How to Invite Client to Access Their Account

Brokers who create new Employer Accounts will no longer need to physically “invite” the
Employer from their dashboard. Now, once the Eligibility is determined, the Invitation
Code will appear in the upper right-hand corner of the Eligibility Determination Landing

page.

If a Legacy Employer does not have an invitation code and needs access to their account,
the Invite button will still be available in the Broker dashboard for each Legacy Employer
that does not have an NY.Gov ID attached. For Legacy Accounts, follow the directions
below to Invite an Employer who needs access to their account.

Please note: With changes to the NYSOH SBM system that took effect on 4/1/18, new
Employers no longer have to go through the rigorous ID Proofing process involving
Experian. Because of this, if a Legacy Employer needs access to their Legacy Account,
they must call Customer Service to complete the request.

1. From the Broker Dashboard, select Associate Agency or Direct Clients from the
drop-down menu and click on Show Employers List. Click Invite next to the chosen
employer.
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2. A Congratulations message pop up will appear. Close this message.

Congratulations!

Your invitation code has been successfully sent out.

close

3. The small group client will receive an email with an invitation code.

4. The client must first create a NY.gov ID before accessing the account. Please see
“How to Create a NY.gov ID" user guide. After client’'s NY.gov ID has been created,
he or she can go to the NY State of health main landing page:
www.nystateofhealth.ny.gov, click on the Employer tab, and then select the option
to “Log in as Employer”.
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5. Once the Employer creates the NY.Gov ID, they must then call the NYSOH
Marketplace Call Center at 1-855-355-5777 to complete the manual ID Proofing
process. Documents may be needed to complete the process. Please wait to
submit these documents as they will need to be sent to a separate department.


http://www.nystateofhealth.ny.gov/

