
Purpose:

The Producer Experience Portal enables producers to deliver plan information 
to clients and manage prospects. This section covers creating proposals and 
quotes for Individual and Family ACA medical and dental plans. 

Blue Cross and Blue Shield of Illinois, Blue Cross and Blue Shield of Montana, Blue Cross and Blue Shield of New Mexico, Blue Cross 
and Blue Shield of Oklahoma, and Blue Cross and Blue Shield of Texas,
Divisions of Health Care Service Corporation, a Mutual Legal Reserve Company, an Independent Licensee of the Blue Cross and BlueShield Association

Use of the five-plan logo with Blue Cross and Blue Shield of Illinois, Blue Cross and Blue Shield of Montana, Blue Cross and Blue Shield of New Mexico, Blue Cross and Blue Shield of Oklahoma, and 
Blue Cross and Blue Shield of Texas is not permitted by brokers or agents in any and all materials, including but not limited to sales and marketing materials used with prospects and clients.

Producer Experience Portal:
IFM Quoting User Guide



Table of Contents
1. Quote & Enroll Tab.............................................................................................................................................. 3

2. Create a New Quote………………...................................................................................................................... 4 - 7

2.1.     Create a New Quote:  Add an Applicant (Producer View)................................................................. 4

2.2.     Create a New Quote:  Add an Applicant (Delegate View).................................................................. 5

2.3.     Create a New Quote:  Add an Applicant…............................................................................................... 6 - 7

3. View Plans:  On/Off Exchange............................................................................................................................ 8

4. Compare Plans……............................................................................................................................................ 9

5. Tax Credit Estimator…........................................................................................................................................ 10 - 11

6. Review Page....................................................................................................................................................... 12

7. Access Saved Quotes........................................................................................................................................ 13 - 14

7.1.     Access Saved Quotes.............................................................................................................................. 13

7.2.     View Proposal........................................................................................................................................... 14

8. Requote………………......................................................................................................................................... 15

9. Remove/Update Spouse/Dependent................................................................................................................... 16

10. Send Quote……………………………………………………………………………………………………………….. 17 - 22

10.1     Send Quote: New Quote......................................................................................................................... 17 - 18

10.2     Send Quote: View Proposal.................................................................................................................... 19 - 20

10.3     Send Quote: Review Plans...................................................................................................................... 21 - 22

2PROPRIETARY AND CONFIDENTIAL THIS INFORMATION IS PRELIMINARY IN NATURE AND IS BEING SHARED FOR EDUCATIONAL AND TRAINING PURPOSES ONLY.  IT MAY NOT BE USED FOR ANY OTHER PURPOSES, INCLUDING MARKETING



3
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The Quote & Enroll section enables 
the user to:

• Provide accurate plan 
recommendations: Identify and 
present tailored medical and dental 
plan options that meet the client’s 
needs. 

• Streamline the enrollment process: 
Ensure a smooth transition from 
quoting to enrollment, minimizing 
errors and delays. 

• Support compliance and accuracy: 
Maintain adherence to regulatory 
standards.

1. Click on the Quote & Enroll tab – 
three sections will appear:

A. Quotes - View saved quotes
B. New Quote - Generate a new 

quote for a prospective client
C. Enroll - Enroll a client in an 

insurance plan



To begin, click on New Quote.

Add Primary Applicant Information

1. You can search by the applicant’s first and last name, if applicant is an 
existing client. If selecting an existing client, the Primary Applicant 
Information will pre-populate and can be edited if updates are needed.

2.  Enter all required fields marked with red asterisk for the client, if the 
applicant is a new client. 
• First Name
• Last Name
• Date of Birth (MM/DD/YYYY)
• Effective Date (MM/DD/YYYY)
• Phone Number (optional)
• Email (optional)
• Sex

3.  Tobacco Use required if displayed for applicants ages 21+ as of effective 
date. 

4.  Begin typing the client’s address in the Address Search field. Once the 
correct address is displayed, the user will select the address, and the 
mandatory fields will auto-populate.

NOTE: If an existing client was selected, the pre-populated address can be 
updated by either using the Address Search and selecting a new address 
or by selecting "Enter in address manually".

Create a New Quote: Add an Applicant (Producer View)
Table of Contents

2

3

1

4

PROPRIETARY AND CONFIDENTIAL THIS INFORMATION IS PRELIMINARY IN NATURE AND IS BEING SHARED FOR EDUCATIONAL AND TRAINING PURPOSES ONLY.  IT MAY NOT BE USED FOR ANY OTHER PURPOSES, INCLUDING MARKETING



5

To begin, click on New Quote.

Add Primary Applicant Information

1. Begin typing the Writing Producer Number associated with the applicant's state and 
select the Writing Producer Number from the list.  

2.  You can search by the applicant’s first and last name, if applicant is an existing client. 
If selecting an existing client, the Primary Applicant Information will pre-populate and 
can be edited if updates are needed.

3.  Enter the required fields marked with red asterisk, if the applicant is a new client. 
• First Name
• Last Name
• Date of Birth (MM/DD/YYYY)
• Effective Date (MM/DD/YYYY)
• Sex
• Tobacco Use (displayed if applicant is 21+ as of effective date) 
• Phone Number (optional)
• Email (optional)

4.  Begin typing the client’s address in the Address Search field. Once the correct 
address is displayed, select the address, and the mandatory fields will auto-populate. 

NOTE: If an existing client was selected, the pre-populated address can be updated by 
either using the Address Search and selecting a new address or by selecting "Enter 
in address manually".

The Producer State and Primary Applicant State must match. Otherwise, they will 
receive an error message upon selecting View Plans button.

Create a New Quote: Add an Applicant (Delegate View)
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Enter Address Manually

1. To enter an address manually, 
select the checkbox for Enter in 
address manually.  

NOTE: Once the checkbox is 
selected, the Address Search will 
be disabled.

2.  Enter the Address, City, State, and 
Zip Code to verify the address and 
to populate the County. Allow a 
few seconds for address 
verification.

3.  If the address cannot be verified, 
you will have the option to: 

 A. Edit the address.
 B. Use the suggested address.  

Create a New Quote: Add an Applicant 
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Add Spouse and Dependent Information

1.  Once the Effective Date is populated, options to add a 
spouse and/or dependents will appear.

NOTE:  Each client can have up to 19 dependents 
including a spouse. 

2.  The user will select the + Add Spouse and/or +Add 
Dependent button to add a spouse and/or dependent(s). 

3.  Once the “+” sign has been selected, the user will populate 
the mandatory information for the applicant
A. Date of Birth
B. Sex 
C. Tobacco Use (displayed if applicant is 21+ as of 

effective date)

NOTE: For Illinois (IL) applicants, the Dependent Type is 
also required. Please select the applicable dependent type: 
Child, Parent, or Stepparent.

4.  The Cancel button can be used to clear the applicant's 
information prior to being saved.

5.  Once the user has added an applicant and selected Save, 
the applicant's information will then be displayed.

6.  Additional dependents can be added by selecting the + 
Add Dependent button.

7.  If there are no other dependents to add, the user clicks on 
View Plans to see matching plans.

 

Create a New Quote: Add an Applicant (continued)
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1.  Plans allow the user to view matching plans. The default 
view will show Off Exchange Medical and Dental Plans.  
The user can click on the On Exchange tab to view On 
Exchange Medical and Dental plans.  

2.  The user can apply filters to narrow down the matching 
plans.

3.  The user can access Provider Finder, Dental Brochure, 
or other future links in Quick Links section.

4.  The user can confirm Applicant, Dependent, and Producer 
Information by selecting appropriate tab. User can edit 
applicant and/or dependent information or navigate to 
previous page by selecting Edit Information button.

5.  The user can select View Plan Details to view or print 
plan benefits, prescription benefits, drug list, and/or 
Summary of Benefits. 

6.  To compare plans, user can select up to (3) Medical 
OR Dental plans, then select Compare Plans button.  

7.  Once the user has selected a plan(s), click Review 
Selected Plans to continue to the Summary page.

View Plans:  On/Off Exchange
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Compare Plans
1.  The Compare Plans window displays a side-

by-side comparison of the selected plans.  
User can compare and/or access following:
• Monthly Premium
• Plan Features
• Benefit Details
• Plan Documents

2.  Print Plans button allows user to either Print 
and/or Save Compare Plans page.
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The tax credit estimator tool estimates the subsidy amount the 
applicant may be eligible for.
1.  Once the user is on the View Plans page, they can select the 

Tax Credit Estimator button. 

2.  The user will enter the Household Size and Household Income 
and select Estimate button for system to estimate the tax credit.

3.  If the client is eligible for a tax credit, the estimated tax credit will 
be displayed. Tax credits only apply to On Exchange plans. 

4.  The user will select Apply Credit and land on the On Exchange 
plans page.

Note: Tax Credit Estimator may not be available for State-based 
Exchanges. 

Tax Credit Estimator
Table of Contents
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1. If the user is eligible for a subsidy, the On 
Exchange Medical plan monthly premiums 
will reflect the estimated tax credit.

2. Once the user has selected a plan(s), click 
Review Selected Plans to continue to the 
Review page.  

Tax Credit Estimator
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1.  The Review page will display plans with all plans selected by 
default. The user can select Save Proposal to save selected 
plans.
• Select or deselect Individual Plan checkbox
• Select All will select all plans
• Deselect All will deselect all plans

2. The Send Quote button will take user to the send quote page. 
Please refer to the Send Quote Guide.

3. The Enroll in Selected Plans button will take the user to 
enrollment. Please refer to the Enrollment Guide for the 
enrollment flow.

Review Page
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1.  The user will navigate to Quotes to see all the 
Saved Quotes created for clients. A quote will 
expire at midnight on the day of creation. 

2.  Producers and sub-producers can only see their 
own quotes, while users with agency 
permissions, can view all quotes created by 
anyone in the agency's hierarchy. 
• If the user is an agency and they are not 

seeing all their agency quotes, please 
contact PEP Support team via email at 
Pep_Pilot@bcbsil.com.

3.  The Quotes section will display the following 
information:
• Proposal Quote Number
• Prospect Name
• State
• Product 
• Plans Quoted
• Created Date
• Effective Date
• Producer Name
• Proposal Status
• Quote Emailed

Access Saved Quotes
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1. When the user clicks on the Proposal Quote Number, they will have 
access to the following information:
A. View Proposal with Proposal #

• Applicant Information
• Dependent Information 
• Producer Information

B. Quick Links
• Provider Finder: To determine if a provider participates in a 

particular plan network.

C. Quoted Plans
• Users will be able to view all the plan(s) previously saved.

D. Additional Options
• Send Quote: To send quote, click on Send Quote (Please 

refer to the Send Quote Guide).

• Requote: When the user selects Requote, the user will be 
directed to the Primary Applicant Information page with the 
previously saved quote's information displayed (Please refer 
to the Requote Guide).

• Review Plans: If the quote is active and there are no 
changes, the user may click on Review Plans button to 
proceed to Plan Summary page.

View ProposalTable of Contents
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1. User will select Quote from Past Quotes
2. User will select Requote and will be directed to the Producer Information or Primary 

Applicant Information page with the previously saved quote's information displayed.
A. User can update any of the prepopulated applicant information. If the producer number 

needs to be edited on the requote, then a new quote needs to be created.
B. User can update address by typing the new address in Address Search field and 

selecting one from recommended addresses.
C. User can add, update, or remove Spouse and/or Dependents.

NOTE: The Producer Information section appears only when signed in as a Delegate. When 
signed in as a Producer, the page begins with Primary Applicant Information.

3. To continue with requote, user should select View Plans button to continue to the View Plans 
page.

NOTE: User may need to update the effective date if quoting for a different date than 
previous quote.

RequoteTable of Contents
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1. To remove a spouse or 
dependent:
1A. Under the Spouse or 
Dependents section, Click the ‘X’ 
icon located to the right side of the 
applicant's information box that needs 
to be deleted.

2. To update spouse or dependent 
information:
2A. Click anywhere inside the 
applicant's information white box
2B. Update information as needed.
2C. Select Save button.
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Send Quote - New Quote
NOTE: Users can send quote through multiple 
workflows. The first workflow is described below: 

1. To send quotes, the user will navigate to Quote 
and Enroll.

2. The user will navigate to New Quotes to initiate 
the creation of a new quote.

3. The user enters client details and clicks View 
Plans button

4. User will land on the Plans page, Off Exchange 
tab. User will review and Select (via checkbox) 
the desired Off Exchange OR On Exchange 
plan(s) to send.

5. The user will scroll to the top or bottom of the 
page and select Review Selected Plans.

6. The user will select Send Quote.
Note: On Exchange and Off Exchange plans cannot 
be quoted at the same time.
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7. The user will enter the following fields:

• Primary Client’s Email Address

• Additional Client Email Address (Each 
email address needs to be separated by 
semicolon (;)

• Producer’s Email Address

• Producer’s Phone Number
8. After completing the required fields, the user will 
select Send Quote and Save Proposal.
9. The user will receive a confirmation message 
stating Quote was sent and saved successfully. 
An email with the selected quote(s) will be sent to 
the client’s primary email address, and, if specified, 
additional client email addresses.
NOTE: Email addresses entered in the Additional 
Client Email Address field must be unique. If the 
same email is entered, the system shows a 
duplicate error:

“Error: Duplicate email addresses are not allowed”
Also, only 3 email addresses can be added in the 
Additional Client Email Address field.

5

7

8

9

PROPRIETARY AND CONFIDENTIAL THIS INFORMATION IS PRELIMINARY IN NATURE AND IS BEING SHARED FOR EDUCATIONAL AND TRAINING PURPOSES ONLY.  IT MAY NOT BE USED FOR ANY OTHER PURPOSES, INCLUDING MARKETING



The second workflow is described below:

1. To send a previously generated quote, user will 
navigate to Quotes.

2. User will select the Proposal Quote Number to 
be sent to the client.

NOTE: Only quotes with an Active Proposal Status 
can be sent to the client.

Table of Contents
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3. On the View Proposal page, the user will select 
Send Quotes
4. The user will enter the following fields:
  - Primary Client’s Email Address
  - Additional Client Email Address (Each email 
address needs to be separated by semicolon (;).

  - Producer’s Email Address.
  - Producer’s Phone Number.
5. After completing the required fields, the user will 
select Send Quote.
6. The user will receive a confirmation message 
stating Quote sent successfully. An email with the 
selected quote(s) will be sent to the client’s primary 
email address, and, if specified, additional client email 
addresses.

NOTE: Email addresses entered in the Additional 
Client Email Address field must be unique. If the 
same email is entered, the system shows a duplicate 
error:

“Error: Duplicate email addresses are not allowed”
Also, only 3 email addresses can be added in the 
Additional Client Email Address field.
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The third workflow is described below:

1. To send a previously generated quote, user will 
navigate to Quotes.

2. User will select the Proposal Quote Number to 
be sent to the client.

NOTE: Only quotes with an Active Proposal Status 
can be sent to the client.
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3. On the View Proposal page, the user will select 
Review Plans. User will review and Select the 
desired plans to send. 
4. User will click on Send Quote.
5. The user will enter the following fields:
  - Primary Client’s Email Address
  - Additional Client Email Address (Each email 
address needs to be separated by semicolon (;)

  - Producer’s Email Address
  - Producer’s Phone Number
6. After completing the required fields, the user will 
select Send Quote .
7. The user will receive a confirmation message 
stating Quote sent successfully. An email with the 
selected quote(s) will be sent to the client’s primary 
email address, and, if specified, additional client 
email addresses.

NOTE: Email addresses entered in the Additional 
Client Email Address field must be unique. If the 
same email is entered, the system shows a 
duplicate error:

“Error: Duplicate email addresses are not allowed”
Also, only 3 email addresses can be added in the 
Additional Client Email Address field.
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