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New Agency



Important Changes
• Clear Spring has implemented a new platform to support on-boarding, certification, 

agent portal, web enrollment, and commission payments. 

• While some agency/agent data has been pre-loaded into the new platform, we ask 
that you review that information carefully and notify Clear Spring of any changes. 

• Information that has not been pre-loaded (e.g., banking information) will need to be 
entered or uploaded. 

• Clear Spring Health will no longer assign Agent ID numbers to contracted 
agencies/agents. 

• All functions will now use the National Producer Number (NPN) to identify 
agencies/agents. 



Purpose & 
Definitions



• The purpose of this guide is to provide a step-by-step guide to onboarding and 
certification with Clear Spring Health. 

• Questions and/or feedback can be provided by contacting 
certification@clearspringhealthcare.com or calling 1-888-296-2506.

Purpose

mailto:certification@clearspringhealthcare.com


Definitions

Onboarding, 
Contracting & 
Certification

Set up or update 
user including 

contact information, 
contract information, 

licensing, 
documents, training, 

and contracting.  

Approval

Verification of 
document upload 
and background 

check.

Ready to Sell

Receive RTS status 
and applicable state 

appointment(s). 



Onboarding Overview
Below is a list of the documents and/or information to have available during on-boarding. Even if you are a returning 
agency, you’ll need to verify the information is current. 

All items are required, and certification cannot be completed without this information. 

NOTE: Except for the AHIP training, all information needs to pertain to the AGENCY, not the agency principal. 

Information Format Reason

Agency NPN Fill in Identification

Tax ID Number (TIN) Fill in Identification

Errors & Omissions (E&O) Coverage PDF Insurance

AHIP Training Completion PDF Training/CMS Requirements

W-9 PDF Commission Payments

Bank Account and Routing Numbers Fill in Commission Payments



Accessing the Portal



Accessing the Portal
• First time portal users: use the link in the email from CSH Certification (certification@clearspringhealthcare.com)

• Returning portal users: go to https://csh.evolvenxt.com/

mailto:certification@clearspringhealthcare.com
https://csh.evolvenxt.com/


Contracting & 
Certification



Contracting & Certification

• Completion of new agency set up will generate an email from certification@clearspringhealthcare.com

• Select the link in the email to proceed with the onboarding steps. 

mailto:certification@clearspringhealthcare.com


Contracting & Certification – Contact Information 

• Input applicable 
information noting the 
NPN should be the 
AGENCY number, not 
the Agency Principal’s 
NPN. 



Contracting & Certification – Contact Information (cont.) 

• Input applicable 
information. 

• Note: Address 
entered here is 
considered the 
“residential” 
address. 



Contracting & Certification – Contract Information

• Input applicable information. 

• Note: “Preferred Mailing” 
has two selections: 
Residential and Business. 

• Selecting Residential Address  
will default to the primary 
address input in the Contact 
Info. 

• Selecting Business Address 
will require entry of an 
address. 



Contracting & Certification – Contract Information (cont.)

• Input applicable 
information. 

• Note: Not shown here 
are options to include 
VP, Secretary, 
Treasurer, and/or 
Director/Manager 
names. 



Contracting & Certification – Additional Info

• Answer questions. 



Contracting & Certification – License Info

• Select applicable 
information. 



Contracting & Certification - Documents

• Upload requested 
documents. 

• Refer to next slide 
for what, if any, 
additional 
information is 
needed for each 
document.

• Change to green 
indicates successful 
upload.

Post Upload

Pre-Upload



Contracting & Certification – Documents (cont.)



Contracting & Certification – Banking Info

• Input applicable 
banking information.



Contracting & Certification - Training

• Complete CSH Certification 
Training and take exam. 
(User must pass at 85% 
within 3 attempts.)



Contracting & Certification – Training (cont.)

• Confirm completion, score 
and pass/fail have been 
recorded prior to 
continuing to the next step. 



Contracting & Certification – Submit

• Input applicable 
information and sign. 



Contracting & Certification – Submit (cont.)

Insert next steps with background info. 



Approval Process



• Clear Spring Health will:
• Review responses to the background questions
• Confirm uploaded documents match requested information
• Verify exam score

• Cases will be designated as one of the following and an email will be sent to the email 
address on file for that case. 
• Approved
• Incomplete
• Denied

Contracting & Certification – Approval Process



Questions/Assistance



certification@clearspringhealthcare.com 1-888-296-2506

Contact Information
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