
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Clov 

Clover Health 
Clover Health is very excited to have 
you as a partner and wish you 
success this AEP season!   
 
In this guide you will find a  
step-by-step outline for using 
Clover Health’s remote enrollment 
platform, SunFire. 
 
 
 

If you have any questions,  
please do not hesitate to  
contact our broker  
support team.  
 
 
 
 
Email: brokers@cloverhealth.com 
Phone Number: (855) 979-2236 
 
 
 
 
 
 
 



 
 
SunFire Enrollment Platform 

• SunFire is an online platform that makes it simple & easy to quote, enroll, send 
scope of appointment, and run reports on your enrollments  

 
Helpful tips! 

o Look for this  picture on the bottom left of your dashboard to update your 
profile settings 

o Keep your email address and NPN up to date in your profile settings – 
these are important for sending your scope of appointments 

o Save your virtual signature to your profile 
o How To: scroll to the bottom of your profile to find the signature 

box. You can use your mouse to draw your personal signature (if 
you are on an iPad, you can use your finger). Click Save Changes.  

o When you need to sign documents on SunFire, you can 
automatically add this signature 

 
 
Your main agent dashboard will look similar to below. You have the ability to do all of 
the following:  

1. Search Prospects  
2. Quote & Enroll 
3. Send a scope 
4. Reporting 
5. See your enrollments for the last 30 days 



 

 
 

You can click either Successful or Incomplete under Enrollments for the last 30 days to 
track your enrollments, which will look similar to below.  

 
 
 

Search Prospects – click Search Prospects under Quick Links and you can:  
• Search by specific criteria to find your prospect (last name, DOB, phone, 

disposition) 
• Create a new profile for a brand new prospect 
• If you find the customer profile that you are looking for - you can click the 3 dots 

to the right of the profile and choose one of the pop-up options 
 



 
 
 

Quote & Enroll– click Quote & Enroll under Quick Links and you can: 
• Enter the zip code for the plan area (mandatory) 
• Optionally, you can fill out these fields: 

o Customer Name, Extra Help/Low Income Subsidy, and Medicare Supplement  

 
 

• After filling out the above information and clicking Save, your browser will look 
similar to below. You then can: 

o Sort the plans by monthly premium, estimated cost total, or company 
o Choose which plans show by year and time period  



o Display the plan costs or the plan benefits  
o On the left side of the page you can filter by:  

§ Plan Type 
§ Premium price  
§ Policy type  
§ Deductible  

 
 

• You can compare the plans by checking the Compare box under the plans. 
o You can compare up to 3 plans in a side-by-side matrix of complete benefit details (see 

below) 
 

 
 
 
Enroll- If you would like to enroll a beneficiary in a plan – simply click Enroll  

• This will take you a page to Add applicant information 
o You will need to add beneficiary information, such as name, DOB, address 



o Click Continue 
• This will take you to a page to Add your Medicare information 

o You will need to add all of the Medicare information that you see in the 
image below (name, Medicare number, Part A, Part B, provider 
information)  

o Click Continue 

 
 
 
 



• This will take you to a page to confirm your Eligibility for an enrollment period 
o You will need to confirm your enrollment, choose your proposed effective 

date of coverage, and indicate your payment information 
o Click Continue 

• You will then Review the Application and sign the application 
o To Sign and submit your application- you can do one of the following:  

§ E-signature – if the customer is present 
§ Signature pad – if the customer is present  
§ Send e-signature request – if the customer is on the phone  

• If you choose this option, you can send a text message or email to get a 
signature from the beneficiary 

 
 

• To complete the application, you will click Submit  
 
 
 
 



Send a Scope- click Send a Scope under Quick Links: 
o To start a scope of appointment, you may: 

o Email Scope, Text Scope, Complete Scope, and Upload Scope  
 
o To Email or Text a scope – you will need to fill out information such as:  

o Product type, beneficiary information, and scope date  
o To email or text the scope to the beneficiary, you will need to send them a 

code. You will be prompted to fill out the form below. 
o In order for the beneficiary to complete the scope of appointment – 

you must provide them with the code!  
 

           Email Example:            Text Example: 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



This is what the beneficiary will receive when you send the scope:  
 
                                Email Example:                            Text Example:  

                  
 
When they click the form – they will be prompted to input their personal code. You 
must provide your beneficiary with the code!  
 
                               Email Example:                                                                   Text Example:  

              
 
 



When they enter their personal code – they will be prompted to sign the scope of 
appointment form. Once they sign it – the agent will receive a notification that the 
scope is complete. You can check your notifications by clicking the bell, as seen below: 
 

   
 
 
Click Complete Scope to complete the Scope of Sales Appointment Confirmation Form 

o If your beneficiary has signed their scope of appointment and you need to sign it to complete it, 
you will find those here 

Click Upload Scope to upload an external file of scope of appointment.  
o You will need to include Date of Appointment and Signature Date 

 
In your Scope of Appointments list - you can see when you sent your scopes and if they 
have been completed 

o Once they have been signed, they will automatically update to Completed = Yes 
o You can view each individual appointment by clicking View 

o If you forget a personal code that you need to send to a beneficiary – you can find the 
code in this list 

 

 



Reporting - click Reporting under Quick Links: 
o You can see a report of all enrollments within specific time frames  
o The report will include the enrollment code for your files  
o You can click into each individual enrollment and download the completed 

enrollment as a PDF for your files 
 

 
 
If you click View Enrollment, you will be taken to a successful enrollment page (see 
below). 
 

 
 


