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Automated Funding Conversion Process for Brokers

Automated Funding Conversion (AFC) is an enhanced process designed to take routine tasks off 

everyone’s plate. This process allows brokers to easily work with quotes that are converted from 

Fully Insured to Level Funded. Follow the steps in this guide to complete conversion tasks. 

1

Get Quote

• You’ll receive an email from your Renewal Account Executive (RAE) with an initial Fully 

Underwritten Level Funded medical quote based on your Fully Insured renewal group.  

• After evaluating to determine if you want to further explore Level Funded plans for your group, let 

your Renewal Account Executive know they should Convert the group and move it into the SAMx 

One New Business Dashboard so that you can add LF medical alternates and Specialty lines, 

finalize the census and complete conversion paperwork digitally. 

• Once the RAE has sent the group to the SAMx One New Business Dashboard, they will email you 

to let you know your quote is now available. The email will include the Fully Insured vs Level 

Funded comparison guide.

• Log in to UHCeServices. (If you need help getting access and logging, click here.) 

• You cannot successfully sign if you are not                                                                                  

logged in on behalf of yourself or on behalf                                                                                 

of the broker assigned to the case you are working on.          

                                            

• Launch SAMx One to view the Quote in the SAMx One New Business Dashboard.
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Group Overview

Selecting the case brings you to the Group Overview page. Green checks indicate that a section is 

complete. Red requires attention. Most fields in each section are prepopulated. Review each 

section for completeness.

Click each link to review a section, but first, scroll to the bottom of the Group Overview page to 

check email addresses.

Select Case

• On the New Business Dashboard in SAMx One, search for the AFC case by name in 

the search box. 

• Click the Company Name link to open the conversion quote or click the three dots to the 

left of the name and select View Case.

Automated Funding Conversion for Brokers
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At the bottom of the Group Overview page, check your email distribution list to make sure your 

staff and contacts at the group are correct.

NOTE: All fields must be filled out. For instance, if you enter an email address on one line, 

complete the other required lines as well to avoid errors when trying to submit.

Automated Funding Conversion for Brokers

Group Context

• From the Group Overview page, click Group Context. Most of the information in Group 

Context is locked at this stage because it is pulled over from the Fully Insured renewal 

record.

• You can select to add other specialty products to quote here if applicable.

• Use the left panel to go the next step or click the Group Details button in the lower right 

corner.

Verify Group Information
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Group Details

You can change: Fee Agreement, Fee Agreement Amount, ISL (Stop Loss), SIC code, 

Coordination of Benefits (Plan Primary vs Medicare Primary), Medical Tracking Year, 

Domestic Partner Coverage. Affiliations codes cannot be removed but up to four codes can be 

added..

Automated Funding Conversion for Brokers
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Group Changes

Changes that require sending a case back to underwriting are automatically detected by SAMx One. 

Review the changes and either click Continue to submit changes or Revert Changes to keep 

original. 

Automated Funding Conversion for Brokers

Verify Group Information

Group Census

• You can add or remove members and dependents as well as change coverage.

• You cannot upload a census, but you can download the census to review for accuracy.

• When finished, click the Plan Shopping button to add or remove plans.
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Shop Plans and Additional Lines of Coverage 

Shop Plans

• Level Funded alternate plans that closely match the Fully Insured plans are pre-selected, but the 

shopping page lists all plans. 

• Shop for Level Funded alternates on medical lines of coverage.

• Choose plans from a new line of coverage in new Specialty lines.

• Existing Specialty lines will show and must remain selected for the 

Specialty to stay with the medical plan during conversion.

• Deselecting All Plans will remove existing option as well as shopped options. Do not Deselect All 

Plans on existing lines of coverage. 

• You can Generate Proposals and Preview selected plans.

• Click Checkout when you are satisfied with the Plan Selections.

Automated Funding Conversion for Brokers
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Once you’ve clicked Checkout, place a check next to the appropriate medical and specialty 

plans if selecting others.

• If needed, click Edit Contribution to adjust employer contributions.

• Click Move to Enrollment, if highlighted, in the lower right corner.

• If additional steps or documents are required, you’ll receive alert messages at the top of the 

screen.

Automated Funding Conversion for Brokers

You’ll return to Group Overview to complete application documents.

Shop Plans and Additional Lines of Coverage 
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It is important to complete Plan Selection, Employee Plan Selection (census elections), and Rate Review (for 

HSA plans) before digitally signing Application Documents in uhcDOCS (next). Changing Plan Selection or 

census elections after signatures have been collected will result in needing fresh digital signatures 

on required installation paperwork.

Start uhcDOCs Process

Click the Go to uhcDOCS from the Group Overview page to begin the digital paperwork 

collection process.

Automated Funding Conversion for Brokers
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• Complete the actions on the Actions and Progress Page. Select Manage Contacts first. 

• Manage Contacts will require you to add Role/Tile for the Plan Administrator to advance to the next 

screen. When both Manage Contacts screens are completed, click Save and then use the Back 

button in the upper left corner to move back to Actions and Progress Page.

• Edit Group Information is the next button to click.  This will open Group Information Sections where 

you digitally complete the required forms for installation. 

• Use the Save and Continue to Next Section button to move through the screens.  When finished, 

green check marks will show.

Actions and Progress

Automated Funding Conversion for Brokers
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Share Forms

Automated Funding Conversion for Brokers

• Once the green checks appear, the Actions and Progress Page will add new tabs.

• Share Forms allows you to invite the Plan Administrator to Review and Sign forms.

•

• Invitation and Review Request: Sends an access link to person who will complete/review 

information and sign.  Most often used by GA or broker to ask Plan Administrator for a signature on 

Plan Sponsor Application or Billing Information (BCA). 

• Complete on Behalf and Sign on Behalf: Allows forms to be completed/reviewed and signed 

documents on behalf of someone else. 

• Review and Sign (located just below Share Forms) is where you (the broker or GA) will click to sign 

the forms. You can sign all forms (except the Plan Admin BCA) on behalf of the group as long as 

you have access to the quote.

• Click the Back button once you are done with Share Forms

The BCA must be signed by the Plan Administrator. The broker can sign on behalf of the Plan 

Administrator for all documents except for the BCA.

Badge 7 with solid fill
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• Here’s an example of the invitation the Plan Administrator will receive to complete/review/sign the 

forms. Once the recipient clicks the Provide Information button or the Complete Signature button, 

they are sent to the One Health ID log in page for security.

• The Welcome page button will take them to the signature page.

• The Employer can now complete and sign or simply sign the documents. Follow the instructions to 

complete the forms.

Employer Experience

Automated Funding Conversion for Brokers
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Review and Sign

Automated Funding Conversion for Brokers

• Click Review and Sign on the Actions and Progress Page to begin signing required installation 

documents digitally.   

• Each form can be reviewed and signed by clicking on the box next to the name and then clicking 

Ready to Sign at the bottom right.

• To sign forms, check the box next to the forms that need a signature then click Ready to Sign in the 

lower right-hand corner

• There is an option to Download All Forms without signature in the upper right corner for your own 

records.

Please note, paper forms cannot be completed and then uploaded inside this tool. All 

information must be submitted digitally including all signatures.
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• For the signature to be valid, click the “I agree…” box to attest, then type the name EXACTLY as it 

appears below the signature line, and then click Sign and Complete. 

• The signer only needs to attest and sign once and that will populate into all the other forms.

NOTE: If you receive an error when signing, (1) ensure you’re logged in as yourself and (2) that you 

signed using your name exactly as it appears below the line. 

• Once all forms are signed by both the broker and Plan Admin, the Actions and Progress Page will 

show all green checkmarks.

• The broker will need to click Submit Forms for the blue Unlock Actions link to appear. Then 

they will click Return to Quote at the bottom right side of the screen to return to SAMx One to 

complete the process.

• Return to Quote will take you back to SAMx One to Review the Rates and Submit for final 

installation

Automated Funding Conversion for Brokers

Review and Sign, continued

If group changes are made after signatures have been obtained, new signatures will be required.
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Automated Funding Conversion for Brokers

Make Employee Plan Selections

• From the Group Overview page, confirm Progress Tracker shows all green checks and uhcDOCs 

at 100%.

• Click Checkout.

• Confirm plan selection and click Move to Enrollment. 

• Check that you confirm the plans and rates for enrollment and then click Continue.

Badge 10 with solid fill
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Automated Funding Conversion for Brokers

Make Employee Plan Selections

A. On the Census Enrollment page, click the pencil icon to update any plans for each employee or to 

waive coverage.

B. Select the magnifying glass to search for a PCP or check Randomize PCP.

C. When finished, click Employer Attestation.
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Automated Funding Conversion for Brokers

• The Employer and Employee Attestations must be signed. These attestations state that the signer 

is attesting that the information provided on behalf of the employer and employees is correct. You will 

need to attest for both the employer and employee.

• Click Group Overview after signing Employee Attestation.

• On the Group Overview screen, green check marks show when attestations are completed.

• Click Submit for Install and Submit to confirm.

• When complete, you’ll see the Group number and have the option to view Member IDs.

• The welcome email/letter should be received within 24-48 hours. If it hasn’t be received, check with 

your RAE.

Attestations
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