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From Your Broker’s Dashboard: Click on Enrollments to open your Enrollments page. 

 
 
You will see a list of your clients that have Enrollments appear: 

 
 
To Download List of Enrollments: 

1. Click the Download List button at the top of the page to open the Download 
Enrollment List dialog box. 

 

 

2. Select the plan year on the 
Download Enrollment List 
dialog box.  

3. Click on Download. 
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To Download List of Enrollments: (continued…) 

4. The enrollment information for the selected year is downloaded into a spreadsheet. 
The filename will be named in the format of:  PYYYY Enrollment for Brokers_Name.xlsx 

 
 
Viewing Details Online to see Carrier and Plan Information: 

You can also see this information online by using the Actions next to the client you want and 
selecting View Details: 
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Viewing Details Online to see Carrier and Plan Information: (continued…) 

 


