
idalink
AGENT CONSOLE SETUP



� idalink Agent Console Setup

When an agent is already registered with YHI and
attempts to register on idalink, they will see this pop up.



� idalink Agent Console Setup

If an agent is not able to
register, the agent clicks
Send a Report.



� idalink Agent Console Setup

The agent completes the Report an Issue form, adding a contact
phone number in the comments section, and clicks Submit.

The agent will be contacted by DHW to resolve the registration issue.



idalink
AGENT CONSOLE



� idalink Agent Console

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.

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 the 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 information in idalink.  The information
does not transfer from one system to another.



� idalink Agent Console The idalink 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 clients and …

• View current eligibility status of Health
Coverage Assistance and Advanced
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.



� idalink 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.



idalink
AGENT CONSOLE
AUTHORIZED REPRESENTATIVE



� idalink Agent Console 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.

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



Client Martha Taylor, DOES NOT have an
idalink account.

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

� idalink Agent Console Authorized Representative



� idalink Agent Console Authorized Representative



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

� idalink Agent Console Authorized Representative



OR by clicking the drop
down and scrolling.

� idalink Agent Console Authorized Representative



Martha clicks NEXT to
continue

� idalink Agent Console Authorized Representative



� idalink Agent Console

When an agent is not
listed, the client clicks the

Help link to submit an
email request.



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

• Submits the form by
clicking SUBMIT.

• Completes the form.

The Client . . .

� idalink Agent Console Authorized Representative



� idalink Agent Console Authorized Representative

Client Jason Anderson, has an EXISTING
idalink account.

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



� idalink Agent Console Authorized Representative

Jason clicks
My Account.



� idalink Agent Console Authorized Representative

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

Representative link.



� idalink Agent Console Authorized Representative

Jason selects
Suzanne as his

agent.



� idalink Agent Console Authorized Representative

Client Shawn Smith, has an EXISTING idalink
account.

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

application process.



� idalink Agent Console Authorized Representative

Shawn will answer
YES and select

Suzanne as his agent.



� idalink Agent Console Authorized Representative

Shawn MUST submit  his
application or Suzanne will not

be designated as his Agent
Authorized Representative.



idalink
AGENT CONSOLE
AGENT CREATES AN IDALINK ACCOUNT



� idalink Agent Console Agent Creates an idalink Account

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.

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 . . .



� idalink Agent Console Agent Creates an idalink Account

Agents use their
existing YHI Login
to access idalink.



� idalink Agent Console Agent Creates an idalink Account

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

this pop up.



� idalink Agent Console Agent Creates an idalink Account

Suzanne is new,
she clicks Register

to get started



� idalink Agent Console Agent Creates an idalink Account

Suzanne must:

• Check that she is an
Agent Authorized
Representative.

• Enter her information.
• Click Register.



� idalink Agent Console Agent Creates an idalink Account

Suzanne receives
conformation that her

registration is complete.

She checks her email for
her password.



� idalink Agent Console Agent Creates an idalink Account

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.



� idalink Agent Console Agent Creates an idalink Account

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

the hyperlink Send a
Report.



� idalink Agent Console Agent Creates an idalink Account

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.



idalink
AGENT CONSOLE
APPLICATION PROCESS



� idalink Agent Console Application Process

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 . . .

q Submit applications and represent
their clients in idalink.



� idalink Agent Console Application Process

This is the
Agent Console Home

Screen in idalink.



� idalink Agent Console Application Process

This is the
Agent Console Home

Screen in idalink.



� idalink Agent Console Application Process

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.



� idalink Agent Console Application Process

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.



� idalink Agent Console Application Process

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.



� idalink Agent Console Agent Application

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.



� idalink Agent Console Application Process

By clicking Martha’s name,
idalink brings Suzanne

directly to Martha’s home
page.

Suzanne is now
representing Martha.



� idalink Agent Console Application Process

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.



� idalink Agent Console Application Process

By clicking Martha’s
name hyperlink.

Suzanne can begin
representing Martha

and submit an
application.



� idalink Agent Console Application Process

Suzanne can verify that
she is representing
Martha Taylor by

looking at the client
name in the top left.



� idalink Agent Console Application Process

Suzanne completes
all sections of the
application and

reviews the
information at the

Application
Summary.



� idalink Agent Console Application Process

Suzanne Agent signs the
application as an Agent

Authorized
Representative



� idalink Agent Console Application Process

Suzanne receives a
Preliminary Eligibility

Determination.



� idalink Agent Console Application Process

Suzanne can now
see the

Application
submitted for
Martha Taylor.



� idalink Agent Console Application Process

Hovering over the
paperclip icon displays the

link for PDF that was
submitted.
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� idalink Agent Console Application Status

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.



� idalink Agent Console Application Status

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.



idalink
AGENT CONSOLE
CUSTOMERS ELIGIBILITY INFORMATION



� idalink Application Process

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.



An Overview



What is PDAP? The Partner Data Access Portal, or PDAP, was created
by the Department of Health and Welfare (DHW) so
that DHW’s partners across the state can view specific
information in order to help their customers.

Currently, partners must email or call DHW for
information.

This portal was created so that you can quickly and
easily see exactly what information you need, saving
you time and communicating clearly only the details
that you need.

PDAP should significantly reduce the need to call or
email DHW.



How do I get
access – or
remove
someone’s
access if they
leave?

To get access:
Insurance Organizations complete the PDAP MOU for
their organization and then supervisors send a
complete and signed user agreement for each agent
by email to:

PartnerAccess@dhw.idaho.gov

Supervisors may request a user agreement by
emailing PartnerAccess@dhw.idaho.gov.

Once the individual is given access to PDAP, they will
receive an email with the URL and login instructions.

To remove access: When a staff member who
has PDAP access leaves your organization, your
supervisor will email PartnerAccess@dhw.idaho.gov
to notify DHW. DHW will remove that person’s access
to PDAP.



PDAP MOU between DHW and Insurance Organizations

To request a copy of the PDAP MOU email PartnerAccess@dhw.idaho.gov.

https://pdap.dhw.idaho.gov



PDAP User Agreement

To request a copy of the PDAP User Agreement email
PartnerAccess@dhw.idaho.gov.

https://pdap.dhw.idaho.gov



You received the email saying you have access to PDAP.  Now what???

You must log in within 5 business days or your link will expire. In that case, send an
email to PartnerAccess@dhw.idaho.gov to have the link resent.

https://pdap.dhw.idaho.gov

Your welcome email from PDAP
will give you a URL (link) which
you will use to set a password.

It will also tell you the email
address you should use to log in.

Click the URL (link) in the email,
and follow the instructions.



You will be required to create a password
the first time you log in…

…and follow the steps to protect
your Idaho PDAP Account.

The next few slides will walk you
through the steps to set up

additional authentication in order
to protect the customer data.

1

2



In addition to your username and
password, PDAP requires that you have
a second authentication (like a second

login). This is for added security to
protect customer data. The second
authentication will come through a

mobile phone, a tablet, or a landline.

You can select whichever you prefer. It
is recommended that you set up a

Mobile phone if at all possible.

No matter which device you add, the
phone number must be a number that
is exclusive to you, and is not a phone

line you share with someone else.

Once you have this set up, the system
will send a message to the device you

select, and you accept it in order to
access PDAP the first time.



The next few slides show the steps to
complete the setup on a Mobile phone.

Regardless of which device you add the
steps will be similar:

1. You will provide some information
about your device.

2. The setup on your screen will walk you
through the steps required so that the

system can communicate with your
device and confirm the second

authentication.

The most important part is to simply
follow the instructions on your

computer screen as you complete this
setup.



When you select Mobile, the setup
will walk you through entering your
phone number and selecting what
type of phone you have (iPhone,

Android, etc.).

Next, it will tell you to download and install
the app for your phone.

You must accept the use of a camera with
this app.

Once the app is installed on your phone, click
the green button on your computer that says

I have Duo Mobile installed.



You will now activate it by scanning a
barcode.

The barcode will appear on your computer
monitor, like the image here, and you will

scan it with your phone.

To successfully scan, follow the
instructions on your computer screen. The

steps will be slightly different depending
on which type of phone you have.

After you have scanned the barcode, you can
click Continue on your computer.



You can choose to receive what’s called a
Duo Push to your mobile, or to receive a

phone call upon login.

Regardless of which one you select, you
must accept the request or you will not be

able to log on to PDAP.

Now that the setup is out of the way, let’s
take a look at what you will see once you

successfully login.



This is the SEARCH screen. Once you set up your new password and the second authentication (Duo), this will
always be the first screen you see when you log in to PDAP.

What do you need to know before you start searching??

ü All of this information is confidential. Never search for anyone other than your current customer.

ü You need multiple data points to search by (detailed on the next slide). In other words, you can’t just
search a customer’s first name and browse through the results.

ü A successful search will provide information about one customer. If you need to look at information
about multiple people in the same household, you will need to do multiple searches.



1

2

You must have a minimum of the following customer info to run a search:

First Name, Last Name and Date of Birth

OR

First Name, Last Name and the last 4 of the SSN

Type your search criteria, and either click
Search, or press Enter on your keyboard.

Reset all filters will clear your fields to start a
new search.



1
2

You can also use just the CIN – Client Identification Number - which
is a DHW-generated number - for a Search.

If you use the CIN, you don’t have to use any other search criteria.



You will see an error message if you try to search and you
don’t have enough information to search with.

If you enter enough search criteria, you
can expect one of three things to
happen.

1. No search results are found
2. Multiple search results are found
3. An exact match is found

You will see an example of each on the
next three slides.



1

No search results: If PDAP doesn’t find a match, you will see
this message.



2 Multiple search results: In this example, PDAP found one customer with the exact match on the name,
and one customer with a slightly different name and the same four digits on the SSN.

When you do get multiple results on your search, try to get more information from your customer so you
can select the correct record.

If one of the results is the correct record, simply click the Name of the customer to see their information.



3
An exact match: Your search criteria can also return a single exact match. In this case, when

you click SEARCH (or press Enter on your keyboard), you will immediately see the person
details screen, and you will not see a list of search results to choose from.

Continue to the next slide for more details.



What information can you expect to see?

On the top part of the screen, you can see
the contact information and other details

for the person you searched for.

You can click HIDE PERSONAL
INFORMATION to see just their program

information.



Month / Year – the
current month

automatically displays,
so if you need to view
a different month, you

will need to change
the date with the

month and year drop-
downs.

Click the magnifying glass to return
to the Search page.



The bottom of the screen displays information regarding HCA program the customer is eligible for.

What do you need to know??

ü Each customer will show information about the HCA program.

ü You will see eligibility and some benefit details. For example, the customer’s HCA shows the eligibility as
“Eligible”.

ü The HCA program will always display, even if a customer is not eligible for a program. Seeing the HCA
program name does NOT mean a customer is participating in the program. For Example if HCA shows “No
record found for this month”. That simply means that the customer has not applied for or received HCA
benefits for the display month.



The HCA program below shows an example of what it looks like if a customer is denied benefits.
You can see that it shows Discontinued for the eligibility, and provides a reason, as well.



PDAP will log you out with a “timed out” message after 30 minutes of
inactivity, so make sure you log out.

Click the down-arrow next to your email address, then click Log out.

The image below shows what it will look like if you get “timed out”.

If you do get timed out, simply log on again.



What if I forget
my password?

Forgot Password: Follow the onscreen
instructions to resetting a password.

Click the “Forgot password?”
hyperlink on the main PDAP

login page.
https://pdap.dhw.idaho.gov



Enter the email address associated with your
PDAP account and click “Submit.”

Once you’ve submitted your
email address, you will see a

confirmation message appear
on the login page.

Check your email and follow
the instructions in the message

to reset your password.



Questions or Issues?
Contact Partner Access
PartnerAccess@dhw.idaho.gov

PDAP Link
Add a bookmark to your browser with the following link to access
PDAP after registration is complete.
https://pdap.dhw.idaho.gov/pdap/login





� Medicaid expansion will cover adults who are:
� Between 19 and 64 years old

� Not receiving Medicare

� Citizens or eligible non-citizens

� Have income below 138% of Federal Poverty Level (FPL)

We have applied for waivers to allow individuals with income
between 100%-138% FPL to receive APTC instead of Expanded
Medicaid. Should the waivers be approved, individuals would
receive APTC unless they opted to receive Medicaid Expansion.


