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GETTING STARTED

Getting Started
The electronic enrollment form can be found on Sales Professional Access
(SPA). Follow the below path to get to the e-App:
Sales Professional Access > Sales Tools > Electronic Application > Prescription Drug Plans e- Application
Click on Start or Continue e-App to open the electronic enrollment form.

When you are at the login screen, you will need to use the i.d. credentials you registered and use to log into
SPA. If you are not Ready to Sell, you will not be able to proceed.
Note: Once, the Okta verification system
is launched, you will need to use your
Okta username to sign in, on the second
verification screen.
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SEARCH CUSTOMER

Search Customer
If you are Ready to Sell, you will be logged into the site on the Search Customer page.
From this page you can search for enrollee profiles you have already started, for enrollees you have already
completed applications for, or enrollees you have sent quotes to.

If you need to start a new profile, select Create New Customer from the upper right.
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PROFILE

Profile
Fill in the required fields for the enrollee. Required fields are noted by the asterisk *.
Email is not required but is highly recommend. Any information that is completed in
the profile will carry over to the enrollment form.
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PROFILE

The Sales information section should only
be completed if someone other than the
enrollee themselves is completing the
enrollment with you (e.g. Power of Attorney,
Authorized Representative, spouse).

After completing the profile tab, click Continue to SOA.
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SCOPE OF APPOINTMENT

Scope of Appointment
There are 3 ways to submit a Scope of Appointment (SOA) form. You can choose
to upload, use a stored paper form, or email the required form.
If you decide to upload the form, select the Upload option, click the Browse button, and select the file you
wish to upload. Once the upload has completed, click the Save and Close button. This will take you back to
your dashboard where you will be able to review the enrollee’s information or select a different enrollee.
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STORED PAPER SOA

If you decide to use a Stored Paper Form, select the Stored Paper Form option. You will then click the disclosure box indicating you have stored the form in accordance with the current Medicare Guidelines, and click
the Save and Close button.

Note: You can send or upload the SOA now or submit the SOA once you have received it from the enrollee.
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EMAIL SOA

Email SOA
If you want to email the SOA form to the enrollee, select the Email option, add the
enrollee’s email address to the Email field, and then select Email SOA.

After an email was successfully sent, a green check
mark indicator will let you know it has been sent.
Or if you are in the Customer Profile, you will see
the green indicator, when the Email is selected
under the ‘Add a SOA’ section.		
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EMAIL SOA

The enrollee will receive an email containing the below information from
emailmarketing@mutualofomaha.com.
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EMAIL SOA

After they select “Scope of Appointment Form”, the electronic SOA will load. The enrollee will need to complete the form and click the Sign & Submit Form button.
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EMAIL SOA

Once they complete the form and click the Sign and
Submit Form button, the enrollee will see the “Thank
You” page, shown below. Note: Under the “We’ll be
discussing ” section, any products selected by the
customer will be listed here.

You will receive an email indicating the SOA has
been completed.

If you have sent the enrollee the SOA via email, but they have not received the email, you can resend it by
selecting their name from the dashboard, and clicking “Review” under the Scope of Appointment section.
Here you can enter their email address and resend the SOA form.
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EMAIL SOA

After you receive email notification that the enrollee has completed the SOA, you will need to
log-in to SPA, access the enrollee on the dashboard or search for the enrollee. Select the correct
enrollee by clicking their name. You will see the current status for this enrollee in the dashboard
(SOA Ready for Producer).

After selecting your enrollee, the profile you started
will load. You will see the status of the SOA on the
dashboard (SOA Ready for Producer). You will also
see this status in the Enrollment Tasks for the enrollee.
Click on the Start link under Scope of Appointment
enrollment tasks. The status will show Ready for
Review, when it is your turn to fill out the SOA form.
The status is also listed next to the enrollee’s name.
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EMAIL SOA

After clicking the Start link, you will be prompted to complete the agent portion of the SOA form. Once you
have finished filling it out, click Submit at the bottom of the page. When the form has been submitted, the PDP
Dashboard will show the status as SOA Complete.
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QUOTES

Quote
To start a quote, select the enrollee’s name from your dashboard, then click the
blue Start link under the Enrollment Tasks.
From here you will fill out the following sections of the e-App: Extra Help, Medications, and Pharmacy to receive the
Plan Recommendation and quote for your enrollee.

Once you have sent the quote, you will see the status
change on the dashboard to Quote Complete.
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EXTRA HELP

Extra Help

The first section to fill out is the Extra Help section. Select any extra help your enrollee may receive when
paying for prescription drugs and click Next. If the enrollee receives help from Social Security, select the
most accurate percentage of help received. You will then be moved to the Medications page.
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MEDICATIONS

Medications
On this screen enter all the medications the enrollee is
taking, by selecting the blue Add Medication button.

When you enter a medication that has a name brand
option and generic option, you will need to select which
option your enrollee uses. Note: Using the generic
option will allow for better plan rates.

As you enter medication names, be sure to include the Correct Dose,
Quantity, and Frequency using the drop-down options. Continue to
add all the medications for the most accurate quote.

If you need to edit or remove a medication after the medication has
been selected, simply click the Edit or Delete button in the top right
corner. If you wish to delete the medication, you will be prompted to
click Delete or Cancel.
Once you have entered all of the enrollee’s medications, select
Next to move to the Pharmacy section.
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PHARMACY

Pharmacy
In this section, find the enrollee’s preferred pharmacy from the list by searching
using the enrollee’s zip code or pharmacy of choice.
To search for nearby pharmacies and benefits offered for our
network, enter the enrollee’s zipcode or search by pharmacy name.
You can also adjust the distance of the pharmacy location, to your
enrollee’s zipcode by using the drop down Distance field. Once you
have entered in the zip code or pharmacy name, select the blue
Update Results button.
If searching by zip code, the nearest in-network, preferred pharmacies
will be listed first. In-network and preferred pharmacies will provide
the best pricing available.

If the search does not bring up any nearby pharmacies,
there will be a message at the bottom of the screen
notifying you that “no pharmacies were found within
your search criteria”. You will need to expand your
search and click the Update Results button to run the
search again.
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Once you have selected a pharmacy choice, click
the dot in the upper right hand side of the specific
pharmacy box and select the Next button.

PLAN RECOMMENDATION

Plan Recommendation
After entering all the enrollee’s preferences, you will be directed to the Plan
Recommendation page. Plan pricing will populate based the enrollee information that
was entered.
After reviewing the plan details, you have two choices for how to proceed:
1)

Email the Plan information

2)

Enroll in a PDP Plan

Plan Details
You can view details of one plan, or you
can compare both of our plans if the
enrollee would like to see a comparison.
Each plan recommendation highlights
information such as premium, deductibles,
and estimated annual costs based off
information entered about the enrollee’s
extra help, pharmacy, and medications.
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PLAN RECOMMENDATION

Emailing the Quoted Plan
Once you have the plan recommendations, you can email the information to the enrollee by clicking the
Email Plan Information link and input the enrollee’s email address. Click the Send button when ready to
email the plan recommendations to your enrollee.

Your enrollee will then receive an email from Mutual
of Omaha Insurance Company with their plan
recommendation, as well as the ability to complete the
electronic enrollment on their own. If the enrollee wants
to complete the enrollment on their own, they can do so
by clicking the Enroll Now button, in their email.

PLAN RECOMMENDATION

From this screen you can view the SOA, Quote, or start the enrollment.
You can start an e-App one of two ways:
1) Start the e-App enrollment immediately after looking at the Plan Recommendation page, if the 		
enrollee knows what plan they prefer or,
2) Start the e-App enrollment from the dashboard.

Enrollment
You can process the enrollment from the dashboard or Plan Recommendation pages.
If you are completing the app for the enrollee, you can click Start under Enrollment Tasks (on the dashboard
for the enrollee.)
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ENROLLMENT

From here, you will be taken to the Extra Help,
Medications, and Pharmacy pages where
information previously entered will be saved
and auto-populate. Click through the Extra Help,
Medications, and Pharmacy pages until you reach
the Plan Recommendation page. Select the preferred
plan and click the Start Enrollment button.

You can also process the enrollment directly
from the Plan Recommendation page. To get to
the Plan Recommendation page you will click the
View link under the Quote Completed section on
the enrollee dashboard.
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ENROLLMENT

After clicking Start or Start Enrollment (depending on what page you are enrolling from), you will see a page
confirming your selection. If the selection is correct, click the blue Next button.
Note: At any time, if you need to
exit the enrollment, you click the
Save & Close button. This will
take you back to your dashboard.

You will then be asked if you are
completing this enrollment for yourself.
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ENROLLMENT

If Yes is selected, then you will move on
to the Customer Information Detail page,
where information entered previously will
auto-populate. Fill out any blank, remaining
fields and click the Next button.
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ENROLLMENT

If No is selected, you will be prompted to answer an additional question. If you answer Yes to the second
question regarding authorized persons, you will need to fill out the authorized persons section. If you are not
completing the enrollment for yourself or are not authorized to act on behalf of the beneficiary, you will not
be allowed to proceed. You must be the enrollee or an authorized representative to complete the forms.
Do not forget to answer the Relationship to Enrollee question, if you answered the first question No and the
second question Yes.

After verifying your selections and answering who is enrolling, click Continue, to begin the enrollment
process. There are four steps that must be done to complete the enrollment form.

Customer Info>Benefits>Payment>
Agent Info>Review/Complete

Once you have moved on from the “Who is enrolling” page, you will be directed to an auto-populated
Customer Information page. Confirm the pre-populated information from the dashboard or quote is correct,
enter any missing information, make sure all * fields are marked or filled in, and click the blue Next button.
Note: Email address is not required, but is recommended.
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BENEFIT
INFORMATION
PAGE
Start Date, Part A & B, Existing Coverage,
Benefits Review

Start Date
If you are completing the enrollment form during AEP, the
system will recognize this and the Benefit Information page
will indicate the effective date, under the Start Date header.
Click the blue Next button to proceed.

If the enrollee is applying during a Special Enrollment Period, they can select an effective date. It should be the
following month their current coverage ends or the first month they are eligible to enroll. If no date is given, the
effective date is generally the first day of the month after the enrollment application is received.
If the enrollment is being completed outside of AEP, the
enrollee will need to answer some questions to determine what
Enrollment Period they qualify for. The Benefit Information
Requested Start Date screen will list all reasons someone may
qualify for a specific enrollment period. Select which scenario(s)
best explain why the enrollee is applying. To see further detail and
information on each scenario, click the question mark to the right
of the scenario. Once a scenario is selected, use the drop down
to select a date (scenarios and CMS info shown on next page).
When finished on this page, click the Next button.
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START DATE

NOTE: CMS will set the Part D effective date to Jan 1, the following year. If the enrollee is
applying during their Initial Enrollment Period (IEP), the seven months around their 65th
birthday, the effective date will be the first day of the month after the enrollment application
is received by the plan. (i.e. If the enrollment completed in February, effective date will be
March 1st.)

PART A&B

Part A & B
Next on the Benefits page, you will need to enter the Medicare Number of the enrollee, located on their
Medicare card. If the number is valid, a green check mark will appear, and the effective dates will pre-populate.

If the Medicare number is not valid, you can attempt to re-validate it or move on to the Part A and B section.
If you cannot get the Medicare number validated, you will have to manually enter the Part A and Part B
effective dates, if applicable.

Click the blue Next button when this
information is complete
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EXISTING COVERAGE

Existing Coverage

Answer the questions about existing coverage
for Prescription Drug and Long Term Care. Click
Next when answered.

If you select Yes for either the Prescription
Drug Coverage or Long Term Care Coverage,
you will be prompted to complete additional
information. When complete, click Next.
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BENEFITS REVIEW

Benefits Review
You may review this information with the enrollee before moving onto the payment
section. You can view the Requested Start Date, Part A & B information, and Existing
Coverage using the drop-down arrows to the left of the headers. If something is
incorrect, you can select the Edit Answers link to update the information. When you
have confirmed everything is correct, click Next.
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PAYMENT & BILLING

Payment & Billing

Enrollees have two options for payments:
1) Automatic Monthly Withdrawals or
2) Manual Payments
Please Note: For plan premium payments,
the due date or EFT draft date for Part D
Plans will always be the 1st of the month.

If the enrollee wants to have automatic withdrawals, select the Automatic Monthly Withdrawals section. The
enrollee will have the option to use Checking or Savings, Social Security, or Railroad Retirement funds.
If the enrollee selects Checking or Savings, they will need to enter their banking information, such as routing and
account number, as well as accept the terms acknowledging the payment type will be charged upon application issue.
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PAYMENT & BILLING

If completing the EFT (automatic withdrawal) portion, automatic recurring payments will start January 1st ,
or the 1st day of the month their plan starts.

If the enrollee wishes to pay by credit card, select Manual Payments.
Upon receiving their first premium billing statement, they will be
able to call in or go online to setup payments by credit card. Once a
payment option is selected and any required additional information is
completed, click Next.

S7126_22469652_O

AGENT INFORMATION

Agent Information
The agent information page will display your agent name and i.d. You will need to
read the statements and select the “I agree...” box for the agent attestation and
click the blue Next button.

S7126_22469652_O

REVIEW & SUBMIT

Review & Submit

On this page you will be able to review or edit
the information on the application. You can
edit the information in the Personal, Product,
Payment, and Final Enrollment sections. In
addition, you can download the Plan Formulary
or the Prescription Drug Plan enrollment form.

Once you have reviewed the information with the
enrollee, downloaded or printed the enrollment
form, reviewed the Plan Formulary, read the
Agreement information, and checked the “I
understand that my submission...” box, click the
blue Submit button.
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REVIEW & SUBMIT

Once the Submit button is clicked, the confirmation
“Welcome to Mutual of Omaha” page is displayed with
helpful tips and things to keep in mind, your enrollee’s
confirmation number, as well as any next steps needed.
Please be sure to give this confirmation number to
your enrollee. The confirmation number is highlighted
towards the top of the page. You can also save the
enrollment form from this page.
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REVIEW & SUBMIT

On this confirmation page, you will be provided with
summary of what the enrollee can expect for next
steps in the Enrollment process.
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Your enrollee will also receive an email, once the enrollment
form is submitted letting them know it is pending approval,
what to expect, and their confirmation number.

OTHER INFORMATION

Other Information

Accessing Info on the Enrollee Dashboard
1) Go to the PDP Dashboard, enter the enrollee information and click Filter. The enrollee’s dashboard
overview will display their confirmation number (if enrollment has been submitted), as well as the state
in which they applied for coverage, last modification date, and their current enrollment status.

2) Select the correct enrollee and click to view the enrollee details. This will take you the the detailed dashboard for
the selected enrollee.
From the detailed dashboard, you can review the SOA,
Quote, and View or Resume the Enrollment form. Simply
select the View link under the SOA status to review the
SOA documentation. To view the quote, click the View
link under the Quote status.
If you had to save and quit during the enrollment
process, but want to continue the enrollment process,
click the Resume link under the Enrollment status. If you
have already submitted the enrollment form for your
enrollee, but didn't download and save the form, click
the View link to be taken to the completed enrollment
form. From here you can download the enrollment form.
Note: Once you have completed the SOA, Quote, and
Enrollment, the links will show View instead of Start.
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Why Mutual of Omaha
Over 50 years of Mutual of Omaha’s Wild Kingdom taught us that the animal
kingdom and the human kingdom have something in common … an instinct to
protect what matters most. Through insurance and financial products, we help
people protect their lives, protect their families, protect their kingdoms.
MutualofOmaha.com

This is a solicitation of a life insurance policy with a long-term care rider. A licensed insurance agent/producer will contact you.
Life Insurance policies are underwritten by United of Omaha Life Insurance Company, 3300 Mutual of Omaha Plaza, Omaha, NE 68175. United of Omaha is licensed nationwide
except in New York and does not solicit business in New York. In New York, Companion Life Insurance Company, Hauppauge, NY 11788-2934 underwrites life insurance and
annuities. Each company is responsible for its own financial and contractual obligations.

