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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Existing Broker Changing Commission Payment Structure -

Note: At this time existing agents are only able to request this type of change during the
communicated opt in period.

1 Log into Producer Toolbox https://brokerportal.anthem.com/apps/ptb/login

Register if new to Producer Toolbox or log in if existing Producer Toolbox user

Producer Toolbox

Announcing our Producer Toolbax mobile app - available on 105 & Android!
@ Based on your f 0l CAN Now frack Applic NSNS, and 566 Center updates all on-the-go. Get it in the Apphe Store, Android Play Store.

Brokers Log in Here

Already registered with our Producer Appaintment Tool?
You can use the same log in detalls here.

Usemame

Password

Already a broker but don't have Producer Toolbox access?
2 Click the profile icon and ‘Account Details’
7 U 9
Producer Toolbox ! 0 0

Account Details

3 Scroll down to a state with a senior relationship under your upline/parent agency. Click ‘Update
Commission’ to change the commission payment setup.

Note: When changing your commission payment structure, you only have to complete this process for
one state. Based on that request, the updates will be made for ALL state under that upline/parent

agency.
=] —
4 Select desired commission payment setup type from the dropdown list. Enter the required agency
information if requesting a 3 Tier setup.
Click ‘Save Changes’
Broker Portion — Agency Onboarding Process 12 of 16

Revision: 9/2/2020


https://brokerportal.anthem.com/apps/ptb/login
crosa
Highlight


Producer Toolbox

Update Commission Type

5 Complete all required forms

Overview General (=

e Completed Forms 9/64
e
Amerigroup - AZ(: CAT cre ING Ky= ME MO

NH (@

7 Click ‘Submit’

Maine - Joint Venture

Completed

Use the tabs above to review forms by State. Or, you can review and download below. When done.continue to
Fees & Payment
Forms Status Action
Genera Completed Revie Download PO
sine Completed

Back to Appointments
8 A confirmation screen will appear with a button to return to ‘Account Details’

Successfully Submitted
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Existing Agents Adding or Updating Electronic Fund Transfer (EFT)

1 Log into Producer Toolbox https://brokerportal.anthem.com/apps/ptb/login
Register if new to Producer Toolbox or log in if existing Producer Toolbox user

Producer Toolbox

Brokers Log in Here
ey regsere with ot Producer Appaliment Toof?
ou an use e same kg Indetals e

Username

Password

Forgot Username or Fargol Password

‘Aireacly a broker but don't have Producer Toolbox acoess?
Reglsier now

2 Click the profile icons, ‘Account Details’
Select ‘EFT info’
- Add, Edit, or Remove EFT information

Producer Toolbox (4]
Account Details
L‘\ Account Address
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Updating contact/demographic information
1 Once logged in, click on the profile icon, click ‘Account Details’, click ‘Contact’
Producer Toolbox —l II‘

Account Details

2 Click ‘Edit’

Producer Toolbox [2]

Account Details

Business Locations

AG

-
3 Update 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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Resources

e Contact Licensing & Credentialing by email at anthem.brokers@anthem.com or by phone at
1-877-304-6470 with any questions
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