FMO, EMO, MGA Broker Onboarding
Appointment Process

Purpose
The purpose of this document is to provide detailed instructions to FMO, EMO, and MGA agencies regarding how to
submit broker appointment requests. The process outlined in this document is specifically how the broker will complete

their potion of the appointment request initiated by the FMO, EMO, and MGA agencies.
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Browser Requirements:
e Internet Explorer = version 11 or above
e Chrome = version 83 or above
e Firefox = version 77 or above
e Safari = version 13 or above
e Edge = version 80 or above
e QOpera =version 68 or above

Resources:
e (Contact Licensing & Credentialing by email at anthem.brokers@anthem.com or by phone at 1-877-304-6470,

select option 2.
e Tech Support — email to software.support@anthem.com or by phone at 888-268-4361.
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Producer Toolbox Broker Onboarding - Agency Admin Process

Logging In/Creating an Account

1 Once the agency admin (FMO, EMO, MGA) initiates an appoitment on your behalf with their agency, the
agent will receive the following email notification

omplete the broker Appointment process and start selling

your dashboard. Select the Complete Appoitment button to finish the appointment process.

Producer Toalbax. Producer Toolbox provides important product and commission information. helpful sales tools, news, and resources

2 Click on the link in the email notification or go to Anthem.com, click ‘Producers’ and ‘Login’, or use this
direct link: https://brokerportal.anthem.com/apps/ptb/login
Register and/or login page appears

If: Then:
You are a New Agent Proceed to Step 3
You are an existing Agent and you do not have a Proceed to Step 7

Producer Toolbox account
You are an existing Agent and you have a Producer | Proceed to Step 22
Toolbox account
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or Producers

Plans & Services Communications

Start Selling Anthem Contact Us

Medical News

Specialty Benefit Site Public Policy

Life & Disability Insurance

Supplemental Insurance

Pharmacy

Health & Wellness

Group Medicare

Go To Producers Overview

Resources
Find Care
Find AForm

Dental Online Services

Register
Statement Of Benefits (SOB)

Summary Of Benefits And Coverage (SBC)

Espaiiol

3 New Agent — Click on “Register Now” to get registered

Producer Toolbox

33 an now ek Ag

) Let yoer chunts know sbeut our new COVIO-19 Taat Sitm Fingdar. Mesbers docd Lalk 1o & doctor fest 10 be e

(g et Braker P mistrbe anp - avaibaltbe o 108 & Arsliovd

Pasvword

4 Enter your SSN and select Next
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Producer Toolbox

Register

IF your are not already appointed with Anthem please begin with yowr 550N, I you are appointed, and need 1o register 10 use

Praducer Toolbox, enter YO ."l.;;_ ncy Tax |1 1o regisler an .-".-=|_-||-_'..' aF Your S5M register a% an ind ependent agent

Tax 1D § 55N

Cancel Registratior

A ||_-.t|!|;.' reg Lrered?

5 Populate all fields and click “Create Account”:

Please Note:
e Tax ID must be 9 characters in length

User Name Rules:
e User Name needs to be between 6-20 characters and only letters, numbers and the “@” symbol
are allowed
e User Name should not start with a number or include spaces

Password Rules:
e Password must be more than 8 letters or numbers and should be limited to a length of 20
characters
6 Successful prompt will appear, click “Log in now”

Proceed to Step 17
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7 If you are an existing agent, but have not registered, click on “Register Now”

Producer Toolbox

{3 Lwt your churis know absut our new COVID-TS Teas Sim Finder. kel

Lisernames

Pavwword

8 Enter your Tax ID / SSN and select “Next”

Producer Toolbox

Register

f you are not already appointed with Anthem please begin with your SENI f you are appointed, and need to register to use |
| Producer Toolbox, enter your Agency Tax I0 to register an Agency, o your 55M o register as an independent agent. |

Tax ID /55N

Cancel Heglstratior
Already registered? Log in now

Terms & Comnditions

Contach Lis
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9 Click “Next”

Producer Toolbox

Broker Registration Agreement

To gain access to the Producer Toolbox, you will need to register. To register, start the sign-up process
by agreeing to the Broker Registration Agreement. You will need to provide some initial information
so that we can identify you, and then confirm your registration by providing a User Name and
Password. Upon successful completion, we will send you a confirmation email.

N —

Already registered? Log in.

Contact Us Terms & Conditions

10 | Click “I Agree”
User Agreement N

In consideration of the assignment to me of login credentials for access to the Producer
Toolbox Website, | agree to the following terms of usage:

« | agree to keep my login credentials (User Name and Password) private. | will not share
my login credentials with anyone personal or business related, nor will | assist anyone
in gaining unauthorized access to the Producer Toolbox Website.

« | will not attempt to log in to the Producer Toolbox Website using any other login
credentials other than my own.

» | will use information from the Producer Toolbox Website strictly in accordance with
the law and only for conducting business in accordance with the terms of my agent or
broker agreement and for no other purpose whatsoever, Without limiting the
generality of the foregoing, and in accordance with the Business Assoclate Agreement |
have entered into, | specifically agree to take all necessary precautions to safeguard
the privacy and security of any Personal Health Information to which | may have
access through use of the Producer Toolbox Website.

» | will not attempt to access any area or data within this system for which | have not
been granted access.

+ | agree that | am sclely responsible for the accuracy of any information | provide via -
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Step Action

11 | Select the radial button “Register as an Independent Agent”
Populate fields as follows:

e SSN/Tax ID = Agent’s SSN/Tax ID

e Email = Email address on file in our licensing system for the agency
Click “Next” and proceed.

Producer Toolbox
‘ Register
Mugoter a3 on Agency 5 Megater & an ircependent Agwrt
AN/ B0 e

12 | Confirm your information is correct:

e [finformation is correct, click “Next”

e Ifinformation is not correct, contact Licensing & Credentialing at 1-877-304-6470 to update your
information. Licensing & Credentialing is available Monday through Friday from 9am to 4:30pm

Producer Toolbox
Confirm your contact information
Mame Encrypied Writing Tax 1D Numiber
Matioral Producer Mumber Ema

L -

13 Create your User Name, then click “Next”

User Name Rules:
e User Name needs to be between 6-20 characters and only letters, numbers and the “@” symbol
are allowed
e User Name should not start with a number or include spaces
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Password Rules:
e Password must be more than 8 letters or numbers and should be limited to a length of 20
characters
14 | Select and answer the first security question, then click “Next”

Producer Toolbox

Create your security question

Security Question 10of 2

Answer

N ¢

15 | Select and answer the second security question, then click “Next”

Producer Toolbox
Create your security question
Security Question 2 of 2
Answer
7
16 | The following message will appear:
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Producer Toolbox

You will receive a temporary password via email.
Please do not share your credentials with anyone.

Contact Lis ms & Condition

17 | Once you receive your email with the temporary password, click on the link “here”. You will be directed to
the portal.

Dear Vaheed Ageut,

Theank vou for registering for our Producer Toalbox. Onoe you have legged in, you will find sccess 1o impontant tools, quick links, asd
highlights for all of our produwsts,

¥ our temporary pasaword is

To log inte the Producer Toolbox, enter the User D) and the temporary password (keep in mind, the password is case sensitive). Once
vou log in with your User D and temporary password, you will be asked to clange your password, Flease be sure to write down your
User ID and password and store them in a safe place.

Click here to login to the Producer Toolbox

#hi‘a new account has been created without your knowledge or if you have any issoes’ questions about your registration, please
comtact Technical Support via email &t software support@anthem com (software suppen®ed0anthem com) or call at (885) 268-43461.

Simcerely,

Tech Support

18 | Portal log in will appear:

I T amp—

] [ gre—— 1 S TR - S I [T e e Lo P

Producer Toolbox

: "% A v e I (n BigkEr Phai Tl ag - el a8 08 8 Limlepkl)

=

LR O A MR, e T P B0k APPRIIIETS, s ¥ TR ApRE DT, Arediaa By S

Brokers Log in Here

Alraady ragissared with our Pr i

o the w2 log i denalls hers

Linsrmams

Pasgamrd

19 | Enter your “Username” and the temporary password you were issued and click “Log in”:
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£ #nrcureing sur Broker ®os ekl app - rasilabie on 005 & Asdroid! =
Tk

Brokers Log in Here

BT Prodice Ap VT
a1 con Lam i narme kg In detaily heey
Lasrmams

Paswward

Login

20 Enter:
1. Temporary password — supplied on the email you received

2. Create a new password
3. Confirm your new password
4. Click “Login”

Producer Toolbox

You have entered temporary password. Change your password.

Temparary Passwand

2 Mew Password 3 connrm Password

C R

Coniaot Us Terms & Conditions

21 | Ensure the “Agree” checkbox is flagged and click “Submit”
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Annual HIPAA Acknowledgment

22 | If you are an existing user and you have a Producer Toolbox account:
1. Enter your username

2. Enter password

3. Click “Login”

w COVENS Test Sns Floder W

10w Apple St Andres) Py Shoee

Usernams

Paamors
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Completing the Appointment Process

1 If logging in using the link in the email notification recived from SoftwareSupport@anthem.com, once
logged in you will land directly in the appointment request.

If logging in by going to Anthem.com, clicking ‘Producers’ and ‘Login’, or using this direct link:
https://brokerportal.anthem.com/apps/ptb/login you should see the screen below.

Click the ‘Complete Appointment’ button

e

2 Populate the required fields (fields with red asterisk) all other fields are prepopulated.
Answer the three questions:
» Do you speak more than one language?
> | agree to access my commission statements electronically?
» Yes = paper statements will not be mailed
» No = paper statements will be mailed
» Are you the Principal of an Agency or General Agency?
» Yes =you are requesting your agency to be contracted/appointed
» No =you are not requesting your agency to be contracted/appointed

Note: The agency information section will only appear if you select ‘yes’ to indicate you are the Principal of
an Agency or Genera Agency. If you are a not the principal of the agency, please select ‘no’ and you will

not be prompted to enter any agency information.

Click “Continue”
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nument 1001

Personal Information

First Nom "La [ Al
* Date of Birth (MM/DO/YYYY) Phone Nus * Email Address
NPN (National Producer Number) What is your Resident License State?

* 1 agree to access my commission statements electronically

® ve

Principal of an Agency or General Agency

*Are you the

Locations

Agency Information will only appear if you select 'yes' to question 3.
This is only required if you are trying to setup your agency

Agency Information

3 Enter your Home, Business and Physical Locations:

Note: If your Business address is a P.O. Box, please provide a Physical Location

Click “Continue to Appointments”
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Ste

Producer Toolbox

Appoints

© Check Your Progress

Tell us a little more about yourself so we can build our partnership and stay in touch.

Personal Information

Locations

Home Locations

v/ Completed

In Progress

Current Residence () Make this my preferred address

* Address Line 1 Address Line 2

‘ 123 Mickey Mouse Lane |

* City * State * Zip Code

[nserapers | [maers | [aome

Add another residence address

Business Locations

Mailing Address

Make this my preferred address

If PO Box, please provide physical address below.

Building Name (if applicable)

* Address Line 1 Address Line 2

321 Donald Duck Road | ‘ |

* ity * State * Zip Code

‘ Indianapolis | ‘ ndiana | ‘4520‘

Physical Address O Make this my preferred address
Same as Preferred Address

Building Name (if applicable)

* Address Line 1 Address Line 2

321 Donald Duck Road | ‘ |

* ity * State * Zip Code

‘ Indianapolis | ‘ ndiana | ‘Jezos

Add another business address

Previous Locations

* Do you have any previous address(es) you would like to provide?

O Yes

Continue to Appointments

Edit Personal Information
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Step Action

4 1. Select the state/brand combinations you would like to be appointment/contracted in.

2. Select “Line of Business” — most states will have the options of Individual, Large Group, Small
Group and Senior. You will select one option and then select Add another Line of Business to add
additional options.

3. Select who your Medicare commissions should be paid to.

4. Once completed, click ‘Continue to Questions’.

i |
Let us know what state(s) you want to be appointed in. Only the states you're licensed in will show below.

States Brand Line Of Business

Anthem [ senior |

Anthem ‘

#Select who your Medicare cor

Back to Basic Info

Select who your Medicare commissions should be paid to

Agency Name will automatically appear

Broker Name will automatically appear

Note:

- If the Agency Admin selects the state(s) and commission payment structure, the broker will not be
able to change this selection during the appointment process.

- Agents will only see direct pay options if their topline agency is opted into direct pay.

- 3 Tier Broker Owned Agency is a 3-tier setup where the broker owns the agency

- 3 Tier Agency is a 3-tier setup where the broker is a subagent under the 3-tier agency, not the owner
Agents will only see direct pay options if their topline agency is opted into direct pay.

If a release is required due to an existing agency relationship, you will see the release information
message. If a release is not required, you will not see any release information.

Note: Agents with an existing relationship with another agency in the same state may not be required to
complete the ‘Business Survey’ or ‘Payment’ tabs. Therefore, those tabs may not appear and you will be
prompted to ‘Continue to Forms’

@ REMINDER: Yau can only be affiliated with one Medicare agency

fyou have a release |etter from your current agency, please upload it. If you don't have a release letter, we'll request one from your current agency. Please be sure to consalidate multiple letters and upload them as a single
file

By continuing with this request, you are acknowledging that ALL relationships for states selected and not selected with your current agency will be terminated.
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Step Action

5 Review and update the questions in the Business Survey section. Provide any additional information and
select “Upload Documents” to attach any relevant documentation. Once completed, click “Continue to
Form”.

Note: An explanation is required for each “Yes” answer. If sufficient information is not provided or
attached it will cause processing delays or may result in a denial of your request.
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Ste

tio

Producer Toolbox 6

State(s): Arizona, California

@ Check Your Progress

Please answer all of the following questions.

en answering "yes," Let us know any relevant details and the current status in the provided field.

You can attach documents related to each question by

clicking cn the upload documents link.

01. Have you ever had an insurance license, i , securities, reg| or application denied, suspended, cancelled or revoked?

O Yes @ No

02. Has any legal or regulatory body ever sanctioned, censured, penalized or otherwise disciplined you?

O Yes

03. Has any state or federal regulatory agency or self-regulatory authority ever filled a complaint against you?

Q) Yes @ Ne

04. Have you ever been subjected to an insurance or investment related Consumer initiated Complaint or proceeding?

Q Yes

06. Has an E&O carrier ever denied claims, paid claims, or cancelled your coverage?

O ves

07. Have you individually, or has a company you exercised control over, filed a bankruptcy petition or been the subject of an involuntary bankruptcy petition?

Was this for yourself?  What year did this occur?

Was this for a company?

() Yes (@) No

Please provide an explanation Relevant Documentation

Fell upon hard times and had to file for bankruptcy in 1993, see attached legal documentation clearing me of bankruptcy
.1, Upload Documes

08. Are there any gar , or liens against you for: Child Custody, Student Loans, IRS liens on a house?

11. Are you currently party to any litigation or the subject of any investigations?

O ves

12. Has any employer, insurance company, or securities, broker-dealer ever terminated you employment or contract, or permitted you to resign for any other reason than lack of sales?

() Yes

No

Back to Appointments
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6 All the necessary forms you need to complete will appear down the left side of the screen. You can review
all the forms by continuously scrolling down. A blue check mark will appear next to the form name as you
scroll through it.

Note: You are no longer required to sign and date each form separately. We have implemented a single
check box that allows you to sign and accept all documents automatically.

l} General Dacuments (2)

Q Broker Information Summary
@ ws_0915

BAA - ANTHEM Documents
m

QO Anthem Broker BAA August 2018

New York Documents (8)

Exchange Amendment NY
Wosign 032519

Amendment To Existing
Producer Agreement NY BCBS

032919
NY Group Retro Rule
Amendment 032919

NY Producer Agreement Senior

ERET e

You have two options to complete the required forms:
1. You can scroll to the bottom of the forms to the ‘Sign Documents’ section

New York Documents (8) )
Instructions

Exchange Amendment NY

Wosign 032915 To complete your form request you can:

1. Use the left menu te select each document,
Amendment To Existing - .
T = 2. Scrollshsauabesasiadacument on the right,
Producer Agreement NY BCES
032919 3. Or jump to sign documents. %

Viewed sections winrsnow a @@
WY Group Retra Rule
Amendment 032519

Here are the documents to complete your requested Appointments.
WY Producer Agreement Senior

112016 New Yark
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Step Action

7 To sign and accept all forms, all that is required is to check the box next to ‘Il have read and accept all
documentation presented.’ and the system will automatically add your signature and date to all the
forms.

First Name Last Name

Reg 54

Today's Date

62472021

have read and u@pl all docurmentation presented.

@ sign Documents | necunes |

8 When the Forms are completed, you’ll be directed to the next step with a button that says
‘Continue to EFT’ or ‘Continue to Payment’. You will only be directed to the EFT page if you are
receiving a commission payment directly from Anthem.

Continue to EFT will appear if applicable.

Continue o EFT Info

Complete the EFT Info tab to set up how to receive your EFT.

Notes:
e This tab does not appear for sub agent types since their commissions work differently.
e Copy/Paste does NOT function in the “Re-enter” fields.
e This tab can be skipped and completed later in PTB on the User Profile Account Details.
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Click on “Continue to Fee payment”

Appointment #

Fees Summary

Description

Calfornis Appolrtment Fee «

Arizona Appaintment Fez

NIPR License Verification Fee

Nt Applicable

Total (3items): $34.04

Applicable fees per state will appear. Select payment method and populate necessary information.

10

Click “Submit Payment”:

Producer Toolbox

*Card Type

*Name on Card

Account Address

[ S=me a5 Mailing Address

Chuber Test

‘ Building Name (if applicable)

*Card Number

Expiration Date

‘ * Address Line 1

*Zip Code

2022

Address Line 2
| 30188 |

*City

*State

*Zip Code

\

Back to Forms Submit Payment
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11 | Appointment and Payment confirmation page will appear:

Producer Toolbox 0

Dashboard

Appointment: 9201231114 State{s}): Arizona, Californie [ (@ PoFroms
PDFs is being generated for submitted forms.

foYe

Payment Success

V Thank you! Your payment for Appointment 9291231114 has been successfully submitted. Please check your email for

transaction details.
Back to dashboard

12 | You may then check the status of your request on your dashboard:

Producer Toolbox e

GOOD MORNING

Welcome to the Producer Appointment Too!, Use it to start a new appointment, modify an existing one, or track your appointment status by state,

Appointments ‘

Statefs) Tax D Appointment ID Broker Status

AZ CA AZ (Amerigroup) - Agent, CA (Anthem) - Agent: In Review *

Updating Contact/Demographic Information
1 Once logged in, click on the profile icon, click ‘Account Details’, click ‘Contact’

Producer Toolbox —l @

Account Details - — |

2 Click ‘Edit’
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Producer Toolbox

Business Locations

AG

—
3 Update the desired information (address, phone number, and/or email address) and click
‘Save’
Producer Toolbox [a]

Business Locations

AG

4 If updates are accepted, a successfully message will appear.

Producer Toolbox

5 The message below will then appear. To see your updates, click the ‘F5’ key or click on
another tab and then return back to the contact tab.

Producer Toolbox (a]

Account Details
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Version/Date Update
062821 o Modified for June release features
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