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1. Overview 
This manual is intended to provide a detailed description of the functions available through the 

!ƎŜƴǘ tƻǊǘŀƭ ƻŦ ǘƘŜ bŜǾŀŘŀ IŜŀƭǘƘ [ƛƴƪ {ǘŀǘŜ .ŀǎŜŘ 9ȄŎƘŀƴƎŜ ό{.9ύ tƭŀǘŦƻǊƳΦ άAgentsέ refers 

collectively to the health insurance agents or brokers who are certified by Nevada Health Link to 

ƻŦŦŜǊ ŜƴǊƻƭƭƳŜƴǘ ŀǎǎƛǎǘŀƴŎŜ ǘƻ bŜǾŀŘŀΩǎ !ŦŦƻǊŘŀōƭŜ /ŀǊŜ !Ŏǘ, Exchange marketplace consumers. 

The Agent Portal is a complete solution for Agents to submit applications/enrollments and perform 

account maintenance transactions on behalf of existing consumers, create new user accounts on 

behalf of new consumers, and manage their book of business.  

PLEASE NOTEΥ ¢Ƙƛǎ Ƴŀƴǳŀƭ ƛǎ ŦƻǊ !ƎŜƴǘǎ ǿƘƻ ƘŀǾŜ ŀƭǊŜŀŘȅ ŎƻƳǇƭŜǘŜŘ bŜǾŀŘŀ IŜŀƭǘƘ [ƛƴƪΩǎ ¢ǊŀƛƴƛƴƎ 

and Certification Curriculum and completed the user account registration process for the SBE 

Platform. For information on training/certification and gaining access to the SBE Platform please 

visit https://www.nevadahealthlink.com/brokers-agents-onboarding/.  

2. Home/Dashboard 

 

The Agent Dashboard is the landing page for the Agent/Broker portal. This page shows a graph of 

the AƎŜƴǘΩǎ ŜƴǊƻƭƭƳŜƴǘǎ ŦƻǊ ǘƘŜ previous 30-day, grouped by plan type: 

 

 

https://www.nevadahealthlink.com/brokers-agents-onboarding/
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2.1 Pending Individuals 

The Pending Requests page displays a list of pending individuals that have requested for Agent 

designation. The AgŜƴǘ Ƙŀǎ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ŀŎŎŜǇǘ ƻǊ ŘŜŎƭƛƴŜ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ designation request. 

If the request is accepted, then the individual will move to the Active Individual section. If the 

request is declined the consumer will automatically move to the Inactive Individual section. 

The Agent can view and search for the list of pending individuals filtered by their First name, 

Last name, and request sent date range. 

  
2.1.1 View and search for pending individuals 

¶ Step-1: Dƻ ǘƻ ΨIƻƳŜ tŀƎŜΩ ŀƴŘ Ŏlick on ΨPending LƴŘƛǾƛŘǳŀƭǎΩ ǘŀō ǳƴŘŜǊ άvǳƛŎƪ [ƛƴƪǎέ 

section.  

 

 
 

¶ Step-2: Enter ƛƴŘƛǾƛŘǳŀƭΩǎ first name ƛƴ ǘƘŜ ΨCƛǊǎǘ bŀƳŜΩ ŦƛŜƭŘ ƻǊ ƭŀǎǘ ƴŀƳŜ ƛƴ ǘƘŜ Ψ[ŀǎǘ 

bŀƳŜΩ ŦƛŜƭŘ or enter the desired date range during which an individual sent the 

designation request in the ΨwŜǉǳŜǎǘ {ŜƴǘΩ section ǳƴŘŜǊ ǘƘŜ άwŜŦƛƴŜ wŜǎǳƭǘǎ .ȅέ 

section and click on the ΨDƻΩ button. 
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2.1.2 Accept or decline individual designation request  

¶ Step-1: Dƻ ǘƻ ΨIƻƳŜ tŀƎŜΩ ŀƴŘ ŎƭƛŎƪ ƻƴ ΨtŜƴŘƛƴƎ LƴŘƛǾƛŘǳŀƭǎΩ ǘŀō ǳƴŘŜǊ άvǳƛŎƪ [ƛƴƪǎέ 

section.  

 

 
 

¶ Step-2: Click on ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ!ŎŎŜǇǘΩ ǘƻ ŀŎŎŜǇǘ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ designation 

ǊŜǉǳŜǎǘ ƻǊ ŎƭƛŎƪ ƻƴ ΨDeclineΩ ǘƻ decline the request. 
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2.2 My Profile 

The My Profile section displays an !ƎŜƴǘΩǎ ǇǳōƭƛŎ ǇǊƻfile information. This information will be 

ŘƛǎǇƭŀȅŜŘ ǘƻ ŎƻƴǎǳƳŜǊǎ ǿƘƻ ǳǎŜ bŜǾŀŘŀ IŜŀƭǘƘ [ƛƴƪΩǎ άCƛƴŘ [ƻŎŀƭ !ǎǎƛǎǘŀƴŎŜέ ŘƛǊŜŎǘƻǊȅ ǘƻƻƭ. 

The Agent can update their Agent photo and Business information within this section. 

 

 
2.2.1 Add or update Agent profile photo 

¶ Step-мΥ Dƻ ǘƻ ΨIƻƳŜ tŀƎŜΩ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψaȅ tǊƻŦƛƭŜΩ ǘŀō ǳƴŘŜǊ άvǳƛŎƪ [ƛƴƪǎέ ǎŜŎǘƛƻƴΦ  
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¶ Step-2: Click on the Ψ9ŘƛǘΩ button. 
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¶ Step-3: Click ƻƴ Ψ/ƘƻƻǎŜ CƛƭŜΩΦ 

 

 
 

¶ Step-4: A file browser opens. Navigate to the file on your computer of the photo that 

you wish to use and double click on the photo or select it and click on the ΨhǇŜƴΩ 

button. 
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¶ Step-4: Click on the ΨUploadΩ button. 

 

 
 

2.2.2 Add or update Agent business information 

¶ Step-1: Step-мΥ Dƻ ǘƻ ΨIƻƳŜ tŀƎŜΩ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψaȅ tǊƻŦƛƭŜΩ ǘŀō ǳƴŘŜǊ άvǳƛŎƪ [ƛƴƪǎέ 

section.  

 

 
 

¶ Step-2: /ƭƛŎƪ ƻƴ ǘƘŜ Ψ9ŘƛǘΩ ōǳǘǘƻƴΦ 
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¶ Step-3: Enter !ƎŜƴǘΩǎ business information in the άBusiness Addressέ section and 

click on the Ψ{ŀǾŜΩ button.  If you have a home office, please input the address of a 

public place where you meet clients (e.g., a coffee shop). 

 

PLEASE NOTE: !ƎŜƴǘǎ ǿƘƻ Řƻ ƴƻǘ ǎŜƭŜŎǘ ǘƘŜ Ψ/ƭƛŜƴǘǎ {ŜǊǾŜŘΩ ŦƛŜƭŘ ǿƻƴΩǘ ŀǇǇŜŀǊ ƻƴ 

the Agent Directory. 
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2.3 Add New Individual 

The Agent can create a new consumer account on behalf of a consumer through the Add New 

Individual section. Once, the new individual is added the Agent can impersonate an individual 

account and perform activities on behalf of the individual. (For detailed information on how to 

impersonate an individual account and further steps, please refer to Section 3.2.3)  

 

¶ Step-1: Go ǘƻ ΨIƻƳŜ tŀƎŜΩ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ!ŘŘ bŜǿ LƴŘƛǾƛŘǳŀƭΩ ǘŀō ǳƴŘŜǊ άvǳƛŎƪ [ƛƴƪǎέ ǎŜŎǘƛƻƴΦ 

 

 

 

¶ Step-2: Enter new ŎƻƴǎǳƳŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ όŜΦƎΦΣ άCƛǊǎǘ bŀƳŜέ ƻǊ ά9Ƴŀƛƭ !ŘŘǊŜǎǎέύ ŀƴŘ ŎƭƛŎƪ 

ƻƴ ǘƘŜ Ψ{ǘŀǊǘΩ ōǳǘǘƻƴΦ 

PLEASE NOTE: The consumer will receive an email to activate their new account only if an 

individual email address is provided. LŦ ǘƘŜ !ƎŜƴǘ ǎŜƭŜŎǘǎ ǘƘŜ ƻǇǘƛƻƴ ά{{b ƛǎ ƴƻǘ ǊŜǉǳƛǊŜŘέ 

they will then have to select an option from the drop-Řƻǿƴ ƭƛǎǘ όŜΦƎΦΣ άwŜƭƛƎƛƻǳǎ 9ȄŎŜǇǘƛƻƴέ 

or άWǳǎǘ !ǇǇƭƛŜŘέύΦ  

  

 



October, 2019 v1.0 Agent User Reference Manual Page 13 of 43 

 

 

¶ Step-3: A pop-ōƻȄ ǿƛƭƭ ŀǇǇŜŀǊΦ /ƭƛŎƪ ƻƴ ΨIndividual ±ƛŜǿΩ ǘƻ ƛƳǇŜǊǎƻƴŀǘŜ ŀƴ ƛƴŘƛǾƛŘǳŀƭ 

ŀŎŎƻǳƴǘ ƻǊ ŎƭƛŎƪ ƻƴ Ψ/ŀƴŎŜƭΩ ǘƻ ŎŀƴŎŜƭ ǘƘŜ ǇǊƻŎŜǎǎΦ 

 

 
For detailed information on how to impersonate an individual account please refer to Section 

3.2.3. 

 

2.4 Access Code 

¢ƘŜ !ŎŎŜǎǎ /ƻŘŜ ǎŜŎǘƛƻƴ ƘŜƭǇǎ ŀƴ !ƎŜƴǘ ǘƻ ŎǊŜŀǘŜ ƻǊ ŎƭŀƛƳ ŀ ƳƛƎǊŀǘŜŘ ŎƻƴǎǳƳŜǊΩǎ ŀŎŎƻǳƴǘ ƻƴ 

the Nevada Health Link SBE platform. Consumers whose accounts are migrated from 

HealthCare.gov to Nevada Health Link or the Division of Welfare and Supportive Services 

(DWSS) will receive an access code to claim their migrated account. Once an individual 

receives the Access Code from one of these agencies the Agents may use this code to claim 

and impersonate their account. 
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PLEASE NOTE: The Access Code functionality is not available until Open Enrollment Period 

begins on November 1, 2019. 

¶ Step-мΥ Dƻ ǘƻ ΨIƻƳŜ tŀƎŜΩ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ŀŎŎŜǎǎ ŎƻŘŜ ƛƴ ǘƘŜ ά!ŎŎŜǎǎ /ƻŘŜέ ǎŜŎǘƛƻƴ ŀƴŘ ŎƭƛŎƪ 

ƻƴ ǘƘŜ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴΦ 

 

¶ Step-2: 9ƴǘŜǊ ŎƻƴǎǳƳŜǊ ƛƴŦƻǊƳŀǘƛƻƴ όŜΦƎΦΣ άCƛǊǎǘ bŀƳŜέ ƻǊ ά5ŀǘŜ ƻŦ .ƛǊǘƘέύ ǘƻ ŎƻƴŦƛǊƳ ǘƘŜƛǊ 

ƛŘŜƴǘƛǘȅ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴΦ 
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¶ Step-оΥ /ƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƻƴǘƛƴǳŜΩ ōǳǘǘƻƴΦ 

 

¶ Step-4: A pop-ōƻȄ ǿƛƭƭ ŀǇǇŜŀǊΦ /ƭƛŎƪ ƻƴ ΨMember ±ƛŜǿΩ ǘƻ ƛƳǇŜǊǎƻƴŀǘŜ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ŀŎŎƻǳƴǘ 

ƻǊ ŎƭƛŎƪ ƻƴ Ψ/ŀƴŎŜƭΩ ǘƻ cancel the process. 

 

For detailed information on how to impersonate an individual account please refer to Section 

3.2.3. 

3. Individuals (Book of Business) 

 

3.1 Pending Requests (New Designation Requests) 

For detailed information on Pending Requests please refer to Section 2.1. 

3.2 Active Individuals (Existing Designations) 

An Active Individuals page displays a list of individuals that are designated to an Agent. The 

Active Individuals list shows their Name, Contact information, Application status, Next steps 

and Coverage details (if the consumer is enrolled). 

The dashboard allows an Agent to search and sort for an Active Individuals list, export Agent's 

Book of Business, impersonate an ƛƴŘƛǾƛŘǳŀƭΩǎ ŀŎŎƻǳƴǘ, view an individualΩs household and 

eligibility member information, provide comments on an individual's profile, resend activation 


























































