to be contacted? * () Email for certification, recertification, newsletters
;hélne and other communications.
Fax The Primary Phone Number must be unique. To
Fax | oo s00000 activate their account, it must be a text-enabled

phone number.

Navigator or CAC Certification * 5000000172



Steps

Navigator or CAC
Information

Navigator/CAC Info: Site Assighment

Profile

Status

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.
Site Assignment
Primary Mavigator or CAC Site * Osseo Location 55369

Secondary Mavigator or CAC Site e



Steps

Navigator or CAC
Information

Navigator/CAC Info: Mailing Address ..

Status

In most situations, the mailing
Mailing Address address in the individual’s profile
should be the same as the address
for the primary site they are
Address 2 assigned to.

Address 1* | 2 Foghorn Blvd

City ™ | keystone The mailing address information in

the individual profile will be

displayed to an associated

Zlp code ™ | 35987 consumer, even if it is different than
the primary site address.

State * | Minnesota w



Steps

Navigator or CAC
Information

Navigator/CAC Info: Languages & Photo | -

Status

Additional Assister Directory

Languages Supported information .
Spoken Languages * English *  Spanish i Prov|de the Spoken and
American Sign Language .
written languages the
Written Languages * English < e IndIVIdual can Support'

Uploading an image for the
Upload Photo Assister Directory is optional.

Choose File BowtiesAreCool.png

Maximum file size: SMB.

Acceptable file types: GIF, JPEG, JPG, PMNG, EM



Profile: List on Assister Directory

Profile

Upload Photo
Edit Fhoto

First name * | Connie

Last name * | Burmns

Allow consumers to search ) o Yes No

Available for remote assistance @ o Yes No

Steps

Navigator or CAC
Information

Profile

Status

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: Other Directory Information

Mailing Address

Address 1 *

Address 2

City *

State *

Zip code *

Primary Phone Number *

Public Facing Phone Number * @

Email *

Languages Supported

Spoken Languages *

Written Languages *

2 Foghorn Bivd

Keystone

Minnesota

55987

612-840-1716

888-888-8888

English %X  Spanish X

American Sign Language X

English

Steps

Navigator or CAC
Information

Profile

Status

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.



Status: Active vs Inactive

Status

Navigator or CAC History

Date

07/16/2026

Status Active

New Status * | Select

Comment

1000 Characters left

Previous status New Status

Inactive Active

Steps

Mavigator or CAC
Information

Status

View Comment

No Comments

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 )

Where you choose health coverage

Karl Planter Navigators m
) | Under an individual’s “Contact Info” in
108 7th Ave NE, Osseo, MN, 55369 Oven in Maps (52 . .
e e it el 1= 1D A the Assister Directory search result:

ongages  Engish, Arabic Armerian N Address: Will display the location
Languages English, Cambodian, Hmong [ Do ’ add reSS from the agency’S |Ocati0n .
Written Rest :I. |I int ) ]
Hours of Monday 08:15 am-01:00 pm Phone Number: Will display the
Operation Tuesday 08:15 am-01:00 pm el :(E;rn —n.;"\ le w7 . L. . .
:-:dnesday 08:15 am-01:00 ! . Ke’_.'boal:l shjrtc-::.rls I'\.-'Iai data ©2026 Google  Terms I n d IVI d u a I’S p u b | I C_fa C I n g p h O n e
Thursday 08:15 am-01:00 o .
pm number from their profile.
Friday 08:15 am-01:00 pm
Saturday Closed . . . . « .
Sunday Closed Email: Will display the individual’s
e email address from their profile.
- N I Languages: Will display the individual’s
Connie Burns 108 7th Ave NE El_wglish, Spanish, American Sign Spo ken Ia nguages from thei r‘ prOfile-
Osseo MN Language
55369

588-858-8888
infoconnieburns123@Yopmail.co
m



Public View:

Connie Burns

‘:lg5
/e
r-,';_ o
iy -

Secondary Phone Number

Email

How would you like us to contact
you?

Is this Navigator Certified?
system ID (office use only)
Primary Location

Street Address

Suite

City

State

Zip Code

Profile in Consumer’s Account

Connie Burns

infoconnieburns123@Yopmail.com

(BE8) BEB-BBE8

email

Yes
5000000172
Osseo Location 55362

2 Foghorn Blvd

Keystone
MN

55987
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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.
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Creating a MNsure Portal for New Staff



Creating a MNsure Portal Account ro
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Once new staff has certified, the
| Entity Manager must create
] Menege NaviEtors or €AES their MNsure Portal account.

“CIVISCI LUI D UI ALY 5 Matching Staff

Navigators or CACs ~  Authorizations -~ Account ~

Select the “Navigators or CACs”

Refine Results By Reset Al m— header to manage your staff
umber Of . .
et ame Name Role S (this will also be the default

Navigator or

view when you log into your
Connie Burns CAC 6 07/16/21 M Nsure portal)

Last Name ] Navigator or
Jack Prince 1 06/19/2(

e Select the option to “Add Staff.”

Navigator or

Jared Peterson 2 08/20/21
CAC
Status
Enti i > izati - -
Active Karl Planter ty Mavigators or CACs Authorizations Account
Manager
Inactive

Navigator or
Paula Jones

Certification Status CAC N aVIgatO s Or CACS 5 Matching Staff
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New Account: Initial Steps
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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. First name *

New Navigator or CAC Form

Personal Information

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

Allow consumers to search @ o Yes No

Available for remote assistance o Yes o Mo



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

Contact Information

The email must be unique and should be an Email * @ | email@example.com
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.

Primary Phone Number * )

Public Facing Phone Number * ()
The email should also match their email
addFESS |n AMP. External Assister Number

How would this person like to be contacted? * o Email

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

Phone



New Account: Phone Numbers
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The Primary Phone Number must be a

unique SMS-enabled number to receive a Contact Information

text message with a code to activate their

new account. Email * @ | email@example.com
Once the account is activated, this
phone number can be changed.

If the individual needs to change the Public Facing Phone Number * @
number to receive an activation text,
please reach out to the ARC.

Primary Phone Number * )

External Assister Number

How would this person like to be contacted? * o Email

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



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.

Contact Information

Where you choose health coverage

Email * @) | email@example.con

Primary Phone Number * @)

Public Facing Phone Number * )

External Assister Number

How would this person like to be contacted? * o Email
Fhone
Mail

Fax

Fax



° ° ' 1
New Account: Site Assighment
The individual must be assigned to
one of the agency’s locations.
Site Assignment
If the individual is listed on the | | |
Assister Directory, the individual rrimany Ravigstor orCACSIET | et -

W|” appear aS Worklng at thls Secondary Mavigator or CAC Site f
location.

Select >




New Account: Mailing Address

In most situations, the mailing

address in the individual’s profile Mailing Address
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.

Address 1 *

Address 2

City *

State *

Zip code *

Where you choose health coverage



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.

Languages Supported

Spoken Languages* | please Sel

Written Languages * FPlease Sel

Upload Photo

Choose File Mo file chosen

Acceptable file types: GIF, JPEG, |PG, PM

ect

' Where you choose health coverage

ect

NG, BMP. Maximum file size: SMB.



5

New Account: Update Status
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Certification

When you initially add a new staff
i 1 Name Role Number Of Renewal For STATUS CERTIFICATION
member, they will be set up with an Consumers sTATUS

Staff
“ I n a Ct ive” a n d “ Pe n d i n g o Stat u S . Connie Burns E-’II:::IgEf 7 07/16/2027 Active Certified
After setting up their account, edit oceice ST cered

Mavigator or

their status to make them “Active”. If jared petersan " ,
you leave them in an “Inactive” crtpianter : cortted

MManaser

Stat u S, M N S U re Wi I I n Ot reVi ew a n d Myrna Loy Navigator or 0 - Inactive Pending

CAC

d Ct |Vate t h e I raCccou nt . Paula Jones Hevigatorer 3 06/26/2027 Active Certified

CAC



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.

|
|
|
Status
Status Inactive
View the status of your certification application here. You can also see the
your status.
Mavigator or CAC History
Status Inactive
Mew Status * Select
Comment
000 Characters left

i
™

history

Where you choose health coverage
Edit
y of previous actions related to



New Account: Activation Email [t
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MNsure will review and confirm when

certification has been completed.
Date: October 13, 2026

Once MNsure updates the record to Re: Activate your new MNsure account
confirm certification, they will receive
an account activation email. Dear Myma Loy,

Welcome!

ACCO u nt d Ctlvatl on emal IS come frO m A MNsure account has been created for you. Activate your account now at:
nore p IV@ SVSte m.mnsure.o rg- hitps://imn3uat ghixga.com/hix/account/user/activation/a16586baea3db4fl aacdcecced4 1dal3das

This is a one-time login. It will expire in 1 day(s).

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


mailto:noreply@system.mnsure.org
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Assister Directory Information



MNsure’s Assister Directory
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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:

The consumer has a MNsure account and is logged in.

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
|nformat|0n dlsplayed |n the Mavigators or CACs ~  Authorizations ~  Account ~
ASS'Ster DlreCtOry th rough thelr Organizations Information
MNSU re portal. ﬂavigatDFS or CACS 1 MatchingS Locations and Hours

Contact Information

Find “Locations and Hours”

Mavigators or CACs

under the “Account” menu Refine Results By Reser Al Document Upload I
option on the dashboard. First Name " Registration Status Cons
Mancy Drew Entity Manager 0
Last Name

Showing 1-1 of 1 items



Primary Location
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Your agency will always have a Locations and Hours

Primary Location. The Primary
location will be the first location in the

list under “Locations and Hours.” T o tomtonses oo |

You can add secondary locations if you | -+ wiosa tocation ssoer Contact us for appoinment
have staff working at multiple sites.

. Contact us for appointment .
+ OQlmsted Location 55912 ) Edit
Austin, MN

Click on the “+” next to the location
name tO See more details. + Minneapolis Location 55401 Contact us for appointment Edit

Minneapolis, MN

10 Civic Center Plz

Click on “Edit” to make changes to the
. . . + Mankato Location - 56001 Mankato, MN Edit
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.

Mame

Karl Planter Mavigators

Karl Planter Mavigators

Karl Planter Mavigators

Karl Planter Mavigators

Contact Info

Osseo Location 55369

108 7th Ave NE

Osseo MN

55369

588-888-8888
Ossec@karlplanternavs.org

Minneapolis Location 55401
Contact us for appointment
Minneapolis MM

5540

Olmsted Location 55912
1515 Happy Drive

Austin MN

555812

Mankato Location - 56001
2200 Adams Street
Mankato MM

56001

Fr-T-ray

Where you choose health coverage

Languages

English, Arabic, Armenian

Cantonese

English

Mandarin



Adding/Editing Locations
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When editing/adding a location, you
can provide an identifying name.

Please list all locations and business hours for your organization.

An email address and phone number
for the location are not required but
are recommended to provide Primary Email Address | Osseo@karlplanternavs.org
consumers with a centralized point

of contact for the agency.

Primary Location * | Qssep Location 55369

Primary Phone Number | 233-283-8328

Secondary Phone Number | wweowoosooo



Location Hours of Operation
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Hours of Operation

The agency is required to provide
hours of operation for the location. O voncay* [ os15AmM ~ | To |oroorm v | () closed [ Appiyto il weekdays

This information will be displayed in O resint [ osisau v | To [ oroorm v | () close
the Assister Directory (if the location

. . t Q wednesday* | 08:15AM ~ | To | 01:00PM v Closed
is listed).

QO rthursday * 08:15AM ~ | To | 0T:00PM v Closed

O riday* 08:15AM ~ | To | 0T:00PM v Closed

Saturday * Closed v | To | Closed v o Closed

sunday * Closed v | To | Closed v o Closed



) ege ° ] |
Location Mailing and Physical Address
' Where you choose health coverage
Mailing Address
Provide a mailing and physical address e o o
for the location.
The physical address is what will e [
appear in the Assister Directory.
The mailing address Wi” nOt be used :Toysl‘lclcjlr:::rjr:io customer assistance programs that are culturally and linguistically appropriate
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
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Select the languages
supported at this specific Languages Supported

|OC3tIOn . Spoken Languages * English %  Arabic x w

Armenian

The Assister Directory will
a”OW consumers to see WhICh Written Languages * = English X  Cambodian X v
languages are supported. rimne.X

Cancel Save Primary Site



Assigning Staff to Locations

Account -

Organizations Information
Locations and Hours
Contact Information

MNavigators or CACs

i Document Upload
i

Registration Status
—

LI

M
- om

Where you choose health coverage

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.

Steps

Organization
Information

Locations and Hours

Contact Information

Navigators or CACs

Document Upload

Payment Information

..............

Navigators or CACs

In this section, you will provide information about this organization's Navigators or CACs

Add Navigator or CAC

Name Site Actions
Jared Peterson Osseo Location 55369 Edit
Karl Planter Osseo Location 55369 Edit
Paula Jones Olmsted Location 55912 Edit
Jack Prince Mankato Location - 56001 Edit

Myrna Loy Minneapolis Location 55401 Edit



Updating Staff Location Assignment
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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.

Name Site Actions
Jared Peterson Osseo Location 55369 Edit
Karl Planter Osseo Location 55369 Edit
Paula Jones Olmsted Location 55912 Edit
Jack Prince Mankato Location - 56001 Edit
Myrna Loy Minneapolis Location 55401 Edit

Connie Burns Osseo Location 55369 Edit



Public View: Search Results

' Where you choose health coverage
|f your agency has mul‘“ple Mame Contact Info Languages
Iocatlons eaCh |Ocat|0n W|” ShOW Karl Planter Navigators Osseo Location 55369 English, Arabic, Armenian

, 108 7th Ave NE
up as its own record in the Assister Dsseo N
Directo ry £888-888-8888
) O=zseo@karlplanternavs.org
If yOU CheCk yOUI‘ d|rect0 ry I|St|ng Karl Planter Navigators Minneapolis Location 55401 Cantonese
) . Contact us for appointment
and don’t see a location, make Minneapolis MN
. 55401
sure you have staff assigned to
. Karl Planter Navigators Olmsted Location 55812 English
that |OcatI0n. 1515 Happy Drive
Austin - MN
If a location shows up you don’t 55912
H : Karl Planter Navigators Mankato Location - 56001 Mandarin
want listed, review your staff Jianalo Locatler
assignments to reassign staff to penato. N

another location. 7777777777



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.

Karl Planter Navigators

108 7th Ave NE, Osseo, MM, 55369

SE8-288-82888

Osseo@karlplanternavs.org

Languages
Spoken

Languages
Written

Hours of
Operation

English, Arabic, Armenian

English, Cambodian, Hmong

Monday 08:15 am-01:00 pm
Tuesday 08:15 am-01:00 pm
Wednesday 08:15 am-01:00
pm

Thursday 08:15 am-01:00
pm

Friday 08:15 am-01:00 pm
Saturday Closed

Sunday Closed

"Karl Planter Navigators" has 3 MMNsure Mavigators

Show Mavigators

Where you choose health coverage
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Managing Agency Consumers



All Agency Authorizations

Where you choose health coverage

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”.

Navigators or CACs ~ Authorizations -~ Account ~

Pending Authorization Requests

NaVigatO rs Or C Active consumers

Inactive Authorizations



View Individual Consumers

Jerry Towson

Navigator or  Connie Burns

CAC
CAL

Select

Pink Ribbon

Household Case ID____WMN100011416

Navigator or  Jared Peterson

Select

Application Year 2026 ( 2 members )
Application Status Shop for Plans

Eligibility Status Eligible

&, Household Composition & Eligibility

Application Year 2026 ( 2 members )
Application Status Start New Application

Eligibility Status Eligible

&, Household Composition & Eligibility

Household not enrolled in a plan >

& Applicant Verifications

More Actions

Household not enrolled in a plan >

& Applicant Verifications

More Actions

i
™

Where you choose health coverage

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 s MNSUre

; Where you choose health coverage

E)(port data 1 selected | Select all on this page Transfer Selected [® Export Consumer List

Export currently selected consumers (1) ) .
(") Export all consumers in search results (4) ¢ Entlty Managers can export consumer I|StS.

. Export entire list of your consumers (All Navigator

O o eacs * The entire list of active consumers for the agency.

(") Export Book of Business for an Navigator or CAC * The list of consumers for a SpeC|f|C naVlgator/CAC-

F t . pe .
orme « A specific list of selected consumers.

o XLS (Microsoft Excel)

O osv * Alist of consumers resulting from a search.

o oo e * You must agree to MNsure’s privacy and security standards
pting to download consumer
information. You must agree that you will follow before you can Select the export type

MMNsure's privacy and security standards to
continue.

* The export will include basic information, such as
consumer name, contact information, plan enroliment

cancel m information.

|:| | agree



Actions: Transferring Consumers

' Where you choose health coverage

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.”

ving 1-7 of 7 items

n 1 selected | Select all on this page Transfer Selected @ Export Consumer List
Cindy Beach Application Year 2026 ( 2 members ) View Detail
Application Status Shop for Plans
Household Case ID MN100011459 H chold - View H ehold Detail
Eligibility Status Eligible ousehold not enro
Navigator or ~ Connie Burns Transfer Consumer

Select & Household Composition & Eligibility 2} Applicant Verifications More Actions



Actions: Transferring Consumers E'M NSure

Where you choose health coverage

* Once you select the
consumers to be
transferred, you will be

Transfer 1 consumer % asked to confirm the names

of the consumers you are

+ PatPratt transferring.

You have selected the following 1 consumer for transfer to a new navigator or cac:




Actions: Transferring Consumers

Transfer 1 consumer

Search for an navigator or cac to transfer to

First name

connie

Email address

Last name

Certification number

Site

Select an navigator or cac and click Next

Navigator or CAC
Select
name

@ Connie Burns

Back

Status

Active

Email address

infoconnieburns123@

Yopmail.com

Site

108 7th Ave NE, Osseo, MN

55369

Where you choose health coverage

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 i'-"M NSure

Where you choose health coverage

* You will be asked to confirm
the name of the
You will be transferring 1 consumer to Connie Burns naVigator/CAC and the
. Pat Pratt names of the consumers to

complete the transfer.

Confirm transfer

* |f the information is not
correct, select “Back” to
make changes.



Monitoring Pending Consumer Requests

Mavigators or CACs -  Authorizations - Account -

My Consumers

Pending Authorization Requests
Active Consumers

Inactive Authorizations

' Where you choose health coverage

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

Where you choose health coverage

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.

Pendlng Req UE‘StS 5 Pending Requests

Refine Results By (reset all) Navigator's Or CAC's

Individual Name Received On

Name
Individual Name
Cindy Williamson 10/12/2026 Connie Burns
Noel Smith 10/06/2026 Connie Burns
MNavigator's or CAC's Name
Boyfriend Yamal 07/22/2026 Paula Jones
girlfriend yamal 07/22/2026 Connie Burns

Received On

From: Peter Benson 07/16/2026 Paula Jones



Acting on Pending Consumer Requests

Where you choose health coverage

Moel Smith 10/06/2026 Connie Burns
Boyfriend Yamal 07/22/2026 Paula Jones Accept

o . Decline
girlfriend yamal 07/22/2026 Connie Burns

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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