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List bill walkthrough

List bill is available to employer and non-
employer groups with two or more members.

Group eligibility is reviewed upon submission 
of the list bill account agreement.

Note: 
• Short Term Medical plans are not 

available for list bill. 
• Some states may restrict list bill availability 

for supplemental insurance plans.
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Log in to Agent Back Office. 
• Go to: 

login.ngahagents.ngic.com
• Enter username and 

password.
• Click on Log In.

For additional assistance:
• Call Agent Support at 

(888) 376-3300.
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If logging into Agent Back Office for 
the first time, agents will be prompted 
to set up two-factor authentication.

To set up two-factor authentication: 
• Enter an email address OR a 

phone number.
• Click on Verify to receive a 

verification code via email or text 
message.
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Upon receiving verification code:
• Enter code in area provided. 
• Click on Verify to complete process 

and log in.

Note:
• Verification via email or text is 

required every time an agent logs in.
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In Agent Back Office:
• Click on List Bill to begin 

setting up an account.
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In Request new account section:
• Fill in required employer 

information.
• Click on send invitation.

Notification will appear once system 
has successfully sent application 
request.
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Once agent clicks on send invitation, 
system sends an email to list bill contact.

Contact must:
• Click on register and follow steps 

outlined in email to register a new 
account.

• Complete list bill application and submit 
for approval.

Note: 
• If contact does not receive email within 30 

minutes, they should check their Spam 
folder.
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To check the status of a list 
bill application:

• Locate the business name 
in account list.

• Status column displays 
application status:

• Invite Sent, In-review, or 
Approved.
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Once list bill application is approved:
• List bill account number is generated.

Agent will receive an approval notification 
email containing list bill account number.
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In the e-app portal:
• Enter a few key pieces of 

information.
• Click on quote now to begin.

Walkthrough enrolling a list bill member



List bill walkthrough

Enter member’s information in required 
fields.

• Note: List bill requires agents to select 
the 1st of month as the effective date.

Click on quote now to continue to plan 
selection.
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Select the type of plan from 
column on left side of screen.

• Click on add to select a plan 
and add it to cart.
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In the cart:
• Check box next to list bill.
• Click on apply to begin application 

process.
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Fill out each required section of 
application.

• Application sections may vary 
slightly depending plan(s).

In the billing section:
• Click on add to open list bill 

tool.
• Enter list bill number in area 

provides.
• Click on apply.

• Click on continue to finish 
application.
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Log in to List Bill Account Holder portal using 
the following link:

• https://listbill.myallstatehealthsolutions.com 

In portal, agents and list bill account owners 
can:

• Update or enter banking/credit card info.
• View payment history and monthly invoices. 
• Check current monthly payment status. 
• View list of members, their selected 

insurance products, and monthly premiums.
• View/download list bill account agreement.
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After logging into portal:
• The home page displays the 

account overview.

Use the navigation menu bar at 
the top of the home page to 
access account details.
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Click on Members to view:
• Member list.
• Products, benefit levels, and 

coverage dates.
• Active and “detached” 

members.

Note: 
• Account owners should review 

list of active members monthly. 
• To remove a member, account 

owners must call or email:
• (833) 745-0340
• NGAHListBill@ngic.com
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Click on Documents to 
download and print:

• Original application.
• Welcome letter.
• Account agreement.
• Other account-related 

communications.
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Click on Billing to:
• Access billing dashboard.
• Download and print account 

invoices.
• Add and change/update 

payment method.
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To add/update payment method:
• Click on add payment method.

• Select type of payment method.
• Enter all required information.
• Click on save to continue.

Note: 
• List bill payments are collected via 

a monthly ACH draft. 
• Drafts occur about 5 days after the 

monthly invoice is sent.
• Any changes to account must be 

made before draft date.
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Account invoices are sent on the 10th of each 
month.

• Account owners are notified via email 
when monthly invoice is available.

After viewing an invoice:
• If account owners need to make any 

changes, they must call or email:
• (833) 745-0340
• NGAHListBill@ngic.com
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When viewing an invoice, page 1:
• Indicates if the invoice is 

preliminary or final.
• Summarizes products and pricing 

information.
• Provides the invoice total and draft 

date information.
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When viewing an invoice, page 2:
• Shows any invoice adjustments.
• Provides member, product, and 

benefit level information.
• Shows billing coverage period, i.e. 

the dates for which the invoice is 
paying.

• Provides total amount billed.
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Click on Account details to:
• Access account information.
• View business and billing 

contact information.
• Set up portal access for a 

new list bill account user.
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Email:
 NGAHTraining@NGIC.com

Questions?
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