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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.
ACTIONS
Withdraw Application

How to Upload Verification Documents (Consumer View) Report a Change

Uploading verification documents in Covered California is a simple process:

Manage Verifications
RESOURCES
Manage Delegates

Download PDF Application
Get Adobe PDF Reader

1. Starting at the Individual home page, click on the Manage Verifications
link to move to the Manage Verifications page. This page is only
available for cases that have uploaded or need to upload verifications.
Information will only be available for
household members who have a status

MORE OPTIONS L

of Conditionally Eligible or Pending WANAGE VERIFICATIONS Authorized Representative
E I |g | b | e. S —— Select a row to see details below Register to vote
2. Access the Submit Verifications page -
by C“Cklng on the Su bmlt Verlflcatlons Verification ID | Category Submit Date  Status Status Date | Action
t b th | ft d f th M @ 165 Individual Eligibility Determination INITIATED 071172014 | Edit | Withdraw
ab on the left side of the Manage
Verifications page. TN
H H ru'u'n'm‘ir
(Note: |t is aISO pOSSIble Cast - I0M0 SUMMARY  HOUSEHOLD  PERSGNAL DATA [
to reach this page by clicking | wewn EuciLTY REsuLTS
On the Submlt Documents .'L:u::::::"m“m B :Rudarle Proof of Income Paystub | Rodarie pay stubdocx 0711114 12:38:33 PM View
link on the Eligibility Results - F

page.)

Yo per
Eubmt Dcmants

W Important information & Cptians
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JOB AID: UPLOADING VERIFICATION DOCUMENTS

3. Review the Household Information
section to confirm it is the correct
case

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

VERIFICATIONS

Manage Verifications

Submit Verification

SUBMIT VERIFICATION

can use this page to submit electronic capy of the required verfication documents inorde t eigibilty. Click here to know th

can use this page s inorder fo ensure eig
ifin case you would like to submit the werification documents in person or by mail. Piease submit ll raquired verfication documents within 30 days.

v Household Information

Name  Juzn Rodarte
Cell Phone Number
Email

e @emsi com
Mailing Address t Saeraments Sacramento CA 05333

Preferred Communication

W Required documents for Juan Rodarte

Dacument Category Allowable Documentis) Uploaded Document{s)ff ll Upioad Status
Proof of Income - Paystub - Rodans pay Ugload Pending

- Copy of last year's
= —

. Signed letter from

L]

e contact address

Documents section need to provide
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 document.
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.

UPLOAD DOCUMENTS

Upload Document|

Documents Uploaded

Document Category & | Document Type Document Name

[Froc of Incomel Pay stub Radarte pay stub.docx 0711714 12:33:33 PM

Document Upload

Uploaded Date Action

Remoue | View

| »

Document Category *

m

Document Type *
Pay stub =l

Document Nama*™

Brawsz... Upload

Close

ki

Copy of last year's federal tax return that accurately reflects the current income
Signed letter from employer that displays the gross income, payment frequency. and date of paychack
(Afidavit
Cther documents o support Proof of Eamed Income:
Form 1009
Bank statement
Investment account statement
Payment recands (nates and mortgages)
(Other documents o support Proof of Intzrest Income
Lesse or sales apreement
Records such as gross rents and expensa receipts.
Copy of last year's federal tax retum slong with federa| scheduls E that accurately refiects cument income
Cther documents to support Proof of Rental Income
Receiots displaying gross profit and expenses
Business recards such as proft and loss statements
Copy of last year's federal tax retun along with federal schedule C. D, E. or F as appropriate that acourately reflests sumrent income
Cther documents o support Self Employment Income:
Court papers
District Aiorney/Family Support (DAFS ) records.
Copy of check
Copy of pay stub
Copy of pay stub shawing gamishment speaified for alimony
a0 affigavit from absent parent
Cther documents o support spousal income and chil support
Awiard Ietter or mast recent cost-of-iving increase notice
Current bark statement
Copy of the current benefit check
Signed statement from the individual or organization providing the income
Copy of last year's federal tax retum that aceurataly reflects currant income

n;

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

Once you have submitted the
verification document, a Service
Center Representative will review
the document to finalize eligibility.
Additional documentation may be
requested or the applicant may be
contacted about the documents
provided. Communication from the

Additional Information

You can use this section to provide additional information to support the uploaded documentation.

Comments History

Comments *

I have uploaded my pay stub as proof of income.

Close

The Exchange staff will review your documents. You will be notified of your eligibility results or if more
information is required.

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.

The applicant can now view these
uploaded documents from the
Manage Verifications page. The
applicant may click on Edit to edit
the submission while it is unverified,
or click on Withdraw to cancel
submission of a document. The
applicant can also click on View to
display the document.

VERIFICATIONS

Manage Verifications.

Submit Verification

MANAGE VERIFICATIONS

Select a row to see details below

Verifications History

Verification Category Submit Status Status Action
Date Date

@ 140 Individual Eligibility 06/25/2014 SUBMITTED 06/25/2014 § Edit|
Determination Withdraw

Verification Detail 140

Documents Uploaded

Person Category Type Name Uploaded Action

‘Wanda Proof of Citizenship or us. SE NEW 06/25/14 View
Ray Lawful Presence Passport Marriage docx 04:37:06 PM
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JOB AID: UPLOADING VERIFICATION DOCUMENTS

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

If you are a Certified Enrollment Counselor or

a Certified Insurance Agent:

1. Login to the Covered California website

and navigate to your home page.

2. Navigate to your Active Individuals Page.

3. Select the Individual who needs to upload

Verification documents.

4. Click on the Switch to Individual View

button to navigate to their home page.

5. Click on the Manage Verifications link in

the Actions section to navigate to the

Manage Verifications page.

WELCOME, Wanda Ray

‘Are you moving? Changing jobs? Expecting a child? We'l keep you
covered

Reporta Change

YOUR APPLICATION IS COMPLETE

You can view the Summary of your Encollment by cicking on the progress bar below

SUMMARY HOUSEHOLD ~ PERSONAL DATA INCOME ELIGIBILITY
REPORT A CHANGE

How Do | Navigate ¢

STAYING COVFRFD
e

ANNOUNCEMENTS

Customer Service 1-800-300-1506 | Online Chat | Help
( ii H » CoVERED Logout | Secure Mailbox | Espafiol |
o | _
Individuals 10 acue
Refine Results By (... NAME FAMILYSIZE  HOUSEHOLD INCOME ELIGIBILITY STATUS ACTIONS
First Name uat smile 0 0 L4
uatfirst 3 60000 ELIGIBLE #-
Lastzme uatmom 3 43000 ELIGIBLE L-24
uat shira 0 0 L34
Eligibility Status uat kim 0 0 -
uat child 0 0 L4
Select uat pool 3 o ELIGIBLE &
o — Jules Hepburn 0 0 L34
CEC Upload 1 54900.95 CONTINGENT ELIGIBLE -
From: [ wanda Ray I 1 39999.96 CONTINGENT ELIGIBLE &
=]
/
y 4

Customer Service 1-300-300-1506 | Online Chat | Help
i. i coveRED Logout | Secure Mailbox | Espafiol | &
[l

m_
Wanda Ray

[Comments Primary Applicant  Wanda Ray

Address
¥ Actions

® New Comment
Email
Eligibility Status CONTINGENT ELIGIBLE

Enroliment Status
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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: s 0al

(1]
1. Login to CalHEERS and navigate to Adminisration Home
your home page. My Task Lis TR | Actions
Record _ Gategory Status Assigned Due Apply For Employer
H s . D Date Date o
2. Click on the Search Individual link  awor Sl L]
Determination STARTED Search Employer (SHOP)
142 SHOP Eligibility NOT 0612312014 0710372014
3 Search for the |nd|V|d ual b SOClaI 181 ?ﬁ%?“éﬂ;f';ﬂty Nor = a0 0710212014
. y Determination STARTED R d lscsenanis)
i A i 125 SHOP Enigibilty NoT  osntso 0612972014 I
Securlty Number, Combination SearCh, 124 SHOP Eligibility NOT 0611612014 0612612014 N
Determination STARTED
. . 121 SHOP Eligibil NOT 06/11/2014 06/21/2014 i
or Other Cl’lterla [ Det:nnir:g{in;r:ty STARTED My Tasks List

4. Select the Individual who needs to upload

A JohnBPM2 | Sign Out |

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 1 Results
instructions earlier in this document. Name 1 T ST ORI Cent | Bn swwd Stme
No.

@ JJuan **=*=. 5000002001 1000002473 71561301H 01/01/1974 ACTIVE SUBMITTED
Rodarte 8388

Juan Rodarte - Case # 5000002001

'WELCOME, JUAN RODARTE View Home View Case Log Inquiry/Complaint

Are you moving? Changing jobs? Expecting a chid? Wel keep you
covered

Magfual Verification

Report a Change
Return Apply for Individual

OMPLETE ANNOUNCEMENTS

woliment by clicking on the progress bar below

YOUR APPLICATION I

You can view the Summary of you

SUMMARY HOUSEHOLD ~PERSONALDATA  INCOME ELIGIBILITY  ENROLLMENT
REPORT A CHANGE ACTIONS
Watch th Withdraw

STAYING COVERFD
T
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