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Using BrokerOffice 

 Login to BrokerOffice using “User Name” and “Password” 

 Click the play button  

 

 You will be taken to your BrokerOffice homepage 

o Note:  When logging onto BrokerOffice for the first time after your account is created, 

you will need to reset your BrokerOffice password before landing on the homepage.  
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Adding Leads: 
 
One of the more helpful tools in BrokerOffice is the ability to add and track leads.  There are multiple 
ways you can add a single lead to your account:  

 Click on “Add Leads” button on the home page  

 Click the “Leads” tab and then select “Add Leads” from the menu below the tabs  
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 Enter the information for the lead 

 Make sure to enter information in all required fields 

o Note: In order to launch a lead into a Marketplace session to quote and shop for a health 

plan, an email address and zip code are required 
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 Click “Save” 
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Viewing Leads: 

 Click “Leads” tab and click the “View Leads” link to access the leads 

 All your leads will be displayed under the “Lead View” section 

 
 

 For a specific lead, click the orange “Play” button for additional options.  From here, you can 

perform any of the following actions:  

o View/Edit Lead 

o Email Lead 

o Create Proposal 

o Add Note 

o Add Event 

o Add Attachment 

o Print View 
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 If you have a large number of leads saved to your account, you can use the date range to search 

for leads based on the date they were created 

 To view or edit information for a particular lead, click the View/Edit Lead to access the lead info 

 You can edit any information about the lead here, or you can launch the Marketplace by clicking 

on the green “OPEN MARKETPLACE” button 



 
 

8 
 

 

 By selecting “In Progress SSE” you can view the status of any on-exchange applications that were 

submitted through the Single Site Enrollment (SSE) technology that were not submitted to the 

FFM   

 BrokerOffice will show all incomplete attempted enrollments for the past 2 weeks 

 Anything older than 2 weeks should be started over as rates and /or effective dates have most 

likely changed 
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Editing Lead Statuses: 

 Under the Lead tabs click on “View Leads” link 

 In the Lead summary section pick the date ranges and click “Search” 

 Under the “Lead View” select the lead you would like to change the status 

 Click the “Play” button by the lead  

 Click “View/Edit Lead” 
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 Click “Status” and pick the new status for the Lead 

 Once you click out of the box, the information will be saved 
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Adding Notes: 

 Navigate to the Leads information page using the instructions above 

 Under the Notes History section, click on “Add Note” 

 Click in the dialog box to add notes 
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Adding FFM ID to BrokerOffice Account: 

Note: All agents who wish to submit application on Federal Marketplace should complete this step 

 Click on the “Home” tab 

 Click “Edit User Info”  

 

 In the Edit User Information screen click the “FFM User ID”  box 

 Enter your FFM ID 

 Click “Update” 
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 You will see a message at the top of the screen “User was updated successfully” 
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Accessing Marketplace: 

 Pull up the lead for which you would like to proceed to Marketplace 

 Click on “OPEN MARKETPLACE” button on the top of the screen 

o Note: The Open Marketplace button will not work if the lead does not have an email 

address or zip code. 
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Quoting in Marketplace: 

Once you launch Marketplace from BrokerOffice, lead data provided in BrokerOffice will automatically 

pre-populate in Marketplace.    

 Enter “Date of Birth” (if not passed from BrokerOffice) 

 Select “Gender”  

 Enter smoking status  

 Click “Continue” 

 
 

 If you would like to add a spouse or dependent to the application, click “Add Spouse” or the 

“Add Dependent” button  

 Once you click “Continue” you will be prompted for the applicant’s Contact Information 

 Click “View Plans” to begin shopping 
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Once the quoting platform initiates, you will be asked to provide the applicant’s household size and 

yearly income to determine eligibility for subsidized health insurance.  

 Enter the total number of individuals living in the household  

o Note: Even if the application is on behalf of one individual, household size provided in 

this screen should be inclusive of everyone who will be reported on the applicant’s tax 

return. 

 Enter total yearly income  

o Note: This income should be inclusive of all members of the household. 
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Note: Your estimated subsidy amount will be calculated based on the information you provide. 

 

 If the applicant’s subsidy eligibility information needs to be revised, you can do so by clicking the 

“Edit” link  

 Plans can be sorted using the “SORT PLANS BY” dropdown menu which appears right above the 

first available plan to select from  

 Plans can also by filtered using the options available in the “Shop by” menu on the left side of 

the screen.   

 If the applicant qualifies for subsidized health insurance, then an estimate of the subsidy 

amount that will be applied is available in the white box above the plans.   

o Note:  The estimated savings are not final.  The actual subsidy amount will be 

determined after the application is submitted to the FFM. 

Household size: Even if you are applying for yourself, make sure 

to list everyone you will report on your tax return.  

Yearly Income: Include gross wages, salaries, tips and interest 

for everyone above. You can estimate based on last year. 
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Available Sort Options: 

o Premium 
o Plan Category 
o Maximum Out of Pocket 
o Copayment 
o Deductible 
o Plan Type 

 
 
  

Use the Sort to choose your plan option 

The estimated monthly cost savings 

amount is visible here. 

Use the 

filters to 

narrow 

down your 

plans 
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Plan Comparison: 

 To compare plans, select the checkbox next to “Compare” in the lower left hand corner of each 

plan you wish to compare 

 After selecting more than one plan to compare, a blue box labeled “Compare” will appear at the 

bottom of the screen.  You can compare up to 4 plans at one time 
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 Side-by-side comparison of the plans will be displayed 

 You can click on the links provided underneath each plan for detailed information on the plans 

 To proceed with a preferred plan, click “Continue” below the plan you wish to select 
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Consumer Links: 

The Marketplace Link tool allows an agent to send a link to an in-progress quote or application that 

allows the applicant to return to an in-progress session to complete their application at a later time.  A 

button will appear at the upper right hand corner of the Marketplace user interface that the agent can 

use to launch the Marketplace Link tool.  After clicking the button, an agent can send the applicant an 

email with a link to their session.  

 Click on “Email Marketplace Link” either on the shopping page or at the beginning of the 

application 

 

 

 An “Email Marketplace Link” popup screen will appear.  

 Copy and paste the link to your own email client.  

 Click “Close Window”  once you have copied the link 
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On-Exchange Enrollment: 

 To find tax credit eligible plans, click on “Yes” below the Tax Credit Eligible filter on the left side 

of the screen, or 

 Pick a plan that has the  icon  

 Click “Continue” 

 

 

 

 Plans that match your search criteria are displayed 

 Click “Continue” by the plan you wish to proceed with 
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 Review the selected plan info 

 To select a different plan, click on the “Change” link or click select the “Back to Plans” button to 

go back to the plans page 

 If the plan does not cover Pediatric Dental and there’s a dependent on the application, you will 

need to select the checkbox regarding the Pediatric Dental requirement before proceeding 

 To begin the application click “Begin Online Enrollment”  
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Please Note: Before proceeding to the FFM application, agents should be sure to verify their FFM ID and 

password at https://portal.cms.gov.  A few important notes regarding FFM passwords:  

 Your FFM password resets every 60 days. Make sure to update it to sell on-exchange plans. 

 The password can only be changed once a day.  If you have already changed your password in a 

given day, you must wait twenty-four (24) hours to reset it again. 

Once your FFM credentials are verified and updated, you can proceed with on-exchange applications.  

 Click “Start Enrollment” 

 

 

 

 

 

 

 

 

 

 

https://portal.cms.gov/
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 You will be taken to a screen that will prepare you to be redirected to the HealthCare.gov 

website.  The screen will provide information on what items are needed to apply for subsidized 

health insurance. 

 

 

 From this screen you will be directed to HealthCare.gov to complete the application 

 Once on the HealthCare.gov website, enter your FFM credentials and select “LOG IN” 
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 Enter the year for plan effectuation by selecting year from the “Select Year” dropdown 

 Select a state from the “Application State” dropdown 

 Click “START APPLICATION” 

 

 If you’d like to look up an existing application for a client or to confirm that an existing 

application does not exist for the client, enter information to look up an existing application, 

click “SEARCH” 
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 It is recommended you always search for an application before entering a new one to make sure 

that there are no duplicate applications.  To bypass searching for an existing application, select 

“start a new one.”  

 

 

 Click to agree to the Privacy & use of your information 

 Click “TAKE ME TO THE APPLICATION” 
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 Select “SINGLE” or MARRIED” 

 Enter the number of Dependents claimed on 2016 tax return 

 Click “CONTINUE” 

 

 

 Enter income you expect to make this year 

 Answer “Yes/No” for the estimated income to be under $49,000 for the household 



 
 

30 
 

 

 Answer “Yes/No” to the questions about people applying for coverage 

 Click “CONTINUE” 
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 Click “NEXT” to start your application 
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 Click to agree to the privacy policy  

 Click “SAVE & CONTINUE” 

 

 Complete the contact information 

 Enter First, Middle and Last Name 

 Enter Home Address 

 Enter your Email address 

 Enter Phone# 

 Select “Yes” to read the notices online 

 Select “No” if you wish to get paper notices 

 Click “SAVE & CONTINUE” 
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 If there are any variations to the home address you will see the screen below 

 Select the correct address  

 Click “CONTINUE” 
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 Select an option for “Help applying for coverage”  

 Select the “Agent or broker” option for agent /broker assisted flow 

 Click “SAVE & CONTINUE” 

 

 Select a security question 

 Enter an answer to the question 

 Click “SAVE & CONTINUE” 
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 Select one of the options regarding getting help to pay for the coverage 

 Click “SAVE & CONTINUE” 

 

 

 Select the name of the applicant who needs coverage 

 Click “SAVE & CONTINUE” 
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 Review the info for the applicant(s) 

 Click “ADD A PERSON” if you would like to add another person to the application 

 Click “SAVE & CONTINUE” 
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The application will then progress to collect information on the applicant’s Family and Household: 

 Click “NEXT” 
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 Click “OK” 

 

 

 Enter the sex of the applicant 

 Click “SAVE & CONTINUE” 
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 Enter the Social Security number for the applicant  

 Answer “Yes/No” to the name on the Social Security card 

 Click “SAVE & CONTINUE” 

 

 

 

 Answer “Yes/No” to the U.S. Citizen/ U.S. national question 

 Click “SAVE & CONTINUE” 
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 Answer “Yes/No” to the Household questions 

 Click “SAVE & CONTINUE” 
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 Answer “Yes/No” to the children under 19 living with the applicant question 

 Click “SAVE & CONTINUE” 
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 Answer “Yes/No” to the Hispanic Origin question 

 Select the race of the applicant 

 Click “SAVE & CONTINUE” 

 

 Answer the questions on physical disability  

 Click “SAVE & CONTINUE” 
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 Select the appropriate answer for American Indian or Alaska Native 

 Click “SAVE & CONTINUE” 
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 Review the Summary of the information 

 Click “SAVE & CONTINUE” 

 

 

In the following screens you would need to enter the income information 

 Click “NEXT” 
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 Review the Employer info 

 Check the box to confirm the information is correct 

 Click “SAVE & CONTINUE” 

 

 

 If you need to add additional income click “Add Income for Applicant Name” 

 Click “SAVE & CONTINUE” 
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 Answer “Yes/No” to the deductions question 

 Click “SAVE & CONTINUE” 
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 Answer “Yes/No” to the estimated income for the application in 2016 

 Click “SAVE & CONTINUE” 

 

 

 Review the income information 

 Click “SAVE & CONTINUE” 
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 Review the income summary 

 Click “SAVE & CONTINUE” 

 

 

In the following screens you would need to enter additional information about the applicant and 

his/her family 

 Click “NEXT” 
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 Select an option for health coverage; if the applicant does not have any additional coverage 

then select “None of these”  

 Click “SAVE & CONTINUE” 

 

 

 

 

 Answer “Yes/No” for COBRA question 

 Click “SAVE & CONTINUE” 
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 Select an option for health coverage from job during 2016 

 Click “SAVE & CONTINUE” 

 

 

 Enter information about the Employer 

 Click “SAVE & CONTINUE” 
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 Select the appropriate option for recently lost health coverage (this is an optional question)  

 Click “SAVE & CONTINUE” 

 

 

 

 Select the appropriate option for people losing coverage in next 60 days (this is an optional 

question)  

 Click “SAVE & CONTINUE” 
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 Answer recently married question (this is an optional question)  

 Click “SAVE & CONTINUE” 

 

 Answer recently adopted question (this is an optional question)  

 Click “SAVE & CONTINUE” 
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 Answer “recently gain eligible immigration status” question (this is an optional question)  

 Click “SAVE & CONTINUE” 
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 Answer “recently moved” question (this is an optional question)  

 Click “SAVE & CONTINUE” 

 

 

 

 

 Answer if any of the applicants recently got released from incarceration (detention or jail), (this 

is an optional question)  

 Click “SAVE & CONTINUE” 
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 Answer 2014 tax filing question (this is an optional question)  

 Click “SAVE & CONTINUE” 

 

 

 

 

In the following screen you will review your application and digitally sign it 

 Click “NEXT” 

 

 

 Review the application 

 Click “SAVE & CONTINUE” 
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 Review the statements and select “Agree or Disagree” 

 Click “SAVE & CONTINUE” 
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 Review the statements and select “Agree or Disagree” 

 Enter the applicant’s name in the electronic signature box 

 Click “SUBMIT APPLICATION” 
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 Eligibility results will be displayed 

 Click “VIEW ELIGIBILITY RESULTS (PDF)” 

 A PDF will open up in a separate window with the eligibility results about (18 pages or more) 

 

The PDF will look like this 
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Please note: You will not be able to click on “Return to Enrollment Website” unless you have viewed 

your eligibility 

 Click “RETURN TO ENROLLMENT” Website to continue with the application 

 You will now directed to the  Marketplace 

 Select the primary applicant 

 Answer “Yes/No” to the Tobacco usage question 

 Click “Continue” 
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 Check the box “I have read and accept above disclaimer” 

 And digitally sign the application 

 Click “Accept and Sign” 
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 You will be taken to the Enrollment Summary page 

 

 In BrokerOffice, pull up the lead for which you submitted the application 

 Click the Plan Info tab to see all information for the plan 
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Off-Exchange Enrollment: 

Please Note: If you select an off-exchange major medical plan and ancillary plan(s) then you would 

need to complete only one application. 

 To find non-tax credit eligible plans,  click on “No” below the Tax Credit Eligible filter on the left 

side of the screen, or 

 Pick a plan that does not have  icon 

 Click “Continue” 

 

 

 

 

 

 

 Review the selected plan info 

 Click on “Change” link or Click “Back to Plans” button to go back to the plans page 
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 Click “Begin Online Enrollment” to begin the application 

 

 

 Complete all the required information and click “Continue” at the bottom of the page 

o Note: Be sure to provide an accurate Social Security Number for the applicant.  
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 The Plan Coverage information will be displayed.  You will also see a disclaimer regarding the 

Affordable Care Act’s requirement for pediatric dental.  The applicant can choose to add or 

decline dental coverage here.   

 Once a pediatric dental coverage option is selected, click “Continue” 
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 Provide a response regarding replacement coverage, then click “Continue” 

 If the applicant is purchasing a policy that replaces an existing Scott & White health plan, the 

policy number for the previous plan is required 
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 Complete “First Name” & “Last Name” 

 Complete “Confirm First Name” & “Confirm Last Name”  

 Complete “Signature” 

o Note: The signature must match the first and last name. 

 Click “Continue” 
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 Review the information and click “Finish” 

 

 

 Enrollment summary will be displayed and the status of the application will update to “Enrolled” 

 Click “View Details” link to see the full details of the plan and coverage 
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 In BrokerOffice, pull the Lead for which you just submitted the application  

 Under the “Plan info” tab you can see the plan information 
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