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MyCCSB Portal Agent Guide: how to 
renew coverage  

Visit MyCCSB.com. Under Agent Login, enter the license number and password for your 
account and click the MyCCSB/LOGIN button.  

If you reach another user login type (ex: General Agent, Employer, or Employee) you will need 
to select the Agent Login button under the section titled “need to login as a different type of 
user.” 

Please note: If you have not yet registered for a MyCCSB Agent account, select the Agent 
Registration button under the section titled “don’t have an account” before continuing with this 
how to renew document.  
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When you reach the dashboard, you will select the Employer Group that needs renewal. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After that Employer Group is selected, you will see a summary of that group’s open enrollment 
status. Select the Renew My Plan button to start the Employer Group renewal. 
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Step 1: About the Employer  

You will be redirected to the Employer Renewal Application. Fill in your information by typing or 
using the dropdowns to complete each field. All required fields are noted with an asterisk (*). 
In the example below, required fields are also highlighted in yellow.  

Once you have completed the required fields for your application, select the Save & Next button 
to continue.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Required fields include:  

• Employer Type 
• Legal Business Name (LBN) 
• Federal Employer ID Number (FEIN) 
• Which name do you want to use for reporting 

purposes? 
• Total # of full time equivalent employees on payroll? 
• Total # of eligible employees? 
• Requested Coverage Effective Date 
• I’m offering health coverage to: 
• Do you want to offer coverage to non-registered 

domestic partners? 
• My company is subject to:  

• Do you want to offer dental coverage? 
• Have you employed 20 or more employees for 20 or 

more weeks during the current or preceding calendar 
year? 

• Group Contact First & Last Name 
• What is the preferred method of communication? 
• Email Address 
• Street address 1, City, State, Zip Code, County 
• Is your mailing address the same as your California 

Primary Physical Location/Headquarters? 
• Is your billing address the same as your California 

Primary Physical Location/Headquarters? 
• Please enter the full name of the authorized person 

who will sign this application  
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Step 2: Employee Roster 

You will receive confirmation that the employer profile was successfully updated (as highlighted 
in yellow below). On the Employee Roster screen, you can Edit or Delete any existing 
employee applications, as well as submit a New Employee Application by selecting the 
indicated buttons or icons. After you have completed any updates, click the Next button.  

 

 

 

 

 

 

 

 

 

 

Step 3: Renewal Plan 

Select your Infertility coverage election (Yes or No) and click the Next button to continue.  
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Step 3: Renewal Plan CONTINUED 

Option 1: Keep reference plan* 

Click the Keep Reference Plan button. Then, scroll to the bottom of the screen and click the 
Next button.   

* In the event your original reference plan is no longer being offered in the new plan year, you will need to select a new reference 
plan (see below). 

Option 2: Select a new reference plan  

Under the Compare Plans and make reference plan selection, you have the option to change 
your reference plan. Use the check boxes under the select column to change your selection. 
When you are ready to finalize your selections, click the Select Plan button and then the Next 
button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Scroll down to 
review all 
fields and 
access buttons 
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Step 4: Contribution  

On the Contribution screen, you can select one or two levels of coverage (metal tiers). Your 
reference plan needs to be within the metal tier selected. Your selected percentage will 
determine the amount the Employer will contribute towards employee and dependent premium. 
Enter a percentage and select Accept. Click the Save & Next button to continue.   
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Step 5: Lock In/Send to Employees 

In order to “Lock” the application you must click the check box and click the lock button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A confirmation pop up will appear. If you need to make changes, hit the Cancel button to return 
to the previous screen. If you are ready to lock and continue with your selections, click Lock.  
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Step 5: Lock In/Send to Employees CONTINUED  

In this step, you can invite employees to enroll via email by selecting the check box under the 
Email Invite column and clicking the Email Invite button. To edit or add an employee’s email, 
click on the pencil icon under the Edit Email column. You can also view/print a hardcopy of an 
employee’s enrollment worksheet by selecting the checkbox under the Print Hardcopy column 
and clicking the Print Worksheets button.  

If you need to add a new employee, select the Add a New Employee button to start a new 
employee enrollment.  

Once you have made your selections, click the Next button to continue.  
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Step 6: Employee Status  

Entering enrollment information into the MyCCSB portal on behalf of the employee requires you 
to scan and upload the completed and signed employee paper application. To upload a signed 
employee application, click the red Attachment button located at the top of this page. If you 
choose to email a link and the employee completes the application in the portal and e-signs, 
then you do not need to upload the application.  

Option 1: Renew Employee(s) without Changes (See Below) 

On the Employee Status screen, you can renew all employees as is by using the Action button 
to click select all from the dropdown menu. You can also simply click or unclick the checked 
boxes to change your selections. Once you’ve made your selections, click the Confirm 
Selected button. On Step 7, you will review and submit your application.  

Note: If you have an employee with changes, skip ahead to Option 2 on Page 10 for those steps. 
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Step 6: Employee Status CONTINUED 

A confirmation pop up will appear; click the OK button to continue.   

 

 

 

 

 

 

 

 

The selected Employee(s) will now have a confirmed status as pictured below in the yellow 
highlighted area. After all employees are confirmed, you will be able to select the Next button to 
continue to Step 7 (detailed on page 16 of this document).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Step 6: Employee Status  
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Option 2: Renew Employee(s) with Changes  

In this example, an unconfirmed employee needs to make a new plan selection. Click the pencil 
icon next to that employee’s name. This will redirect you to that employee’s existing application.  
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Employee Application - Online Renewal:  

Screen 1 Declining Coverage  

If an employee and/or dependent(s) are declining coverage, you will need to indicate that by 
marking those check boxes under the Decline column. If they are selecting new coverage, leave 
these check boxes blank. Then, click the Save & Next button to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:smallbusiness@covered.ca.gov


 
  

 
  

MyCCSB Portal  Agent Guid e: how to renew  coverag e  

 

 
Covered California for Small Business  

Phone: 877-453-9198  Monday - Friday 8:00 a.m. – 5:00 p.m.  |  E-mail: smallbusiness@covered.ca.gov 
All names and personal information contained in this document are fictitious. No identification with actual persons (living or deceased) is intended or should be inferred. 

13 | P a g e  
 

Employee Application - Online Renewal:  

Screen 2 Medical Plan 

Under Renewal Plan Options, click the check box for the new plan your employee is selecting. 
Click the Select Plan button to confirm that selection and then the Next button at the bottom of 
the screen.  

 

 

  

 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Scroll down to 
review all fields 
and access 
buttons 
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Employee Application - Online Renewal:  

Screen 3 Dental Plan (if applicable)  

Under Renewal Enrollment Information, use the dropdown list to make a new selection. Then 
click the Next button to continue. 
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Employee Application - Online Renewal:  

Screen 4 Plan Summary / Confirmation  

Review all information on this page to confirm the employee’s information is correct. Scroll to 
the bottom of the page. If you need to make an amendment click the Prev Button. If the 
information is correct, click the Confirm button to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employee A  

111-11-1111 

Gender 

Home Address  

Employee A  1970-12-10  

Employer name   

Scroll 
down to 
review all 
fields and 
access 
buttons 
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Step 6: Employee Status  

You will be redirected back to the Employer Renewal Application (step 6). Now that you 
completed the edits to the individual employee application, it will show up as confirmed on the 
summary page. Select Next to continue.  
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Step 7: Submit / Finalize  

Review all information on this page to confirm the information is correct.  
 
Under Arbitration Agreement, you will need to read and select the required check boxes as well 
digitally sign the agreement. Please note: the signature must match the Business Owner or 
Authorized Representative, if it does not match the Portal will alert you.  
 
If you need to make an amendment click the Prev Button. If you are ready to submit your 
renewal application, click the Yes check box at the bottom of the page and then the Submit 
Renewal Application button to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

           

 

 

Scroll 
down to 
review all 
fields and 
access 
buttons 
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Confirmation  

A confirmation pop up will appear, select OK to continue.  

If you click on the “View Summary PDF” a print/save version of the employer and employee 
application will appear. You can click Employer Dashboard to return to the home screen.   

 

 

 

 

 

 

 

 

 

The dashboard will show your employee applications as confirmed. If you select the view 
renewal application it will not allow you to make anymore changes. Your renewal is complete 
and you can logout.  

 

 

 

 

 

 

 

 

 

 

You have successfully completed your renewal online! 
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