
 

1 
 

Medicare Advantage Enrollment Process 
Contents 
Intended Use………………………………………………………………………………………………………………………………………….2 

Getting Started .............................................................................................................................................. 2 

Resources ...................................................................................................................................................... 4 

Administration .............................................................................................................................................. 5 

Beneficiary Information ................................................................................................................................ 6 

View Dashboard ............................................................................................................................................ 6 

Search Profiles............................................................................................................................................... 7 

Start Consultation ......................................................................................................................................... 8 

Profile ...................................................................................................................................................... 10 

Scope of Appointment (SOA) .................................................................................................................. 12 

Subsidy .................................................................................................................................................... 15 

Drugs ....................................................................................................................................................... 16 

Compare Plans ........................................................................................................................................ 16 

Send a Quick Quote .................................................................................................................................... 19 

Contact Information ................................................................................................................................ 21 

 

 

 

 

 

 

 

 

 

 

 



 

2 
 

Intended Use 

The intended use of electronic application is only to be used for face to face enrollments, unless you are 

using a CMS approved script, storing a recording of the call for 10 years and have been granted approval 

by Mutual of Omaha.  

If you are working with a customer over the phone, you can send them the quote and the customer can 

complete the application on their own (still attributable to you if completed through the link). Please 

refer to Profile section (page 10&11) for the steps to go through when sending the access code to the 

customer. 

 

Getting Started 
The link to the electronic application is located on Sales Professional Access (SPA)  
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If you are Ready to Sell this will be the landing page. 

 

If you are not RTS, you will receive the screen below and will not be able to proceed. The Username and 

Password will not be available to you.   
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After clicking, Start New Application you will see 5 menu buttons, which will be discussed later: 

1) View Dashboard 

2) Search Profiles 

3) Start Consultation 

4) Start New Enrollment 

5) Send Quick Quote 

First let’s examine the Resources, Administration and Beneficiary Information that appear at the bottom 

of the page.  

 

 
 

Resources  
Under resources there is a link to the Consumer PlanCompare Site.   

The link will allow you to see (below) what a consumer sees when they go to the site to self-serve. This is 

useful if you receive a call from a client who has question about the site.  
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Administration 
Under Administration is an Enrollment Status and Opportunities link.   This provides you a list of 

enrolments started, partially completed and submitted via this application.  You can choose Start and 

End dates for a specific Plan Year then click RUN to return the data.  

 

 

You will have a visual view of your enrollments.  
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You can click on the numbers that display for Completed or Partial or View Started Profiles link to view 

the list associated with those categories.   

Below is an example of the information displayed for a partial enrollment. Completed enrollments will 

have a Confirmation Number populated.  

 You may export this list by selecting the format type of .cvs or txt.  

 

Beneficiary Information 
When you click on the Change link you can provide cost estimates for drugs.  The screen display is the 

same as the Drugs section (see page 15) on the electronic application.  

Below is an explanation of the 5 navigation buttons in the electronic enrollment application> 

 

View Dashboard 
Dashboard provides visual information on your enrollments as well as a place to complete your tasks. 

The page is divided into two tabs, Reports and Tasks.  Below is a view of the Reports tab. 
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Click on TASKS bar to view your tasks.  When you have completed the task check the box to the far right 

labeled Check if Completed.  

 

Search Profiles 
This function allows you to search your client base for those you have created a profile. You can Export 

this list to a .csv or .txt file.  
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You can click on the name or the Enroll History to view their profile.  Enroll History will provide you 

details if the application had been submitted otherwise it will show no history.  See below an enrollment 

history for an application submitted.  By clicking View, you can view the enrollment forms.  

 

Start Consultation 
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There are tabs within the consultation process.  These steps allow the collection of information 

regarding a potential applicant.  By filling out this information, it allows for pre-populating Quote and 

Enrollment.  

You can add notes or tasks on any of the tabs and pages within the enrollment process.  The tasks will 

appear on the bottom of the profile page. Notes are displayed here as well by changing the Filter to All 

or Notes.   

 

 

 

You can add a Note or Task on any page in which the icon below appears (see arrow).  
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The first tab under Start Consultation is completing a Profile.  

 

Profile 
Fill in the required fields noted by the red *.  Email is not required by preferred.  After filling in the 

information, you may click Continue or click Send Access to Consumer Site for the applicant to finish the 

process.  If you click Continue, the next step that becomes available is Scope of Appointment (SOA).  You 

must click Continue before clicking on a tab to save the information entered.  
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If you click Send Access to Consumer Site, a box will display for you to enter the email address of the 

client.    

 

 

The applicant will receive two emails.  The first one contains an authorization code. The second allows 

the applicant to begin the application process.  Once the Get Started button is clicked, the authorization 

code must be entered to proceed. When the client completes the process, you will be noted as Agent of 

Record.  
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Scope of Appointment (SOA) 
If sending the SOA via email, a Profile must be completed.  If the applicant does not have an email 

address, select Mail to print and mail to applicant.  

 

After clicking Email SOA, the email field will be cleared and under the Email SOA button verbiage will 

appear “Your SOA has been sent successfully.” 

The applicant will receive the email below.  
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The applicant will complete the SOA below and hit submit.   

 

 

 

 

 

 



 

14 
 

The applicant will receive confirmation the SOA has been submitted.   Once the SOA has been submitted 

by the applicant, ‘Awaiting to be submitted’ will appear on the applicant profile. At this time, you may 

then meet with the applicant.  After the meeting, you will need to click on the ‘Awaiting to be 

submitted,’ complete the SOA and hit submit.  
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The SOA status will now show Submitted. Click continue to advance to the Subsidy tab. 

  

Subsidy 
Indicate the appropriate level of extra help the applicant requires (if they qualify for Low Income 

Subsidy) then click Continue. Entering the subsidy level will adjust subsidized drug pricing and drug 

premiums.   
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Drugs 
This tab allows for entry of the current medications taken to determine how much the drugs will cost 

with each plan available.  The information is useful when shopping for plans with drug coverage. 

 

Type in the name of the drug, select the drug then indicate proper dosage and quantity. Click Add Drug. 

Continue till the drug list is complete.  Then click Drug List Complete. If they client has no drugs to be 

entered click Skip. 

Compare Plans 
The applicant’s zip code from the Profile will be populated.  Click Submit.  The available plans in the area 

will display.  If the tab is greyed out, there are no plans of that type available.   
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If more than one plan is available, you can Check to compare the plan box to see a side by side 

comparison. When checked it will indicate ‘Compare Now”. Click Compare up to 3 Plans.  
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You have 3 options: 

1) Enroll the applicant 

2) View Details of the plan 

3) Send Quote 

Upon viewing the details of the plan, at bottom right of screen you can from here also Send Quote or 

Enroll the applicant. 
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Send a Quick Quote 

 

When clicking Send Quote, the name will auto populate from the profile created.  Fill out the rest of the 

information.  If using Send Quick Quote from menu bar, the zip code will need to be entered. The 

‘Message’ box can be edited.  If you choose to send: 

• Quote and Enrollment – the applicant will be able to enroll without assistance.  If you are 

assisting them, advise them not to proceed.  If they proceed to self -enroll, you will still be 

indicated as Agent of Record.   

• Enrollment Form only- allows them to self-enroll and determine their own plan comparison.  
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The applicant will receive two emails. One, with the quote and another with an authorization code.  

When viewing the quote, they will be asked to enter the authorization code and create a new username 

and password.  

 

 

Click Enroll to begin the application process consisting of 6 steps.  

Contact Info>Benefit Info>Other Info>Review>Agent Info>Submit 
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Contact Information 
 

Enter all applicant information that is required as noted by the red *.  Depending how questions are 

answered, additional questions may appear.  
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Below is a screenshot of the Benefit Information pages. Most are self-explanatory. 
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During the Annual Enrollment Period (AEP- October 15 – December 7), the screen below will not appear.  

Outside of AEP, this seciton will need to be completed.  
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You may search for your physician or find a new one by clicking Physician Search link.  
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You will then be able to review the application information. You may move form page to page using 

‘Previous’ or ‘Continue.’ You will also be able to ‘Edit’ the information if needed. When finished hit, 

Complete Review.  

Fill out your agent information. 

 

After clicking Continue, ‘You must read the information to the enrollee’ that appears on the screen. 

(Note: below is a partial via of the screen).  
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At the bottom of the screen you will select the appropriate statement and submit the enrollment 

application. 

 

 

After submitting the enrollment application, you will enter the applicant’s email address, so they receive 

their confirmation. If they do not have an email address, you will need to read to them their 

Confirmation Number. If they are in your presence, you may print the application.   
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You are also provided a ‘What’s next’ screen to provide additional information to your client.   

 

Finally, the applicant is sent confirmation via email, as shown below.  

 


