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1. Overview 
This document is intended to assist Navigators and Certified Application Counselors (CACs) with 
gaining access to the Nevada Health Link State Based Exchange (SBE) Platform. Access to the SBE 
Platform is required in order to assist Nevada consumers with Applications and Enrollments in 
Qualified Health and Dental Plans under the Affordable Care Act (ACA).  

Before a Navigator or CAC will be granted access to the SBE Platform, he or she must have 
completed the Silver State Health Insurance Exchange’s (SSHIX’s) annual Training and Certification 
curriculum. A link to the self-service account creation page for the SBE Platform is provided in the 
last module of the curriculum. If you have not already been enrolled in the curriculum—or if you 
have completed the curriculum, but you were unable to use the self-service account creation link—
please contact Rosa Alejandre, SSHIX Navigator Program Coordinator, at 
ralejandre@exchange.nv.gov.  

2. User Roles: Entity vs. CEC 
The SBE Platform provides two different type of user roles to manage Navigator and CAC functions. 
The first is the “Entity” role, which applies to Navigator or CAC organizations as a whole. The 
second is the Certified Enrollment Counselor or “CEC” role, which applies to the individual 
Navigators or CACs within an “Entity” organization. Throughout this document Navigator/CAC 
organizations are referred to as “Entities,” and individual Navigators or CACs within these 
organizations are referred to as “CECs.”  

One of the most important functions available to the Entity role—and one of the primary reasons 
for the role’s existence—is to manage consumer delegations within an Entity organization. The 
Entity user has the ability to re-assign existing consumer designations to other CECs within the 
organization. This function might be required in order to provide consumer assistance during an 
enrollment event, or to manage personnel changes within the Entity organization. Because of this 
ability the Entity role is considered to be a more privileged role than the CEC role, and multi-factor 
authentication (using a cell phone or a land line) is required when logging in to the Entity role. 
Please see Section 3.2 for more information on multi-factor authentication. 

The Entity role is intended for use by the head of a Navigator/CAC organization, but the Entity role 
itself does not provide any consumer assistance functions. At least one CEC account must also be 
present within an Entity organization in order for consumer assistance to be provided. During the 
initial Entity account creation process the user can create one or more CEC accounts, though 
additional CEC accounts can be created at any time (see Section 3.3.6 and Section 5 for more 
details). It is possible for a single individual to use both user role types—Entity and CEC—but 
separate email addresses must be used for each account (e.g. an organizational email account for 
the entity role, and an individual email account for the CEC role).  

PLEASE NOTE: This document is intended only to assist with the initial account creation and 
registration process. For a detailed overview of all functions available to the Entity role, including 
management of consumer designations, please refer to the Nevada Health Link Entity User 
Reference Manual. For a detailed overview of all functions available to the CEC user role, including 
consumer designations and enrollment assistance, please refer to the Nevada Health Link CEC User 

mailto:ralejandre@exchange.nv.gov
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Reference Manual. These documents are available for download from Nevada Health Links’ 
Enrollment Partners Resources page. 

3. Entity: Account Registration and Multi-Factor 

Authentication Setup 
This section explains the steps required for an Entity organization to create a new Entity account, 
set up multi-factor authentication, and complete the Entity account registration process.  

3.1. Create a new Entity Organization account 

 Step-1: From the final module of the Training and Certification curriculum, click on the self-

service account creation link for the SBE Platform. If you have not already been enrolled in 

the curriculum—or if you have completed the curriculum, but you were unable to use the 

self-service account creation link—please contact Rosa Alejandre, SSHIX Navigator Program 

Coordinator, at ralejandre@exchange.nv.gov. 

 Step-2: Enter the basic information for the Entity user, set up a security question (the answer 

will be required if you need to request a password reset), and create a password. Check the 

box next to I have read and agree to the Privacy Policy, and click the “Submit” button. 

 

PLEASE NOTE: The email address provided on this screen is unique to the Entity account and 

cannot also be used to create a CEC account. For security purposes each user account must 

be associated with a unique email address. 

 

 

https://www.nevadahealthlink.com/partner-resources/enrollment-partners/
mailto:ralejandre@exchange.nv.gov
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3.2. Multi-factor Authentication setup 

Multi-factor authentication is performed through Duo security. This process adds an additional 

layer of security to your Nevada Health Link Entity account.  

PLEASE NOTE: Because of the privileged functions available to the Entity user, multi-factor 

Authentication is required for login. Multi-factor authentication is not required for individual 

CEC accounts. 

 Step-1: Click the ‘Start setup’ button. 

 

 
 

 Step-2: Select type of device to enroll for authentication (For e.g., “Mobile phone” or 

“Landline”) and click the ‘Continue’ button.  

 

 
 

 Step-3: Select your country from the drop-down list (i.e. United States), enter and confirm 

your phone number, and click the ‘Continue’ button.  

PLEASE NOTE: You must be able to access this phone each time you log in. Providing a land-

line number, such as an office phone, may limit your ability to log in to the Platform from a 
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remote location. Nevada Health Link therefore recommends the use of a mobile phone for 

Duo authentication. 

 

 
 

Steps 4-7 apply only if you have chosen to use a mobile phone for Duo registration: 

 Step-4: Select your phone’s operating system and click the ‘Continue’ button. 

 

 
 

 Step-5: Install the Duo mobile app on your smartphone from the platform-specific application 

marketplace (For e.g., “App Store” or “Google Play Store”) and click the ‘I have Duo Mobile 

installed’ button. 
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 Step-6: Open Duo mobile on your phone, tap on the “+” button, scan the barcode on your 

screen. 

 

 
 

 Step-7: Click the ‘Continue’ button. 

 

 
 

If you cannot scan the barcode, click on the hyperlink that reads “Email me an activation link 

instead”. Open the email received from no-reply@duosecurity.com and click on the 

hyperlink.  

 

 
 

A window opens, visit that link on your phone to add your account to Duo mobile. 

 

 
 

mailto:no-reply@duosecurity.com
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 Step-8: Select the authentication settings from the drop-down list, click the ‘Saved’ button.  

 

 
 

 Step-9: Click the ‘Continue to Login’ button. 

 

 
 

 Step-10: Select an authentication method (e.g., “Send Me a Push” or “Call Me”). 

 

 
 

The three authentication methods are described below: 

 

Duo Push: This option pushes a login request to your smartphone or tablet. Review the 

request using the app and tap ‘approve’ to log in. PLEASE NOTE: DUO Mobile is required to 

be installed and activated on your smartphone. 

 

Call Me: You receive a phone call, and you must follow the steps provided on the phone call. 

 

Passcode: Duo sends a passcode either via SMS or voice call.  
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3.3. Entity Account Registration 

The information on the following screens will impact the search results that are provided to 

consumers using the SBE Platform’s “Find Local Assistance” directory tool.  

 

PLEASE NOTE: Many of the options on the following screens, including information related to 

grant funding, relate to functions that SSHIX has chosen not enable on the SBE Platform. 

However, many of these data fields are required for the Entity account creation process. For 

these options we have provided suggested values (below) which will not impact the critical 

functionality of the Entity and CEC roles. 

3.3.1. Entity Information 

This section is designed to capture general information for an Entity organization. 

 

 

Entity Type: Suggested value = “In-Person Assistance” (this choice will not impact 

Entity/CEC functionality) 

Entity Name: This name will be displayed to consumers who use the “Find Local 

Assistance” directory tool. 
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Business Name (Legal): The legal business name of the Entity organization (this can be 

the same as the Entity name).  

Primary Email Address: This address will be used by SSHIX for business 

correspondence. It will not be displayed to consumers. 

Primary Phone Number: This number will be used by SSHIX for business 

correspondence. It will not be displayed to consumers. 

Secondary Phone Number: Optional 

How would you like for us to contact you?: Please select your preference. 

Fax: Optional. SSHIX will not use Fax for ordinary business correspondence. 

Federal Tax ID: Federal Tax ID for the Entity Organization 

State Tax ID: State Tax ID for the Entity Organization 

Organization Type: Suggested value = “Private Partnership” (this choice will not impact 

Entity/CEC functionality) 

Counties Served: Please choose one or more counties where your Entity organization 

offers in-person assistance. 

Did you organization receive an Outreach and Education Grant?: Suggested value = 

“No” (this choice will not impact Entity/CEC functionality or grant eligibility—SSHIX 

does not use the SBE Platform to administer grant funding to Entity organizations) 

3.3.2. Populations Served 

The information provided on this page will not impact search results for the “Find Local 

Assistance” directory tool. It is collected for demographic purposes only. 

Check all the languages (e.g., “English” or “Spanish”), Ethnicities (e.g., “African” or 

“Chinese”), and Industries (e.g., “Health Care” or “Agriculture”) of the populations you 

intend to serve, enter an estimated percentage of assistance provided in each section, 

and click the ‘Next’ button.  

If your Entity organization does not target specific Ethnicities or Industries you can 

choose “Other,” type in a value of “All,” and mark “100” in the “Estimated Percent” 

columns. 
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PLEASE NOTE: The total “Estimated Percent” value in each section must add up to 

100%.  

 

 

3.3.3. Locations and Hours – Primary Site 

This section is intended to represent the primary physical location where the Entity 

organization offers In-Person Assistance. This location is referred to as the “Primary 

Site.” Additional locations (referred to as “Sub-Sites”) can be added using the 

instructions in the following section, below.  

PLEASE NOTE: If you do not enter the Physical Address then the “Find Local Assistance” 

directory tool will not be able to provide geographic search results (i.e. by Zip code and 

distance) for your location. 
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Primary Site Location: This value will be displayed to consumers who use the “Find 

Local Assistance” directory tool. SSHIX recommends incorporating the name of your 

city/location, e.g. “Carson City Office.” 

Primary Email Address: Optional. SSHIX will typically use the contact information 

provided on the “Entity Information” page for business correspondence. 

Primary/Secondary Phone Numbers: Optional. SSHIX will typically use the contact 

information provided on the “Entity Information” page for business correspondence. 

Hours of Operation: Enter your organization’s daily hours of business. If you 

organization is closed on certain days of the week (e.g. Saturday and Sunday) you must 

choose “Closed” from the drop-down menu next to the appropriate day(s). 

Mailing Address: This address will not be displayed to consumers, but it may be used 

by SSHIX for business correspondence. 

Physical Address: This address is displayed to consumers who use the “Find Local 

Assistance” directory tool. A physical address must be provided in order to allow 

consumers to search for your Entity organization by location. 

Languages Supported: Select all spoken and written languages supported at this 

location. 

3.3.4. Location and Hours – Sub Sites 

This section, which is optional, is provided for Entity organizations who offer In-Person 

Assistance from multiple locations. If your Entity organization operates additional 

locations besides the primary location entered in the previous section, click the ‘Add 

Sub-Site’ button and enter the appropriate information, then click the ‘Save Sub-Site’ 

button. If your organization has multiple Sub-Sites, repeat as necessary. When all Sub-

Sites have been entered (or if no Sub-Sites are required), click the ‘Done’ button. 
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3.3.5. Contact Information 

Enter the Organization’s Primary Contact information and Financial Contact 

information and click the ‘Next’ button. This information will not be displayed to 

consumers—it is requested only for business correspondence. 

PLEASE NOTE: The Primary Contact and Financial Contact can be the same person. 

 

3.3.6. Certified Enrollment Counselors  

As mentioned in Section 2, the Entity user role does not provide any consumer 

assistance functions. Consumer assistance functions are only provided to the Certified 

Enrollment Counselor (CEC) role, and each Entity organization must have at least one 

CEC account associated with it in order to assist consumers.  

To create a CEC account, click the ‘Add Certified Enrollment Counselor’ button, and fill 

out New Enrollment Counselor Form. When you have completed the form click the 

‘Save’ button.  

PLEASE NOTE: Although CEC user accounts can be created at any time, individual CECs 

will not receive their account invitation emails until the SSHIX Navigator Program 

Coordinator has verified their completion of the Training and Certification curriculum 
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and updated their Certification Status to “Certified.” For more information on 

Certification Status please see Section 6. 

 

First Name/Last Name/Email/Primary Phone Number: Enter the individual contact 

information for the CEC. Please note that the Email address provided must be different 

from the email address provided for the Entity account. 

Secondary Phone Number: Optional 

How would this person like to be contacted?: Enter your preference. 

Is this enrollment Counselor Certified?: Suggested value = “No” (this relates to 

functionality which has been disabled in the SBE Platform and will not impact 

Entity/CEC functionality) 

Primary Certified Enrollment Counselor Site: Choose the primary location where the 

CEC offers in-person assistance (see Sections 3.3.3 and 3.3.4 for more details) 

Secondary Certified Enrollment Counselor Site: If your Entity organization has more 

than one location, and the CEC offers in-person assistance at more than one location, 

choose the appropriate option from the drop-down menu. 

Mailing Address: Enter a mailing address for the CEC. This address will not be displayed 

to consumers, but it may be used by SSHIX for business correspondence. 
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Profile Information: Enter the spoken and written languages supported by the CEC. 

Choose an “Education” level from the drop-down menu (this value will not be 

displayed to consumers). A photo can also be uploaded at this time, or it can be 

uploaded by the CEC after his or her account has been Certified by the SSHIX Navigator 

Program Coordinator. 

When you have completed the required fields click the ‘Save’ button to complete the 

CEC account creation process. 

If you would like to add additional CEC accounts at this time, click the ‘Add Certified 

Enrollment Counselor’ button again and repeat the process above. When you have 

finished adding your CEC accounts click ‘Done.’ 

3.3.7. Document Upload 

This section can be ignored; SSHIX does not require any documents to be uploaded by 

Entity organizations. Click the ‘Next’ button to proceed to the next section. 

 

3.3.8. Payment Information 

This section can be ignored; SSHIX does not use the SBE Platform to administer grant 

payments. Please choose a value of “No” and click the ‘Submit’ button. 
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4. Entity: Registration Status 
After the initial Entity account registration process has been completed, the account is placed into 
a default Registration Status of “Pending,” and the Entity Portal provides a read-only view of the 
information provided in Section 3.  

 

 

 

The “Registration Status” page provides an overview of the Entity’s current status, as well as any 
status changes that have occurred since the account was created. Entities can access the full 
functionality offered by the SBE Platform—including the creation of additional CEC accounts—only 
after the SSHIX Navigator Program Coordinator reviews and verifies the Entity organization’s 
information and updates their Registration Status to “Active.” The Entity account must be in 
“Active” status in order for the organization’s individual CECs to be eligible for inclusion in the “Find 
Local Assistance” directory tool.  

PLEASE NOTE: The “Entity Number” displayed on the Registration Status page is an internal 
tracking number assigned automatically by the SBE Platform; this number is not related to the 
individual assister Certification numbers that may have been assigned by CMS or SSHIX. 

4.1. Notification of “Active” Status 

 Step-1: When your status has been updated to “Active” you will receive notification via 

email. Open the new email received from noreply@exchange.nv.gov on the Entity’s email 

mailto:noreply@exchange.nv.gov
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account and click on the ‘log in to Nevada Health Link’ link. If the link does not work, copy the 

provided link into a new web browser window. 

 

 
 

 Step-2: Enter login credentials to confirm your identity and click the ‘Log In’ button. 
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 Step-3: Select your Multi-factor authentication method. 

 

 
 

 Step-4: Click the   icon near the top-right corner of the screen and open the message 

from Exchange Admin in your Secure Inbox. For more information on the Secure Inbox please 

see Section 8.2. 
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 Step-5: Scroll down or click on the attached pdf file to check the new Certification status. 
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 Step-6: The following screen displays new Entity Organization Certification Status pdf file. 

 

 
 

 

5. Entity: Create Additional CEC Account(s) 
Once the Entity organization’s Registration Status has been updated to “Active,” the Entity user can 
create individual CEC accounts at any time using the steps described below. For more information 
on Registration Status see Section 4. 

PLEASE NOTE: Although CEC user accounts can be created at any time, individual CECs will not 
receive their account invitation emails until the SSHIX Navigator Program Coordinator has verified 
their completion of the Training and Certification curriculum and updated their account status to 
“Certified.” For more information please see Section 6. 
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5.1. Add Individual Certified Enrollment Counselor 

 Step-1: Click on the ‘Add Certified Enrollment Counselor’ button on the Home page. 
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 Step-2: Fill out New Enrollment Counselor Form using the instructions provided in Section 

3.3.6, then click the ‘Save’ button. 
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6. CEC: Certification Status and Account Status 
Although an individual CEC account can be created at any time, the individual CEC will not receive 
his or her account invitation email until the SSHIX Navigator Program Coordinator has verified 
completion of the Training and Certification curriculum and updated the CEC’s Certification Status 
to “Certified.” 

In addition to the Certification Status, the SBE platform provides an additional data field called 
Account Status (or simply “status”) which is intended to allow Entity users to manage the 
availability of the CECs within their organization. The default Account Status for new CEC accounts 
is “InActive,” and in order for CECs to show up in the “Find Local Assistance” directory tool the 
Entity user must update the Account Status to “Active” using the steps below. 

PLEASE NOTE: The Entity user is expected to keep the Account Status of all CECs within the 
organization up to date. If a CEC leaves the organization or is temporarily unavailable to provide 
assistance (e.g. as a result of an extended vacation or medical issue) the Entity should update the 
Account Status to “InActive.” When the CEC returns to work the status should be updated to 
“Active.” 

6.1. Update Certified Enrollment Counselor Account Status to “Active” 

 Step-1: Click on the  button next to a “Certified” CEC on the Home Page and select ‘Edit’ 

from the drop-down menu. 
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 Step-2: Click on the “Status” section and click on ‘Edit’ button. 

 

 
 

 Step-3: Select “Active” status from the “New Status” drop-down menu and click on the ‘Save’ 

button. 

 

  
 

7. CEC: User Account Registration 
New CEC accounts will be assigned a default Certification Status of “Pending.” CEC accounts cannot 
be used to assist consumers until the SSHIX Navigator Program Coordinator has verified completion 
of the Training and Certification curriculum and updated the Certification Status to “Certified.” The 
Platform will then send an email invitation to the new user with a link for completing the account 
registration process.  
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7.1. Claim Account Invitation 

 Step-1: Open the email invitation received from noreply@exchange.nv.gov, and click on the 

provided link. If the link does not work, copy and paste the full link text into a new web 

browser window. 

 

 
 

 Step-2: Select a verification method (either a Text Message or Voice Call) and click the ‘Send 

Code’ button to receive a verification code on the associated phone number. 

 

 
 

mailto:noreply@exchange.nv.gov
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 Step-3: Enter the received verification code and click the ‘Verify’ button.  

 

 
 

 Step-4: Verify and complete the basic information, set up a security question (the answer will 

be required if you need to request a password reset), and create a new password. Check the 

box next to I have read and agree to the Privacy Policy, and click the ‘Submit’ button.  
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 Step-5: Welcome to the Certified Enrollment Counselor Home Page. 

 

 

 

8. User Portal Navigation  
This section applies to both Entity and CEC accounts, and describes the navigation options located 

on the top-right corner of the Entity and CEC portals. It contains a Home page button, Secure Inbox 

button and My Account section: 

8.1. Home page 

The Home page icon  redirects the user to the home page of their user portal, also 

referred to as the “Dashboard.” 

 

8.2. Secure Inbox  

The Secure Inbox icon  provides a centralized location for system-generated updates or 

messages associated with the Entity and CECs account, some of which may require additional 
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action from the Entity and CECs. Checking the Secure Inbox often ensures that the Entity and 

CECs stay up to date with these notifications. 

 

8.3. My Account     

The “My Account” menu provides access to account maintenance functions. 

 

8.3.1. Account Settings 

The Account Settings helps the Entity and CECs with updating a password, security 

question, or email address.  

8.3.1.1.  Change Password 

 Step-1: Click on “My Account” on the top-right corner, then click on “Account 

Settings”. 

 

 
 



 

August, 2019 v1.0 CEC’s/EEF’s Onboarding and Certification Status Page 29 of 35 

 Step-2: Click on “Change Your Password”. 

 

 
 

 Step-3: Provide the current password, new password and confirm the new 

password, and click the “Save” button. 
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8.3.1.2.  Change Security Question 

 Step-1: Click on “My Account” on the top-right corner and click on “Account 

Settings”. 

 

 
 

 Step-2: Click on “Change Your Security Question”. 

 

 
 Step-3: Provide current password and set-up a new security question, and 

click the “Save” button. 
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8.3.1.3.  Change Email Address 

 Step-1: Click on “My Account” on the top-right corner, then click on “Account 

Settings”. 

 

 

 Step-2: Click on “Change Your Email Address”. 

 

 
 

 Step-3: Provide the current password, new email address and confirm the 

new email address, and click the “Send Confirmation Email” button. 
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 Step-4: Changing an email address requires a confirmation email to be sent 

to the new address. Open the new email received from 

noreply@exchange.nv.gov and click on the provided link, or copy and paste 

that link in a new web browser to confirm the change of email address.  

 

 
 

 Step-5: For security purposes, a verification email is also sent on the old 

email address to notify the user of the change. 

 

 

mailto:noreply@exchange.nv.gov
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8.3.2. Dashboard 

For Entity accounts, the Dashboard link guides an Entity Organization to the list of 

Certified Enrollment Counselors associated with the organization. Entities can manage 

CEC profiles, and these profiles can be accessed by searched for the name, 

Active/Inactive status, Certification status, or CEC certification renewal date of the CEC. 

 

For CEC accounts, the Dashboard tab guides a CEC to their Enrollment History 

dashboard. This dashboard shows a count of the CEC’s enrollment for the past 30 days 

as distributed across the type of plan selected. 
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8.3.3. Log out 

The Log out tab allows Entities and CECs to sign out from their current session. For 

security purposes SSHIX recommends logging out after each session. 
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