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Overview 
This document describes the steps for generating a small group ‘Quick Quote’ or a ‘Detailed Quote’. These self-service quoting 
tools are available to General Agents through business.kp.org. Note: Screen captures used in this document are for example only; 
your screens may appear slightly different depending on selections you have made during the quoting process. 

Time to Complete: 20 Min  
Line of Business: Small Group 
Region: GA, CO 
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Where to Locate General Agent Self-Service Tools 
You can access the General Agent self-service tools from your business.kp.org Dashboard. To get to your Dashboard, 
follow these steps: 

Sign In  

1. Go to business.kp.org. 

2. Click Sign In. 

Note: General Agents receive access to business.kp.org either through a broker or the firm’s administrator. If 
you have received an email with an access code but have not yet registered for a User ID, click ‘Register’ and 
follow the steps to create your User ID and password for signing in. 

 

3. Once signed in, your Dashboard will appear, customized to the market(s) where you operate. (Image shown 
is an example.) 
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Generate a Quick Quote 
Quick Quote is a fast and simple quoting tool that assumes all members are on the same plan. For a more tailored 
quote with medical and dental plan assignments, see Generate a Detailed Quote. 

Begin a Quick Quote 

1. From your Dashboard, click the link to Get a Small Business Quote.   

   

2. Select the Region where the group you are quoting is located.  
Note: The drop down will show all regions your firm is contracted with. This step-by-step guide is specific to 
Colorado and Georgia.  

3. Click Continue.  
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4. The ‘Prospect Quote to Enroll’ page opens. On this page, you will see:  

a. Buttons to begin a Quick Quote, Detailed Quote and a New Group Enrollment.  

b. Your Recent Activity: This is a list of your complete and incomplete self-service quotes and 
enrollments.  

c. A Filter by Date Created drop down* menu to customize what you see in ‘Your Recent Activity’. 
*Self-Service quotes and enrollments older than 18 months will not display under Your Recent Activity. Contact your KP sales 
rep for help with quotes and enrollments older then 18 months.  

 
5. To begin a new quote, click Get a Quick Quote.

 

6. Complete the following screens.  



 
 

   Author: SK  V3 Rev Date: 9/25/2025 Page 5 

 

Group Details 

1. In the ‘Group Details’ screen, enter basic information about the group and Broker you are preparing the 
quote for. Complete all required fields(*). 

  
Note the following: 

- If you cover mutliple regions, enter a Physical Address Zip and County for the service area that matches 
your log in. Rates are based on the zip code and county. 

- The ‘Broker Contact’ section is solely for collecting broker information for the quote. It does not send a 
copy of the quote to the broker.  

- A Small Group can include 1 to 50 eligible employees, but the Quick Quote and census do not restrict the 
number of entries.  

2. Click Next to proceed to the next screen, or click Cancel if you wish to discontinue the quote.  
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Add Employees (Census) 

There are two accepted methods for entering census information for each employee: uploading via the census 
template or manual entry. Both methods are designed to minimize errors. 

Note: If you use your own census template, ensure that the census is on the first tab of your spreadsheet and that the 
headers correspond to the census template shown below. 

Upload employees and dependents using the Census Template 

The columns and tabs in the census template are arranged and formatted to map directly to the data fields in the 
quoting tool.  

1. In the ‘Add Employees’, screen, click Download census template.  

Note: If you do not have the zip code for each employee for the Quick Quote, use the group’s home office 
zip code. The zip code is required when you proceed to the New Group Enrollment. 

 
2. On your computer, search your Downloads folder for the excel file sgBrokerAddSubscribersTemplate.  

3. Open the template in Excel.  

4. Review the column headers. 

 

 

Do not change the column headers or tabs in the census template, as they will 
map directly to the required fields in the quoting tool when the completed 
spreadsheet is uploaded. 
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5. Review the Import Entry Desc tab at the bottom of the template for how to format your data and to help 
avoid errors when importing the census to the quoting tool. 

 
6. Return to the Employer Census Import tab to enter employee and dependent information. 

  
Please note the following regarding data entry:  

- You may enter either Date of Birth or Age at Effective Date; however, the subscriber’s Date of Birth is 
required when you proceed to the New Group Enrollment.  

- Use alpha characters for first and last name. 

- You may use the group’s home zip code for Quick Quoting; however, the employee zip code is required 
when you proceed to the New Group Enrollment. If converting a Quick Quote to a Detailed Quote, it is 
advised to use accurate zip codes for more accurate quoting.  

- To enter the Relationship Type, use the drop down menu to select a valid option. If you manually enter an 
invalid option, you will receive an error. 

- Employees with in-service-area and out-of-service-area zip codes may be entered in the census.  

7. After you have entered the census data, save the spreadsheet in a designated folder/location on your PC. 
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8. Return to the ‘Add Employees’ page and click Upload Census to upload the completed census from your 
computer.  

 

 
At any time throughout the process, you can upload a new census; however, the 
new census will overwrite all subscriber data. 

9. After the data has uploaded, review the page to verify the data and correct any errors in red. 

 

While reviewing the census, note the following:  

- Adjust employee information by typing directly into the fields.  

- Delete Employee, Add Dependent and Delete Dependent buttons are available for your convenience.   
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- If there are errors related to the ‘Relationship Type’ field, the ‘Next’ button will not display until the 
errors are fixed. 

- Plan rate calculations are based on employee zip code.  

- When a subscriber lives outside the service area zip code, a checkbox appears to confirm if the 
employee works within the service area. 

 

- Employees who live and work outside of the service area, are only be eligible for PPO plans; 
employees in the service area qualify for non-PPO plans only. 

- Colorado: "KP Select" plans are only available to employees living in qualified zip codes within 
Colorado Springs. 

10. You have the option to Save Subscribers (bottom right corner of the page) if you would like to continue 
adding subscribers later.   

11. When you have completed the census, click Next to proceed to the Quote Summary where you can make 
quote comparisons and evaluate quote details.  
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Manually add employees 

If you prefer to manually enter employees, follow these steps: 

1. From the ‘Add Employees’ page, click Add Employee.

 
2. Enter the employee information.  

3. Click Add Dependent to add a dependent under the Employee. 

4. Click Add Employee for each additional employee. 

 
5. When you have completed the census, click Next to proceed to the Quote Summary where you can make 

quote comparisons and evaluate quote details. 
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Quote Summary 

The quote is generated once you arrive at the ‘Quote Summary’ page. Here you can either download all plans or 
compare plans and rates before presenting them to your group. 

Select how to view rate information 

1. Click the radio button for either Member Level Rates (MLR) or Composite Rates*. This selection determines 
how information is presented on the screen (see examples below).  

Note: A composite rating option is available only if there are two or more employees.  

Note: Each plan indicates the number of eligible employees. 

Example with Member Level Rates button selected: 
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Example with Composite Rates button selected: 
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2. Plans are grouped on the page according to ‘In Service Area’, ‘Out of Area’ and ‘Colorado Springs’ (Colorado 
only), and each plan displays the number of eligible employees, for that specific plan. See examples below.  

In Service Area plans are only available to employees who live or work in the service area and qualify for 
non-PPO plans.  
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Colorado Springs plans (CO only) are only available to employees with qualified zip codes in  
Colorado Springs.  
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Out of Area plans are for employees who live and work outside the service area, and only qualify for  
PPO plans.  

 

Download the ‘All Plans’ Quote 

1. Choose between Member Level Rates or Composite Rates for the ‘All Plans’ Quote download. 

2. Click the relevant button to download the document as a CSV or PDF. 

 
3. Once the ‘All Plans’ document has downloaded to your computer, click the “X” in the upper right corner of 

the dialogue box to close it out. 
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4. Open the PDF or CSV document from your computer to review the census, plans and rates.   

 
Links for Plan Guide Brochure and Member Level Age-Band Rate Grids can be 
found inside the document.  

5. If any issues are found in the All Plans document, scroll to the bottom of the ‘Quote Summary’ screen and 
select Requote Quick Quote. Refer to the Requote section later in this document. 
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Compare Select Plans and Rates 

From the ‘Quote Summary’ screen, you can compare 2 to 3 plans at a time.  

1. If desired, begin by using the Search field or Filters to locate specific plans.  

2. Click the checkboxes for 2 to 3 plans you’d like to compare.  

3. Click Compare Plans. 
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4. The ‘Plan Comparison’ page opens. Review the information.  

5. Scroll to the bottom and click Go back to Plans and Rates. 

 
6. Repeat steps 1-5 as needed to identify a suitable recommendation for the group. 
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View and Download Rate Details  

When viewing the ‘Quote Summary’ by Member Level Rates, you have the option to review and download rate 
details for plan-eligible employees.  

1. Click the See Rate Details link for any plan. 

 
2. Review the ‘Rate Details’.  

3. Click Download Rate Details to save as PDF or Excel, if desired.  

 
4. After reviewing the rates, go to the bottom of the page and click Return to Quote Summary. 

 
5. Repeat steps 1-3 to view additional rate details.  



 
 

   Author: SK  V3 Rev Date: 9/25/2025 Page 20 

 

Download Select Plans 

After locating the best plans options to present to your group, you can download a ‘Select Plans’ Quote for a more 
detailed plan comparison.  

1. Check the box for 1-5 plans you want to include in the ‘Select Plans’ Quote.  

2. Click Download Select Plans Quote (PDF or Excel). 

 
3. Open the ‘Select Plans’ PDF from your computer to review.   

 
Links for Plan Guide Brochure, Member Level Age-Band Rate Grids, and Summary 
of Benefits can be found inside the document.  
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Requote or Enroll the Group 

At the bottom of the ‘Quote Summary’ page, you will notice options for the following: 

4. Enroll Group- Click here to convert the quote to an enrollment. Refer to the job aid ‘02-Kaiser Permanente 
General Agent Step-By-Step Guide- SG Self-Service New Group Enrollment’ 

1. Requote Quick Quote- Refer to Requote section later in this document. 

2. Requote to Detailed Quote- Refer to Convert a Quick Quote to a Detailed Quote section below. 
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Generate a Detailed Quote 
Detailed Quote offers a high level of accuracy by tailoring medical plans to individual members. If you’re looking for a 
fast and simple quoting option, please see Generate a Quick Quote.  

Begin a Detailed Quote 

There are two ways to begin a Detailed Quote. 

1. If you have already completed a Quick Quote for the group, save time by reusing some of the group 
information you already entered. Follow the steps in the section titled Convert a Quick Quote to a Detailed 
Quote. 

2. Or, if you have not completed a Quick Quote for the group, click Get a Detailed Quote on the ‘Prospect 
Quote to Enroll’ page (refer to Where to Locate the General Agent Self-Service Tools for help). 
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Group Details 

Use the ‘Group Details’ screen to enter basic information about the group and broker you are preparing the  
quote for. Complete all required fields(*).  

1. Enter the information for the group you are preparing the quote for.  

Note: Rates are based on the zip code and county that you enter for the group. 

1. Enter the Broker Contact information.  

2. Click Next to continue to the ‘Add Employees’ screen, or click Cancel if you do not wish to proceed. 
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Add Employees (Census) 

Use the ‘Add Employees’ screen to add subscribers. There are two preferred methods for entering census 
information- upload via the census template, or manual entry. These two methods help reduce the number of errors. 

Note: If you use your own template, ensure that the census is on the first tab of your spreadsheet and the headers 
match what is in the census template (see below). 

To upload employees/dependents using the Census Template 

1. Click Download census template. 

 
 

2. Open the excel file sgBrokerAddSubscribers from your computer’s Downloads folder.  
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5. Review the column headers. 

 

 

Do not change the column headers or tabs in the census template, as they will 
map directly to the required fields in the quoting tool when the completed 
spreadsheet is uploaded. 

6. Review the Import Entry Desc tab at the bottom of the template for how to format your data and to help 
avoid errors when importing the census to the quoting tool. 

 
7. Return to the Employer Census Import tab to enter employee and dependent information. 

  
Note the following regarding data entry:  

- Date of Birth is required for Detailed Quote.  

- Use alpha characters for first and last name. 

- For a more precise Detailed Quote, enter accurate zip codes for individual employees instead of using a 
collective group zip code. 
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- To enter the Relationship Type, use the drop down menu to select a valid option. If you manually enter an 
invalid option, you will receive an error.  

- Employees with in-service-area and out-of-service-area zip codes may be entered in the census.  

8. After you have entered the census data, save the spreadsheet in a designated folder/location on your PC. 

9. Save the spreadsheet in a designated folder/location on your PC.  

10. Return to the ‘Add Employees’ page, click Upload Census and upload the census from your computer.  

 

 
At any time throughout the process, you can upload a new census; however,  
the new census will overwrite all subscriber data. 
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3. Verify that the totals for Employees, Dependents and Total, match your spreadsheet. 

 
4. Scroll down the page to verify the employee data. Edit employee information by typing into the fields, or use 

the Delete Employee, Add Dependent and Delete Dependent buttons, as needed. 

 
Note the following regarding ‘Out of Service Area’:  

- When a subscriber lives outside the service area zip code, a checkbox appears to confirm if the employee 
works within the service area. 

 
- Employees who live and work outside the service area only qualify for ‘PPO’ plans.  

- Employees who live or work in the service area only qualify for non-‘PPO’ plans.  

- "KP Select" plans are only available to employees living in qualified zip codes in Colorado Springs 
(Colorado only). 
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- When more than 49% of the subscribers live and work outside of the service area, you will not see a 
‘Next’ button and cannot proceed with the Detailed Quote. Contact Kaiser Permanente for assistance.  

  

5. Once you have verified the employee and dependent information, scroll to the bottom of the page and click 
Next to select the medical plans.  
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To manually enter employees 

1. From the ‘Add Employees’ screen, click Add Employee. 

 
2. Type employee information into the fields.   

3. Click Add Dependent to add a dependent under the Employee. 

4. Click Add Employee for each additional employee.  

5. When you have completed manually adding employees, click Next to select medical plans.  
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Plan Selection 

Use the ‘Plan Selection’ screen to select the specific plans you will include in the quote.  

Note: Out of area Employees only qualify for "PPO" plans; employees in the service area qualify for non-"PPO" plans only; ‘KP 
Select’ plans (CO only) are only available to employees living in qualified zip codes in Colorado Springs. 

1. Use the Search and Filters to locate specific plans.  

2. Select all the plans that you would like to include in the quote.  

 

3. Click Next.  
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Plan Assignments 

1. Assign a medical plan to each employee using the drop down menu. 

 
2. Click the caret to view any dependents covered under the employee. 

 
3. Click Next to continue.  
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Rating Type 

Select the rating type for the Detailed Quote. 

1. Click Member Level or Composite*. This selection affects how the ‘Detailed Quote Summary’ is displayed in 
the following screen.  
* Composite rating is only available when there are 2 or more subscribers for each medical plan offered.  

2. Click Next to generate the ‘Detailed Quote Summary’. 
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Detailed Quote Summary 

The ‘Detailed Quote Summary’ provides rate totals based on employee zip code.  

1. Scroll down the page to review the ‘Detailed Quote Summary’.  

2. Review the information on the screen for accuracy.  

3. When you are ready to save the quote, click Download Detailed Quote (PDF or Excel). 

Example with Member-Level Rating Type
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Example with Composite Rating type 
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4. At the bottom of the screen, in the What would you like to do next? section, you can:  

- Enroll Group: This “click to buy” option begins a new group enrollment using the data you already 
entered for the quote. For complete steps, refer to the document ‘General Agent Step-By-Step Guide- SG 
New Self Service Group Enrollment’ in the Help Center.  

- Requote this Group: If you need to makes changes to the quote, such as the Rating Type or Plan 
Assignments, you can requote using the data you already entered. Refer to the Requote section of this 
document.  

-  
 

 

  



 
 

   Author: SK  V3 Rev Date: 9/25/2025 Page 36 

 

Cancel, Save or Edit a Quote 
Cancel a Quote 

You can abandon a quote you’ve started. 

1. From any of the screens in the quote, click Cancel in the lower left corner of the screen. 

2. Any data you’ve entered will not be saved.  
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Save Subscribers for later  

Each time you click ‘Next’ during a Quote, the system saves your work. But what if you are mid-way through adding 
subscribers in the ‘Add Employees’ screen and need to step away? Follow these steps to save your data and then you 
can return to where you left off later.  

1. From the ‘Add Employees’ (census) screen, click Save Subscribers. 

 
2. Once you have saved the subscribers, you can either stay on this screen, or close the tab to return to the 

quote later. If you choose to close out of the quote after saving the subscribers, you can return where you left 
off, go to the ‘Prospect Quote to Enroll’ page. 
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3. Scroll down to Your Recent Activity. 

4. Filter by Date Created, if needed.  

Note: Quotes are available in ‘Your Recent Activity’ for 18 months. To access a quote older than 18 months, 
please reach out to your KP sales representative.  

5. Click the Actions drop down menu for the quote you wish to resume.  

6. Select Resume Quote.  

7. Click the Enter button to return to the screen where you left off.  

 

Save a Quote for Later 

Each time you click ‘Next’ during a Quote, the system saves your work. But what if you need to step away? Follow 
these steps to save your incomplete quote and then pick up where you left off later. 

1. Once you are past the ‘Add Employees’ (census) screen, you will see the option to Save for Later on the  
bottom left side of the screen. 
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To return to where you left off, go to the ‘Prospect Quote to Enroll’ page. 

1. Scroll down to Your Recent Activity. 

2. Filter by Date Created, if needed.  

Note: Quotes are available in ‘Your Recent Activity’ for 18 months. To access a quote older than 18 months, 
please reach out to your KP sales representative.  

3. Click the Actions drop down menu for the quote you wish to resume.  

4. Select Resume Quote.  

5. Click the Enter button to return to where you left off.  

 

Edit a Quote  

You cannot modify a Quick Quote or Detailed Quote after it has been generated. To change an existing quote, you 
will need to complete a Requote. Refer to the Requote section of this document.   
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Convert a Quick Quote to a Detailed Quote 
If you completed a Quick Quote but need a more detailed quote with employee plan assignments, you can convert 
the Quick Quote into a Detailed Quote.  

Convert a Quick Quote beginning from the ‘Prospect Quote to Enroll’ page 

1. Go to the Prospect Quote to Enroll page.  

2. Search for the Group Name/Quick Quote under ‘Your Recent Activity’. 

3. Click the Actions menu and select Requote to Detailed Quote. 

4. Click Enter. 

 

5. Some of the information from the Quick Quote transfers to the Detailed Quote. Follow the steps to Generate 
a Detailed Quote.  
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Convert a Quick Quote beginning from the ‘Quote Summary’ screen 

1. The last screen of the Quick Quote is the ‘Quote Summary’ screen. Scroll to the bottom of the ‘Quote 
Summary’ screen.  

2. Select Requote to Detailed Quote. 

 

3. Some of the group details and employee data that you entered in the Quick Quote will pre-populate in the 
Detailed Quote. Validate all pre-populated data and follow the steps for Generate a Detailed Quote. 
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Requote 
Requote the Group 

When a Quick Quote or Detailed Quote requires changes in rating factors (group zip code, census and effective 
date), you will need to requote. Requoting creates a separate Quote ID but carries over the group information from 
the previous quote. Adjust group information, rating criteria and census data as needed.  

If you completed a Quick Quote but need a more detailed quote with employee plan assignments, see the section 
Convert a Quick Quote to a Detailed Quote.  

Requote a Quick Quote 

1. There are two ways to begin a requote for a Quick Quote. Select one of the following: 

a. From the last screen of the Quick Quote (the ‘Quote Summary’ screen), scroll down the page and 
select Requote Quick Quote. 
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b. Or, from the ‘Prospect Quote to Enroll’ page, go to ‘Your Recent Activity’. Look for the Quick Quote 
you want to requote. Select Requote to Quick Quote from the Actions drop down menu. Click Enter.  

 
2. The system will begin a new Quick Quote with the group information you previously entered. 

3. Follow the steps for Generate a Quick Quote, making adjustments, as needed.  

  

 
In some cases, not all previously entered data is carried over into the new quote. Validate 
that all data that has copied over into the new quote. 
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Requote a Detailed Quote 

1. There are two ways to begin a requote for a Detailed Quote. Select one of the following: 

a. From the last screen of the Detailed Quote (the ‘Detailed Quote Summary’ screen), scroll down and 
select Requote this group. 

 
b. Or, from the ‘Prospect Quote to Enroll’ page, go to ‘Your Recent Activity’. Look for the Detailed 

Quote you want to requote. Select Requote from the Actions drop down menu. Click Enter.  
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2. After Requote is selected, the system will begin a new Detailed Quote with the group information you 
previously entered. 

3. Follow the steps for Generate a Detailed Quote, making adjustments, as needed.  

 

  

  

 
In some cases, not all previously entered data is carried over into the new quote. Validate 
that all data that has copied over into the new quote. 



 
 

   Author: SK  V3 Rev Date: 9/25/2025 Page 46 

 

Need Help? 
If you need help with the Self-Service tools, the Help Center is just a click away. Check it out for step-by-step 
instructions, new group enrollment forms and other helpful resources. 

 

For additional help, please contact the following: 

Have general questions about 
delegation, registration, or self-service? 

Employer Broker Services 
(EBS)  

Email: ebs-web-support@kp.org 

Phone: 855-327-0507 

Have specific quoting questions?  

 

Regionals Sales Team  CA: GASBUNEWGROUP@kp.org 

CO: CO-SBU-Sales-New@kp.org 

GA: BrokerQuotes.GA@kp.org 

MAS: MAS-SMALL-GROUP-NEW-
BUSINESS@kp.org 

Have specific enrollment questions? Shared Service Team CA: GASBUNewgroup@kp.org 

CO, GA, MAS: KPSBUBrokerNewGroups@kp.org 

 

 

mailto:GASBUNewgroup@kp.org
mailto:KPSBUBrokerNewGroups@kp.org
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