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1 Introduction 

Section 2794 of the Public Health Service Act (PHS Act), as added by the Patient Protection and 

Affordable Care Act (Affordable Care Act), establishes a process for the annual review of an 

unreasonable increase in premiums for health insurance coverage.  On May 19, 2011, the Center 

for Medicaid and Medicare Services (CMS) issued a final rule, the ñRate Increase Disclosure and 

Reviewò (Rate Review rule) (codified at 45 C.F.R. ÄÄ 154.101-154.301) implementing section 

2794 of the PHS Act.   

 

This Technical Instructions Manual explains how health insurance issuers and States will use the 

Health Insurance Oversight System (HIOS), Rate Review module to review and upload 

information related to the new rate review program. This manual provides step by step 

instructions for all of the issuer and State  system features and functionalities available  in the 

Rate Review System.  
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2 Rate Review System Users 

There are five user types that shall access the Rate Review system with different functionality associated 

to each user.  The five user types include Issuer users, State users, HHS users, Contractor users, and 

Administrator users.  A user has access to functionality within the system based on the roles associated to 

the specific user name.  Roles can be updated at any time by a system administrator.    

For the Issuer user, there are two roles: 

1. RateReviewIssuerSubmitter ï Permits the user to submit rate change data within the Rate Review 

System to HHS or the State for review, modify a submission, delete a submission, withdraw a 

submission, upload supplemental materials, and upload an unreasonable rate increase justification 

fi le. 

2. RateReviewIssuerAttestorï Permits the user to attest rate change data within the Rate Review 

System before submission to HHS or the State for review, modify a submission, delete a 

submission, withdraw a submission, and upload an unreasonable rate increase justification. 

For State user: 

RateReviewState ï Permits the user to view submitted data for all submissions within a state that 

the user has access and also review and provide comments for submitted data to which the user 

has access to review, if applicable. 

2.1 Registration Page for First Time Users 

Users logging into the HIOS web portal for the first time will be required to complete a 

registration process. This initial account set up will ask for the following information: (fields 

containing an * are required fields) 

 

 Personal Information 

o *First Name 

o *Last Name 

o Title 

o Role Requested 

o Organization 

o Existing or New HIOS User 

o Email 

o *Phone 

o Phone Extension 

o Address 1 

o Address 2 

o City 

o *State 

o Zip 

o Zip extension 

 

Once the user has entered the required field contained within the Personal Information section, 

the user must change their assigned temporary password. To change the temporary password the 
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user must provide valid information in the following fields: ( Passwords must be between 8 and 

32 characters and contain 2 special characters (#,!,@,% etc, but not < or > or ;). 

 Change Password 

o *Old Password 

o *New Password 

o *Confirm Password 

o *Security Question 

o *Answer 

After the user has succesfully entered previous information the Verification Code will be 

required. This code may be found within the green box located above the Verification Code 

textbox. Users who experience difficulty or require special assistance may click on the Play 

Audio Code link to hear an audible version of the Verification Code. The following fields and 

links are contained within the Verification Code section: 

 *Verification Code 

 Generate New Image 

 Play Audio Code 

 

When all required information has been entered the user may click the Save button to register 

with the provided information. When successful the user will return to the HIOS portal login 

page. 
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 Figure 2-1  Registration ï New User 
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2.2 How to Access the Rate Review System Homepage  

A user who has succesfully completed the registration process may log into the HIOS system to 

gain access to the Rate Review Homepage. To navigate to the Rate Review Homepage the 

following step by step instruction have been provided: 

 

1. Navigate to the HIOS web portal at https://insuranceoversight.hhs.gov 

 

Figure 2-2 HIOS Web Portal Sign-In 

 
 

2. Enter a valid User Name. 

3. Enter a valid Password. 

4. Enter the Verification Code. 

 

https://insuranceoversight.hhs.gov/
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If experiencing difficulty with the Verification Code a new code may be generated by 

clicking the óCanôt read it? Generate New Imageô link. Alternatively the user may 

choose the óPlay Audio Linkô  to listen to an audible verion of the code. 

 

5. Click the Log In  button. 

6. Read the System Access Rights pop-up and click OK .  

 

Figure 2-3 HIOS Web Portal Login 

7. Click on the Rate Review System link. 

 

Figure 2-4 HIOS Web Portal Log n 
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3 Issuer User 

Within the Rate Review System, the Issuer user can access the following functionalities Issuer 

Rate Review Home Page: 

 

 Download the Rate Increase Summary Template,  

 Upload the Preliminary Justification,  

 Review the Rate Increase Data submitted,  

 Upload Supplemental Materials,  

 Upload Modification Materials, and  

 Enter Unreasonable Rate Increase from the.   

 

The following sections provide a description of the pages for the Issuer Functionality. 

 

Below is a screenshot of the Issuer Rate Review Home Page.  This page will display after the 

user logs into HIOS and clicks on the Rate Review System button. (Refer to Figure ï 2-4) 

 

Figure 3-1 Issuer Rate Review Home  
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Click on the Rate Review Submission tab to reach Submission Tips and links related to 

submitting and modifying submissions.  

 

Figure 3-2 Rate Review Submission Tips page 

 

3.1 Download Rate Summary Template 

The Download Rate Summary Template page provides Issuer users the ability to download the 

Rate Summary template to provide details on the proposed rate increase. The Download Rate 

Summary Template page is accessible by clicking the Download Rate Increase Summary 

Template link under the Rate Review Submission tab on the Rate Review System Home Page.   

Both Issuer Submitter and Attester users will be able to access this page. 

 

Once on this page, the user can click the Rate Summary Template link to download a .xls Rate 

Summary Template used to submit information for the proposed rate increase. Instructions for 

the template is provided by clicking the Preliminary Justification Instructions  link providing a 

.pdf file that details required data within the Rate Summary Template. A free copy of Adobe 

Reader is provided by clicking the download a free version of Adobe Reader link providing the 

ability to view .pdf files. 
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Issuers must use the template provided on this page as the system only accepts this specific file 

in the record upload process.  Additionally the template must be saved as an .xls file (i.e., it 

cannot be saved as a Excel 2007 or 2010 file (.xlsx).   

 

Figure 3-3 Download Rate Summary Template 

 

The following is a step by step guide to using the Download Rate Summary Template pages 

functionality when logged into the Rate Review System as an Issuer user: 

 
1. Click the Download Rate Summary Template link on the Rate Review Home Page.   

2. The Download Rate Summary Template page displays. 

3. Click on the download a free version of Adobe Reader link. User is navigated away from 
the page to the Adobe download page (if necessary). 

4. Click the Rate Summary Template link. 

5. Pop-up box displays providing the option to Open or Save the file. 

6. Click the Preliminary Justification Instructions  link. 

7. Pop-up box displays providing the option to Open or Save the file. 

8. The File must be saved as an .xls file if the Save option is selected.  

NOTE: When saving the Rate Summary Form as an .xls file (2003) you may notice a 
ñCompatibility Checkerò pop up (See 3.3) when attempting to save the file if your system 
has either Excel 2007 or 2010. This pop up will  state that saving the file as an xls. File may 
result in loss of fidelity or functionality. This is a routine check that the system does when 
the user tries to save the file as an older version than what their system is set up with. There 
is no loss of data or functionality and the data in the form is secure. 
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Figure 3-4 Compatibility Checker pop-up 

 
 

3.2 Upload Preliminary Justification 

The Upload Preliminary Justification page is accessible by clicking the Upload Preliminary 

Justification link under the Rate Review Submission tab on the Rate Review System Home 

Page.  Only issuer users with the role of Submitter will be able to access this page. 

 

Once on this page, the user can select the Issuer/State, Product(s), and the Effective Date of the 

Submission.  The issuer can then enter in the Policy Form ID(s) that apply to this submission.  

Lastly, the user may enter in a Filing Tracking Number (used in SERFF or applicable state 

system).  All fields except the Filing Tracking Number are mandatory.  Once the user completes 

this section  (the filing tracking number should be entered in all cases where  tracking number 

exists), they will click the Continue button to navigate to the Upload Preliminary Justification - 

Page 2. 

 

On Upload Preliminary Justification - Page 2, the user will upload the documents necessary to 

complete the submission.  The system will automatically determine whether a given record will 

be reviewed by HHS or a State.  If HHS is the primary reviewer of the submission, then the 

following sections are required: 

 

 Part I:  Upload Part 1 of the Preliminary Justification the Rate Summary Form  

 
 Part II:  Upload Part 2 of the Preliminary Justification, the Written Description Justifying 

the Rate Increase 

 Part III:  Upload Part 3 of the Preliminary Justification, the Rate Filing Documentation 

o Public Rate Filing Documentation 

o HHS Review Only Documentation 
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If the State is the primary reviewer of the submission, then only Part I and II are required.  Part 

III will not display if the State is the primary reviewer. 

 

For Part I  of the upload, the user must use the template that was downloaded from the 

Download Rate Increase Summary template page.   

 

NOTE: There is a 10MB limit and only .xls (Excel 2003) files will be accepted into the 

system.  For Part I, i t is fine to use Excel 2007 or Excel 2010 to complete the file, provided it 

is saved and uploaded into the system as an Excel 2003 file.   
For Part II  of the upload, the user must submit a written description (not exceeding 8000 

characters) justifying the rate increase within the provided text box.   

 

For Part III  of the upload, the user must submit both a public and HHS review only filing 

documentation only if the submission will be reviewed by HHS.  The user may upload multiple 

files for the Public Rate Filing Documentation and the HHS Review Only Documentation. The 

total file size of the Public Rate Filing may not exceed 10MB and the HHS Review Only 

Documentation may not exceed 20MB. In both types of documentation, files in the below format 

are file types that will be accepted:   
 .xls  

 .xlsx  

 .doc  

 .docx  

 .pdf 

 .txt 

Once the user is ready to submit the files, click the Upload button to upload the files to the 

system.  The system will then display Upload Preliminary Justification - Page 3.   

 

On Upload Preliminary Justification - Page 3, the user can review the data and files that were 

submitted to the system.  There is a note on the page that the record has been uploaded to the 

system and is pending validation.  Once the validations are complete, both the issuer submitter 

and attester of the submission will receive an e-mail notification stating whether or not the Rate 

Summary Form passed the system validations.  If the form passed validations, then the attester 

user can attest the submission.  If the form failed the validations, then a new submission must be 

submitted.   

 

To return to the Rate Review Home Page from Upload Preliminary Justification - Page 3, click 

the Home button in the top right hand corner of the page. 

 

The following is a step by step guide of the Upload Preliminary Justification process once the 

issuer user is signed into the Rate Review System 

 
1. Click the Upload Preliminary Justification  link on the Rate Review Home Page.   

2. Upload Preliminary Justification - Page 1 displays. 
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Figure 3-5 Upload Preliminary Justification Page 1  

  

 

3. Select an Issuer/State from the dropdown menu. 

4. Click on the products that will be part of the submission. Multiple products can be selected. 

5. To unselect a product, click on the highlighted product. 

6. Enter an effective date in the appropriate format or select a date by clicking on the calendar 
icon on the right of the date textbox. 
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7. Type in a Policy Form ID and click the Add Policy Form ID button.  The ID will display in 
the textbox to the right of the button.   

8. To remove a Policy Form ID, click the Remove Policy Form ID button. 

9. Type in a Filing Tracking Number (optional field, should be entered in all cases where a 
tracking number exists). 

10. Click the Continue button. 

11. Upload Preliminary Justification - Page 2 displays. 

 

  

 

12. To change any data from Upload Preliminary Justification Page 1, click the Edit Data on 
Previous Page link. 

13. Click the Browse button to select the file to upload in the Upload Part I textbox. 

 

14. Enter a Written Description for Justifying the Rate Increase for Part II in the provided 
textbox. There is a 16000 character limit on this field. 

Figure 3-6 Upload Preliminary Justification Page 2  

Figure 3-7 Upload Preliminary Justification Page 2 (Contd) 
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15. Click the Browse button to select the file to upload in the Public Rate Documentation 
textbox in Upload Part III. 

16. Click the Add button to upload additional files in the Public Rate Documentation textbox. 

17. Click the Browse button to select the file to upload in the HHS Review Only textbox in 
Upload Part III. 

18. Click the Add button to upload additional files in the HHS Review Only textbox. 

19. Click the Reset button to remove all files selected for upload. 

20. Click the Upload button to upload files into the system. 

21. Upload Preliminary Justification - Page 3 displays. 

 

Figure 3-8 Upload Preliminary Justification Page 3  
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22. An Attester user can attest submission once successful confirmation e-mail is received.  
Please see Issuer Review Rate Data page for more information. 

23. If the submission has failed, return to step 1 to start the Upload Preliminary Justification 
process again. 

24. To return to Rate Review Home Page, click on the Home button.  

 

3.3 Submission Status Report 

The Submission Status Report Page allows Issuers to quickly search and select submitted 

submissions within the Rate Review Justification tool. It should be considered as the primary 

way to locate records and get to the review rate data page.The Submission Status Report page is 

accessible by clicking on the Submission Status Report link on the Rate Review System Home 

Page.  Only users with the role of Rate Review Issuer Attester or Submitter will be able to access 

this page. 

 

Upon entering the Submission Status Report page the user is provided the option of the 

following search filters: 

 Submission Type 

 State 

 Issuer / State 

 Effective Date 

 Submission ID 

 Status field 

 Submitted Date 

 Attested Date 

One or Multiple fields may be selected or have data entered when defining search criteria. Once 

the user has defined the desired search criteria results will be provided after clicking the Search 

button.  

 

When a user requests a search the following information will be provided in the Search Results 

table.  A Select link is provided in the first column that will allow the user to navigate directly to 

the HHS Rate Review page displaying additional information on the selected submission. The 

following fields are presented within the search functionality: 

 

 Submission ID - Provides information regarding the Identification number of the 

submission. 

 Effective Date - A date will be provided in the Month/Day/Year format designating the 

date the submission is to take effect.  

 Issuer / State - The requesting Issuer name and providing state is displayed.  

 State - The state for the Rate Review submission is displayed. 
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 Submitted Date / Time - The date and time denoting when the submission was received 

is displayed in the format of Month / Day / Year Hour: Minute : Second  Am/PM. 

 Attested Date / Time - The date and time denoting when the submission was attested is 

displayed in the format of Month / Day / Year Hour: Minute : Second  Am/PM.  

 Days Since Attestation - A number will appear providing the length of time in days 

since the submission has been attested.  

 Status ï Displays the current status of the submission as one of the following status 

indicators:  

o Modified  

o Not Unreasonable 

o Not Unreasonable Modified 

o Not Unreasonable Modified Withdrawn 

o Not Unreasonable Withdraw 

o Pending Supplemental Submission 

o Pre-Attestation 

o Pre-Attestation Deleted 

o Record Attested 

o Review Complete 

o Review in Progress 

o Supplemental Materials Received 

o Unreasonable (Rejected by State) 

o Unreasonable Modified Post-Justification 

o Unreasonable Modified Post-Justification Withdrawn 

o Unreasonable Modified Pre-Justification Submitted 

o Unreasonable Modified Pre-Justification Submitted Withdrawn 

o Unreasonable Post-Justification 

o Unreasonable Post-Justification 

o Withdrawn 

o Unreasonable Pre-Justification Submitted 

o Unreasonable Pre-Justification Submitted Withdrawn 

o Withdrawn-Prior to Determination.  

 Days in Status - A number will appear providing the length of time in days since the 

submission has been placed in its current status. 

 Submission Type - The type of submission will be identified as a HHS Primary or State 

Primary type. 

The following is a step by step guide of navigating and using the Submission Status Report once 

the issuer user is signed into the Rate Review System: 

Click the Submission Status Report link on the Rate Review Home Page 
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1. Submission Status Report page displays. 

2. Select a Submission Type from the Dropdown menu (optional). 

3. Select a State from the Dropdown menu (optional). 

4. Select the Issuer / State Type from the Dropdown menu (optional). 

5. Enter the Effective Date in the textbox using the appropriate format of (MM/DD/YYYY) 

(optional). 

6. Enter the Submission ID in the textbox (optional). 

Figure 3-9 Submission Status Report 
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7. Select one or multiple Status indicated within the menu (optional).  

8. Enter the From Submitted Date in the textbox using the appropriate format of 

(MM/DD/YYYY) (optional). 

9. Enter the To Submitted Date in the textbox using the appropriate format of 

(MM/DD/YYYY) (optional). 

10. Enter the From Attested Date in the textbox using the appropriate format of 

(MM/DD/YYYY) (optional). 

11. Enter the To Attested Date in the textbox using the appropriate format of 

(MM/DD/YYYY) (optional). 

12. Click on the Search button. 

13. Click on the Select link (optional) to access a particular submission. 

3.4 Review Rate Data 

 

The Issuer ï Review Rate Data page is accessible by clicking the Review Rate Data link on the 

Rate Review System Home Page. The Review Rate Data page is an alternative way to search and 

locate submissions and navigate to the Submission Summary page in the Rate Review System. 

 

The Issuer user will use this page to review submission data, including the Rate Summary Form. 

The Attester user will use this page to attest to the completeness and accuracy of the submission 

data. The Issuer user may use this page to delete or modify the submission. Issuer users with the 

role of Submitter and Attester will be able to access the Review Rate Data page. 

 

Once on the Review Rate Data page, the user can select a submission by selecting from the 

following dropdown: 

 

 Issuer/State 

 Product 

 Effective Date 

 Date/Time Submitted 

When the filters have been selected the user will click the View Data button to view the Review 

Rate Data page. The Submission Summary page displays the following data regarding the 

selected submission:  

 

 Date/Time Submitted for Review 

 Submission ID 

 Status 

 Submitter 

 NAIC Company Code 

 Submission Type 

 Filing Tracking Number 
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 Product(s) 

 Policy Form ID(s) 

The user can download or view the following submitted documents:  

 

 Rate Summary Form 

 Written Description Justifying the Rate Increase 

 Public Rate Filing (HHS Primary submissions only) 

 HHS Review Only (HHS Primary submissions only) 

 Supplemental Material(s) (HHS Primary submissions only) 

 Issuer Final Justification for an Unreasonable Rate Increase (if applicable) 

The user is able to delete the submission when it is in the Pre-Attestation status by clicking the 

Delete Submission button.  

 

NOTE: This is the only point in the submission process where an issuer may supress 

information from being posted on the HHS website.  Following attestation all  records will 

be web-posted, regardless of the final disposition of the review.  

 

Once deleted, the submission will be in the Pre-Attestation Deleted status. The issuer attester 

user has access to attest to the submission by selecting the Attestation check box and clicking 

the Save button. Once attested, the submission will be placed in Record Attested status. The 

system will display the user who attester user who attested the submission and the date/time 

attested. The user may click the Modify Submission button after the attestation has been made, 

but before final determination to submit Modification Materials (see section 3.5).  

 

The submission summary also provides links to the following pages:  

 Submission Data 

 Modification Materials (if applicable) 

 Upload Supplemental Materials (if applicable) 

 Submission Status Report 

To view the Rate Summary Form the user will select the View Submission Data link. The 

Submission Data ï Rate Increase Summary page will display the following fields: 

 Issuer/State 

 Product 

 Effective Date 

 Date/Time Submitted for Review  

The page will also display the Rate Summary Form, submitted in .xls format. The issuer attester 

user will have access to attest the submission from the Submission Data page if the submission 

has not yet been attested. The user will click the View Submission Summary link to navigate 

back to the Submission Summary page. 

 



 

Health Insurance Oversight System ï Rate Review System 
 Technical Instructions 

20 
 

The following is a step by step guide of navigating and attesting on the Review Rate Data pages 

once the issuer user is signed into the Rate Review System. 

 

1. Click the Review Rate Data link on the Rate Review Home Page.(Note: This is an 

alternative way to navigate to the submission data. The preferred approach would be to 

access the submission via the Submission Status Report.) 

2. Review Rate Data submission selection page displays. 

3. Select Issuer/State, Product, Effective Date, and Date/Time Submitted for Review for 

desired submission from the dropdowns. 

4. Click the View Data button. 

5. The Review Rate Data ï Submission Summary page displays. 

Figure 3-10 Review Rate Data (Issuer) ï Submission Summary page  
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Figure 3-11 Review Rate Data (Issuer) - Submission Summary page (cont.) 
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Steps 6 and 7 provide the Optional functionality to delete submission within the Pre-

Attestation Status. 

 

6. Click Delete Submission button to delete a submission in the Pre-Attestation Status . 

7. A pop-up box will ask if the user would like to delete the submission. Click the OK  

button and the submission will be deleted. The submission status will be changed to Pre-

Attestation Deleted and will no longer be editable. 

Figure 3-12 Delete Submission Pop-Up 

 
 

Steps 8 ï 11 provide a step by step guide allowing Issuer-Attester users to Attest a 

submission within the Pre-Attestation Status. 

 

8. Select the Attestation check box to attest the submission after review (available for 

Issuer ï Attestation Users only). 
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9. Click the Save button to save the attestation (available for Issuer ï Attestation Users 

only). The submission will be placed in the Record Attested status. 

10. Click the View Submission Data link to navigate to the Review Rate Data ï Submission 

Data page displays. 

11. Click the Attestation check box to attest the submission if the submission has not been 

previously attested on the Submission Summary page and save (available for Issuer ï 

Attestation Users only). 

12. Click the View Submission Summary link to navigate back to the Submission Summary 

Page. 

13. Click the Modify Submission button to navigate to the Upload Modification Materials 

Page (available after attestation, but before final determination). 

 

 

 

 

 

 

 

 

 



 

Health Insurance Oversight System ï Rate Review System 
 Technical Instructions 

25 
 

Figure 3-13 Review Rate Data (Issuer) ï Submission Data page  
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3-14 Review Rate Data (Issuer) - Submission Data Page (continued) 

 
 

3.5 Upload Supplemental Materials 

The Upload Supplemental Materials page is provided for Issuer issuers to respond to requests 

from HHS for additional information needed to complete a review. The Upload Supplemental 

Materials page is accessible by clicking on the Upload Supplemental Materials link on the 

Review Rate Data page or the Rate Review System Home Page. It is also accessible by clicking 

the Upload Supplemental Materials link under the Rate Review Submission tab on the Rate 

Review System Home Page for issuer users..Only users with the role of submitter will be able to 








































