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USER GUIDE OBJECTIVE: 

To provide information and step-by-step instructions to assist Agents, General Agents, 

and Employers in the maintenance and ongoing assistance for groups receiving coverage 

on the platform. 

Small Group coverage on the CCSB Exchange lasts for up to one year. After that year, a 

group must renew its coverage for its employees or lose coverage on the Exchange. 

 

GROUP OPEN ENROLLMENT PERIOD: 

The Group's Open Enrollment Period begins approximately 70 days, before the groups 

renewal month and will end on the 25th day of the month prior to the renewal date. 

In this time, an employer group will be able to make changes to their application as they 

see fit. These changes would include choosing a new medical or dental reference plan, 

changing the contribution logic of how much they wish to contribute, and offering different 

metal levels, to name a few things. 

If an employer chooses to do so, they would now be considered “actively” renewing, which 

means that all their employees would be required to resubmit their renewal applications 

as well. If employers choose to make no changes, then they can passively renew, and 

take no action. 

The difference between the two will be explained in-depth below. 

 

GROUP AUTO-RENEWAL: 

If the group would like to continue with their renewal plan(s), there is nothing they need 

to do, the policy will automatically renew as is. The group auto-renewal will include the 

following steps: 

1. The reference plan will automatically be mapped to the renewal reference plan. If 

the group's selected reference plan is no longer available, the reference plan will 

be mapped to the closest lowest-cost plan in their selected metal tier. This process 

occurs for both medical and dental coverage. The contribution percentage 

selected for medical in the previous year will be applied to the renewal year. For 

example, if the contribution level is 55% in the current policy year, that percentage 

is carried over for the renewal year. This process will be the same for dental 

contribution/coverage, for those employers who offered it. 

2. The status of the auto-renewal application is automatically set to “submitted”. 

3. The open enrollment dates will be the default for renewal applications. 

a. Open enrollment start date = 70 days, before the group's renewal month. 
b. Open enrollment end date = 25th month before the renewal date. 
c. The status of the auto-renewal application will change from “Submitted” to “Completed” 

after the open enrollment end date closes. 
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Note: Renewals will NOT be subject to the application approval process of the new business. 

The second part of auto-renewal is the employee application renewal which occurs before 

the group’s renewal month.  These are the steps the system will follow to automatically 

complete employee renewal applications. 

4. The system finds and creates employee applications for employees currently 

enrolled through the last day of the current policy year. This process specifically 

excludes employees who are not enrolled. 

5. The system creates a coverage span for the upcoming coverage month. 

6. The system sums the list of bill rates for all members in the household for the total 

premium based on rates in effect on the renewal start date. 

7. The system marks the employee application as Complete. 

 

EMPLOYER LEVEL CHANGES: 

If a group chooses to actively update their renewal coverage they can either submit the necessary 
change forms to the CCSB Eligibility Department at CCSBeligibility@covered.ca.gov for manual 
processing or choose to process the changes themselves via the CCSB Portal.  
 
Employer groups should follow the below steps if they wish to re-open the group’s renewal 
application and make changes. 

 

• Download the Employer Summary, Current Renewal, and most Current Invoice to use as a 
reference while processing the online renewal. 

• Confirm or update the group's medical reference plan and dental reference plan if offered. 

• Confirm or update the group's Metal Tier offering (e.g., Single metal tier, two metal tier, four 
metal tier, etc.) 

• Confirming or updating employer/employee contribution levels. 

• Confirm the renewal application of each employee even if the employee is not making any 
changes. 

 

 

 

 

 

mailto:CCSBeligibility@covered.ca.gov
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To open the group’s renewal, click on the ‘Applications’ tab located towards the top of the Employers 
Dashboard. 

 

Next click on the ‘Update Application button located across from the group’s status. 

 
A pop-up message will appear instructing you to click ‘Edit’ if you wish to proceed with opening the 
application to make renewal changes. 

 

IMPORTANT: Once you click the Edit button the group will no longer automatically renew for this year. You 
will need to complete employer portion of the online renewal application and complete all the employee’s 
renewal applications, even if they are not making changes. 

  
 

In step one of the group’s renewal applications, you can make changes to the company 
information, COBRA status, authorized representative, business address, etc. 
You will be required to answer the highlighted question and confirm that the company has been in business for 
3 months or more. 
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If a group has an agent attached to the policy, they will need to upload a document stating that the agent listed 
should continue to be attached to the policy renewal. 

 

  
 

In step two you will need to confirm the employer offerings such as the number of full-time equivalent (FTE) 
employees, Infertility selection, offering coverage to non-registered domestic partners, the company SIC code, 
and if the employer is covering Employees Only or Employee + Family, etc. 

 

  
 

You will also need to confirm the employee roster. Employees with the green banner are actively enrolled 
employees and employees with the red banner are terminated employees. 

 
To add a spouse or child to an employee simply click on the ‘+ Spouse/Domestic Partner’ button or ‘+ 

 
Child’ button and input the dependents demographic. 

 
To delete an active employee from the renewal roster, click on the red X in the green banner. To add an 
employee who was previously terminated, simply click on the green + in the red banner. To add a 

 
new employee to the renewal roster, select the “+ Add New Employee” button on the bottom left side of the 
page. 
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Once step two has been completed click on the ‘Open Enrollment Setup’ button located on the bottom right to 
proceed to the next step. 

 

 
 
 

On step three is where you will mark the Employers Metal Tier Offering. 

 
 
 

On step four you will select the group’s medical reference plan. The filters on the left-hand side can 
help narrow down the list of plans. 

 
If the group already offers dental coverage, then you will also need to select the dental reference plan after 
selecting the medical reference plan. 
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In step five, you will need to select the employer contribution towards employees, and if applicable, towards 
dependents as well. 

 

 
 
 

In step six you will need to upload a ‘DE9C’ and mark the required boxes confirming the arbitration, attestation, 
and E-signature of the application. 

 
It is important to note that a DE9C is not required for renewals. To bypass this step please upload any document 
and select ‘DE9C’ from the ‘type’ menu. 
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The portal should auto-fill the user’s signature, it is highly recommended that you don’t make alterations to the 
auto-populated signature since it is case-sensitive. Simply click on the next button after loading the document 
and marking the required boxes. 

 

 
 
 

After you click on ‘Next’ the system will show you a summary of the online employer renewal application for you 
to review. Once you are done reviewing the information click on the ‘Submit’ button found towards the bottom 
right of the page. 

 
Once you have completed the employer portion of the online renewal you will see the below page. Click on the 
‘Proceed to Employer Dashboard’ button so that you can click to view the group roster and proceed with 
confirming the employee’s renewal applications. 
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It is important to remember that the online group renewal is not officially completed until you confirm 
the employee’s renewal applications. Proceed to Employee Level Changes on the guide to update 
Application Status from In Progress to Completed for each employee. 
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EMPLOYEE LEVEL CHANGES: 
Even if the employer is not making any employer level changes, employees have an open enrollment period 
where they can update their renewal benefits. These changes are at an employee level they can be done 
independently of the group. This means that one employee can choose to actively renew and change their plan 
during open enrollment while the others may choose to take no action and simply auto-renew. 
All renewal open enrollment windows will be set from the date of auto-renewal to the 25th of the month before 
the renewal coverage start date. 

 
To use the previous June 1st example, the Open enrollment windows would be set for April 21st to May 25th. 
If an employee (and an employer/agent on behalf of an employee) does choose to make changes, they need to 
understand that by opening their employee renewal application they are voiding their current renewal 
selection. They will be required to complete all three steps of the employee application to renew their 
policy. 

 
To proceed with opening the employee’s renewal application go to the employee’s dashboard and click on the 
‘Edit Application’ button. 

 

 
 

If you are certain you would like to proceed with opening the employee’s renewal application mark the I 
understand box and click ‘Edit’. 

 

 
 

At a high level completing the employee’s renewal application will require the following.: 

• Confirming their demographic and household information 

• Confirming their Medical plan 

• Confirming their dental plan, if being offered by the employer 

• Electronically signing their application 
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Once the employee’s renewal application has been completed their status on the roster will be listed as 
‘Completed’. 

 

 
 

Note: Employees whose coverage has been waived (meaning they chose not to enroll on the policy) will show 
on the group roster as Plan waived. 

 
 
 

ADDING A NEW HIRE PRIOR TO THE GROUPS RENEWAL: 
If an employee is added while the group is their open enrollment period and the employee's desired effective 
date is before the group's renewal, they need to complete both the current plan year employee application and 
the upcoming renewal application. This ensures that the employee's coverage is continuous and properly 
aligned with the group's renewal schedule. 

 
See the below example for an employee added 10/1/23 to a group who renews 11/1/23. 
On the new employee’s dashboard, click on the ‘Edit Application’ button. 
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To ensure the employee has continuous coverage you will need to select the ‘Apply for coverage’ button for the 
current policy year and complete the application. Then return to the employee’s dashboard, click on the ‘Edit 
Application’ button again, and select the ‘Apply for coverage’ button next to the renewal policy year to complete 
the renewal application. 

 

 
 
 

For any additional information, you can reach the Customer Service/Agent Support Team at 1-(855)-777-6782. 
We're open Monday through Friday, 8:00 am - 5:00 pm, and at https://www.coveredca.com/forsmallbusiness/. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.coveredca.com/forsmallbusiness/
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DEFINITIONS: 

Group 

• In-Progress:  
o A group shows in progress when they are actively in the process of completing their 

application/need to complete their application due to: 
▪ Active renewal  
▪ The employer application was opened and not completed. 

• Submitted  
o A group is in a submitted status when they have finished their group application.   
o Completed  
o A group is in a completed status when they have finished their application, and it has been 

approved by eligibility. 
o after the open enrollment end date closes. 

• Expired  
o A group goes to the expired status when they have opened their application either as a new 

business or active renewal and did not submit the application 30 days after the coverage start 
date 

o A group does not complete their renewal in a timely manner. 
• Terminated 

o A group shows as terminated when there was at least one month of active coverage, for one of 
the following reasons: 

▪ Out of business  
▪ Non-Payment  
▪ Found other coverage.  
▪ Voluntary  
▪ Non-Enrollment  
▪ Other  

• Canceled 

o A group is in canceled status when they failed to submit full payment of the 

invoice balance due. 

Employee  

• In-Progress:  
o An employee is in progress when they are actively in the process of completing their 

application/needs to complete their application due to: 
▪ The employer application (renewal) was opened, and the employee has not resubmitted 

their application. 
▪ New employee add has not finished their application (for example, new hire) 

• Completed  
o An employee is in a completed status when they have completed their application. 

• Terminated 
o  
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o An employee/dependent is terminated and made ineligible in the portal with no coverage for the 
following reasons: 

▪ Termination of employment (voluntary or involuntary) 
▪ Divorce or legal separation  
▪ Death of a member  
▪ Reduction in hours  
▪ COBRA/Cal Cobra exhaustion  
▪ Term to reset coverage starts.  
▪ Termination for gross misconduct  
▪ Employee becomes entitled to Medicare.  
▪ Loss of dependent status  

• Not Set Up 

An employee that is not active 

 

 

 


