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This Job Aid shows how to upload verification documents, in order to help applicants
understand the process. Consumers applying for health coverage and financial assistance may
need to provide verification documents when their eligibility result is either Conditional or
Pending. This happens when Covered California needs additional information to determine
eligibility, or when the information provided in the previously submitted application does not
match information provided by our electronic data sources, such as the Federal Data Services
Hub (DSH) or the Employment Development Department (EDD).

Applicants can upload verification documents immediately after receiving a determination of
Conditional Eligibility. To do so, the applicant clicks on the Submit Documents link on the
Eligibility Results page. If the applicant does not have immediate access to the required
documentation, they can come back later to their Individual home page and navigate to the
Manage Verifications page from there.

The process outlined below is documented from the applicant’s viewpoint, so those with an
administrative role can better understand and support the procedure.
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JOB AID: UPLOADING VERIFICATION DOCUMENTS

3. Review the Household Information
section to confirm it is the correct
case
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4. Review the Required Documents '

section. The Required Documents

section will display for every

household member who needs to

provide additional verification

documents. Only Household

Members with a Required
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the Documents listed

5. The Submit Verification page
displays the category of document
that the applicant needs to upload to
fulfill a verification request from
Covered California, descriptions of
documents that the applicant can
upload within that category, links to
any previously uploaded documents,
and a link to upload a new dacument.
The status of any previously uploaded
document is also available.

6. Clicking on the Upload link displays the
Upload Document page, displaying
more details of previously uploaded
documents and a link to upload a new
document.

a. Click the View link to view a previously
uploaded document.

b. Remove the uploaded document by clicking
the Remove link.

c. Click the Upload Document link to display
the Document Upload popup.
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7. Inthe Document Upload popup, choose the type of document to be uploaded from the
Document Type dropdown list, browse for the document to be uploaded on your computer,
and click the Upload button to submit the verification document for Service Center

Representative review.
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JOB AID: UPLOADING VERIFICATION DOCUMENTS

8. At the bottom of the Submit
Verification page is the
Additional Information section, |
where a comment can be added |
|
|

Additional Information

Yiau can use this section (o provide additional infarmation 1o support the uploaded documentation
Comments History

to communicate with the Service
Center about the document just
uploaded.

Commants *

I have uplcaded my pay stub a3 proof of income.

Once you have submitted the
verification document, a Service
Center Representative will review

. W er g The Exchange slaff will ieview your documents. You will be notified of your elgibiiity results or if more
the document to finalize eligibility. fnformation s required
Additional documentation may be .
requested or the applicant may be | i e
contacted about the documents et
provided. Communication from the
Service Center to the applicant can be via the Comments History section shown here, or
through the Preferred Communication Method (postal mail or CalHEERS secure mailbox).

Next Steps

A Service Center Representative reviews the verification documents and may need to follow up
for questions or clarifications. If Covered California determines that an uploaded document is
incorrect or otherwise does not address the required verification, the applicant or assister can
use the Withdraw button to remove it.
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display the document.
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JOB AID: UPLOADING VERIFICATION DOCUMENTS

Navigating to the Manage Verifications Page (CEC or CIA View)

If you are a Certified Enroliment Counselor or '(i%'"'_m ' L e =
a Certified Insurance Agent: bl il
=

1. Login to the Covered California website L e

and navigate to your home page. e |
2. Navigate to your Active Individuals Page. G
3. Select the Individual who needs to upload .

Verification documents. . 5
4. Click on the Switch to Individual View tesctive ice ; . 2

button to navigate to their home page. - | . S i

i e e et et el e e Hadns by

5. Click on the Manage Verifications link in
the Actions section to navigate to the
Manage Verifications page.
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JOB AID: UPLOADING VERIFICATION DOCUMENTS

Navigating to the Manage Verifications Page (SCR or CEW View)

If you are a Service Center Representative

or County Eligibility Worker: i
: : of
1. Login to CalHEERS and navigate to LT LY T :
your home page. iy Tk Ot W] Acte =i
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2. Click on the Search Individual link e ey T T fasli s i
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3. Search for the Individual by Social u pr iy o L I Gt prmrmmrerr
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Security Number, Combination Search, m B Dy WD s o - :
or other criteria. m ghum e e e e}

4. Select the Individual who needs to upload
Verification documents by clicking on the
radio button next to their name. SEARCH INDIVIDUAL

5. The case appears below. Click on the View
Home button to navigate to their home page.

6. Click on the Manage Verifications link in the
Actions bar to navigate to the Manage
Verifications page and continue with the
instructions earlier in this document. Name
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