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Avoiding Common Errors in Reporting Life Events
There are three roles that need to be identified when completing
the online change reporting form.
Individual: The individual is the subject of the change –i.e. the person who
experienced the change or who is being added to the application.
Reporter: The reporter is the person who is notifying MNsure about the change and
who will need to attest to the accuracy of the changes being reported. When
completing the online form, the assister is also the reporter. NOTE-- this is a change
from earlier instructions on how to fill out the tool.
Completer (assister): The completer is the person who is filling out the changes
online.

When registering to report a change online, the assister (the
completer) must enter their information in the Navigator, Certified
Application Counselor, Broker Information fields for the form to be
valid. This is the first set of fields you will see when you set up an
account to report a change
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The next set of fields should also be filled out with the
information for the assister filling out the form.
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After creating the account, logging in, and selecting the
change, the first and last name fields should be completed for
the person who is experiencing the change (the individual).
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While completing the online form, the assister will be asked
about the relationship between the individual and the person
reporting the event. Assisters should always answer “Is
Unrelated to (Broker, Navigator, CAC)” for this question.

Other common issues include:
Leaving fields blank
Not entering clear notes when the form calls for it
Entering “I don’t know” or “Consumer doesn’t know” into data fields.
If an assister is unsure or doesn't know information, they should gather the
information and complete the change at a later date.
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