
Small Group quoting: 
getting started guide
This guide provides a high-level overview of the available features for managing your small group 
prospects, new groups and renewals from the Broker Portal.
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Access the Broker Portal

Login to the Univera Healthcare Broker Portal 
at Broker.UniveraHealthcare.com/Login:

Manage Prospects & 
New Groups

From the navigation menu, select Enroll & 
Update > Group > New Group Paperwork, 
then Quote & manage to launch Manage 
Prospects & New Groups.

Access Manage Prospects 
& New Groups

http://Broker.UniveraHealthcare.com/Login
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Select Quick Quote to create a quote without adding a prospect to the system. 

Create a Quick Quote

To create a Quick Quote, enter limited details about the quote, then continue to plan selection 
and create a quote. Once created, you may download or email a PDF of the quote.

Helpful hints
•	 Select plan filters on the Medical Plan 

Coverage Options step to narrow        
search results

•	 Update the required Medical Plan 
Coverage Options as needed by returning 
to the step throughout plan selection

•	 Compare search results by selecting 
the Compare checkbox(es) and then 
clicking Compare

•	 View Benefit Summaries and Summary 
of Benefits and Coverages by clicking 
on the applicable link(s)

Select Add New Prospect to create a quote for a new prospect enrolling with Univera Healthcare. 

Create a quote for a new Small Group Prospect

To add a new prospect, enter basic company details to verify that the group is eligible for Univera 
Healthcare small group coverage, and then continue to plan selection and create a quote.

Helpful hints
•	 Select plan filters on the Medical Plan 

Coverage Options step to narrow     
search results

•	 Update the required Medical Plan 
Coverage Options as needed by returning 
to the step throughout plan selection

•	 Compare search results by selecting 
the Compare checkbox(es) and then 
clicking Compare

•	 View Benefit Summaries and Summary 
of Benefits and Coverages by clicking 
on the applicable link(s)
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After a new prospect or renewal quote has been created, review the quote to Download, Email, 
Modify, or Accept the quote.

Review quote details

Helpful hints
•	 Download Quote to instantly 

access a Quote PDF

•	 Email Quote to instantly email a 
Quote PDF to a selected recipient 

•	 Access Benefit Summary and 
Summary of Benefits and 
Coverage documents

•	 View email history
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View and access your prospect from the Small Group Prospects list under Manage Prospects 
& New Groups. Select Accept Quote from the newly created New Prospect Quote to begin 
group setup. 

Complete New Prospect Group setup

Complete the guided workflow, including the Employer Application and required Supporting 
Documentation uploads. Review the Group Setup summary, then Submit.

Once a group has been submitted, track the status using the Prospect Status tracker on the 
Prospect Details Page.

Manage Renewals

From the navigation menu, select Enroll 
& Update > Group > Renewal Group 
Paperwork, then Renew to launch 
Manage Renewals. 

Access Manage Renewals
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View and access your agency’s upcoming renewals from the Small Group Renewals list under 
Manage Renewals.

To start a renewal, click View Group from Actions to access the renewal Group Details Page, then 
click Review Quote.

Small Group Renewal

Review the recommended plans for 
renewal based on the group’s current 
plans, then create a quote by shopping for 
alternative plans.

To complete renewal group setup, 
complete the guided workflow and 
required Supporting Documentation 
uploads, then click Submit.

Once a renewal has been submitted, track 
the status using the Renewal Status tracker 
on the Group Details page.

Helpful hints
•	 Small Group Renewals will be available 

90 days prior to the effective date, unless 
a completed Annual Group Information 
Form has not been received

•	 Groups will be auto-renewed as is on 
the indicated date in the Renewal Status 
tracker, unless a completed Annual Group 
Information Form has not been received

•	 Download a rate sheet for signature to be 
uploaded in Supporting Documentation



View Book of Business

Access View Book of Business

View Book of Business provides access to a complete list of your active groups, as well as any 
groups that have terminated within the last 60 days.

Select View Company from Actions to view account information from the Company Details page, 
including Account Owner, Demographic information, Contacts, Lines of Business and Open 
Renewals associated with the company.

View Company Details

Select Add New Insurance Product on the Company Details page to add a new line of business 
not currently offered by the group

Add New Insurance Product

Helpful hints
• Only products not currently offered

by the group will be available to select

• Add New Insurance Product must be
completed for any groups adding a
new line of business upon renewal

Create a quote for the new line of business 
being added, then complete the guided 
workflow and required Supporting 
Documentation uploads and click Submit.
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