
HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

On the homepage, click on the Individual and Family 

Plan drop down and select New Application. 

 

 

 

 

 

Fill in the necessary Subscriber Personal Information 

denoted by a *.  

Note: After the zip code is entered into the first line and the correct 

county/zip/state combination is chosen, the second line will populate.  

Current necessary information required: Residential Zip Code, County, State, First 

and Last Name, Email Address, Date of Birth (MM/DD/YYYY), and Desired 

Effective Date.  

Step 1 

Step 2 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

Answer the Open Enrollment question. If you click 

No, you will see another question populate below.  

 

Click Next at the bottom. 

 

 

 

Select the Qualifying Life Event and then check the 

box next in the acknowledgement section. 

 

 

Step 3 

Step 4 

Step 5 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

 

Click Next at the bottom of the screen. 

 

 

 

 

Next, fill in any additional members of the family by 

selecting Add in the top right corner. 

 

 

 

 

 

Step 6 

Step 7 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

Fill in all necessary information denoted by a *. 

Current necessary information required: First, Middle, and Last Name, Date of 

Birth (MM/DD/YYYY), Relationship to Subscriber, and Gender. If the person 

doesn’t have a middle name, please use X. 

 

Once you have filled in the information, click Next at 

the bottom of the screen.  

 

 

 

 

 

 

 

Step 8 

Step 9 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

Next you need select the coverage option. You 

will know it has been selected because it is 

highlighted in orange. Click Next once you have 

selected your option.  

 

 

 

 

 

 

 

Now you will need to select your coverage. You 

can sort through HMO/PPO/EPO by using the 

drop down on the left hand side.  

 

 

 

 

Step 10 

Step 11 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

You can compare plans by selecting the compare 

button. You must choose more than one and up                                                   

to four to compare. 

 

 

 

 

After you have selected the plans you would like to 

compare, scroll back up to the top and select the 

compare button in the top right hand corner.  

 

 

 

*If you choose to not compare plans, simply click Add to Cart 

and follow Step 15. 

Step 12 

Step 13 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

You will see a comparison of the plans you have 

selected. You may select the Select button to 

choose this plan. Click the X to exit this screen. 

 

Once you have selected a plan, scroll to the 

bottom and click on the Next button. 

 

 

 

 

 

 

Step 14 

Step 15 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

Read through the Terms and Conditions. Once 

you have done that, click the check box on the 

left hand side under Attesting and then click 

Next. 

You will now see the Confirm Plan page. Review 

the information and then click Next at the 

bottom.  

 

 

 

 

 

 

 

 

Step 16 

Step 17 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

 

Next you will fill in the address details for the 

member. Fill in all necessary information 

denoted by a *. You can populate the mailing 

address with the permanent address by clicking 

the checkbox in between the mailing and 

permanent address.  

 

Add the dependent address. If it is the same as 

the subscriber, scroll to the bottom and check 

the box that says it is the same. 

 

Step 18 

Step 19 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

 

Once all necessary information has been filled in, 

please click Next at the bottom of the screen.  

 

 

 

 

You will now see the Enrollment Summary which 

you can download as a PDF by clicking on the 

button in the upper right hand corner. 

 

 You will click Next at the bottom of the screen   

once you are done downloading the copy.  

 

 

Step 20 

Step 21 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

Now you enter the payment information by 

selecting the payment method. 

 

 

 

Enter all necessary payment information 

denoted by a *. Click Next once you have filled 

all fields in.  

 

 

 

 

Step 22 

Step 23 



HOW TO SUBMIT AN INDIVIDUAL AND 

FAMILY APPLICATION 
 

 

You will see the confirmation of the application. 

Click Close to exit the application.  

 

 

 

 

 

 

 

 

 

There is a bar at the top of the application that acts a 

map, letting you know where you are at when 

submitting the application. 

 

Step 24 

TIP 



How to Renew an Individual and Family Plan 

 

   

Click on the link in the email that has been sent to you 

for the IFP renewal. 

 

You will be taken to the Contract Page. Click on 

Launch Renewal on the left hand side of the screen. 

 

You will be taken to the Subscriber Personal 

Information page. You currently cannot edit any 

information on this page except First Name, Last 

Name, and Email Address. Continue to the bottom of 

the page and select if the member is renewing during 

the Open Enrollment Period or not. Click Next. 

 

 

  

 

 

Step 1 

Step 2 

Step 3 



How to Renew an Individual and Family Plan 

 

  

Now you will review the Family Members. If a family 

member needs to be added, click add in the right 

hand corner. Fill in the information denoted with an * 

and the click Next at the bottom of the screen. If not, 

click Next at the bottom to continue.  

 

 

 

 

 

 

 

Step 4 



How to Renew an Individual and Family Plan 

 

 

Next, you will see the Coverage Options. You will 

notice that is already highlighted for you in orange. 

All you need to do is click Next at the bottom of the 

screen. 

 

 

 

 

 

 

 

Step 5 



How to Renew an Individual and Family Plan 

 

You will now choose if you are going to renew on the 

mapped plan or on an alternate plan. The plan in the 

red box is your mapped plan. To renew on that plan, 

click renew on mapped plan at the bottom. To view 

alternate plans, click alternate plans at the bottom of 

the screen. Click Next at the bottom. 

*This tip sheet will cover an alternate plan* 

 

Now you can review and compare alternate plans. To 

switch products, use the filter function on the left 

hand side to select your product and then click Apply. 

 

 

 

Step 6 

Step 7 



How to Renew an Individual and Family Plan 

 

 

To select a plan, click the Add To Cart button. If you 

would like compare multiple plans, click compare on   

at least two different plans. Currently, you can 

compare Sub Types. You currently can only compare 

HMO to HMO, PPO to PPO, and EPO to EPO. Once you 

have chosen, click Next at the bottom of the screen. 

 

Read through the terms and conditions. Once you 

have done that, click the checkbox at the bottom of 

the screen and then click Next. 

Step 8 

Step 9 



How to Renew an Individual and Family Plan 

 

 

Next, confirm the plan and click Next at the bottom of 

the screen. 

 

Your Enrollment Summary will now generate. You can 

download this by clicking Download PDF in the right 

hand corner of the screen. Once you have reviewed 

this page, click Next at the bottom of the screen. 

 

 

 

Next is the payment screen. The member will have 

their payment automatically taken from their 

account. This is more of a reminder of that. Click Next at the 

bottom of the screen. 

 

 

 

 

 

 

 

Step 10 

Step 11 

Step 12 



How to Renew an Individual and Family Plan 

 

 

You have now completed the renewal. Be on the 

lookout for an email with the confirmation. 

 

Step 13 
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