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Overview: Starting an Application & Creating an Account 

 Go to www.insureoklahoma.org and click “Apply.” 

 

 Review the Rights and Responsibilities. If you agree, click “Start” to go to the next page. 

 

 Click the “Create a new account” link to begin the registration process. 

 Enter your personal information and select the benefits you would like to apply for. You can add household 
members later. 

 Then, choose a username and password and set up your online account using your email address.  

 OHCA/SoonerCare will email you a registration code. Click the link in the email to confirm your registration. 

 After you confirm your registration, you’ll be taken back to the application. 

 

 Complete application steps 1-8. 

 You can click the “Save & Exit” button at any time to save your progress and return to your 
application at a later time. 

http://www.insureoklahoma.org/


Overview: Application Steps & Information Needed 

 The application requires information for all household members and is divided 
into eight steps: 

 Step 1: People & Contacts – Enter names, dates of birth, and Social Security numbers for all 
household members and choose which benefits each member is applying for. This section also asks 
for tribal and residency information. 

 Step 2: Absent Parents – Required when there is a child in the household who has a parent living 
somewhere else. Enter the name and any known information about the absent parent. 

 Step 3: Tax Household – Answer questions about whether household members file taxes and what 
status they use (single, married filing jointly, etc.). 

 Step 4: Household Income – Enter employment information and taxable income sources for all 
household members. If you are applying for the Employer-Sponsored Insurance option, please ask 
your employer for your Employee Eligibility Number (EEN) and enter it in this step. 

 Step 5: Expenses – Enter tax-deductible expenses for all household members. 

 Step 6: Health Insurance – Enter details about any health insurance a household member may have. 

 Step 7: Citizenship & Identity – Confirm this information for household members. 

 Step 8: Submit – Review the entire application and make changes before submitting the application. 



Overview: Eligibility Results & Next Steps 

 After completing Steps 1-8 and submitting the application, you can view your results for 

each household member. 

 

 You may see multiple results for each person, depending on the benefits you requested in 

your application.  

 For example, applicants who indicate they are applying for Insure Oklahoma only may 

see results for both the Employer-Sponsored Insurance and Individual Plan options. 

  

 Applicants who apply for multiple programs, such as Insure Oklahoma and 

SoonerCare, will see results for each program. 

 



Overview: Eligibility Results & Next Steps 

 Employer-Sponsored Insurance approval message: 

 “Insure OK-Emplyr Sponsored Ins – APPROVED” means you are approved for the ESI option. 

 

 

 

 

 Employer-Sponsored Insurance denial message: 

 “Insure OK-Emplyr Spon Ins – DENIED” means you are denied for the ESI option. The result will also 
show a reason for the denial. In this example, it is “Not categorically related to IO.” There are many different 
denial messages. 

 

 

 

 

 If approved, you must upload any documents requested. 

 



Starting an Application &  

Creating an Account 

 Go to www.insureoklahoma.org and click “Apply.” 

 

 Review the Rights and Responsibilities.  

 

 If you agree, click “Start” to go to the next page. 
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Starting an Application &  

Creating an Account 

 

 Click the “Create a new account” 

link to begin the registration 

process. 
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Starting an Application &  

Creating an Account 

  Enter your personal information. 

 Check the benefits you’d like to apply for. 

 You can check one box or all. 

 The application will determine whether 

you’re eligible only for the benefits you 

select.  

 Your Social Security number is also required. 
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Starting an Application &  

Creating an Account 

 If you choose “American Indian or 

Alaskan Native,” you’ll be asked to select 

your primary tribe and indicate whether 

you have a CDIB or Tribal Enrollment 

Card. 

 Check all Race categories that apply to 

you. 
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Starting an Application &  

Creating an Account 

 If you are a U.S. citizen, you’ll select 

the type of citizenship proof that you 

can provide. 

 If you are an alien with 

documentation, you’ll select the type 

of proof you can provide, and your 

alien registration number and U.S. 

entry date. 
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Starting an Application &  

Creating an Account 

 Next, you’ll enter your contact information. 

 

 You can choose to receive notices from Insure 

Oklahoma in English or Spanish. 

 

 An email address is required and will be used to 

confirm your account and communicate with you. 
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 You can also choose to have an 

Authorized Representative, 

which is someone you allow to 

manage your benefits for you. 



Starting an Application &  

Creating an Account 

 If you choose to name an Authorized 

Representative, additional questions 

will appear. 

 

 You may choose anyone to act as 

your Authorized Representative. 

 

 The designation can be made for 364 

days. 
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Starting an Application &  

Creating an Account 

 After you have entered your personal 

information, you’ll be asked to create a user 

account. 

 

 You’ll select a user ID, password and enter 

your email address. 

 

 You may also choose a preferred language. 
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Starting an Application &  

Creating an Account 

 Choose challenge questions that 

you can use to reset your 

password in case you forget it. 

 

 Then, click “Create Account.”  
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Starting an Application &  

Creating an Account 

 Before you continue your application, you’ll 

need to confirm your account. 

 

 Check your email for a message from 

OHCA/SoonerCare. 

  

 Copy the registration code, and then click the 

link to continue. 
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 You’ll be taken to the 

member log-in page. 

Click “Log on to your 

account.” 



Starting an Application &  

Creating an Account 

 Log in with the user ID and password 

you just created. 

 

 Then, paste the registration code from 

the confirmation email. 

 

 Click “Register.” 
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Starting an Application &  

Creating an Account 

 Your registration is now 

complete. 

 

 Click “Continue.” 
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Step 1: People & Contacts 

 If you have other household members, 

you can select “Yes” and continue to the 

next screen to add them. 

 You should include everyone in your 

household, even if they are not 

applying for health benefits. 

 If someone is married, but the spouse 

is temporarily out of the home, you 

must include that spouse. 
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 If no one else is in 

your household, 

select “No” and 

continue. 



Step 1: People & Contacts 

 In this enrollment guide, we will show you how to add household members.  

 

 After selecting “Yes” on the previous screen, you’ll be asked to enter information on the 

next household member.  

 This is the same type of information you entered about yourself when creating the 

account. 

 A household member’s age or gender may trigger additional questions. 
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 In this example, a family of three is applying for benefits:  

 Joe, the primary applicant, is self-employed and applying for Insure Oklahoma.  

 Joe’s oldest daughter, Jane, is a college student and applying for Insure 

Oklahoma.  

 Joe’s youngest daughter, Jill, is applying for Insure Oklahoma and SoonerCare. 

The system will determine which program Jill is eligible for. 



Step 1: People & Contacts 

 Each household member will need to 

provide the same personal information 

as the primary applicant, including: 

 Name, date of birth and Social Security 

number. 

 Requested Benefits choice. 

 Race & Ethnicity information. 

 Residency & Citizenship information. 

 Since Jane is an 

adult female, the 

application will 

display additional 

questions about 

pregnancy. 
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Step 1: People & Contacts 

 Each time you finish adding a household 

member’s information, you’ll be taken to 

this screen. 

 

 You can either select “Yes” to add 

another person, or “No” to continue. 

 

 In this example, we will select “Yes” to 

add one more person, and then “Next.” 
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Step 1: People & Contacts 

 Add the third household member’s 

information. 
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Step 1: People & Contacts 

 After selecting “No, everyone in the household 

is listed above,” additional questions will 

appear on the screen. 

 

 The questions are about different situations a 

household member may be experiencing. 

They help to determine benefits eligibility. 
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Step 1: People & Contacts 

 If there are household members 

between the ages of 19 and 22, the 

application will ask whether the 

members are full-time college 

students. 

 

 The household member’s school 

must be selected from a list of 

accredited colleges and universities. 
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Step 1: People & Contacts 

 The next screen asks how the 

household members are related to the 

primary applicant. 

 

 Select the relationships, and then click 

“Next.” 
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Step 1: People & Contacts 

 Adult household members must specify 

their marital statuses. 

 

 Select the statuses, and then click 

“Next.” 
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Step 1: People & Contacts 

 If there is a child with only one parent listed in 

the household, the application will ask 

additional questions. 

 

 If the other parent is living in the household, 

you can add the parent to the application or 

select the parent from adults already listed. 

 

 If the other parent does not live in the 

household, you must select a reason why and 

complete Step 2, Absent Parents. 
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Step 1: People & Contacts 

 After entering all information in the Step 1: People & Contacts 

section, you’ll be asked to review the section. 

 

 You can click the “Change” links on each section to correct 

information, or click “Next” at the bottom of the page to 

continue to the next step. 
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Step 2: Absent Parents 

 If there is a child with only one parent 

listed in the household, the application, 

you must complete Step 2, Absent 

Parents. 

 

 Provide as much information as you can 

about the absent parent. You can type 

“Unknown” in a field. 
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Step 2: Absent Parents 

 To qualify for Insure Oklahoma, 

applicants must agree to 

cooperate with Oklahoma Child 

Support Services. 

 

 Selecting “No, I would like to 

decline to open a child support 

case,” will cause the applicant to 

be denied. 
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Step 2: Absent Parents 

 After entering information in the Step 2: Absent 

Parents section, you’ll be asked to review the 

section. 

 

 You can click the “Change” links on each 

section to correct information, or click “Next” at 

the bottom of the page to continue to the next 

step. 
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Step 3: Tax Household 

 Next, you’ll choose tax filing status for 

the primary applicant. 

 

 You’ll also select which dependents can 

be claimed by the applicant. 
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Step 3: Tax Household 

 After entering information in the Step 3: Tax 

Household section, you’ll be asked to review 

the section. 

 

 You can click the “Change” links on each 

section to correct information, or click “Next” at 

the bottom of the page to continue to the next 

step. 
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Step 4: Household Income 

 - Employment 

 Step 4 covers household income from jobs, 

businesses and other sources. 

 

 This section is also where you’ll enter your 

employment information. If you have multiple 

employers, you must enter all of them. 

 

 If you are applying for Employer-Sponsored 

Insurance, you’ll enter your Employee 

Eligibility Number (EEN) in this section. 
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Step 4: Household Income 

 - Employment 

 If you are not self-employed, you’ll be asked 

to enter an EEN. Only applicants who are 

applying for Insure Oklahoma through their 

employer (Employer-Sponsored Insurance) 

should answer “Yes.” 

 

 ESI applicants should click the “Enter EEN” 

button. 
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Step 4: Household Income 

 - Employment 

 Provide the EEN that your employer gave 

to you. 

 

 The EEN is the same number as the 

Personal Identification Number that may 

have been previously issued to you. 
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Step 4: Household Income 

 - Employment 

 After you enter your EEN, your employment 

information should automatically populate. 

 

 Complete the other fields, such as taxable 

income, average hours worked per week 

and whether your employer offers insurance.  

 

 You may also click “Add another job” to add 

more employment income sources, including 

self-employment income. 
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Step 4: Household Income 

 - Employment 

 If you have self-employment income, you’ll 

need to choose your self-employment 

type, or select “Other” and enter a 

description. 

 

 Enter your current taxable income. 

 

 Provide your business name and contact 

information. 
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Step 4: Household Income 

 - Other 

 After you finish adding jobs and employment 
income, you can add income from other 
sources for each household member. 

 

 You should only enter income that is tax-
deductible. 

 

 In this example, we will add “Other income” 
for a household member. 
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Step 4: Household Income 

 - Other 

 Check the type of income you want 

to add, and enter the amount and 

how often it is received. 

 

 Then, click “Next.” 
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Step 4: Household Income 

 - Other 

 After entering all employment and income 
information in the Step 4: Household Income 
section, you’ll be asked to review the section. 

 

 You can click the “Change” links on each section 
to correct information, or click “Next” at the 
bottom of the page to continue to the next step. 
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Step 5: Expenses 

 Next, you’ll enter your tax-
deductible expenses, if you have 
any. 

 

 To enter expenses, select “Yes,” 
and then choose the family 
member who has the expenses. 
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Step 5: Expenses 

 Check the box next to the expense, and 

type the amount and choose how often 

you pay the expense. 
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Step 5: Expenses 

 After entering all information in the Step 

5: Expenses section, you’ll be asked to 

review the section. 

 

 You can click the “Change” links on 

each section to correct information, or 

click “Next” at the bottom of the page to 

continue to the next step. 
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Step 6: Health Insurance 

 Next, you’ll enter details about health 

insurance that any household 

member may have.  

 

 This does not include SoonerCare, 

Indian Health Services or Medicare. 

 

 If you are applying for Employer-

Sponsored Insurance and have no 

other coverages, choose “NO.” 
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Step 6: Health Insurance 

 If a household member does have 

other insurance, you’ll need to enter 

these details. 
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Step 6: Health Insurance 

 The application will ask if anyone in your 
household has Medicare. 

 

 If you answer “Yes,” you’ll be able to 
indicate which member has Medicare.  
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Step 6: Health Insurance 

 After entering all employment and income 

information in the Step 6: Health Insurance 

section, you’ll be asked to review the 

section. 

 

 You can click the “Change” links on each 

section to correct information, or click “Next” 

at the bottom of the page to continue to the 

next step. 
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Application Review 

 You will now review all of the information 

you have entered in steps 1-6. 

 

 You can click the “Change” links on each 

section to correct information, or click “Next” 

at the bottom of the page to continue to the 

next step. 
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Step 7: Citizenship & Identity 

 The system may need additional information on a 

household member in order to confirm citizenship 

and identity. If so, you will be prompted to provide 

information on Step 7: Citizenship & Identity. 
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Step 8: Submit 

 Next, you will be asked to agree to 

the Rights and Responsibilities and 

sign the application electronically. 

 

 Click “Submit” to finish your 

application and view the results. 
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Eligibility Results 

 If a household member has applied for 

SoonerCare, the applicant may be asked to 

choose a primary care provider for that member 

before proceeding to the full results screen. 

 

 You can choose from a list of providers within 5 

miles of the member, or start a new search to 

find other providers. 
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Eligibility Results 

 In this example, Joe is approved for Employer-
Sponsored Insurance. 

 

 Jane is denied for Employer-Sponsored Insurance 
because she is too old to qualify for ESI as a 
dependent. 

 

 Jill is approved for SoonerCare. However, proof of 
citizenship has been required for her. Joe can click 
the “Upload Documents Now” button to submit this 
proof electronically. 
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