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Purpose &
Definitions



• The purpose of this guide is to provide agency administrative staff and agents a step-
by-step guide to on-boarding and certification with Clear Spring Health.

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

The information contained in this document is Proprietary and Confidential.

Purpose

mailto:certification@clearspringhealthcare.com


Definitions

Onboarding &
Certification

Set up or update 
user including 

contact information, 
contract information, 
licensing, documents 

and training.

Approval

Verification of 
document upload 
and background 

check.

Ready to Sell

The information contained in this document is Proprietary and Confidential.

Receive RTS status 
and applicable 

state
appointment(s).



Accessing the Portal



Accessing the Portal powered by Evolve

• Email invitations come from certification@clearspringhealthcare.com and include a link to the Broker Portal to begin the
onboarding process. Included in the email is the Username a temporary password.

• Or the URL https://csh.evolvenxt.com/login.htm

• In the event you need to reset your password, select Lost Password or contact certification@clearspringhealthcare.com

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


Onboarding



Onboarding Steps

• Select the link in the email to proceed with the onboarding steps. Recipents will be prompted to change the temporary
password. After logging in to the Broker Portal, click ONBOARDING from the left side of the Dashboard, then click START 
to begin the onboarding process



Onboarding Steps – Contact Information

• The NPN displayed
should match the entity 
or individual being 
onboarded. Click CHECK 
NPN to proceed to the
next step.

• The EIN or SSN should
match the entity or
individual being 
onboarded.



Onboarding Steps – Contact Information (cont.)

• Input applicable
information.

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



Onboarding Steps – 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.



Onboarding Steps – Additional Info

• Questions are specific to the entity or
individual completing the onboarding
process.

• If answer “Yes” to any of these questions, 
please provide supporting documentation
via email to
certification@clearspringhealthcare.com

mailto:certification@clearspringhealthcare.com


Onboarding Steps – License Info

• The states populated
are the states NIPR
has identified. Select
all the states you
intend to sell or
receive commissions.

• All states are Just-in-Time.

• Both individual Agents and Agencies are required to be licensed and/or appointed. CSH 
requires the Agent Principal to be licensed and appointed.

The information contained in this document is Proprietary and Confidential.



Onboarding Steps - Documents

• Upload requested
documents.

• Please make sure the
documents are current and
not out of date, as this will 
delay the process.

• E & O coverage must carry
minimum of $1 million per 
occurrence/annual aggregate.

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

• Successful uploads will change
the blue box to green.

The information contained in this document is Proprietary and Confidential.



Onboarding Steps – Banking Info

• Input applicable banking
information.

• Please take a moment to
verify the Account and
Routing numbers entered
are correct.

• PLEASE NOTE to LOAs:
Any information uploaded
does not change or alter the 
Banking Information already 
on file.

The information contained in this document is Proprietary and Confidential.



Onboarding Steps – Training

• Click TAKE TRAINING to Download the
Training Guide.

• Complete CSH Certification Training and
take exam. (User must pass at 85% 
within 3 attempts.) Except for the
AGENCY, all training needs to pertain to
the Agent Principal and not the Agency.

The information contained in this document is Proprietary and Confidential.



Onboarding Steps – Training

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

The information contained in this document is Proprietary and Confidential.



Onboarding Steps – Submit

• Input applicable
information and sign.

• To complete the 
onboarding process:
Both boxes must be
checked, the 
Agreement must be
signed(digitally) and
click SUBMIT.

•

The information contained in this document is Proprietary and Confidential.



Onboarding Steps – Submit (cont.)

The information contained in this document is Proprietary and Confidential.



Approval Process



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

• 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

• AGENCIES:
• Once your Agency has been approved, Broker Support or Your Agency(not your 

immediate upline) will be able to send the onboarding case for the Agent Principal.

Onboarding Steps – Approval Process
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