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PF User Manual Change History

April 2019 Revisions

For Release 17.00 the User Manual was updated to include:

e Updated screen captures of the user interface (Ul) and content to reflect the redesign changes
implemented.

e Added the informative text on the Product Information page to inform the users that they can
view the full list of selected Product Data information by selecting the "View Data" button.

e Added stepper process for Download Data Template

e Added generate file process for Download Data Template and Excel Extract of Issuer Data.
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1 Introduction

The Center for Consumer Information and Insurance Oversight (CCIIO), a division of the Department of
Health and Human Services (HHS), is charged with helping implement many provisions of the Affordable
Care Act. CCIIO oversees the implementation of the provisions related to private health insurance
including providing oversight for the issuer-based product data reports that populate
https://finder.healthcare.gov/.

The Health Insurance Oversight System (HIOS) was created to facilitate several types of data collections
from the Department of Insurance for states/territories as well as insurance issuers that sell health
insurance coverage. The collected data is aggregated with other data sources and made public on the
consumer-facing website.

Plan Finder is the specific module within HIOS responsible for collecting issuer general identification
information, product information, quarterly application data for each product and requesting
component IDs for products. There are three available mechanisms for the issuers to submit their data:
Microsoft Excel templates, XSD templates for XML submissions, and web-entry forms. These technical
instructions explain the special features and other technical aspects related to the use of each
submission mechanism.

The Office of Consumer Information & Insurance Oversight (CCIIO) strongly recommends that users read
this document thoroughly before using the tool. Failure to precisely follow the technical instructions
may result in:

e  Submission Errors
e Loss of data

e Rejected file submissions

1.1 Prerequisites and Information for HIOS System Access

In order to gain access to the Plan Finder module within HIOS, users will first need to create an
Enterprise Identity Management (EIDM) account and then register a HIOS account. Please refer to the
following document for a detailed description of the EIDM and HIOS registration processes:
https://www.cms.gov/CClIO/Resources/Forms-Reports-and-Other-Resources/Downloads/HIOS-Portal-
UserManual-29 00 00.pdf.

1.2 Role Management

All module access and role requests are to be completed in the Role Management section. The users will
be able to submit module access permission requests and cross-reference requests to registered
companies, issuers, and states (for state users only) all under Role Management. Users will also be able
to view their existing roles and access status.
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1.3 Instructional Layout

The term ‘user’ is used throughout this document to refer to a person who has acquired access to
complete activities within the HIOS Plan Finder module. Each action that is required by the user is
indicated via step-by-step bullets. If an action requires the user to select a specific button or link on the
screen, the name of the item to look for will be in bold italics. For example:

1. Select OK.

1.4 Technical Specification

The HIOS application works within either of the following compatible Internet browsers:
e Internet Explorer

e Mozilla Firefox

HIOS PF User Manual — Last Updated April 2019 Page 2
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2 Plan Finder Module

Once role requests have been approved, users will have access to the Plan Finder module.

2.1 Home Page for each Role

The Home page displays an announcements section and different cards for each user role. The Related
Links section on the right side of the page provides links for accessing HealthCare.gov, Content
Requirements for HealthCare.gov, Archive of Memos, Training Resources and customer service contact
information to guide the user.

2.1.1 Issuer - Submitter Role

The Submitter role can access the below mentioned pages and has the ability to submit associated
Issuer Data. To jump directly to any of the sections below, please hold down the CTRL key and select the
Header/Section number to access the applicable content.

e Issuer Submitted Data (Section 3)
O Issuer General Information (Section 3.1)
=  Edit Issuer General Information (Section 3.1.1)
0 Marketplace General Information (Section 3.2)
=  Edit Marketplace General Information (Section 3.2.1)
e Product Data (Section 4)
0 Product Information (Section 4.1)
=  Product Information — View Data (Section 4.1.1)
=  Product Information — Edit Existing Product (Section 4.1.2)
=  Product Information — Add New Product (Section 4.1.3)
0 RBIS Input (Section 4.2)
e Download Data Template (Section 5)
e Upload Data Template Submission (Section 6)
e Component IDs (Section 7)
0 View Component IDs (Section 7.1)
0 Request Component IDs (Section 7.2)

Submitter and Validator roles should not be performed by the same person. It is recommended to have
at least two individuals for the Issuer in these roles.

The Submitter user home page is depicted below in Figure 1:
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Figure 1: Issuer Submitter Home Page

Home Knowledge Center Help @

Plan Finder

Welcome to Plan Finder module of the Health Insurance Oversight System (HIOS). Issuer users can submit their Health Insurance Products
Information in the Individual and Small Group Market. State Department of Insurance users can view insurance data for their state,

What would you like to work on today?

Issuer Submitted Data Product Data Related Links

Users can view, update issuer Users can view, update and add + Healthcare.gov

general and marketplace product information. « Content Requirsments for

information. Healthcare.gov - Center for
nsum formation

Insurance Oversight
* Archive of Memos
= Training Resources

Questions?

If you have policy questions regarding

Download Data Template Upload Data Template the HealthCare.gov Plan Findes, please
e-mail CCIIOPlanFinder@oms hhs.gov.

Users can download issuer specific Users can upload the finalized issuer

data template. data templates. If you need technical assistance

regarding product-level data
submissions, please contact the
Marketplace Service Desk (MSD) at
CMS_FEPS@ecms.hhs.gov or call 1-
855-267-1515.

Component IDs

Users can view and request
additional Component ID's for each

product.

VISIT KNOWLEDGE CENTER @ SUBMIT A TICKET Q GIVE US FEEDBACK

ACCESSIBILITY RULES OF BEHAVIOR WEB POLICIES | FILE FORMATS AND PLUG-INS

wancy,
A federal government website managed by the Centers for f‘
5

Medicare & Medicald Services i’
7500 Security Boulevard, Baltimore, MD 21244 3\-
Back to top
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2.1.2 Issuer - Validator Role

The Validator role has read-only access to the below mentioned pages and the ability to validate the
data for their associated Issuers. To jump directly to any of the sections below, please hold down the
CTRL key and select the Header/Section number to access the applicable content.

e |ssuer Submitted Data (Section 3)
0 Issuer General Information (Section 3.1)
0 Marketplace General Information (Section 3.2)
Product Data (Section 4)
O Product Information (Section 4.1)
=  Product Information — View Data (Section 4.1.1)
O RBIS Input (Section 4.2)
Download Data Template (Section 5)

e Component IDs (Section 7)
0 View Component IDs (Section 7.1)
Validator Role — Data Validation (Section 9)

Submitter and Validator roles should not be performed by the same person. It is recommended to have
at least two individuals for the Issuer in these roles

The Validator user home page is displayed below in Figure 2:
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Figure 2: Issuer Validator Home Page

Home Knowledge Center Help @

Plan Finder

Welcome to Plan Finder module of the Health Insurance Oversight System (HIOS). Issuer users can submit their Health Insurance Products

Information in the Individual and Small Group Market. State Department of Insurance users can view insurance data for their state.

What would you like to work on today?

Issuer Submitted Data Product Data Related Links
Users can view issuer general and Users can view product infermation. » Healthcare . gov
marketplace information. * Content Requirements for

Healthcare gov - Center for
Consumer [nformation &
Insurance Oversight

« Archive of Memos

» Iraining Resources

Questions?

If you have policy questions regarding
Download Data Template Component IDs the HealthCare.gov Plan Finder, please
Users can download issuer specific Users can view Component ID's for o-mall SCIIQPlgnFinder@emyhhs.gey.
data template. each product. If you need technical assistance

regarding product-level data
submissions, please contact the
Marketplace Service Desk (MSD) at
CMS_FEPSi@ems.hhs.gov or call 1-
855-267-1515.

Validate Issuer Data

Authorized users can view and
validate issuer general and product

data for their organization.

P VISIT KNOWLEDGE CENTER @ SUBMIT A TICKET Q GIVE US FEEDBACK

ACCESSIBILITY RULES OF BEHAVIOR WEB POLICIES FILE FORMATS AND PLUG-INS

A federal government website managed by the Centers for f"“‘“"s
Medicare & Medicaid Services i

7500 Security Boulevard, Baltimore, MD 21244 L

N

Back to top
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2.1.3 Issuer - Attester Role

The Attester role is reserved for the CEO or CFO of the company. At least one of the Attester roles must
be assigned to an individual, the other can remain blank. If both individuals request roles in the system,
the CEO role and CFO role cannot be the same person. Finally, the Attester user cannot be a Submitter
or Validator for the same Issuer.

The Attester user has read-only access to the below mentioned pages that contain data submitted for
their associated Issuers. To jump directly to any of the sections below, please hold down the CTRL key
and select the Header/Section number to access the applicable content.

e |ssuer Submitted Data (Section 3)
O Issuer General Information (Section 3.1)
0 Marketplace General Information (Section 3.2)
e Product Data (Section 4)
0 Product Information (Section 4.1)
=  Product Information — View Data (Section 4.1.1)
O RBIS Input (Section 4.2)
e Download Data Template (Section 5)
e Component IDs (Section 7)
0 View Component IDs (Section 7.1)

The Attester user home page is displayed below in Figure 3:
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Home

Figure 3: Issuer Attester Home Page

Knowledge Center

Plan Finder

Welcome to Plan Finder module of the Health Insurance Oversight System (HIOS). Issuer users can submit their Health Insurance Products

Information in the Individual and Small Group Market, State Department of Insurance users can view insurance data for their state.

What would you like to work on today?

Issuer Submitted Data

Users can view issuer general and

marketplace information.

Product Data

Users can view preduct information.

Download Data Template

Users can download issuer specific

data template.

Component IDs

Users can view Component 1D's for

each product.

Related Links

* Healthcare.gov
+ Content Requirements for
Healthcare. gov - Center for
Consumer Information &
nsyrance Oversight
« Archive of Memos
+ Training Resources

Questions?

If you have policy questions regarding
the HealthCare.gov Plan Finder, please
e-mail CCI[OPlanFinder@ems. hhs gov.

If you need technical assistance
regarding preduct-level data
submissions, please contact the
Marketplace Service Desk (MSD) at
CMS_FEPS@cms.hhs.gov or call 1-
855-267-1515.

w VISIT KNOWLEDGE CENTER @ SUBMIT A TICKET Q GIVE US FEEDBACK

Help @

ACCESSIBILITY

RULES OF BEHAVIOR

WEB POLICIES

Medicare & Medicaid Services

A federal government website managed by the Centers for f" oy
<
7500 Security Boulevard, Baltimore, MD 21244 3 4

FILE FORMATS AND PLUG-INS

e

2.14

State User Role

The State User role has read-only access to the below mentioned pages that contain submitted and
aggregated data reports for all Issuers within their associated state. To jump directly to any of the

sections below, please hold down the CTRL key and select the Header/Section number to access the
applicable content.

HIOS
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e |ssuer Submitted Data (Section 3)

O Issuer General Information (Section 3.1)
0 Marketplace General Information (Section 3.2)
e Product Data (Section 4)
0 Product Information (Section 4.1)
=  Product Information — View Data (Section 4.1.1)
O RBIS Input (Section 4.2)
e Issuer Aggregate Reports (Section 10.1)

The State user home page is displayed below in Figure 4.

Figure 4: State Home Page

Home Knowledge Center

Plan Finder

What would you like to work on today?

marketplace information. .

If yoi

Authorized users can view and
extract the Issuer aggregate reports If yor

for their state.

CMs

‘P VISIT KNOWLEDGE CENTER @ SUBMIT A TICKET Q

855-

Welcome to Plan Finder module of the Health Insurance Oversight System (HIOS). Issuer users can submit their Health Insurance Products
Information in the Individual and Small Group Market. State Department of Insurance users can view insurance data for their state.

Issuer Submitted Data Product Data Related Links
Users can view issuer general and Users can view product information. * Healthcare gov

Content Requirements for
Healthcare gov - Center for
Consumer Information &
Insurance Oversight
Archive of Memos

Training Rescurces

Questions?

u have policy questions regarding

Issuer Aggregate Reports the HealthCare.gov Plan Finder, please

e-mail CCIIOPlanFinder@ems. hhs. gov.

u need technical assistance

regarding product-level data
submissions, please contact the
Marketplace Service Desk (MSD) at
_FEPSi@ems.hhs.gov or call 1-

267-1515.

GIVE US FEEDBACK

Help @

ACCESSIBILITY RULES OF BEHAVIOR WEB POLICIES FILE FORMATS AND PLUG-INS

A federal government website managed by the Centers for p"’ ey
S Medicare & Medicaid Services ;
b 7500 Security Boulevard, Baltimore, MD 21244 g

s
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3 Issuer Submitted Data

The Issuer Submitted Data page allows the user to either directly view Issuer data (if only one Issuer ID is
associated to the logged in user or if an issuer has already been selected on the Product Data page) or

select the Issuer (if multiple issuers are associated to the logged in user) from the Issuer Name
dropdown list. The user can view the latest submission information for the selected Issuer by selecting

the Get Issuer Information button and access the following sub pages - Issuer General Information

(preselected by default) and Issuer Marketplace Information.

There is a navigation panel on the left side of the page, that allows the user to switch between the other
pages applicable for the specific role assigned to the logged in user.

The Issuer Submitted Data page is displayed below in Figure 5.

Figure 5: Issuer Submitted Data page

< Plan Finder b

I Issuer Submitted Data
Product Data
Download Data Template
Upload Data Template

Component IDs

Issuer Submitted Data

Please note, a field with an asterisk (¥) before it is a required field.

Select an Issuer
Please select an Issuer from the Issuer Name dropdown menu below and then

activate the "Get Issuer Information" button to view the Issuer General and

Issuer Marketplace Information.

* Issuer Name

KAISER PERMANENTE INSURANCE COMPAPM ¥

Get Issuer Information

Submission Uploaded Date
01/07/2013 06:11:27 PM

Product Data for Quarter
Q3, 2012 [Jul. 1 - Sept. 30]

Data Last Validated By
NJSA

Issuer General Information Issuer Marketplace Information

HIOS
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3.1 Issuer General Information

The Issuer General Information page displays the data entered for the Issuer’s corporate, customer
service contact, and rating information. The user can also navigate through all Issuer contacts (roles)
registered through the HIOS portal for the Issuer selected.

The customer service contact and rating information are displayed specifically based on the selected
market coverage option. If the selected market coverage option is Both, then the Individual and Small
Group Market sections are displayed.

The Issuer General Information page is displayed below in Figure 6 and Figure 7

Figure 6: Issuer General Information Page — Part 1

Issuer General Information Issuer Marketplace Information

Corporate Information

Issuer Legal Name Issuer ID

Kaiser Foundation Hlth Plan Mid-atlantic 34505

State Issuer Marketing Name
DC MNfA

Market Coverage Federal EIN

Both 520554463

MAIC Company Code NAIC Group Code
55639 M A

Address

Address Line 1 Address Line 2

2101 East Jefferson Strest MNSA

City State

Rockville MD h
Zip

20852

Individual and Small Group Market

Do you offer individual? Website

Yes 'f
and-costs/maryland-virginia-
washington-de-health-plan-coverage-
and-costs.aspx

Do you offer small group? Website

Yes https://businezsnet.kp.org/health/plans/
mid/plans/smallbusiness

Customer Service Contact - Customer Service Contact -

Individual Market Small Group Market

Local Number Extension Local Number Extension

1(800) 841-7270  MN/A 1(201) 468-6000  MN/A

Toll Free TTY Toll Free TTY

Number 1 ({703} 253-7615  Number 1 (703) 353-7616

1 (300) 841-7270 1{800) 777-7904

Website Website
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Figure 7: Issuer General Information Page — Part 2

Issuer Contacts

Showing 1-2 of 2 records  Records per page |10 ¥

Contact Contact Phone Ext
Role = Type % Name % #% % Email #
Data
Submission Srimary Raniitha 1 (703)
Contact - ! i gi 251- ranjitha.srishti@sbd2.:
. Contact Srisht
Individual 5109
Marksat %
Data
Submission . 1(703)
P Al d
Contact - C:nmt:z Mj:a; = 555 Alexandra.M.Murphy@
Individual LA 1212
Market
4
Ratings - Individual Market
Is Issuer rated by any rating company in the last two years?
Yes
Rating Rating Rating Rating Company Rating Type
Company Type Others/Describe Other/Describe
Cther/describe Financiz At Fitch
4
Ratings - Small Group Market
Is Issuer rated by any rating company in the last two years?
Yes
Rating Rating Rating Rating Company Rating Type
Company Type Others/Describe Other/Describe
Other/describe Financia At Fitch
4
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3.11

Edit Issuer General Information

The Submitter user can view and select the Edit Issuer General Information button at the bottom of the

page to edit certain fields on the Issuer General Information Page as depicted below in Figure 8.

HIOS

Figure 8: Edit Issuer General Information Button

Issuer Contacts

Showing 1-2 of 2 records Records per page (10 ¥

Contact Contact Phone Ext
Role = Type & Name % #% S Email
Data
Submission Brimary Raniitha 1 (702)
Contact - ! . " 251- ranjitha.srishti@sbd 2.
. Contact Srisht
Individual 51039
Markst %
Data
Submission . 1 (703)
Contact - z::l:g ﬁlj::a:dra 555- Alexandra.M.Murphy @
Individual B 1212
Markat
3
Ratings - Individual Market
Is Issuer rated by any rating company in the last two years?
Yes
Rating Rating Rating Rating Company Rating Type
Company Type Others/Describe Other/Describe
Cther/describe Financia A=+ Fitch
3
Ratings - Small Group Market
Is Issuer rated by any rating company in the last two years?
hCH
Rating Rating Rating Rating Company Rating Type
Company Type Others/Describe Other/Describe
Cther/describe Financiz A+ Fitch
[

EDIT ISSUER GEMERAL INFORMATION

PF User Manual — Last Updated April 2019
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The user will be navigated to the Edit Issuer General Information page upon selecting the Edit Issuer
General Information button.

The Edit Issuer General Information page is displayed below in Figure 9 and Figure 10.

HIOS

Figure 9: Edit Issuer General Information Page — Part 1

Edit Issuer General Information
Kaiser Foundation Hlth Plan Mid-Atlantic

Please note, a field with an asterisk {*) before it is a required fiald.

Corporate Information

Flzzsz note, some fields require 2 dzta change request a5 they cznnot be edited on

this page.

Issuer Legal Name State

Kaiser Foundation Hlth Plan Mid-Atlantic VA

Issuer ID Issuer Marketing Name
55185 MiA

Market Coverage Federal EIN

Baoth 520554453

NAIC Company Code NAIC Group Code
55639 MiA

Address

Address Line 1 Address Line 2
2101 East Jefferson Strest MNiA

City State

Rockville MD

Zip

20852

Individual and Small Group Market

Do you offer Individual?

ACH

* Individual Market Website

http://buykp.org/health-plan-coverage-and-costs/maryland-virginia-washington-d

Do you offer Small Group?

Yes

* Small Group Market Websita

PF User Manual — Last Updated April 2019
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Figure 10: Edit Issuer General Information Page — Part 2

‘ 1(800)777-7904 ‘ | 1{703)359-7616
x{ 300 Jpooc000c or (o0 ooeoon x (300 ) 200x-30008 or {300 pooeooa
* Website

‘ hittps://members.kaiserpermanents.o

Ratings - Individual Market

* Is Issuer rated by any rating company in the last two years?

Yes ¥
#* Rating Company * Rating Type * Rating H
Otherfdescribe v Financial v S+

#* Rating Company Others/Describe

Fitch |

Add ancther rating

Ratings - Small Group Market

* Is Issuer rated by any rating company in the last two years?

ACH v
#* Rating Company * Rating Type * Rating u
Other/describe v Financial ¥ A+

#* Rating Company Others/Describe

Fitch |

Add another rating

« BACK TO ISSUER GENERAL INFORMATION

Note that some fields shown above, such as those shown in the Corporate Information section, are not

editable in Plan Finder.

HIOS
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Below are the steps necessary to edit data shown on the Issuer General Information page:
1. Enter data or edit existing data within the data fields.
2. Select one of the following buttons:

a. Submit button: Submits the changes through for processing. Any validation errors will
appear on the page and must be addressed before the web-editing request can be
successfully processed.

b. Back to Issuer General Information hyperlink: Returns the user to the Issuer General
Information page.

3.2 Issuer Marketplace Information

The Issuer Marketplace Information page displays the data for the selected issuer based on what is
entered for the Issuer’s corporate information, marketplace billing information, and the marketplace
customer service contact information.

The customer service contact information is displayed specifically based on the selected market
coverage option. If the selected market coverage option is Both, then the Individual and Small Group

Market sections are displayed.

The Issuer Marketplace Information page is displayed below in Figure 11.
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3.2.1

Figure 11: Issuer Marketplace Information Page

Issuer General Information Issuer Marketplace Information

Corporate Information

Issuer Legal Name
Kaiser Foundation Hlth Plan Mid-Atlantic

Market Coverage
Both

Issuer Marketplace Marketing Name

MAA

State

WA

Marketplace Billing Information

Marketplace Billing Name

/A

Marketplace Address Line 2

MSA

Marketplace State

MAA

Marketplace Zip Extension

M/A

Marketplace Address Line 1

/A

Marketplace City

MSA

Marketplace Zip

MAA

Customer Service Contact - Individual Market

IFP Customer Service Phone

/A

IFP Customer Service Toll Free

MAA

IFP Customer Service URL

/A

IFP Customer Service Phone
Extension

MiA

IFP Customer Service TTY

MAA

Customer Service Contact - Small Group Market

SHOP Customer Service Phone

/A

SHOP Customer Service Toll Free

MAA

SHOP Customer Service URL

/A

SHOP Customer Service Phone
Extension

MSA

SHOP Customer Service TTY

MAA

Edit Issuer Marketplace Information

The Submitter user can view and select the Edit Issuer Marketplace Information button at the bottom
of the page to edit certain fields on the Issuer Marketplace Information page as depicted below in Figure

12.

HIOS
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HIOS

Figure 12: Edit Issuer Marketplace Information Button

Issuer General Information Issuer Marketplace Information

Corporate Information

Issuer Legal Name

Kaiser Foundation Hlth Plan Mid-Atlantic

Market Coverage

Both

Issuer Marketplace Marketing Mame

NSA

State
WA

Marketplace Billing Information

Marketplace Billing Name
MNfA

Marketplace Address Line 2
MNfA

Marketplace State
MNfA

Marketplace Zip Extension
MNfA

Marketplace Address Line 1
MNfA

Marketplaca City
MNfA

Marketplace Zip
MNfA

Customer Service Contact - Individual Market

IFP Customer Service Phone
MNfA

IFP Customer Service Toll Free

MNFA

IFP Customer Service URL
NSA

IFP Customer Service Phone
Extension
NSA

IFP Customer Service TTY
NSA

Customer Service Contact - Small Group Market

SHOP Customer Service Phone
NSA

SHOP Customer Service Toll Free

NSA

SHOP Customer Service URL
MNfA

SHOP Customer Service Phone
Extension
NSA

SHOP Customer Service TTY
MNfA

EDIT ISSUER MARKETPLACE INFORMATICON

PF User Manual — Last Updated April 2019
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The user will be navigated to the Edit Issuer Marketplace Information page upon selecting the Edit
Issuer Marketplace Information button.

The Edit Issuer Marketplace Information page is depicted below in Figure 13.

Figure 13: Edit Issuer Marketplace Information Page

Edit Issuer Marketplace Information

Kaizer Foundation Hith Plan Mid-Atlantic

Corparate Infor

Lasaer Lagal Mans Lsnusr Markatplacs Markating
v F ! Nam

Market Coverage State

Marketplare Eilling Inforrmastion

Markutplacs Billiog Nams Marketplacs Addruss Lins 1
Markitplacs Addris Line 2 Macketplac City
Markulplacs Stats Macketplacs Zip (5 digia)

v ]

Macketplacs Zip Extarnion {4
digita}

]

Contact - Individual Market

Qustar

LFFP Castomer Servce Phone LFP Customur Survice Phoms

IFP Conbomsr Servide Tol IFP Custoenir Sarvice TTY
Friw

LFP Combomsr Service UL

[

Qustar ceCantact - Small Group Market

SHOP Castomer Servics Phons  SHOP Customur Ssrvice Pheone

SHOP Casonier Sarvice Tol SHOP Cusbamer Service TTY
Friw

SHOP Casonmer Sarvice URL

[

| 4 BACK TO ISSUER MARKETFLACE TNFORMATION

Note that some fields shown above, such as Issuer Legal Name or Market Coverage, are not editable in

Plan Finder.

HIOS
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Below are the steps necessary to edit data shown on the Edit Issuer Marketplace Information page:
1. Enter data or edit data within the data fields.

2. Select one of the following buttons:

a. Submit button: Submits the changes through for processing. Any validation errors will

appear on the page and will have to be addressed before the web-editing request can
be successfully processed.

b. Back to Issuer Marketplace Information link: Returns the user to the Issuer Marketplace
Information page.
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4 Product Data

The Product Data page allows the user to either directly view Issuer Name (if only one Issuer ID is

associated to the logged in user or if an issuer has already been selected on the Issuer Submitted Data
page) or select the Issuer (if multiple Issuers are associated to the logged in user) from the Issuer Name
dropdown list. The user can view the latest product information for the selected Issuer by selecting the
Get Issuer Information button and access the following sub pages - Product Information (preselected by

default) and RBIS Input.

There is a navigation panel on the left side of the page, that allows the user to switch between the other
pages applicable for the specific role type assigned to the logged in user.

The Product Data page is displayed below in Figure 14.

Figure 14: Product Data page

¢ Plan Finder
Iszuer Submitted Data

I Product Data
Download Data Template
Upload Data Template
Component IDs

Validate Issuer Data

Product Data

Please note, a field with an asterisk (*) before it is a required field.

Select an Issuer

Please select an Issuer from the Issuer Name dropdown menu below and then
activate the "Get Issuer Information” button to view the Product and REIS Input
Infarmation.

* Issuer Name

Kaiser Foundation Hlth Plan Mid-Atlantic-VA ¥

Get Issuer Information

Submission Uploaded Date
11/26/2012 01:43:22 PM

Product Data for Quarter
Q3. 2012 [Jul. 1 - Sept. 30]

Data Last Validated By

NSA

Product Information RBIS Input Page

HIOS
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4.1 Product Information

The Product Information page displays all the existing product details in a tabular format for the
selected Issuer. Users can sort the information by the Product ID, Product Name, Product Type,
Individual/Small Group Market, Open/Closed. Users can select the View Data button to view additional
information for the selected product as depicted below in Figure 15.

Figure 15: Product Information page

¢ Plan Finder Product Data

Issuer Submitted Data Plzase note, a figld with an asterisk (*) before it is 2 reqguired fizld,

I Product Data

Select an Issuer

Download Data Template

Upload Data Template Flezs= select an Issuer from the Issuer Name dropdown menu below and then
activate the "Get Issuer Information" button to view the Proeduct and RBIS Input
Component IDs Information.

* Issuer Name

a

Kaiser Foundation Hith Plan Mid-Atlantic-VA r

Get Issuer Information

Submission Uploaded Date
11/26/2012 01:43:22 PM

Product Data for Quarter
3, 2012 [Jul. 1 - Sept. 30]

Data Last Validated By
MFa

Product Information RBIS Input Page

Add New Product

Plzase select "Wiew Datz" button to view the full list of selected Product Data

infarmation.
Showing 1-3 of 2 records Records per page |10 ¥
Individual / Action
Small Open/
oduct ID Product Product Group Closed?
Name % Type = Market = *
Smal
183VA047  Group HMO Small Group Open
HMOD
Small
185VA048  Group POS Small Group Open
POS
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4.1.1 Product Information — View Data Details

The users can view and access the additional information for the selected product upon selecting the
View Data button. The View Product Information page is depicted below in Figure 16.

Figure 16: View Product Information page

< Plan Finder
Issuer Submitted Data

I Product Data

View Product Information

To edit the data elements of the current product, pleass select "Edit Product

Information” button below.

Download Data Template

Upload Data Template

Component IDs

Product ID
S5185vAan4T

Product Enrollment
7803

Approved Product?
Mo

SERFF Number

MfA

Association Product?

Mo

Individual /Small Group Market
Small Group

Website Address

{Benefit &t a Glanoe)

https://
mid/plans/smallbusiness?
contentid=/html/plans/mid/smallfvaifle

xible_pos_benefits.html

Website Address

[ Fosmiiilary)

https://members. kaiserpermanente.org/

kpweb/zntryPage.do?cfe=422%rop=MID

Website Address

{ Prowider)

https://mambers.kaiserpermanents.org/

kpweb/medicalstaffdir/entrypage.do?

rop=HMID

businesznet.kp.org hezlth/plans/

Product Name
Small Group HMO

Enrollment Code/Group Number

N/A

Product Type
HMO

Other Product Type Description

MfA

Open or Closed?

COpen

Closed Reason

N/A

Other Closed Reason

MfA

Effective Start Date
01/01/1980

Effective End Date

MfA

«{BACK TO PRODUCT DATA

HIOS
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4.1.2 Product Information — Edit Existing Product

The Submitter users can view and select the Edit Product Information button at the bottom of the page
to edit certain fields on the View Product Information Page as depicted below in Figure 17.

CMS policy requires that issuers provide summary data for the Product Enrollment field for each
quarter. This means that Submitter users should access the Edit Product Information button to provide
updates after the change of the quarter in HIOS. Note that this change is normally performed during a
maintenance window for the Rate and Benefits Information System (RBIS). If there are no changes to
the quarterly enrollment numbers, a user may select the No Issuer Data Updates Required as described
below in Download Data Template — No Issuer Data Updates Required — Section 5.4
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Figure 17: Edit Product Information Button

I Product Data

< Plan Finder View Product Information

Issuer Submitted Data To edit the data elements of the current product, please select "Edit Product

Infarmation” button below.

Download Data Template

Product ID Product Name
23185vA047 Small Group HMO
Upload Data Template
- Product Enrollment Enrollment Code/Group Number
Component IDs
7803 MFa
Validate Issuar Data
Approved Product? Product Type
Mo HMO
SERFF Number Other Product Type Description
NAA MN/A
Association Product? Open or Closed?
Nao Open
Individual /Small Group Market Closed Reason
Smazll Group MiA
Website Address Other Closed Reason
[Benefit ot a Glanos) MSA

https://

mid/plans/smallbusiness?

businesznet.kp.org/health/plans’

contentid=/html/plans/mid/zmall/va/fle

xible_pos_benefits.hitml

Website Address Effective Start Date
(Formiilary) 01/01/1980
https://members.kaiserpermanents.org/

kpweb/entryPage.do?cfe=42 28 rop=MID

Website Address Effective End Date
{Provider) MAA
https://members.kaiserpermanents.org/
kpweb/medicalstaffdir/entrypage.do?

rop=MID

EDIT PRODUCT INFORMATION

41BACK TO PRODUCT DATA

The user will be navigated to the Edit Product Information page upon selecting the Edit Product
Information button.

The Edit Product Information page is depicted below in Figure 18.

HIOS
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Note that some fields shown above, such as Product ID and Product Type, are not editable in Plan

Finder.

HIOS

Figure 18: Edit Product Information Page

Edit Product Information
Kaiser Foundation Hlth Plan Mid-Atlantic-VA

Fleas= note, a field with an asterizk (*) before it is 2 required fisld.

Please note, some fields require a data change request as they cannot be edited on

thiz page.
Product ID Product Name
S5185VAD4T Small Group HMO
* Product Enrollment Enrollment Code/Group Number
FBO3 | | |
{Less than 8 digit number} (Maximum 30 characters allowed)
= Approved Product SERFF Number
No v | |
(4 lettars - 5 Alphanumeric)
Product Type * Open or Closed
HMO
Open ¥
* Association Product Individual /Small Group Market
Small Group
No v
* Wabsite Address (Benefit at a * Effective Start Date
Glance)

01/01/1380

(MM/DDYYYY)

‘ https:/fbusinessnet.kp.org/health/plan:

* Website Address (Provider) Effective End Date

|

(MM/DD/YYYY)

‘ https://members.kaiserpermanente.arg

Website Address (Formulary)

‘ https://members.kaiserpermanente.org

4 BACK TO PRODUCT INFORMATION
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Below are the steps necessary to edit data shown on the Product Information page:

1. Enter data or edit existing data within the data fields.

2. Select one of the following buttons:

a. Submit button: Submits the changes through for processing. Any validation errors will
appear on the page and will have to be addressed before the web-editing request can be
successfully processed.

b. Back to Product Information button: Returns the user to the View Product Information

page.

4.1.3 Product Information — Add New Product

The Issuer Submitter users have the ability to add new products by selecting Add New Product button
under the Product Information page as depicted in Figure 19.

Figure 19: Add New Product button

< Plan Finder

Issuer Submittad Data
I Product Data

Download Data Template

Upload Data Template

Component IDs

‘alidate Issuer Data

Product Data

Please note, a field with an asterisk (*) before it is 2 required field,

Select an Issuer

Flezse sslect an Izsuer from the Issuer Name dropdown menu below and then

activate the "Get Issuer Information” button to view the Product and REIS Input

Infarmation.

* Issuer Name

Kaiser Foundation Hith Plan Mid-Atlantic-Va

Get Issuer Information

Submission Uploaded Date
11/26/2012 01:43:23 PM

Product Data for Quarter
Q3. 2012 [Jul. 1 - Sept. 30]

Data Last Validated By

NSA

Product Information RBIS Input Page

HIOS
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The users will be navigated to the Add New Product page upon selecting the Add New Product button.

The Add New Product page is depicted below in Figure 20.

HIOS

Figure 20: Add New Product Page

Add New Product

Please note, a field with an asterisk {*) before it is a required field.

Product ID

Mot assigned yet

* Product Enrollment

* Product Name

Enrollment Code/Group Number

1

{Less than 8 digit number}

* Approved Product

T
* product Type

T
* Association Product

T

* Website Address (Benefit at a
Glance)

* Website Address (Provider)

(Maximum 30 characters allowed)

SERFF Number

(4 lettars - 5 Alphanumeric)

* Open or Closed
* Individual /{Small Group Market

* Effective Start Date

|

(MM/DD/YYYY)

Effective End Date

|

Website Address (Formulary)

(MM/DDYYYY)

SUBMIT

« BACK TO PRODUCT DATA

RESET
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Below are the steps necessary to enter data shown on the Add New Product page:

1. Enter new product data within the fields. A new Product ID will be automatically generated once
the user selects Submit. Note: Products will be considered duplicate and display a validation
error if they have the same combination of the following four Product fields:

a. Product Name
b. Product Market Type
c. Product Type
d. Active Status
2. Select one of the following buttons:

a. Submit button: Submits the changes through for processing. Any validation errors will
appear on the page and will have to be addressed before the web editing request can be
successfully processed.

b. Reset button: Erases any changed information and returns the data to its previous
settings.

c. Back to Product Data button: Returns the user to the Product Data page.

4.2 RBIS Input

The RBIS Input page displays all Issuer submitted open products from the last 12 months, their derived
data elements, and the reasons behind the derived data elements. RBIS will intake this data before the
information is published on https://finder.healthcare.gov/. Closed products will not display on this
page.

The users can sort the information by the Product ID, Product Name, Product Type, Individual/Small
Group Market, Open/Closed.

The RBIS Input page is displayed below in Figure 21.
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HIOS

Figure 21: RBIS Input Page

Product Information

REIS Input Page

Mote: The product infoermation displayed in the table below reflects the

issuer submissions completed within the last 12 months. This information

will be communicated to RBIS where additional RBEIS suppression rules

may apply before the information is published on Finder.Healthcare.gov.

Product ID

11082AK001

11082AK002

11082AK003

11082AK004

11082AK005

11082AK006

Showing 1-10 of 42 records  Records per page

Product
Name %

Aetna
Preferred
Provider
Crganization

Aetna
Preferred
Provider
Crganization

Aetna Fee
for Service

Aetna
Preferred
Provider
Crganization

Aetna Fee
for Service

Mew Product

Website
Address
{Formulary]

Mo Link
Provided

Mo Link
Provided

Mo Link
Provided

Mo Link
Provided

Mo Link
Provided

Mo Link
Provided

Formulary
Flag#*

URL was
not
present

URL was
not
present

URL was
not
present

URL was
not
present

URL was
not
present

URL was
not

Website
Address

[Provider
Network]

URL
Pending

Guality
Evaluation

URL
Pending

Guality
Evaluation

URL
Pending
Quality
Evaluation

URL
Pending
Quality
Evaluation

UR.L
Pending

Quality
Evaluation

UR.L
Pending

Quality
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5 Download Data Template
The Download Data Template page allows the users to generate and download the latest Pre-Populated

Issuer Data Template in Excel, or XSD File format. A user may also select the No Issuer Data Updates
Required button using the new step wise process.

5.1 Download Data Template — Step 1

In Step 1, users can view (if only one Issuer ID is associated to the logged in user) or select the Issuer (if
multiple issuers are associated to the logged in user) from the Issuer Name dropdown list and select
NEXT button to move to the next step in the process as depicted below in Figure 22

Figure 22: Download Data Template page — Step 1

< Plan Finder Download Data Template

Issuer Submitted Data Please note, a field with an asterisk (*) before it is a required field.

Product Data

1 Select Issuer Revisit this step
Download Data Template

Please select an Issuer below:

Upload Data Template
* Issuer Name:

Component IDs . . .
Kaiser Foundation Hlth Plan Mid-Atl: ¥

Validate Issuer Data

5.2 Download Data Template — Step 2

Step 2 provides the users with technical instructions and submission options for Issuer data entry.

Users can download an XSD file upon selecting the Issuer Data XSD File link (Please refer to Section 5.6
for additional details) and navigate to the CCIIO home page upon selecting the Issuer Technical
Instructions hyperlink where they can find instructions that detail how to submit Issuer Data.

Users have option to select either Yes to download the latest prepopulated Issuer Data Template in
Excel or No Issuer Data Updates Required that indicates the data (including the Product Enrollment

total) is acceptable as it currently exists and select NEXT button to move to the next step in the process.

The Download Data Options are depicted below in Figure 23.
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Figure 23: Download Data Options — Step 2

< Plan Finder

Issuer Submitted Data
Product Data

I Download Data Template
Upload Data Template
Component IDs

Validate Issuer Data

Download Data Template

Please note, a field with an asterisk (™) before it is a required field.

HPHC Insurance Company Inc.-ME

Download Data Options Revisit this step

If you are submitting Issuer data, please select "Issuer Technical Instructions”

to be redirected to the CCIIO Resources page. On the landing page, please
select "Content Requirements for Plan Finder” to actess the "Plan Finder Issuer
User Manual” which provides details on filling the Excel template and XML file

for submission. Please select "Issuer Data XSD File” to download the XSD file.

MNote: In order to register a new Issuer, please do so through HIOS Portal.

» Issuer Data XSD File (20KB, ZIP)

« Issuer Technical Instructions

* Do you want to download a prepopulated Issuer Data Template?

® Yes
No Issuer Data updates required

Generate File

5.3 Download Data Template — Step 3

If the option selected was Yes in the previous step, then in Step 3 users can generate the latest Pre-
Populated Issuer Data Template in Excel by clicking the Generate File button (if they are generating it for
the first time). The process of file generation will be triggered and the messages related to the stages of
the generation (In Progress, Failed, Taking Longer Time to Generate) will be displayed as depicted below

in Figure 24.
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Figure 24: Download Data Template page — Step 3 — Generate File

<Plan Finder Download Data Template

Issuer Submitted Data Please note, a field with an asterisk (*) before it is a required field.

Product Data

1 SelectIssuer Revisit this step
Download Data Template

Upload Data Template Kaiser Foundation Hlth Plan Mid-Atlantic-VA

Component IDs

validate Issuer Data 2  Download Data Options Revisit this step

Yes, download a prepopulated Issuer Data Template

3 Generate File

Confirmation: Template generation started on 02/27/2019 0
12:49:05 PM. This process could take up to 15 minutes and will not

be interrupted if you navigate to a different page. If you continue to

stay on the current page, the download link will be displayed once

the file generation process is completed. If you navigate to a

different page and come back, the search options will need to be

reselected to view the link for the generated file.

Please select the "Generate File” button to generate an Excel template pre-

populated with the selected Issuer’s submitted data.

GENERATE FILE

Once the file generation is completed, Submitter users can download the file by selecting the .XLSM link
as displayed below in Figure 25.
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Figure 25: Download Data Template page — Step 3 — Download File

< Plan Finder Download Data Template

Issuer Submitted Data Please note, a field with an asterisk (®) before it is a required field.

Product Data

1  SelectIssuer Revisit this step
Download Data Template

Upload Data Template Kaiser Foundation Hith Plan Mid-Atlantic-VA

Component IDs

validate Issuer Data 2 Download Data Options Revisit this step

Yes, download a prepopulated Issuer Data Template

3 Generate File

Please select the "Generate File” button to generate an Excel template pre-

populated with the selected Issuer's submitted data.

GENERATE FILE
Download File

Kaiser Foundation Hith Plan Mid-Atlantic VA 95185.xlsm (572KB, XLSM)

Last generated on 02/27/2019 12:50:13 PM

Note: If the user had a previously generated file, the link will be displayed with the corresponding time
stamp as depicted in the above Figure 25.

5.4 No Issuer Data Updates Required

If the Submitter user does not need to make updates to the Issuer data for the current quarter, they can
select the No Issuer Data Updates Required option and select the NEXT button in Step 2 (please refer to
Section 5.2). Selecting this option will indicate acceptance of the data as it currently exists.

Note: The No Issuer Data Updates Required button is enabled only for the Submitter users. If there are
any data changes on the Ul through Web Edits since the HIOS quarter has opened, those changes will

still be reflected once the No Issuer Data Updates Required button has been selected.

The No Issuer Data Updates Required button is depicted below in Figure 26.
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Figure 26: No Issuer Data Updates Required

< Plan Finder L

Download Data Template

I Issuer Submitted Dato Please note, a field with an asterisk (*) before it is a required field.

Product Data

Download Data Template 1 Select Issuer Revisit this step

Upload Data Template R
P P Celtic Insurance Company-MO

Component IDs

2 Download Data Options Revisit this step

No Issuer Data updates required

3  Issuer Data Submission

If you do not need to make updates to the Issuer data for the current quarter,
please select the "No Issuer Data Updates Required" button. This will indicate
that you are accepting the data as it currently exists and will unsuppress the
products for this quarter. If you have made changes to the data on the UI

through Web Edits since the quarter opened, those changes will be reflected.

NO ISSUER DATA UPDATES REQUIRED

The Submitter users can select the No Issuer Data Updates Required button and a confirmation
message will pop up as depicted below in Figure 27.

Figure 27: Pop-Up Confirmation Message

Confirmation x

Please select the "OK" button to confirm that there are no Issuer data updates required for the current
quarter: Q4, 2018 (Oct. 1 - Dec. 31). Otherwise select the "Cancel" button.

m CANCEL
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If the Submitter user chooses the OK button, it indicates that they are accepting the data as it currently
exists. A confirmation message will be displayed on the screen and the No Issuer Data Updates
Required button will be disabled for the current HIOS quarter.

The on-screen Confirmation Message is displayed below in Figure 28.

Figure 28: On Screen Confirmation Message

< Plan Finder Download Data Template

Issuer Submitted Data Flease note, a field with an asterisk (=) before it is a required field.

Product Data

1 Select Issuer Revisit this step
Download Data Template

Upload Data Template Kaiser Foundation Hlth Plan Mid-Atlantic-vA

Component IDs

validate Issuer Data 2  Download Data Options Revisit this step

No Issuer Data updates required

3 Issuer Data Submission

Confirmation: Thank You for confirming that there are no Issuer 0
data updates required for the current quarter: Q3, 2017 (Jul. 1 -

Sept. 30). When the Issuer Product data is successfully processed,

you will receive a confirmation via email. Please note that the Issuer

data will not be available for validation until the data is successfully
processed.

If you do not need to make updates to the Issuer data for the current quarter,
please select the "No Issuer Data Updates Required" button. This will indicate
that you are accepting the data as it currently exists and will unsuppress the
products for this quarter. If you have made changes to the data on the UI
through wWeb Edits since the quarter opened, those changes will be reflected.
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5.5 Pre-Populated Issuer Template

Plan Finder will allow the Submitter user to upload a finalized version of the Issuer template file.

5.5.1 Excel Macro Settings

Computer configurations must be set to satisfy the following requirements for the Issuer Data Template

to work properly:

1. Have Microsoft Excel 2010/ latest version installed on the user’s machine.

2. Enable the Excel standard toolbar.

3. Set the Excel macro security settings as follows:

a. For Excel 2010/ latest version, set Excel macro security settings to “Disable all macros
with notifications.”

Vi.
Vii.

viii.

Select the File button in the upper left corner of the window.

Select the Options button at the bottom of the menu.

Select Trust Center on the left navigation pane.

Select Trust Center Settings.

Select Macro Settings on the left navigation pane.

Select the radio button in front of Disable all macros with notifications.
Select OK.

When the workbook is opened, select the Options button and select Enable
Content and select OK.

The Excel 2010 Enable Content message is displayed below in Figure 29.
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Figure 29: Excel 2010 Enable Content Message Text

(x| = Microsoft Excel =
g Home Insert Page Layout Formulas Data Review View o @)
3 & Arial MY W ’ ] L : i
23 copy ~ = @] Fin - 4
Paste B 7 U § - 9% 3 | %90 Insert Delete Format Find &
= F Format Painter = = = S S &2 Clear = Select~
Clipboard Font Alignment Number Styles Cells Editing
1) Security Warning  Macros have been disabled. Enable Content x
Al - Jx | You have opened this worksheet with your macro security setting too high. -
This workbook will not work as intended and you will not be able to finalize the file in preparation for submission. |
Please close this workbook and refer to the Technical Instructions for guidance on how to adjust your macro setting. |
@ Freedom_Life Insurance AL 51841 [Read-0.. = = 3
A B C D E =
i Py
2 =]
3
4
5
6
7
8
9
10
1
12
E You have opened this worksheet with yc
15 | This workbook will not work as intended
:? Please close this workbook and refer to
18 i
W 4+ v Splash_Screefl] 4 (20EH
Ready | |[EET@ 100% = . ()

5.5.2 Working Files versus Finalized Files

The Issuer Data Template will go through two versions of the workbook that serve different purposes
throughout the process:

e Working files — These are read-write enabled files that allow users to enter data in specified
input fields. Users may edit, save, name and re-name working versions of these files.

e Finalized files — This is a new feature included in Plan Finder release 17. These files are read-only
XML files created by a process called finalization, which modifies the format of working files to
prepare them for submission to Plan Finder. These files have specific naming conventions that
must be followed in order to be successfully submitted. The Validate and Finalize macros are
built into the template.

The Issuer Data Template contains macro buttons and shortcut keys as displayed in Figure 30 below.

Figure 30: Macro buttons on Excel Issuer Data Submission Template

Worksheet 1 - Issuer General Information Validate | Validate & Finalize | __ Formata Print Preview | OMB Control Number: 0338-1086
1. Corporate Information

Issuer Legal Name: FFE Testlssuer 359 State: ME Issuier I0: 10032

Federsl EIN; ’:‘ Market Coverage: Issuer Marksting Mame:
NAIC Company Cade HAIC Group Code:

2. Address

Address Line T 12 Church Street

iaddress Line 2 POBox 2430

Ciy Augusta

State: ME

Zip: 04338 4 digi

3. Individual and Small Group Market

7). Do yau offer Indiidual market?
2). Enterthe web address for the Individual Market website i
\Vesis entered nCTS.

3. Dayau offer Smal Group market?

4. Enterthe web address for the Smal Group Markst
website i Yesis entered in CT7.

hittp: thyww testindividu slm arket.co

[ree 1 — ——

Conditional
httpsltwww. testzn ENter the
individual market
web address if yes

4a. Customer Service Contact - Individual Market 4b. Customer Service Contact - Small Group Market

LocalNumber. 1313555212 is entered above. [0 Local Number 1313555212 [Extension
TollFree Number Toll Free Mumber.

TTY: TTY:

ebste Address hitp:lfww testMoustomerserios.com Website Address: hitpliww testlMoustomersersioe. com
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The following are the names of the buttons (from left to right):

Validate (Shortcut: CTRL + shift + V) — This will perform the red circle and critical data
validations.

Validate & Finalize (Shortcut: CTRL + shift + S) — This function will perform the critical data
validations and create the read-only finalized XML file.

Format & Print Preview (Shortcut: CTRL + shift + P) — This function will format the workbook for
printing and display the print preview screen.

Excel will allow the users to navigate and perform regular spreadsheet functions within the template.
The following are a few special considerations to note:

5.5.3

Print — Use the Print Preview function prior to printing the workbook to ensure the formatting is
as preferred.

0 Use the standard Excel print icon or menu selection.
o Select the Format & Print Preview button within each worksheet.

Cut/ Paste — Do NOT use the Cut or Paste function in the Issuer Data Entry Form workbook as it
will remove or overwrite the cell’s predefined formatting.

Delete — Use the Delete key instead of the space bar to delete cell values from a cell.

Update and Finalize Pre-Populated Excel Template Data

The Pre-Populated Excel template will contain any Issuer General Information and Product Information
that was previously submitted in Plan Finder. The template allows the Submitter user to add and update
data as needed.

Below are the steps necessary to add/edit the Issuer Data:

2.

5.

HIOS

Once a downloadable template file is present on the user’s computer, the user can Open the
file.

If the user has already updated the macro security settings in Excel as recommended in section
5.3.1 Excel Macro Settings, select Open.

If the user has not already updated the macro security settings in Excel as recommended, then:
a. Select Save.

b. Choose a file location and it is recommended not to change the name of the document
at this point.

¢. When the save is complete, a pop-up window will appear asking to Open or Cancel.
Select Cancel. Do not open the workbook.

d. Open the Excel application to a blank workbook.

e. Update the macro security settings as stated in section 5.3.1.

f. Select the Open file icon on the standard toolbar or select File menu then Open.
g. Locate the template file and select Open.

Select Enable Content.
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The Excel 2010 Enable Content message is displayed below in Figure 31.

Figure 31: Excel 2007/2010 Enable Content message

File Home Insert Page Layout Formulas Data Review View Developer Q Tell me what you want to do
(| o=
! Security Warning  Data connections have been disabled < Enable Content ’ x
Al ¥ B You have opened this worksheet with your macro security setting too high.
A | B | C b | E F | 6 | H | ¥ | J | K | L | M | N | 0 | P
1]
=
3|
4 1
5 |
6 {
7
8
9 |
10 |
1]
12 |
:3 1'You have opened this worksheet with your macro security setting too high.
15 | This workbook will not work as intended and you will not be able to finalize the file in preparation for submission.
:? |Please close this workbook and refer to the Technical Instructions for guidance on how to adjust your macro setting.
18|

5.5.3.1 Issuer General Info Tab

Table 1 below includes the cell locations for each data entry field on the Issuer General Info tab along
with appropriate values.

Table 1: Issuer General Info Field Chart

Cell Location Data Valid Values

Cc3 Issuer Legal Name Users do not have the ability to edit this field in Plan Finder.
c4 Federal EIN Users do not have the ability to edit this field in Plan Finder.
C5 NAIC Company Code Users do not have the ability to edit this field in Plan Finder.
E3 State Users do not have the ability to edit this field in Plan Finder.
E4 Market Coverage Users do not have the ability to edit this field in Plan Finder.
E5 NAIC Group Code Users do not have the ability to edit this field in Plan Finder.
G3 Issuer ID Users do not have the ability to edit this field in Plan Finder.
G4 Issuer Marketing Name Users do not have the ability to edit this field in Plan Finder.
C8 Address Line 1 Users do not have the ability to edit this field in Plan Finder.
Cc9 Address line 2 Users do not have the ability to edit this field in Plan Finder.
C10 City Users do not have the ability to edit this field in Plan Finder.
Cc11 State Users do not have the ability to edit this field in Plan Finder.
C12 Zip code Users do not have the ability to edit this field in Plan Finder.
HIOS PF User Manual — Last Updated April 2019 Page 40




HIOS PF User Manual v 06.00.00

Cell Location

Data

Valid Values

E12 4 digit Users do not have the ability to edit this field in Plan Finder.
C15 Individual Market Users do not have the ability to edit this field in Plan Finder.
Ci16 Website address for Individual Enter the website address for the Individual Market. This field is
Market website only required if Individual Market question in cell C15 is Yes.
Cc17 Small Group Market Users do not have the ability to edit this field in Plan Finder.
C18 Website address for Small Enter the website address for the Small Group Market. This field is
Group Market website only required if Small Group Market question is Yes in cell C17.
Cc21 Customer Service Local Enter the local phone number for the Individual Market Customer
Number — Individual Market Service, up to 15 characters. This field is only required if the user
selected Individual or Both in the Market Coverage cell (E4).
C22 Customer Service Toll Free Enter the toll-free number for the Individual Market Customer
Number - Individual Market Service, up to 15 characters. Optional field.
C23 Customer TTY - Individual Enter the phone number for the TTY for the Individual Market
Market Customer Service, up to 15 characters. Optional field.
C24 Customer Website Address - Enter a valid website address for the Individual Market Customer
Individual Market Service. This field is only required if the user selected Individual or
Both in the Market Coverage cell (E4).
E21 Customer Service Phone Enter the phone number extension for Individual Market Customer
Number Extension - Individual Service, up to 6 characters. Optional field.
Market
H21 Customer Service Local Enter the local phone number for the Small Group Market
Number — Small Group Market | Customer Service, up to 15 characters. This field is only required if
the user selected Small Group or Both in the Market Coverage cell
(E4).
H22 Customer Service Toll Free Enter the toll-free number for the Small Group Market Customer
Number - Small Group Market Service, up to 15 characters. Optional field.
H23 Customer TTY - Small Group Enter the phone number for the TTY for the Small Group Market
Market Customer Service, up to 15 characters. Optional field.
H24 Customer Website Address - Enter a valid website address for the Small Group Market
Small Group Market Customer Service. This field is only required if the user selected
Small Group or Both in the Market Coverage cell (E4).
21 Customer Service Phone Enter the phone number extension for Small Group Market

Number Extension - Small
Group Market

Customer Service, up to 6 characters. Optional field.

Enter up to 5 rows of rating information. The system will verify that at least one set of rating data is
entered if C27 or C36 is Yes, indicating a rating company has rated the product in the Individual and/or
Small Group market. Table 2 shows the required fields if either cell is Yes.
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Table 2: Market Rating Data

Cell Location

Data

Valid Values

Cc27 Individual Market rated by any | Select Yes or No from the drop-down menu.
rating company

B29 Individual Market Rating Select the rating company from the drop-down menu. This field is
Company only required if C27 is Yes.

Cc29 Individual Market Rating type Select the rating type from the drop-down menu. This field is only

required if C27 is Yes.

D29 Individual Market Rating Enter the rating. This field is only required if C27 is Yes.

E29 Individual Market Rating Enter the rating company if Other/Describe is selected in cell B29.
Company Other/Describe

F47 Individual Market Rating Type Enter the rating type if Other/Describe is selected in cell C29.
Other/Describe

C36 Small Group Market rated by Select Yes or No from the drop-down menu.
any rating company

B38 Small Group Market Rating Select the rating company from the drop-down menu. This field is
Company only required if the user selected Yes in cell C36.

C38 Small Group Market Rating Select the rating type from the drop-down menu. This field is only
type required if the user selected Yes in cell C36.

D38 Small Group Market Rating Enter the rating. This field is only required if C36 is Yes.

E38 Small Group Market Rating Enter the rating company if Other/Describe is selected in cell B38.
Company Other/Describe

F38 Small Group Market: Rating Enter the rating type if Other/Describe is selected in cell C38.

Type Other/Describe

Note the values in Table 2 above are relevant to the first row of rating data for each market type. If
additional ratings are added, the row numbers cited below for the entry of actual rating information will
change (e.g., additional Individual ratings will be in rows 30 up to 33 and additional Small Group ratings
will be in rows 39 up to 42).

5.5.3.2 Product Info Tab

Table 3 below includes the cell location for each data entry field on the Product Info tab, along with the
appropriate values.
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Table 3: Product Info Field Chart

Cell Location

Data

Valid Values

B3 Product ID This is a read-only field and should not be used.
c3 Product Name Enter a product name.
D3 Enrollment code/Group Enter the Enrollment code/Group Number given internally to this
Number product. Optional field.
E3 Product Type Select product type from the drop-down menu.
F3 Other Product Type Description | Enter a product description. This field is only required if the user
selected ‘Other/Describe’ for the product type.
G3 Association Product Select Yes or No from the dropdown.
H3 Product Enrollment Enter the total for product enrollment. CMS policy requires that
issuers provide updates to this value on a quarterly basis.
13 Individual or Small Group Select Individual or Small Group from the drop-down list. This is
editable only during new product creation.
3 Website address (Benefit at a Enter a website address for the description of benefits.
Glance)
K3 Website address (Formulary) Enter a website address for formulary information. Optional field.
L3 Website address (Provider Enter a website address if appropriate. If the product is an
Network) indemnity product, and therefore there is no corresponding
Provider Network, please enter “Indemnity”.
M3 SERFF-Number Enter the SERFF-Number. Optional field.
N3 Open or Closed? Select Open or Closed from the drop-down menu.
03 Closed Reason Select a reason that the product is closed from the drop down.
This field is only required if the user selected Closed in field N3.
P3 Other Closed Reason Enter a Closed Reason in this field. This field is only required if the
user selected Other in field O3.
Q3 Effective Start Date Enter the product’s Effective Start Date in the format of
MM/DD/YY.
R3 Effective End Date Enter the product’s Effective End Date in the format of
MM/DD/YY. Optional field.
S3 Approved Product Select Yes or No from the drop-down menu.

*For additional information, refer to the questions and answers section on the CCIIO website.

5.5.3.3 Validating the File

Fields highlighted in green on the Issuer Data Template are data entry fields. The cells are in a text
format and allow for the Submitter to key in values.
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Note: It is highly recommended to select values from the dropdown lists instead of keying in values.
Keying in values may result in the value not being recognized and cause errors that can prevent
successful submission.

The green-highlighted data entry fields fall into three categories with respect to cell validation:
validation fields, critical validation fields and non-validation fields. Validation fields have cell-specific
rules regarding the type and format of data that can be entered. These rules appear in message boxes,
called cell labels, which are shown when the cell is highlighted.

The Issuer Data Template with a cell label highlighted is displayed below in Figure 32.

Figure 32: Issuer Data Template — Cell Label

B c D E F G H I J K L M
- Product itormation Validate Validate & Finalze | Format & Print Preview | Please enler the product dats for quaiter. O
Enrolmant Wobsite Address
Codotiroun Ofber Product Type  Asscciation  Prodsct  ledhidualor  Website Address (Benoht ala tPrcidos URL)
Product it Numbor  Product Type Product?  Enrolimest  Smal Group Ganto) Visbsito Address [Formuary) Eatos “swdomaity” i none SERFF-Humber

| 20806nD001 [BasE ConTRACT [ ingemnity Ho 7 indvicusl_|iip duaw $EBUrSTIER SomV Do yrER GEIST o Tngamait

F2808MND00Z BASE CONTRACT Required 1] PPQ Mo a2 Indvicusl  hEp waw S5EUranhEaNn Combiechures 20257 et It iowew provagarg com

PRBOGNDO0T (MO0 i HE FPO Yoy Small Growp [hEptwaw SEBUTETINEAIh Com/DIoChures gendral pat {itp i providerz com
FPROGHDO [PREFERRED 200{ Ex] Inggmnity Ho 1] Inaidusl | nEp WK S8 SUTANINEANN COMNGChUres gandral odf ‘:|'|C!-"|'|ﬂ|'

SBAOGNDO0S [PREFERRED 2000 393 P Ho [ Inchdcizal | hlpiwaw 35 sUranfwali comibrachures genecal pai |t proadecs com
SUROGHD00S [FREFERRED 2000 w3 Incemnity Ho o Inchdcizal | hp-ivwww s suranealin comibrchures genecal pal Hindemnnity
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[REAL CHOICES il TRT FRO ek [ it www a5 BE0500 pat |t wsnt pemager com
RIGHTSTART T Indemaity Ho [ Indhidusl | Dl 355UrSARIOAM COMBChUNeS ComZazad oot Jingamna

RIGHTSTART ars FRO Ha 12 IR | e 355UrAAERAM COmIBChUNes CoMpEszad pat Inito:isweat Gemddar? com
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5 [wan's Prooudt IFP 2 HIO [ Ho 12 InasAcssl | b iveww benelitsz com |1 s towrematanyz com. it v proger com

The following are the steps to trigger the Template Validation process:

1. When the submitter has completed the data entry or updates, save the document before
starting the Validation Process, by selecting the Excel Save icon. There is no need to rename the
document at this point.

2. Select Validate.

Upon triggering the validation process, a red circle will surround cells that do not pass validation rules.
Once any validation errors are corrected, the red circles will disappear.

Note: It is highly recommended to perform the validation process and resolve all issues prior to the
Validate & Finalize step.

5.5.3.4 Saving the File

There are two save processes available within the Issuer Data Template: a non-finalized and a finalized
save.

e A non-finalized save can be performed by selecting the Excel Save icon on the Excel standard
toolbar or by selecting File and then Save from the Excel menu to the required naming
convention. This save process will save any changes made to the workbook.

e Afinalized save occurs when the “Validate & Finalize” function is invoked. Please refer to
section 5.5.3.5: Finalizing the Issuer Data Entry Form for Submission below. This step is taken
when the workbook is complete and ready for submission.
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Note: After selecting Save or Validate & Finalize, the Microsoft Office Excel — Compatibility Checker
message may appear. Uncheck the Check compatibility when saving this workbook checkbox and select
Continue. The finalized file must be saved in the same Excel version used when downloading the Issuer
Data Template.

The Microsoft Office Excel - Compatibility Checker message is displayed below in Figure 33.

Figure 33: Microsoft Office Excel - Compatibility Checker

Microsoft Office Excel - Compatibility Checke e |

The following features in this workbook are not supported by earlier versions
of Excel, These features may be lost or degraded when you save this

o workboaok in an earlier file format. Click Continue to save the workbook
anyway, To keep all of your features, dick Cancel, and then save the file in
one of the new file formats.

Summary Mumber of occurrences

Significant loss of functionality 0 =
This workbook contains data in cells outside of the row and column 27
limit of the selected file format, Data beyond 256 (IV) columns by Hel

&5,536 rows will not be saved. Formula references to data in this
region will return a #REF! error,
Location: 'MA Allowed'

This workbook contains data in cells outside of the row and column &
limit of the selected file format, Data beyond 256 (IV) columns by Hel
£5,536 rows will not be saved, Formula references to data in this HEn ;I
W Check compatibility when saving this workbook.
CopytoMewSheet | [ Q T Cancel |

5.5.3.5 Finalizing the Issuer Data Entry Form for Submission

Select the Validate & Finalize button to trigger the finalization process. When the finalization function is
triggered, the system will check all required fields and critical validations and if validations are successful
it will create an XML file for upload into Plan Finder.

If the file does not successfully pass all validation rules, an error message box will appear listing the cell
location of each error and those fields will be circled in red. A list of critical errors is included in Appendix
B, “Critical Errors.” Each error will have to be corrected before the file can be successfully validated and
finalized.

Once all the errors have been corrected, the system will perform the validation and finalization process
and create the read only XML file. The file will automatically be renamed using the required naming
convention and saved in the designated location.

The required naming convention is as follows:

Final_<first20charactersofname>_<stateabbreviation>_<Issuer|D><yyyymmdd><hhmmss>.xml

NOTE: Use of this naming convention is a requirement for a successful submission. If the name of the
finalized file is modified, it will not be processed.

HIOS PF User Manual — Last Updated April 2019 Page 45



HIOS PF User Manual v 06.00.00

The following is an example of the required naming convention:

e Final_ACMEInsuranceCo_DC 12345 20190801 _110834.xml

5.6 Submitter Role — Submissions Using the XSD File

The Issuer Data XSD file can be used to manually create an XML file template for submission to Plan
Finder. The XSD file can be used with any XML editor software. Instructions for loading the file into the
XML software will vary depending on the software being used. Please consult the directions for your
specific XML editor for further details on how to load and edit the file.

5.6.1 Download XSD Template

On the Download Data Template page, users can select the Issuer Data XSD File link to download the
XSD template for the selected Issuer (please refer to Download Data Template — Step 2 in Section 5.2).
The file will be downloaded in a .zip file format to the user’s local computer.

The Download Data Template — XSD File is depicted below in Figure 34.
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Figure 34: Download Data Template — XSD File

Home Knowledge Center Help @

< Plan Finder Download Data Template
Issuer Submitted Data Please mote, a field with an asterisk (*) before it is a reguired fiedd.

Preduct Data

1 Select Issuer
Dawinload Data Template

Upfiisc Dista Tesnplats Celtic Insurance Company-MQO

Componant [D=

Valldate Issuer Data 2  Download Data Options

1f you are subrnitting [ssuer data, please select “[asuer Technical Instructions™
te be redirected to the CCIIO Regources pagE. On the |2|‘|d:ﬂg page, p!&&!é
select "Content Requirements for Plan Finder™ bo access the "Plan Finder [ssuer
User Manual” which provides details on filling the Excel template and XML file
for submission. Flease select “lssuer Data XSD File”™ to dewnload the XSD file,

Mote: In order to register a new Issuer, please do so through HIOS Portal.

* Jssu

|58

£ Data XSD File (2048, 2IP)

® Do you want to download a prepopulated Issuer Data Template?

Yes
No Issuer Data updates required

3 Issuer Data Submission
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Note that the exact display below may differ depending on the Internet browser being used and the
configuration of the user’s computer. Figure 35 below is one possible example of how a user might
Open or Save the XML_Issuers.zip file downloaded to their computer.

Figure 35: XSD Zip File window

n ” " . = ” Compressed Folder Tools
File Home Share View Extract
iay {
oo
s [l Release 4 5o
B Extract
B De all
Extract To
+ 4 b AppData » Local » Microsoft » Windows » INetCache » IE » DIDT50)8 » XML _Issuers
=
4 - Favorites Name Type Compressed size Password p...
I Deskiop XML_Issuers.xsd XSD File 3KB No
¢ Downloads

5.6.2 Creating the XML File

Working versions of the .XML files can be named at the user’s discretion. The XML filename used for
submission will need to be changed (Save As) to the required naming convention.

The finalized file to be submitted must be in the following format to be accepted:

Final_<first20charactersofname>_<stateabbreviation>_<Issuer|D><yyyymmdd><hhmmss>.xml

NOTE: Use of this naming convention is a requirement for a successful submission. If the name of the
finalized file differs, it will not be processed.

The following is an example of the finalized file format to be submitted:

e Final_ACMEInsuranceCo_DC_12345 20190801_110834.xml
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6 Upload Data Template

The Upload Data Template page provides Submitter users with the ability to upload the finiliazed Issuer
Data Template as depicted below in Figure 36.

Figure 36: Upload Finalized Data Template

< Plan Finder Upload Data Template

Issuer Submitted Data Please note, a field with an asterisk () before it is a required field.

Product Data

Select a File

Download Data Template

I Upload Data Template Please select a finalized data template XML data file (.xml) or a zip file containing

multiple xml templates.

Component IDs

Please note that the file cannot exceed 30 MB.
Validate Issuer Data

* Browse (Select .xml/.zip file)

a]2{e)/}>{=ll I Files selected

Below are the steps necessary to upload a finalized template .XML file:

1. Select the Browse button and then locate the file and select Add button.

2. Select the Submit button. A confirmation message will be displayed when the file has been
completely uploaded.

Once the files are successfully uploaded and processed, the system will generate an email message to
the submission contacts confirming the successful submission. If there are any errors encountered
during the file processing, the system will generate an email detailing the errors found within the file.
The errors should be corrected before the user uploads a revised version of the finalized file.
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7 Component IDs

A SCID (Standard Component ID) is the base identification of an insurance plan prior to it being
submitted as an “On exchange”, “Off exchange”, or “Both” plan. The SCID is used to create the official
Plan ID once it is processed by the receiving system (e.g., FFE PM, RBIS). It is comprised of the Issuer’s ID
number, the Issuer’s state abbreviation, the Issuer’s three digit Product ID and a four digit sequence
number as shown in the following example: 12345WA0010001.

The Standard Component ID Services (SCIS) was implemented as an independent set of services and
enables CCIIO to have a single source for all Standard Component ID’s. Once generated, these IDs will
be in consecutive order and used across any system using SCIDs.

Users can both view the existing Component IDs for their products per registered issuer and (Submitter
users only) request additional Component IDs for their reported products.

The Component IDs page is displayed below in Figure 37.

Figure 37: Component IDs Page

<Plan Finder Component IDs

Issuer Submitted Data

Product Data View Component IDs Request Component IDs

Download Data Template ) ) L - . )
Please note, a field with an asterisk (*) before it is a required field.

Upload Data Template
* Issuer Name

Select an Issuer v

Validate Issuer Data
VIEW RESULTS

I Component IDs
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7.1 View Component IDs

The View Component IDs page is displayed below in Figure 38.

Figure 38: View Component IDs page

< Plan Finder Component IDs

Issuer Submitted Data

Product Data View Component IDs Request Component IDs

Download Data Template -

Please note, a field with an asterisk (%) before it is a required field.

Upload Data Template
* Issuer Name

I Component IDs 11593 - HPHC Insurance Company Inc.-ME v
Validate Issuer Data * pProduct(s)
11593ME005S - Dirigo Choice PPO -

11593ME0Q06 - HPHC Ins. Co, ME - PPO IFP

11593ME0Q07 - HPHC Ins. Co, ME - PPO SMG

11593ME008 - HPHC Ins. Co, ME - POS IFP

11593ME00% - HPHC Ins. Co, ME - POS S5MG -

Hold down the “ctrl” key to select multiple products.

VIEW RESULTS

Component IDs for the Selected Product are:

Showing 1-5 of 5 records Records per page/10 ¥

w _11593MEOQ0S - Dirigo Choice PPO

Component ID
11593MEOQO50001
11593MEQO50002 L\\_;

11593MEQD50003
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Below are the steps necessary to view the existing component IDs registered for a specific product:

1. Select the Issuer desired from the Issuer Name drop down menu and select View Results. The
products reported for that issuer will display in the Product(s) field.

2. Select the Product ID(s) desired from the Product(s) list box menu. Note that multiple Product
IDs can be selected by using the Shift or Ctrl keys to highlight continuous lists or individual

items.

3. Select the View Results button.

4. The Component IDs associated with each specific product will be displayed. If multiple Product
IDs were selected, the Components IDs for each product will be listed under each product. The
view for each Product ID can be expanded (to reveal the Component IDs) or compressed by
selecting the row containing the Product ID and Product Name.

7.2 Request Component IDs

The Request Component IDs page is displayed below in Figure 39.

Figure 39: Request Component IDs page

< Plan Finder

Issuer Submitted Data
Product Data
Download Data Template
Upload Data Template

I Component IDs

Validate Issuer Data

Component IDs

View Component IDs Request Component IDs

Please note, a field with an asterisk (*) before it is a required field.

* Issuer Name

11593 - HPHC Insurance Company Inc.-ME r
* Product
11593MEC02 - Best Buy HSA PPO r

* Number of IDs

(Maximum 50 IDs per request, enter a value within 1 to 50)

SUBMIT

HIOS
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Below are the steps necessary for a Submitter user to request additional Component IDs for a specific
product:

1. Select the Issuer desired from the Issuer Name drop down menu.
2. Select the Product ID desired from the Product drop down menu.

3. Enter the number of additional Component IDs needed in the Number of IDs field. Users may
request up to 50 IDs per request (enter value between 1 and 50).

4. Select the Submit button and a confirmation message will be displayed.

5. The additional component IDs associated with that specific product can be viewed on the View
Component IDs page.
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8 Submitter Role— Web Entry

The web entry screens are only viewable to Submitter users. The Submitter user can enter and edit data
on the web user interface for certain data elements. Please reference the tables below for a complete

list of editable fields.

Table 4: Issuer General Information Fields on Web Entry Interface

Section Field User Editable

Corporate Information Issuer Legal Name No
Corporate Information State No
Corporate Information Issuer ID No
Corporate Information Issuer Marketing Name No
Corporate Information Market Coverage No
Corporate Information Federal EIN No
Corporate Information NAIC Company Code No
Corporate Information NAIC Group Code No
Address Address Line 1 No
Address Address Line 2 No
Address City No
Address State No
Address Zip No
Individual and Small Group Market Do you offer Individual Market? No
Individual and Small Group Market Individual Market website. Yes
Individual and Small Group Market Do you offer Small Group Market? No
Individual and Small Group Market Small Group Market website. Yes
Customer Service Contact — Individual Market Local Number Yes
Customer Service Contact — Individual Market Extension Yes
Customer Service Contact — Individual Market | Toll Free Number Yes
Customer Service Contact — Individual Market | TTY: Yes
Customer Service Contact — Individual Market Website Yes
(I\Z/LIJas:Ic()en:er Service Contact — Small Group Local Number Yes
Customer Service Contact — Small Group .

Market Extension Yes
Customer Service Contact — Small Group Toll Eree Number Yes

Market
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Section Field User Editable
(I\Z/LIJas:Ic()en:er Service Contact — Small Group TV Yes
(I\Z/LIJas:Ic()en:er Service Contact —Small Group Website Yes
Ratings — Individual Market Is Issuer rated by any rating company in the Yes
last two years?
Ratings — Individual Market Rating Company Yes
Ratings — Individual Market Rating Type Yes
Ratings — Individual Market Rating Yes
Ratings — Individual Market Rating Company Other/Describe Yes
Ratings — Individual Market Rating Type Other/Describe Yes
Ratings — Small Group Market Is Issuer rated by any rating company in the Yes
last two years?
Ratings — Small Group Market Rating Company Yes
Ratings — Small Group Market Rating Type Yes
Ratings — Small Group Market Rating Yes
Ratings — Small Group Market Rating Company Other/Describe Yes
Ratings — Small Group Market Rating Type Other/Describe Yes
Table 5: Marketplace General Information Fields on Web Entry Interface
Section Field User Edits
Corporate Information Issuer Legal Name No
Corporate Information Issuer Marketplace Marketing Name Yes
Corporate Information Market Coverage No
Corporate Information State No
Marketplace Billing Information Marketplace Billing Name Yes
Marketplace Billing Information Marketplace Address Line 1 Yes
Marketplace Billing Information Marketplace Address Line 2 Yes
Marketplace Billing Information Marketplace City Yes
Marketplace Billing Information Marketplace State Yes
Marketplace Billing Information Marketplace Zip (5 digits) Yes
Marketplace Billing Information Marketplace Zip Extension (4 digits) Yes
Customer Service Contact — Individual Market IFP Customer Service Phone Yes
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Section Field User Edits
Customer Service Contact — Individual Market IFP Customer Service Phone Extension (Max 6 Yes
digits)

Customer Service Contact — Individual Market IFP Customer Service Toll Free Yes
Customer Service Contact — Individual Market IFP Customer Service TTY Yes
Customer Service Contact — Individual Market IFP Customer Service URL Yes
Cust Service Contact —Small G

ustomer service Lontac mafllaroup SHOP Customer Service Phone Yes
Market
Customer Service Contact — Small Group SHOP Customer Service Phone Extension

.. Yes

Market (Max 6 digits)
Cust Service Contact —Small G

ustomer service Lontac mafllaroup SHOP Customer Service Toll Free Yes
Market
Customer Service Contact — Small Group SHOP Customer Service TTY Yes
Market
Customer Service Contact — Small Group SHOP Customer Service URL Yes
Market
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Table 6: Product Information Fields on Web Entry Interface

Section Field User Edits
Product Information Product ID No
Product Information Product Name No
Product Information Product Enrollment Yes
Product Information Enrollment Code / Group Number Yes
Product Information Approved Product Yes
Product Information SERFF Number Yes
Product Information Product Type No
Product Information Open or Closed Yes
Product Information Closed Reason Yes
Product Information Other Closed reason Yes
Product Information Association Product Yes
Product Information Individual or Small Group Market No
Product Information Website Address (Benefit at a Glance) Yes
Product Information Effective State Date Yes
Product Information Website Address (Provider) Yes
Product Information Effective End Date Yes
Product Information Website Address (Formulary) Yes
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9 Validator Role — Data Validation

Once the Issuer data has been successfully submitted and processed, Validator users are responsible for
checking all submitted data to ensure accuracy of the data.
Below are the steps necessary to validate the issuer data:

1. Select an Issuer Name from the dropdown and select Get Issuer Information.

2. Read the Issuer Validation message and select the appropriate radio button for the validation
status.

3. Select the Submit button.

4. The system will display a confirmation message on top of the page upon successful validation
completion as depicted in Figure 40 below.
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Figure 40: Issuer Validation Message

< Plan Finder

Iszuer Submitted Data
Product Data

Download Data Template
Upload Data Template
Component IDs

I Walidate Issuer Data

& Confirmation: You have successfully validated the Issuer Data. e‘

Validate Issuer Data

Plzase note, a figld with an asterisk (*) before it is 2 reqguired fizld,

Select an Issuer

Flezs= select an Issuer from the Issuer Name dropdown menu below and then
activate the "Get Issuer Information” button to view the Issuar Submission
Information.

* Issuer Name

Kaiser Foundation Hlth Plan Mid-Atlantic-DC T

Get Issuer Information

Submission Uploaded Date
11/26/2012 01:43:00 PM

Product Data for Quarter
Q3, 2012 [Jul. 1 - Sept. 30]

Data Last Validated By
Ranjitha Srishti on 02/28/201% 01:33:48 PM as "Data displayed is accurate and

needs no change.”

1 vzlidata that I have examined the Issuer Generzl Information and associated
Product Data for my organization. The data is accurate and it satisfies the current
template parameters to the best of knowledge and belief. 1 further validate that ocur
submission as 3 whale to HIOS, represents all products that are offered by this
organization that are open for enrollment or closed but still have at least one enrolle.
I zlso understand that if 1 do not zpprove the datz, HHS may still display the

information I have previously provided.

* If you wish to validate then you must select a radio
button before choosing Submit

* Data displayed is accurate and does not need to be changed
Data displayed is inaccurate and needs to be changed

SUBMIT

HIOS
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The system shall display an error message on the top of the page as shown in Figure 41, if the user

selects the Submit button without selecting one of the Issuer Validation options (radio buttons).

HIOS

Figure 41: Issuer Validation Error message

< Plan Finder

Issuer Submitted Data
Product Data

Download Data Template
Upload Data Template
Component IDs

I Validate Issuer Data

© Please correct the errors below before
submitting.

Error: Please select one of the options to validate the Issuer Data.

Validate Issuer Data

Please note, a field with an asterisk (*) before it is a required field.

Select an Issuer
Please select an Issuer from the Issuer Name dropdewn menu below and then
activate the "Get Issuer Information" button to view the Issuer Submission

Information.

* Issuer Name

Southern Farm Bureau Life Insurance Company-TX v

Get Issuer Information

Submission Uploaded Date
03/05/201% 08:57:31 PM

Product Data for Quarter
Q3, 2017 [Jul. 1 - Sept. 30]

Data Last Validated By
N/A

1 validate that I have examined the Issuer General Information and associated
Product Data for my organization. The data is accurate and it satisfies the current
template parameters to the best of knowledge and belief. I further validate that our

submission as a whole to HIOS, represents all products that are offered by this

organization that are open for enrollment or closed but still have at least one enrolle.

1 also understand that if I do not approve the data, HHS may still display the

information I have previously provided.

* If you wish to validate then you must select a radio button before
choosing Submit

Data displayed is accurate and does not need to be changed
Data displayed is inaccurate and needs to be changed

SUBMIT
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10  State User Role — Read-Only Access

The State user can navigate through all Issuer data however, they do not have the option to edit or
request additional Component IDs (Please refer to Section 2.1.4 for additional information).

10.1 Issuer Aggregate Reports

The Issuer Aggregate Reports page provides access to aggregate data reports, based on data from all
Issuers within the state.

The Issuer Aggregate Reports link is displayed below in Figure 42.

Figure 42: State User — Issuer Aggregate Reports Link

<Plan Finder Issuer Aggregate Reports

Issuer Submitted Data Please note, a field with an asterisk (*) before it is a required field.

Product Data

I Issuer Aggregate Reports SeleCt ISSUET(S)

Select "View Results" button to display results for the selected Issuer(s). The "Excel
Export of Issuer Data" tab will provide the ability to generate latest data for these

Issuer(s).

* Issuer name

921624044 Test-AK Select Al
AAA-AK

ACA test AR-AK

AG Company 0030-AK - Select None

A Tactinn-Alk

MNote: Hold down the "ctrl" key to select multiple issuers from the list box.

VIEW RESULTS

10.1.1 Issuer Aggregate Reports — Report Generation

When generating the aggregate reports, the State users can select one, multiple, or all Issuers from the
list box. Selecting the View Results button will display the following data for selected Issuer(s):

e  Products Per Issuer
e Enrollment Data

e Product Data
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The Product Per Issuer results are displayed below in Figure 43.

Figure 43: State User - Product Per Issuer Page

< Plan Finder Issuer Aggregate Reports

Iszuer Submitted Data Please note, a field with an asterisk (*) before it is a required fisld.

Product Data

I Issuer Aggregate Reports SE]-ECT ISSHEI‘(S:}
Select "View Results" button to display results for the selected Issuer{s). The "Excel
Export of Issuer Data” tab will provide the ability to generate |atest dats for these
Issuer(s).

#* Issuer name
AMERICAN FIDELITY ASSURANCE COMPAMNY-AK
Aetna Health Inc. {a Pennsylvania corporation)-Al
Astna Life Insurance Company-AK
Affinity Health Life, Inc.-AK
Allianz Life Insurance Company of North America- w

N S L

Mote: Haold down the "ctrl” key to select multiple issuers from the list bax.

VIEW RESULTS

Product Per Issuer Enrollment Data Praduct Data Excel Export of

Issuer Data

Showing 1-1 of L records Records per page |10 ¥

w 11082 - Aeina Life Insnrance Company-AK

Product Product Name Product Product Market
Cods Description  Type Type

A=tna Praferrad
11082AK001 Provider PRPO % Individc
Organization

Astna Preferred

Small
11082AK002  Provider PP me
e Group
Organization
Aetna Fee fo Smal
110824K003 oo eeer Indemnity o
Service Group

Astna Preferred
11082AK004 Provider FRO Individy
Organization

A=tna Fee for
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10.1.2 Excel Export of Issuer Data

By navigating to the Excel Export of Issuer Data, State users can generate the latest Pre-Populated “Excel
Export of Issuer Data” for the selected Issuer(s) by selecting the Generate File button (if they are
generating it for the first time). The process of file generation is triggerred and the messages related to
the stages of the generation (In Progress, Failed, Taking Longer Time to Generate) are displayed and
depicted below in Figure 44.

Once the file generation is completed, users can download the file by selecting the available link as
displayed below in Figure 45.
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Figure 44: Excel Export of Issuer Data

< Plan Finder Issuer Aggregate Reports

Issuer Submitted Data Please note, a field with an asterisk (*) before it is a required field.

Product Data

I Issuer Aggregate Reports Select ISSUEI'(S)

Select "View Results" button to display results for the selected Issuer(s). The "Excel
Export of Issuer Data" tab will provide the ability to generate latest data for these
Issuer(s).

* Issuer name

000000038-test-NY Select All
123456006 Test1-NY

123456206 Testl-NY Select None
APVANTARE Haalth @nlitinne Tne-NYV

1"

Note: Hold down the “ctrl

VIEW RESULTS

key to select multiple issuers from the list box.

Excel Export of
Product Per Issuer Enrollment Data Product Data Issuer Data

© Confirmation: Template generation started on 03/29/2019 9:45:22 Q
AM. This process could take up to 15 minutes and will not be

interrupted if you navigate to a different page. If you continue to stay

on the current page, the download link will be displayed once the file

generation process is completed.

Please select the "Generate File” button to generate an Excel template, pre-
populated with the latest data for the selected Issuer(s).

GENERATE FILE

Note: If the user had a previously generated file, the link would be displayed with the time stamp as
depicted in the above Figure 45.
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Figure 45: Issuer Aggregate Reports - Download File

< Plan Finder

Issuer Submitted Data
Product Data

I Issuer Aggregate Reports

Issuer Aggregate Reports

Please note, a field with an asterisk (*) before it is a required field.

Select Issuer(s)

Select "View Results" button to display results for the selected Issuer(s). The "Excel
Export of Issuer Data" tab will provide the ability to generate latest data for these
Issuer(s).

* Issuer name

000000038-test-NY Select Al
123456006 Test1-NY
123456106 Test1-NY
123456206 Testi-NY Select None
AMVANTAMRE Hazalth Qalitinne The-RY

MNote: Hold down the "ctrl” key to select multiple issuers from the list box.

VIEW RESULTS

Excel Export of
Product Per Issuer  Enrollment Data Product Data Issuer Data

Please select the "Generate File” button to generate an Excel template, pre-
populated with the latest data for the selected Issuer(s).

GENERATE FILE

Download File

Issuer Data Extract Report.xlsm (147KB, XLSM)

Last generated on 03/28/2019 10:36:38 AM, based on the selected Issuer(s).

HIOS
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11  Frequently Asked Questions (FAQ's)

Table 7: Frequently Asked Questions

Question

Answer

My issue is not listed in this manual.
Whom can | contact?

e  For additional assistance, please call the CMS Help Desk, Exchange
Marketplace Service Desk (MSD) at 1-855-CMS-1515 or email them
at CMS FEPS@CMS.HHS.gov.

e MSD hours of operation are from 9:00 a.m. — 6:00 p.m. EST Monday
thru Friday (not including federal government observed holidays or
closures).

HIOS PF User Manual — Last Updated April 2019 Page 66



mailto:CMS_FEPS@CMS.HHS.gov

HIOS PF User Manual v 06.00.00

12

Appendix A — Required Fields

A list of the required fields are provided below.

12.1 Issuer General Info Worksheet:
e If Individual Market is covered, the following fields are required:
o Individual Market Website
o Individual Market Customer Service Local Phone Number
o Individual Market Customer Service Website
e If Small Group Market is covered, the following fields are required:
o Small Group Market Website
o Small Group Market Customer Service Local Phone Number
o Small Group Market Customer Service Website
e Individual Market — Is the Issuer rated?
e If the Individual Market offerings have been rated, the following fields are required:
o Rating Company
= Rating Company Other/Describe, if Rating Company is Other/Describe
o Rating Type
= Rating Type Other/Describe, if “Rating Type” is Other/Describe
o Rating
e Small Group Market — Is the Issuer rated?
e |f the Small Group Market offerings have been rated, the following fields are required:
o Rating Company
= Rating Company Other/Describe, if Rating Company is Other/Describe
o Rating Type
= Rating Type Other/Describe, if “Rating Type” is Other/Describe
o Rating
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12.2

Product Info Worksheet:

HIOS

Product Name
Product Type
Association Product
Product Enrollment
Individual or Small Group Market (Editable for new products)
Website address (Benefit at a Glance)
Website address (Provider Network)
Open or Closed?
o Closed Reason, if “Open or Closed?” is Closed
e Other Closed Reason, if “Closed Reason” is Other
Effective Start Date
Effective End Date

Approved Product

PF User Manual — Last Updated April 2019

Page 68



HIOS PF User Manual v 06.00.00

13

Appendix B — Critical Errors

Critical errors are outlined below.

1.

HIOS

Field Validations: Refer to Appendix A — Required Fields. The file templates will indicate missing
required fields. The templates will not successfully complete Validate and Finalize until all field
validation errors have been addressed.

a. Note: Some required fields, such as conditionally required fields or omissions will not
prevent an XML file finalization and submission; however, the file submission will fail and
generate an email with errors.

Attestation CEO and Attestation CFO Contacts cannot be the same person. At least one of the
attestation contacts must be completed; the other can be blank.

Attestation contacts cannot be any type of submission or validation contact for the same Issuer. The
file submission will fail and generate an email with an error.

Data submission and validation contacts should not all be the same person. There must be at least
two contacts for the Issuer, not including the attestation contact.

If the submission user’s User ID (email address) is not an existing submission contact, the file
submission will fail and generate an email with an error.

If the submission user’s User ID (email address) is an existing submission contact but their contact
information is not listed as a continuing submission contact on the file being submitted, the file
submission will fail and generate an email with an error.

If the XML file does not have the proper naming convention, the file submission will fail and
generate an email with an error.

For XML submissions, any of these validations failures will cause the file submission to fail and an
email to be generated with an error:

a. The appropriate Customer Service phone number and website are not entered for the
correct market type.

b. Contact information (first name, last name, contact phone number, and email address) for
the appropriate market type are not entered.

c. If the Product’s Effective End Date is before the Effective Start Date.
d. Ifaninvalid URL format is entered into any of the website address.
e. Ifaninvalid email address format is entered into any of the email address fields.

f. Invalid characters are present in the address, marketing name or user entered fields.
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