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Subject: Delegate Group Billing and Enrollment Administrative Functions to Your Broker

Dear “enter name of the administrator or the Group”, 

Did you know you could delegate group billing and enrollment administrative functions to your broker? With Health Net, you can grant your appointed broker access to your Group’s membership, billing and reports. Granting your appointed broker access would enable them to view and update enrollment and billing data as well as generate reports on behalf of your group.
To take advantage of this tool, you must ﬁrst register for a Group Portal account on HealthNet.com. Once you sign up, you can then grant your broker access. 
To set the Broker up with access, you need to follow these simple steps. 	 


At this point, you are done. You may advise your broker that they have been granted access to your account. Please note that there are no notifications sent to brokers that they have been granted access.
If you do not remember your login information, you can contact Employer Portal support team. An agent will assist with accessing your account.

Employer Portal Support can be reached at 1-800-547-2967, Option 5. Support is available Monday through Friday, 8 a.m. to 5 p.m. Paciﬁc time.   
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To set broker up with access, the group needs to follow  
these simple steps:
Step 1: Log in to the Employer portal at healthnet.com.




Step 2: Click 1  My Accounts (found on the top navigation bar) then click  
2  Manage Accounts & Reports. 




Result: The Broker Access screen will be displayed including the Billing and 
Enrollment functions the broker has access to.




To grant broker viewing privilege to group’s invoice (Billing Functions) take  
the following steps:




Step 3: Click on the below-demonstrated 5  Edit button (located on the lower  
right of the screen).




(continued)




Select the 3  Manage Broker Access option from the dropdown menu and click  
4  Manage access & preferences under the broker’s name you wish to grant access. 




You will then be taken to the screen labeled “Access Privileges”. 
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Then click the 6  billing function you would like to edit. 7  Each checked box 
represents the broker has access to that function. Click the 8  Save button (located 
on the lower right of the screen) to save your selections.




Step 4: Check the box (√) “I accept the terms and conditions”, then click on  
9  Submit located on the bottom right. The screen will go back to “Access Privileges.” 




To grant broker enrollment privilege to administer group’s account: (Perform 
enrollments and receive enrollment notifications) take the following steps:




Step 5: Click 10  Enrollment Functions and then on the 11  Edit button (located on the 
lower right of the screen). Then click Enrollment Functions again. **The screen will 
change back to Billing Functions after you click Edit.




(continued)
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Step 6: Click on the 12  Enrollment Functions you would like to edit.  
13  Each checked box represents the broker has access to that function. 
Click the 14  Save button (located on the lower right of the screen) to 
save your selections. Check the boxes (√) under Perform Enrollment & 
Enrollment Notifications and click Save.




**Please note that “view” is a default setting.**




Step 7: Check the box (√) “I accept the terms and conditions”, then click 
Submit located on the bottom right. **The screen will go back to “Access 
Privileges.”




At this point you are done. You may advise your broker that they have been 
granted access to your account. 




Please note: There are no notifications sent to brokers alerting them 
that they have been granted access. 




For information, call Employer Portal Support at 
800-547-2967, option 5. Support is available  
Monday through Friday, 8 a.m. to 5 p.m. Pacific time.
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