
Navigator Webinar-
Updates to the Online 
Case Association Form
April 20, 2023, 12:00 p.m.
The webinar is not being recorded, but PowerPoint presentations will 

be available later on Navigator One Stop in the “Meetings and 
Webinars” section. 

During the webinar, please use the “chat” 
feature to submit questions.



Agenda

 MNsure case association process for payment

 Overview of the online case association form for navigators

• When to use the form

• When not to use the form

 Updates to the form 

 Common mistakes and errors

 Schedule of updates; future improvements
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Case Association for Navigators for 
Payment
There are four ways a navigator can associate with an application or enrollment for 
payment purposes

 Navigator information is entered on the signature page of the online 
application.

 The consumer completes the assister portion of Appendix C of the Application 
for Health Coverage and Help Paying Costs (DHS-6696) or Application for 
Health Coverage (DHS-6741)

 The consumer associates with a navigator through the assister portal

 The navigator completes, signs and submits an online Navigator Case 
Association Form.
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In an Online Application
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1.In the "MNsure Assister" section of the “Signature” page of the online application, select “Yes” to 
the question: “Did a MNsure Assister help you with this application?“

2.Additional fields will pop open. Enter the assister’s nine-digit alpha-numerical Assister ID in the 
“Assister ID” field and the full name of organization into the “Organization Name” field.

3.The association information is stored in METS as case evidence. Information is viewable to 
caseworkers (including ARC, MNsure Contact Center, DHS and counties).

4.Information is pulled in report used for processing navigator payments



When Submitting a Paper Application
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1. Complete the assister information on Appendix C of the Application for Health Coverage 
and Help Paying Costs (DHS-6696) or Application for Health Coverage (DHS-6741).

2. When the paper application is entered into METS, the assister information is entered as 
case evidence:

3. Information is viewable to caseworkers (including ARC, MNsure Contact Center, DHS and 
counties).

4. Information is pulled in report used for processing navigator payments.



Through the Assister Portal
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1. The consumer clicks on "Manage Assister" on their MNsure.org account's tool bar.

2. On the Assister Details page, the consumer clicks "Add or change my assister.“

3. On the "Select the Assister Helping You" page, the consumer enters the assister's Reference 
Number

4. The association information is pulled in reports used for processing navigator payments.

5. The association information is not viewable to caseworkers (including ARC, MNsure Contact 
Center, DHS and counties).



Online Case Association Form
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1. Should not be submitted if a navigator has already used another method of associating 
with the consumer’s application or enrollment.

2. Must be completed in one sitting.

3. Used for payments only



General Consent/Authorization for 
Release of Information (DHS-3549)
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1. Assister submits the General Consent/Authorization for Release of Information 
(DHS-3549) to DHS-HCEO or a county or tribal agency.

2. Used for information sharing only, not for payments.

3. Do not submit to the ARC



Online Case Association Form: 
Navigator Process
 Navigator works with a consumer and performs an action which would result in 

eligibility for payment

 Navigator is not associated with the consumer at the time of the action

 Navigator fills and submits an online case association form. The navigator can

o Fill out the form with the consumer present and with the consumer’s 
signature

o Fill out the form without the consumer present and the assister signs 
on behalf of the consumer with an attestation that they assisted the 
consumer 
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Online Case Association Form: MNsure  
Process
 MNsure pulls the list of case associations weekly

 Each case association form submitted is checked for completeness

 ARC staff researches each submission to find

1. If the information submitted is sufficient to match a case

– ARC checks multiple databases to find a match

– For cases where there might be a delay between when this case 
association form is submitted and when the case is entered into 
the system, the ARC will continue to search for the case. 

2. If the action performed on behalf of the consumer is eligible for 
payment

• If/when an eligible case can be found with the data submitted, MNsure 
includes that case in the next month’s payment file
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When to Use the Online Case 
Association form

The online case association should be used when methods 1, 2, and 3 are not 
sufficient for payment purposes.

1. Navigator information is entered on the signature page of the online 
application.

2. The consumer completes the assister portion of Appendix C of the Application 
for Health Coverage and Help Paying Costs (DHS-6696) or Application for 
Health Coverage (DHS-6741)

3. The consumer associates with a navigator through the assister portal

4. The navigator completes, signs and submits an online Navigator Case 
Association Form

11



When to Use the Online Case 
Association form
Use the Navigator Case Association Form when you have

 Assisted with submitting a Renewal Form for a consumer in “Need to 
Renew” status (Consumers in “Auto Renew” status in METS and MAXIS 
are not eligible for payment)

 Assisted a consumer with an application for coverage that is not processed 
through METS :

• Minnesota Health Care Programs Application for Certain Populations 
(DHS-3876)

• DACA Application (Deferred Action for Childhood Arrivals)

• Medicare Savings Program
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When to Use the Online Case 
Association form
 Use the Navigator Case Association Form when you have

• Assisted a consumer who submitted an application and the navigator and 
consumer were not associated at the time the application was submitted.

• Assisted with reporting a life event that resulted in newly added coverage 
for a household member. This does not include changes in existing 
coverage. 

• Assisted a renewing consumer with actively selecting a qualified health 
plan during open enrollment or a special enrollment period and the 
navigator and consumer were not associated through the assister portal at 
the time the enrollment was completed.
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When  Not to Use the Online Case 
Association form
Do not use the Navigator Case Association Form when you

 Are already associated with the consumer on the application

 Submit a non-eligible life event

• Change results in a previous coverage level changing to a different 
coverage level

 Submit a renewal for a consumer in “Auto Renew” status
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Common Mistakes

 Entering the application date or the submission date in the date of birth field

 Not enough data about the applicant(s) for the ARC to find a match in the 
system

 Entering a case where navigator information is already entered on to the online 
or paper application

 Submitting a form for an LEC where a consumer’s coverage changes, but they 
do not gain new coverage

• A consumer reports an income change which moves them from 
MinnesotaCare to Medical Assistance
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Updates to the form

 Improved instructions to avoid common errors

 More questions about the type of assistance rendered to streamline the ARC’s 
ability to find the case

 More fields to enter information about the consumer, leading to a higher 
likelihood of the ARC finding a match for the submission

 Screening of information entered and immediate rejection of submissions that 
do not meet the criteria for payment
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Walk-through
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Walk-through
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Walk-through
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Walk-through
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Walk-through
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Walk-through
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Walk-through
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Walk-through
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Walk-through
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Walk-through
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Walk-through



Schedule of updates and future 
improvements
 The new form will launch May 1, 2023

• MNsure will update any links on assister central

• The old form will be disabled and replaced with a link to the new form

• Look for a communication from MNsure next week with a link to the new form

 Immediate improvements

• Faster, more accurate processing of forms

• Opportunity for MNsure to analyze data as it comes in and give feedback to assisters 
on patterns of incorrect submissions

 Future improvements

• Possible move to a web-based platform, like the online account request form
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Resources

Policies and Procedures on Assister Central to review

 Navigator Payment Policy

 Assister Case Association Policy

 Navigator Case Association Form Policy
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https://www.mnsure.org/assister-central/navigator-one-stop/policy-procedures/navigator-payment-policy.jsp
https://www.mnsure.org/assister-central/navigator-one-stop/policy-procedures/assister-case-association-policy.jsp
https://www.mnsure.org/assister-central/navigator-one-stop/policy-procedures/navigator-case-association-form-policy.jsp


Thank You for Attending!

Please submit any questions via chat.
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