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Instructions to fill in a Quick  
Quote Census 
This guide provides essential instructions for accurately filling out the Quick Quote 
Census, ensuring that employee data is organized and compliant. By following these 
steps, users can effectively group households, determine premium amounts, and 
explore APTC vs. ICHRA options. The guide emphasizes the importance of correct 
formatting and matching class names to avoid errors, making it a valuable resource 
for anyone involved in employee benefits administration. 

1 EE ID: Unique identifier for each employee. This links employees with their
dependents and keeps households grouped correctly in the quote. Max 20
characters, no special characters. All individuals with the same EE ID are grouped
together as one household in the quote.

Tip! Think of EE ID as the ‘Family ID’ — everyone in the same household must have
the same EE ID.

https://www.accesshealthct.com/ICHRA/anon/home
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3 Name Fields: Letters only; allowed: spaces, apostrophe (’), hyphen (-)
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4 Member Type: Employee, Spouse, or Child only (enter as seen on example)

5 Zip Code: Must be 5 digits; only CT zip codes (subject to change)
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6 Birth Date: MM/DD/YYYY (example: 01/31/1980)
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7 Annual Household Income (Optional but Recommended):

  • Used to determine APTC (subsidy) eligibility

  • If not included:

      • The quote will only show ICHRA costs

      • No subsidy comparison will be available

Tip! When entering the income for employees please use the currency format in
spreadsheet.
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8 Enter the Class for each employee. If you have more than one class make sure to
assign the correct one for employee and dependents together. The class name
needs to be identical to portal class name. See tip below.

Tip! Please make sure the class name matches the portal. You will receive error if
they are not identical. Class Name (Critical):

  • Must match the portal exactly (including spaces, capitalization, and symbols)

  • Example:

      • Full Time (Correct)

      • Full-Time (Incorrect)

      • full time (Incorrect)
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9 Current Group plan premium for employee and renewal group plan premium is
optional.

Alert! If Data Is Incorrect:

  • Upload may fail

  • Employees may be quoted incorrectly

  • Households may be split incorrectly (wrong EE IDs)

  • Class mismatches will trigger system errors


