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Overview 
 

This Quick Guide provides onboarding instructions for Sole Proprietors, Corporations, 
Partnerships, and Downline Agents that want to become Certified Insurance Agents with 
Covered California for Small Business. As a reminder, before you can enroll a downline, the 
agency must either be in the process of becoming certified or already certified. 

Agency Certification Instructions  
This section is for new agencies that want to sell Covered California for Small Business (CCSB.) They 
have two certification options: Individual and Family Plans (IFP)/CCSB or CCSB Only certification. 
Click here to start and submit a new Agency Application. During the agency application process, you 
will be asked, "What does your agency plan to sell?" Be sure to select either the “Individual/Family 
and Covered California for Small Business” or “Covered California for Small Business” from the 
dropdown based on your desired certification path.  

Note: "Agency" can apply to Corporations, Partnerships, Sole Proprietorships, or any other 
entity type that includes one or more Agents. 

Important: If the agency is already certified for “Individual/Family and Covered California for Small 
Business,” and if you are a downline agent looking to become certified, you must contact your 
Agency Manager to initiate the downline certification application (do not proceed any further.)  

Certification Instructions for Adding a New Downline 
Agent 

Step 1: CCSB Only Downline Agent Certification 
Onboarding Steps. 

A. Click here to start and complete the CCSB 
Only Certification Onboarding process for 
downlines Agent(s). 

• Step 1 - CCSB Only Agency Information: 
Enter the Agency Information details 
(Legal Business Name, primary contact’s 
email address, and FEIN/SSN.) 

• Step 2 - The Agency details (legal name 
and FEIN/SSN) will carry over to the 
respective areas. Downline Agents must 
complete the remainder of the 
information using their information (not 
the Agency). 

Important Note: The main stipulation for the application is 
that the Downline Agent complete the application using 
their personal details. However, it also requires the Agency’s Legal Business Name and FEIN/SSN. 

https://covered-ca.my.site.com/enrollerportal/s/agency-application
https://covered-ca.my.site.com/enrollerportal/s/create-ccsb-downline-agent
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Processing Information 

• After you submit the application and Covered California starts the review process, 
you will need to contact AgentContracts@covered.ca.gov if you need to make 
changes to your application. 

• Allow 1-2 business days for Covered California to review the application and verify 
license with the California Department of Insurance. 

• After all verifications are completed, you will receive an email with login instructions 
to access the Learning Management System training modules. 

Step 2: Complete Online Training 
 

You will receive an email from Covered California’s Learning Management System (LMS) with login 
information to access Covered California for Small Business Certification Training. 

A. Log in to the Learning Management System (LMS) and select the “2024-25 CCSB- 
Certification Only”, located under “My Courses” within the 
“Certification/Recertification” folder. 

Reminders/Tips: 

• Your email address is your LMS username. 
• We strongly recommend that you use the Mozilla Firefox or Google Chrome 

browser. 
• There is only ONE course that needs to be completed. Other courses displayed are 

optional and not required for the certification process. 
• Upon completing the hour-long course, you can print and/or save the certificate for your 

records. 
 

Step 3: Submit Payment 
 

Within two business days of training completion, you will receive an email from DocuSign® 
containing an envelope to pay the California Department of Insurance Endorsement Fee of $76 
dollars. Payments received are non-refundable. 

Step 4: Submit Agency Agreement DocuSign® Forms to Covered California 

Within 3-5 business days of payment submission, you will receive your Non-Monetary 
Agreement via DocuSign®. 

Note: Downline Agent only needs to sign a non-monetary agreement which includes 
reviewing the Exhibits. 

mailto:AgentContracts@covered.ca.gov
https://learning.coveredca.com/
https://cclearning.coveredca.com/
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A. Allow 7-10 business days for the forms to be processed. 
B. Upon the completion of the DocuSign forms by the Agent, Covered California will 

review the submitted Agreement. You will be contacted if additional information is 
needed. Otherwise, Covered California will send you a Welcome Message to inform you 
that you were certified and provide you with additional resources to help you sell CCSB 
Plans.  

Step 5: Finalize Your Account Creation After Your Profile Status is Changed to “Certified” 
 

Within 5-7 business days of your certification, you will receive an email from 
donotreply@myccsb.com which will include an account link and temporary password to register 
for the MyCCSB portal. 

A. Click the account link and register in the MyCCSB portal. The link will expire within three 
(3) days. If you do not see the email in your inbox, please check your spam or junk 
folder. 

B. If you are unable to access the link within three (3) days, send an email to 
ccsbeligibility@covered.ca.gov to request a new link and password. 
Note: Covered California oversees the commission schedule payments for Small 
Business. Direct Deposit is currently unavailable as a payment form with CCSB. 

Resources 

Consult the CCSB Agent Agreements and Compensation Structure page to review the CCSB 
Agency Agreement and CCSB Non-Monetary Agreement for definitions of key contract roles 
such as authorized signer, agency manager, and downline agent. 

Need Assistance? 

• For contracting questions, send an email to Agentcontracts@covered.ca.gov. 
• For LMS training technical questions, send an email to cculearning@covered.ca.gov. 
• For questions regarding commissions, contact the CCSB Service Center at (855) 777-6782. 

Reference the CCSB Service Center Information webpage for more contact and servicing 
information. 

mailto:donotreply@myccsb.com
https://myccsb.com/marketplace/%23/access/signin
mailto:ccsbeligibility@covered.ca.gov
https://www.coveredca.com/agents/become-an-agent-for-small-business/CCSB-agent-agreements-and-compensation/
https://www.coveredca.com/pdfs/CCSB-Monetary-Agreement_Rev_May_2023.pdf
https://www.coveredca.com/pdfs/CCSB-Monetary-Agreement_Rev_May_2023.pdf
https://www.coveredca.com/pdfs/2022-CCSB-NMA.pdf
mailto:Agentcontracts@covered.ca.gov
mailto:cculearning@covered.ca.gov
https://www.coveredca.com/agents/contact-covered-california-for-small-business/
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