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Add Sub Agent in Community Health Choice
portal

1 Login to Your account

2 Click here.
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3 Click "Add Sub Agent"

4 Click here.
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5 Click the "*First Name" field.

6 Type "The Sub Agent First Name"
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7 Click the "Middle Name" field.

8 Type "The Sub Agent Middle Name"
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9 Click the "*Last Name" field.

10 Type "The Sub Agent Last Name"
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11 Click the "*SSN" field and add the SSN for the Sub Agent.

12 Click the "*Confirm SSN" field and add the SSN for the Sub Agent.
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13 Click the "*NPN" field.

14 Type "Sub Agent NPN"
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15 Click "NIPR Lookup"

16 Click the "*Email" field.
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17 Type "Sub Agent email address"

18 Click the "Street Address" field.

19 Type "Sub Agent Adress"

mailto:sarah+agent123@test.test.com
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20 Click the "City" field.

21 Type "Your City"
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22 Click the "State" field.

23 Click "Your State"
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24 Click the "Zip" field.

25 Type "The Sub Agent Zip Code"
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26 Click the "*Gender" field.

27 Click "Select the Gender"
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28 Click this icon to select the birth month of the Sub Agent.

29 Click this dropdown to select the Sub-Agent birth year.
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30 Click "The Day the Agent was born"

31 Click "Next"
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32 Click "Done"

33 To complete the Sub Agent Application, click "Resume Application"
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34 Click here to answer the Certification questions for the Sub Ageent

35 Click here to answer the Certification questions for the Sub Ageent
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36 Click "Next"

37 Click "Upload Files" for the questions that require supportive documentation.



19

38 Click "Done"

39 Click "Next"
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40 Once you review the acknowledgement, click "Submit".


