
Agents are only able to view 
clients who have designated the 

agent as an Agent Authorized 
Representative. 

Agents use idalink as a special tool 
to act on behalf of the client who 
have given permission to DHW to 
discuss APTC eligibility with the 

agent. 

Agent information in YHI is not related to the information in idalink.  The information 
does not transfer from one system to another. 

Agents use Your Health Idaho to 
view all clients for which they are 

the agent/broker on record. 

Agents use YHI to manage 
insurance which includes . . . 

obtaining payments,  managing 
clients and making plan selections. 



The idalink Agent Console is personal 
portal for Agents to view a list of clients 
who are receiving APTC – AND – have 

designated the agent as an Agent 
Authorized Representative.

In the idalink Agent Console, Agents are 
able to represent their client and . . .

• View current eligibility status of  Health 
Coverage Assistance and Advance 
Payment of Premium Tax Credit (APTC).

• Apply for Health Coverage Assistance 
and APTC.

• View Department of Health and 
Welfare (DHW) notices.

• Report changes in the client’s situation.NEW!



Before an agent can use the Agent 
Console in idalink . . . 

 The client must designate the Agent as 
their Agent Authorized Representative 
in idalink. 

 The agent must create an agent 
account in idalink. 

Then the agent will be able to . . . 

 Submit applications and represent 
their clients in idalink.



Suzanne Agent is an agent, her clients will be able to select Suzanne as an 
Agent Authorized Representative in idalink . . . 

Before an agent can use the Agent 
Console in idalink . . . 

 The client must designate the Agent as 
their Agent Authorized Representative 
in idalink. 

 The agent must create an agent 
account in idalink. 

Then the agent will be able to . . . 

 Submit applications and represent 
their clients in idalink.



Client Martha Taylor, DOES NOT have an 
idalink account.

Martha needs to create an idalink account to 
designate Suzanne Agent as an her 
Agent Authorized Representative.



Martha clicks here to 
designate Suzanne as 
her Agent Authorized 

Representative. 

When Martha completes her 
registration, a confirmation window 

appears and ask her what actions she 
would like to take. 



Suzanne Agent is an approved 
agent, Martha can search for 
her by typing Suzanne’s name



OR by clicking the drop 
down and scrolling.



Martha clicks NEXT to 
continue



When an agent is not 
listed, the client clicks the 

Help link to submit an 
email request.



The Client . . .

• Completes the form.

• Clicks the check box next 
Unable to find agent 
authorized representative.

• Submits the form by 
clicking SUBMIT.



Client Jason Anderson, has an EXISTING
idalink account.

Jason will log in to designate Suzanne Agent as 
an his Agent Authorized Representative.



Jason clicks 
My Account.



Jason selects the Agent Authorized 
Representative tab, then clicks 
Designate an Agent Authorized 

Representative link.



Jason selects 
Suzanne as his 

agent.



Client Shawn Smith, has an EXISTING idalink 
account.

Shawn will designate Suzanne Agent as his 
Agent Authorized Representative during the 

application process.



Shawn will answer 
YES and select 

Suzanne as his agent.  



Shawn MUST submit  his 
application or Suzanne will not 

be designated as his Agent 
Authorized Representative.



Now that the Suzanne Agent’s clients have designated her as an Agent 
Authorized Representative in idalink, Suzanne need’s to register on idalink 

as an Agent to gain access to her Agent Console . . . 

Before an agent can use the Agent 
Console in idalink . . . 

 The client must designate the Agent as 
their Agent Authorized Representative 
in idalink. 

 The agent must create an agent 
account in idalink. 

Then the agent will be able to . . . 

 Submit applications and represent 
their clients in idalink.



Agents use their 
existing YHI Login 
to access idalink.



When an agent who has 
already registered with 
YHI attempts to register 
on idalink, they will see 

this pop up. 



Suzanne is new, 
she clicks Register 

to get started



Suzanne must:

• Check that she is an 
Agent Authorized 
Representative.

• Enter her information.
• Click Register. 



Suzanne receives 
conformation that her 

registration is complete.

She checks her email for 
her password.



Suzanne receives this email after she 
submits her idalink registration. 

Suzanne follows the link to complete 
the registration process by logging in 

and updating her password.



If an Agent is not able to 
register, the Agent clicks 

the hyperlink Send a 
Report.



The Agent completes the Report an 
Issue form, adds a contact phone 

number in the comments section and 
clicks Submit. 

The agent will be contacted to resolve 
the registration issue.



Suzanne Agent was able to complete her log in. 

She can log into idalink to view the
Agent Console. There she will be able to see any clients who have 

designated her as an Agent Authorized Representative.

Before an agent can use the Agent 
Console in idalink . . . 

 The client must designate the Agent as 
their Agent Authorized Representative 
in idalink. 

 The agent must create an agent 
account in idalink. 

Then the agent will be able to . . . 

 Submit applications and represent 
their clients in idalink.



This is the 
Agent Console Home 

Screen in idalink. 



Suzanne can find her 
clients by Searching 

OR
by Viewing her Client 

List.



Suzanne can also 
review the activity 
completed by the 

client or the agent in 
the Submission Log.

The Submission Log 
will show Suzanne 
what client took 
actions and the 

status of each action.



Status Field What it means? What Suzanne can do

Draft An application has been 
started.

Suzanne can view, edit, complete, 
and submit the application for her 
client.

Timed Out An application  that was 
started, passed the 72 hour 
time limit.

This is informational only for 
Suzanne. Suzanne or the client can 
start a new application.

Submitted An application has been 
submitted and will be 
processed by DHW.

Once the application is processed, 
Suzanne will be able to view the 
Notice in the View Notices link.



Suzanne can submit an application for 
Health Coverage Assistance for any client 

that has designated her as an Agent 
Authorized Representative. 

Suzanne searches for her client Martha 
Taylor by using the 

Search By or Client List.



To search using Search By . . .

Suzanne clicks the drop down to 
display all the clients that have 

designated Suzanne as their 
Agent Authorized Representative 

and selects Martha’s name
OR

By typing Martha’s name and 
pressing the Enter key to search. 



By clicking Martha’s name, 
idalink brings Suzanne 

directly to Martha’s home 
page.

Suzanne is now 
representing Martha.



To search by View 
Client List . . .

Suzanne clicks View 
Client List to display 
all the clients who 

have designated her 
as an Agent 
Authorized 

Representative.



By clicking Martha’s 
name hyperlink. 

Suzanne can begin 
representing Martha 

and submit an 
application. 



Suzanne can verify that 
she is representing 
Martha Taylor by 

looking at the client 
name in the top left. 



Suzanne completes 
all sections of the 
application and 

reviews the 
information at the 

Application 
Summary.



Suzanne Agent signs the 
application as an Agent 

Authorized 
Representative



Suzanne receives a 
Preliminary Eligibility 

Determination.



Suzanne can now 
see the 

Application 
submitted for 
Martha Taylor.



Hovering over the 
paperclip icon displays the 

link for PDF that was 
submitted. 



Suzanne can log into her Agent Console to 
review the Application Status of Jason 

Anderson’s Application. 

Suzanne reviews the Submission Log for 
the status and details of Jason’s 

application.



Suzanne reviews the Submission Log to see 
the Jason Anderson’s Application is in Draft 

Status.  She needs to complete the 
application on his behalf. 

She clicks the IBES CIN/Client ID hyperlink 
to be taken to the Application. 



Suzanne can continue 
the Application 

representing Jason 
Anderson just as she did 

with Martha Taylor. 



When Suzanne completes the 
application she will receive an email 

confirmation. 

Suzanne clicks the hyperlink or clicks 
Agent Home at the top of the screen 

to return to the Agent Home. 



Suzanne’s clients have questions on about 
their status and APTC premiums. 

Suzanne searches for her clients by using 
the Search By or Client List and clicks his 
or her name to view My Benefits home 

page.



Suzanne can see that 
Christopher and the 

members of his 
household are 

approved for APTC.



Suzanne can also click 
here to review the 

notices to verify if the 
2016 APTC has been 

calculated. 



Suzanne clicks VIEW 
NOTICES to view the 
DHW APTC notices 
sent to the client.



Suzanne clicks View 
notice to see the PDF 
version of the DHW 
sent to the client.



Customer Sierra is not 
eligible for APTC. 



For this family, the 
kids Lillyan and Griffin 
are covered through 

Medicaid but the 
mom Christina is APTC 

eligible.



Suzanne can see that 
Peggy and her spouse 

Reed are both 
approved for APTC.



The client who applied for services and signed 
the application is considered the Primary 

Applicant. This person may or may not be the 
primary tax filer.

The primary applicant client OR his or her 
Agent Authorized Representative can report 

changes in idalink.



If the client is a primary applicant, 
the client or his Agent Authorized 

Representative will have the option 
to click REPORT A CHANGE.

If the client is not the primary 
applicant, the agent and the client 
will NOT have the option to report 

the change.



Suzanne’s client Christopher has a change in 
his household’s situation. 

Suzanne searches for Christopher by using the 
Search By or Client List and clicks his name to 

view his My Benefits home page.



Suzanne clicks 
REPORT A CHANGE to 
report the change in 
the client’s situation.



Suzanne clicks next to  
complete and submit 

a change.



When the change type is to 
add a new household 
member, additional 
sections populate to 

capture information about 
the new household 

member(s) as well as 
information about existing 

members of the 
household. 



When the change type is 
not related to a new 

household member, the list 
of reportable changes 
becomes available to 

choose from.

The change type list will 
display change tupes for 

multiple programs, not just  
APTC.



Suzanne can hover over a 
change type for additional 
information on the change 

type.



Suzanne is able to report 
multiple changes at one time. 



Suzanne will enter customer 
information based on what 

type of change she selected. 

If Suzanne selected an 
income change, idalink will 

gather the income 
information as well as the 

tax status information.



Suzanne can review and 
print the change before 
she submits the change.



Suzanne is also able to 
upload verification 

provided by the client.

Suzanne can review a 
list of possible 
verifications. 



Suzanne will complete the 
change report with an

E-Signature on behalf of the 
customer. 

Suzanne must click SUBMIT 
YOUR CHANGES for DHW to 

receive the change.



Suzanne will receive 
confirmation that the 

change has been 
submitted to DHW.


