
 
 

 
 
 

 
 
 
 

 
 
 

Retail Producer Portal Guide: Creating Proposals & Quotes 
 
The Retail Producer Portal is a comprehensive sales and service tool for the Under 65 
individual market and the Medicare markets. The portal enables you to design and deliver 
quotes, enroll members in Blue plans, manage prospects and serve and support active 
clients with a host of features. This section covers creating proposals and quotes for Retail 
ACA QHPs. 
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Creating Proposals & Quotes 
 
You can use the Retail Producer Portal to create proposals with quotes for on and off exchange qualified health 
plans (QHPs) during open and special enrollment for the retail ACA market. You can also use the Retail Producer 
Portal to create proposals and/or quotes for Medicare Supplement, MAPD and PDP markets. Please refer to the 
Medicare Training tab for Medicare related training guides. 
 
 

Quoting Retail ACA QHPs 
 
Enter Applicant/ Client Information 
1. Select the Quotes tab.  

2. Complete the required fields for the quote. We refer to 
this initial information as the “census.” 

3. Note that a “County” field appears under the zip code 
after the zip code has been entered. If more than one 
county is available, click outside of the zip code box and 
then select the county from the drop-down list.  

4. Enter all the primary applicant’s information. Additional 
fields may appear, such as those for a spouse and 
children, but only after the other census information is 
entered (including birthday) for the primary applicant. 

5. Select the “Continue” button.  

 

 
 

 

 

Note: For New 
Mexico applications, 
this button will 
redirect to the 
State-based 
Exchanges 
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Select Matching Plans 
1. From the Matching Plans page, you can select as many 

Medical plans that you would like by checking the box beside 
the plan name. If you do not select any Medical or Dental 
plans by checking the box beside the plan name, then all 
Medical and Dental plans will be sent in the proposal. 

2. You can also check the “Yes” or “No” box beside “Dental 
Coverage.” If “Yes” is selected for dental, the dental plans 
appear in a drop-down list. 

3. If you don’t need a proposal, and you want to begin the 
application now, you can select “Apply for This Plan” next to 
the desired plan. 

4. If you want to make changes to the applicant’s “census” info, 
select the “Return to Applicants Page” link at the top or 
button at the bottom. See the next page for more details. 

5. If you want to save these options as a proposal, select the 
green “Save Proposal” button. See the next page for more 
details. 

6. If you want to send a proposal, select the green “Send 
Proposal” button. 

7. If you want to compare plans, select the “View Additional 
Benefits” button at the top or bottom of the screen.  

 

 

 

  

 

 
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Return to Applicants Page 
1. If you selected Return to Applicants Page from the 

Matching Plans screen, you are directed back to the 
“Applicants” page.  

2. Note that effective dates for major medical on- and off-
exchange policies must begin on the first of the month. 

3. You can change or add information in this section. For 
example, you can add or remove a spouse and/or 
children. 

4. Click on the “Continue” button after making your changes. 
 

 
 
 
 
 
 
 
 
Save Proposal 
1. If you selected Save Proposal from the Matching Plans screen   

(see previous page), a pop-up box opens so that you can enter   
the Proposal Name. Proposals are often saved with the client’s   
name, but you can use any naming convention that works for you.   
Saved proposals expire automatically after 180 days of no activity. 

2. Select the “Save” button.  

 

 

 

 

 

 
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Send Proposal 
After you choose which plans you’d like to send in a proposal and click on 
“Send Proposal,” complete the following steps: 

1. Be sure the client’s email address is correct. You can enter up to 3 email 
addresses. All receive the same proposal and message. Separate each 
address with a comma. 

2. If you want a copy of the proposal sent to you, select this option and 
check your email address for accuracy.  

3. You have the option of sending a custom message which can include your 
personalized direct link or other detailed instructions. Your contact 
information is inserted at the bottom of the message by default. 

4. The "Generate and attach a formal proposal letter" check box will be 
automatically selected and is required to send and save a proposal.  

5. Enter the "Proposal Name" which is also required to send and save a 
proposal. 

6. Then click the "Send and Save Proposal" button.  

• Note: You can view a proposal/quote at any time under the "Client 
Info" tab. Proposals and quotes expire automatically after 90 days of 
no activity.  

  

 

 

 

 

 

 

Jane_Doe@gmail.com, Jack_Doe@gmail.com, Jill_Doe@gmail.com 

John_Agent@yahoo.com 

mailto:Jane_Doe@gmail.com
mailto:Jack_Doe@gmail.com


Creating Proposals & Quotes 
 

 

10/10/2023 RETAIL  PRODUCER PORTAL  GUIDE PAGE 6 

 

Compare Selected Plans 
1. If you chose View Additional Benefits in the matching plans screen, a new 

window opens. It shows a side-by-side comparison of up to 3 plans with several 
plan details. 

2. Click on any of the question mark icons for a more detailed definition of the 
feature. 

3. If you want to view a PDF file of the formulary for each plan in the comparison 
chart, click on the “View” link. 

4. To view a PDF file of the Summary of Benefits and Coverage (SBC) for each 
plan, click on the “Summary of Benefits” link.  

5. You’ll need a PDF reader to view the SBC. If you don’t have one, select this link 
to download the free version of Adobe’s PDF reader. 

6. You can print a copy of the Additional Benefits page by clicking the "Print" 
button at the bottom of the page.  

7. To change plans for a new comparison, click on the red "Close" button. When 
you select "Close", you return to the Matching Plans screen.  

 

 

 

  
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View Saved Proposals/Quotes 
 
After you save or send a proposal/quote, you are 
directed to a page where you can view existing 
proposals/quotes.  
1. To view a proposal/quote, select the proposal 

you’d like to review from the “View Existing 
Proposals” table. Producers often save a 
proposal with the name of the client. 

2. You can choose to recreate the quote again by 
selecting the “Regenerate” link. 

3. The prospect’s information will display under 
the “View Existing Proposals” table. 

4. You can also save or delete the prospect’s 
information or create a proposal.  

 
 
 
 
 
 
 
 
 
 
 
  

 

 

  
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Open Emailed Quotes 
 
Proposal and Quote Email 
After the quote is generated and sent to the client via email, the client 
receives an email like the one at right. The email contains the following: 
1. An attached PDF file of a proposal letter and quote. 

2. Instructions on opening the PDF file. It requires a password to 
open, which is the primary applicant’s zip code. 

3. Instructions for your client to contact you if they want to enroll. 

4. Your contact information. 

5. A custom message. 

 

 

 

 

 

 
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Proposal Cover Letter & Quote 
When the client opens the proposal PDF, a cover letter is on the first 
page and subsequent pages show plans with rates you selected for the 
client. The quote looks like the image at right. 

 

Saved Proposals and Quotes 
• Saved proposals stay attached to your client’s record in the Retail 

Producer Portal for 180 days  
(6 months). Proposals expire automatically after 180 days of no activity.  

• Quotes expire automatically after 90 days from when the quote was 
generated. 
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