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Registration

Your first step in becoming certified to sell Aetna’s Medicare
products is to register on the site. Just follow these few steps
and you'll be ready to get started:

1) New Users, click Create a New Account. Returning us-
ers, enter your Username and Password and click Log-

SignIn Register
Username I or emaill
| Mew ugers, chok hers bo redistar.
Lzan ez o Mz Scozutt
o wOLT USErmame’y \
Crgal WoLr gassworsy

Returning Users
New Users

2) Alert the system if you are an Aetna employee or Front
Runner:

Aetna employees: add your Aetna ID number into the
first text box and click Submit

2018 Individual Medicare Front Runners: add your
NPN into the second text box and click Submit

Access Code Users: add your upline provided Aetna cer-
tification access code (if applicable)

All other users: leave the text boxes empty and click

Continue Producer Registration Aetna Employees
/ Front Runners
e2° Please provede your A-Humber ar N-Number then click /
Submit
L t Please provida your NEN_ than Access Code
chck Submit /
FPleesa provide your Aalng certiicalion access code

than click Submit
Al other users, pleasa leave the above fields empty and click "Continue Producer Registration”

Submi | Contimes Producer Registation

All Others
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3) Fill out the Confidential Information section of the reg-
istration form and click Submit.

Step1nf3

Confidential Infermation
e 0 aukhee tnlo mg nnrsed ks
La=lrmne®
[ R H B AU AR B T SRR A
e T

Crdwr oty of Bl e lvvr e

lam 41 ks s — |
EVErias 4 o 20 20GE STy MAmDar
fahm=

/ Tierg e o somzdNishd: 0 is vonnnabed®

4) Enter your first name into the indicated field and click
Find my NPN. This will automatically populate your
National Producer Number in the NPN field. Click Con-

tinue to proceed.
Confidential Information

Provade sorma infommation o migquedy idantify yoursalf for tha AHIP Medicara Traming System

Last name
DOB [F
Last 4 Digits of 55N |6

Mational Producer Number

First mame® [Cwd

MNFN

Find e AN

T avoid delays in compensalion, plaase be suwe your NPN IS accurale

Cancal
Thara are requred fialds in this form markead®

5) Complete the rest of the personal information fields
and click Register

You will create a password as part of creating your pro-
file. Be sure to make a note of your password for fu-
ture reference.
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6) Make a note of your Username, which you'll use when
logging into the site the next time, and then click Con-
tinue to Home

Step 3 of 3

Your account has been created.
Please note your username below. You will need this information for future logins to the site.

Usernamea: XXXXXXXXX

Continue to Home

/'

Your registration is now complete. You only have to fill out
this information once.

The next time you visit the site, you can use your Username
and password to log on and return to your certifications.

A Note to Aetna A and N number users: If you have not
certified as an Aetna employee in the past, you may need to
contact Aetna Brokers Services to add your A/N Number to
the site before it will be recognized. Broker Services may be
reached at 1-888-714-9201 Monday-Friday 8am to 8pm East-
ern or by email at brokersupport@aetna.com.
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Start your certification

Your certifications are listed on the main training page under
the Annual Certification & Other Required Individual
Medicare Training section.

You will see a checkmark 1o the lefl of any section you have completed. If you don't see a checkmark next to a section you have alresdy
completed, please refresh the page.

2018 Astna Individual Medicare Certific amnn® =

Courses

AHIP Medicare Trainmng

& 2019 Individual Core Medicara Hequarements
i this section we'll explons Astna's Code of Conduct Youll find cut what compliance means to us and how 10 repont non-compliane

Your'll learmn to usa the AetnatCoventy Producer Guide And vou'll see how imporiant the guide i — if has svenything you'll need to do
business with us

A 2018 Individual Core Ceriification - Masiery Tesf
The infigrmaltson you've read prepares wou ko compsy with our Gode of Conduct and follow the protesses outlined in the A2ina Producer
Guide Now you can 1est your knowledge
Yoarll uss the Producer Guids 1o answer this 25 questians on 1ha 1est You hawe io score 90% ar befter 1o pass
Mate: Sirnply closing the exam window does nod count a5 an atlemptsubmmission. H yow chise the window, vour answers will nol be saved
@l ol will e B0 re-start the exam

g 2015 Aetra |ndividual Medicare Attestations

& 2019 Aeina Individual Prescrption Drug Flans (PDP)

B 2019 Asing |ndividual MARAPD

@ & 2015 Individual Medicare Producer Cerlification Sunmey

Your certificalion cxperience has a direct link o your abdity o sell Astna/Coventry Madicare producis. We wani 1o be sure {hat
you are getiing what you need through the cerification, Please take a few minules 1o complete this shor survey

@ Loufse symbal key

A. You can look at the details of your certification by
clicking on the title or the plus sign on the right side of
the title bar.

B. Some certifications require that you complete AHIP
Medicare training before taking the Aetna training. If
you have already completed that training as part of
another certification, this will be marked as complete
here as well.
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C. You'll walk through the certification process one step
at a time. Once you complete a step, the next section
becomes available to you.

D.You're asked to fill out a short survey about your certi-
fication experience. The survey is locked until all sec-
tions are complete, but is not part of the certification
requirements. You can obtain your certification with-
out filling out the survey.

E. The symbols next to the section titles change as you
progress through the certification. You can find out
what the symbols mean by clicking on the Course
symbol key at the bottom of your certification. Here's
what you'll find:

Course symbol key

. Locked (inaccessible)

Available, Unstarted

In progress

./ Complete passed

x| Complete failed

» Recommended
@ Required

So now that you're familiar with the layout of the certification,
how do you get started?

Simply click on a blue course title to access the training mate-
rials for that section. If a course name is shown in black, it
cannot be accessed until all prerequisites are complete.
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Course tips

Your certification has two types of sections: training courses
and mastery tests. When you click on the section title, the
training course or mastery test begins. Here are some tips to
help you get the most out of your training time.

Training courses

Use the forward and back buttons to move through the train-
Ing courses. You can also use the table of contents (TOC) to
go back to any of the pages that you've already seen.

Table Of Cantents 5!.'[: OVENTEY
et
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Some pages in the course allow you to explore the content
even more.

A. When you see a blue colored word, you can click on it
to see more details.

B. When you see an underlined word, you can click on it
to open content in another window or tab.

2etna’ FProducer Resources %'{: AL AL

What resources are available for producers?

@ Agtna/Coventry Broker Services Department Aetna/Coventry Broker Services
Department
Medicare Sales Executive/Broker Manager
1-866-714-9301

Aetna’s Producer World/Individual Medicare | & a.m. - 5 p.m. Eastern time [ET)
Monday - Friday

Ceventry's Medicare Broker Portal Fax: 1-724-T41-7285
Email: Brokersuppart@aetna.com

Member Services

Far help with plan-related questions, members should contact our Member Services team at the
phone number on their member 1D card, The Member Services phone numbaer and haurs of
operation differ by plan.

Letra Mamber Serveas

Cowventry Member Services

2016 Individual Medicare Advantage | Page 37 of 41

When you get to the end of a training course, you can review
the course, or you can return to the main training page by
clicking the link to the left of the training.

Main training page

Return to the main training

page for the next step. \
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Mastery tests

You'll want to be sure that you understand each training
course. This is done by taking the mastery test.

It's so important that you understand this information that
you'll need to get a score of 90% or better on the mastery
test. Once you get a passing score, the test is marked com-
plete on your certification.

You have three attempts to pass each mastery test.

If you leave the test before you finish, your answers will
not be saved and you will have to start the test over from
the beginning. However, you will not be charged an at-
tempt.
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Profile Updates

When you register on the site, you record details about your-
self and the certification you want to complete.

Covic Asna
Phone: 1-658-T 14800 1y | ERl: 33N S aNimen U SeATes m

aetna

Acina  Imensompt

You can change any of those details by clicking on Profile at
the top of the screen.

Creiaci feT
Fhone: 1-656-7 182011y | EMAIC 2 TS T TPV EDOTUMEw IS

aetna

=iipl

Jahn Emith

Profic  Edipofh  Adhivrapo@s Taghiretonwizerd  Traraaip

Country: Unied Sixes
cinyiews: Mo
Caurams: H117 hufiawinsd Mealnas o Sdseslags Plam
201E IndivicLal Frescription Drug Plans - Masi=~y Test

H1E Indracual Fresoiphan Limg Hlns

Z01E Irefistoual Madicara Afiatiaos Carificatios - Maskry Test
20ME Irdfiwidual Cosc Modizane Scquinercnis

209 Indiwicusld Cose Cerfication - Mastery Test

=HAMT 4 videal Macicam Can .
ki 20100 Aainy indwidenl Macicam Cardiicaban

Firet : N - 2
aesayy: THedneaday, June 20, BHT 0525 TK [T days ' 0 howrs)

L3t iy inecto dune 28, 5T 0525 FM (7 days 48 haurs)

You can look at and change your information stored on the
site in your profile. This includes changing your password.
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Changing your password

To change your password, simply click on Profile at the top of
the screen.

1) Under the profile link, click Change password.

2) You can now type in your new password information,
confirm, it, and click Save changes.

John Emith
Profile Edit profls Acheity epar Fegistlion mizamd  Traneoript
Counry: Lnited Siates
City/tawm: Smalkzwe
Lieense
falds Site Lisnse Field Lisar mnny

Aatna (Group) Ragion Iational
Agtng (Group) Liger Lewal Group Rebres Selas
Aama [Groum) Group Retiree Sales Segmant Micdle Markal
Aatna (Group) Call Phons
Aatng [Group) Fax
Aatna (Group) Lbser 13 @ Winting Agant Yo

LM:;;:E 010 Astna Individust Meadiears Carsfisatian

First -
sty Thursday, Jusy 6 2017, 12:36 P (46 secs)

Lase AT AT A (7
ey Thursday, Juy € 2017, 1237 PM (7 sees)

Chprgs prasward Massages

/

Change password

Wezraarne (PR on Cineall) #800009952
XXXXXXXXXX
e pesawond® |
Mo paeagmnnd Geopori®

Cawz changzs  Cancel

/ Fepe @ e beids s b mmarke?

L chaizcle s
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Seeing what you’'ve completed

You can see what you've completed by clicking on Transcript
on the bar below the Aetna banner and in your profile.

Select the training period you want to review.

Once you have completed a certification, you can view your
certificate from your transcript at any time.

i e gapell iy el Sari)
Py L

Combac] Asie
Pieone |-06E-T W-3301 vy | Emai; suesd e s e o

John Smith

Prche  Esfproll  ACRAy eSS PSR Mo TeimeEm

Traning n:mk
L] Adermr St ookt Cueaon. Diehus - oo el Ptz Drrvery mel=ad Cerfrnbs AdeEee
W FMEAsin I Medicars CernPiascn 1 Ame 28 2097 e 33, 337 24 s " i
H ANEARTA INIWYET AR 1 HEE A A A oW B - - - - - -
#  AWE Preuoriphon Oup Foe 1 Jump 28 FIT June 22, 2T (e e ] =
) o
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To print your certificate, click on the certificate icon to the
right of the completed certification in your transcript. Once
the document is opened, you can print by clicking the printer
icon or right click with your mouse to see the print option.

@COVENTRY

Hralth Carr

n At Compary

John Smith

has successfully completed the course

2018 Aetna Individual Medicare Producer Certification for
PDP & MA/MAPD

+ Sglect Tool
Hand Tool

Completion Date: 06/2972017 Marquee Zoom

Date Generated: 07/06/2017

Previous View Alt+Left Arrow

Rotate Clockwise Shift+Ctri+Plus

Print... Ctrl+P

/ Eind Ctri+F

Document Properties...

1D Coga: LCE3DT44DWE

Show Mavigation Pane Buttons
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Signing up for another Aetna certification

Do you sell Group Medicare plans in addition to Individual
Medicare? You can add the Group Medicare certification to
your training by following the below steps.

1) Click Profile at the top right of the site screen
2) Click Registration wizard

Loriac Acme

Fleoe 148868714050 T | Bl 0 i s ab e o s ewseihs. 2om

3) Check off additional certification options and click
Save selections

Johmn Smith

Prodle  Editprofie Adiviyrepers Registmtion wizar d  Tranzoipt

Bakict all | Ungaiuct ol |
Centification Year Froduct Type
24 Group Medicara

Eirvi sidacfoi

/

4) Click Aetna below the banner image to return to your
training home page

. __________________________________________________________________________________________|
Medicare Producer Certification Site User Guide Page 15



