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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. 

 

If you are not Ready to Sell, you will see the below screen.  You will not be able to proceed, because 

there will not be a Username nor Password available to you.   
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Search Beneficiaries  
If you are Ready to Sell, you will be logged into the site on the Search beneficiaries page. 

From this page you can search for beneficiary profiles you have already started, for beneficiaries you 

have already completed enrollments for, or beneficiaries you have sent quotes to.  

 

 

If you need to start a new profile, select New profile from the upper right.  
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If you search for a beneficiary, but have not created a profile for your client, you will see this screen. You 

can Create a new profile from here as well.

 

Profile 
Fill in the required fields for the enrollee.  Required fields are noted by the red 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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The Sales information section should only be completed if someone other than the beneficiary 

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 (SOA) 
If sending the SOA via email, a profile must be completed.   

If the enrollee does not have an email address, select Print Consumer Form to print copy of the Scope of 

Appointment form. This form can be uploaded using the Upload functionality within the app.  

If you use the text option, the member will be sent a text message with a link that will direct them to the 

same form they would receive via email.  

 

Electronic SOA: 
If you entered an email when creating the profile, it will display in the email address box.  Confirm the 
email address is correct, then select Email SOA.  After sending the email, a message will display showing 
the email address the SOA was sent to and the date it was sent. 
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The beneficiary will receive an email containing the below information.  
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After they select “Complete “Scope of Appointment” form”, the electronic SOA will load. 

 

Once they complete the form and click Submit form, the beneficiary will see the below screen. You will 

receive an email indicating the SOA has been submitted.   
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After you receive email notification, you will need to log-in to SPA, access the e-app and search for the 

beneficiary.  

 

Select the correct applicant 

 

After selecting your applicant, the profile you started will load. From here select Continue to SOA. 

 

  Complete your portion of the SOA by clicking Complete form link.
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After clicking the Complete form link, you will be prompted to complete the following form:  

 

 

 

Once the SOA status shows completed, click Add Prescriptions & Pharmacy at the bottom of the screen.  
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Getting Started 
After selecting Add Prescriptions & Pharmacy, you will land on the Get Started page.  

Here you will verify the beneficiary’s zip code and Extra Help status.  

The Extra Help status is optional, but if completed, will help provide a more accurate quote.  

Once complete, select Continue to move to the Prescriptions section.  
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Prescriptions  
On this screen enter all the medications that the member is taking. Be sure to select the appropriate 

dose/strength, quantity and frequency.  

 

 

Quantity and frequency will default to 30 per month but can be edited. After you have selected the 

correct medication, quantity and frequency click Add. Continue to add all the medications for the most 

accurate quote. 
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Once you have entered all the beneficiary’s prescriptions, select Continue to move to the Pharmacy 

section. 

Pharmacy 
In this section, find the member’s preferred pharmacy from the list and select Add pharmacy. Once you 

have added the pharmacy, your choice will display at the top, then click Continue on the bottom of the 

page.  
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Note: This view will not show preferred vs standard network pharmacies. The preferred pharmacies can 

be found by using the Drug and pharmacy finder tool, located at the bottom of the screen. 

 

 

Plan Comparison 
After entering all the beneficiary’s preferences, you will be directed to the compare plans page. Plan 

pricing will populate based the beneficiary information that was entered.  

From this page you have three choices for how to proceed: 

1) View or compare Plan Details  

2) Send Quote or Quick Quote 

3) Enroll in PDP Plan 
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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 

side-by-side comparison. 

When choosing Plan details for one plan, the page will populate three tabs: Plan details, Prescriptions 

and Total costs. 

 

The Plan details tab will show you the Premium, Estimated drug cost, and Total estimated annual cost.  
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This tab will also show you if the member’s prescriptions are covered, if their pharmacy is in-network, 

and if it is preferred. 
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Finally, this tab also provides an overview of the plan benefit details, such as deductible, initial coverage 

limit and cost share amount by tier. 
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Prescriptions  
The Prescriptions tab will show you which prescriptions are covered by tier, the cost by coverage phase, 

and if there are any restrictions such as Prior Authorization, Quantity Limits, or Step Therapy. 
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Total Cost 
The Total Cost tab will provide an estimated annual cost as well as an estimated cost by month. 
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To return to the plan compare page from any tab click the Previous button at the top of the screen.

  

Compare Plans 
To compare the plans side by side, click Add to compare on both plans. Once both are selected click 

Compare now.  
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Once on the Compare Plans page, you can choose to Show plan differences to highlight the differences 

between plans. 
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From there the Compare Plans page will show you will show a side-by-side comparison of the plan 

details overview of both plans.
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Send a quote 
You can send a quote to the beneficiary from the plan comparison page or the plan detail page.  

To send a quote from the plan comparison page, click Add to quote on the  

 

The plan selected for the quote will populate above plan details on the page. From there, choose to 

Send quote.  

 

To send a quote from the plan details page of either plan, choose Send quote. 
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After clicking Send quote from either location, a dialog box will appear. You can verify the beneficiary’s 

email address and enter a custom message, then Send quote. 

 

After sending the quote, a confirmation will populate.  
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The beneficiary will receive two emails. One with the link to the quick quote and one with an 

authorization code.  

For security purposes, once the View Quote button is selected, the authorization code must be entered 

to proceed. If a customer completes the enrollment process via this method, you will be listed as 

Agent of Record on this enrollment.  

 

  

 

Enrollment 
You can enroll the beneficiary from the plan comparison page or the plan detail page.  
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After clicking Enroll, you will see a page titled Cart. This page should be used to verify that you have 

selected the correct plan and choose if you will complete the form yourself with the member, or if you 

will complete the form and send it to the beneficiary to submit.  
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After verifying your selections, click Continue to apply to begin the enrollment process.  There are five 

steps that must be done to complete an enrollment form.  

Contact Info → Benefit Info → Other Info → Agent Info → Review & Submit 

 

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

answered, additional questions may appear.   

Note: Email address is not required, but is recommended  
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If you say yes to either Mailing Address or Emergency Contact, additional required fields will populate. 
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If you say yes to either other Prescription Drug Coverage or Long Term Care, additional required fields 

will populate. 
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PLEASE NOTE: During the Annual Enrollment Period (AEP), the Special Enrollment Period section of the 

enrollment form will not appear.   
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Please Note: For Effective Date of Coverage, ultimately CMS provides us the Part D effective date.  

During AEP, the effective date will always be January 1st of the following year.  

If the beneficiary 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. enrollment completed in February, effective date will be March 1st.) 

If the beneficiary is applynig with an Speicial Enrollment Period, they can select an effective date. It 

should be the month following the 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 by the plan. 
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Please Note: For Pay Plan Premium, the due date or EFT draft date for Part D Plans will always be the 

1st of the month.  

If completing the EFT portion, automatic recurring payments will start January 1st.  

If the member wishes to pay by credit card, select Get a Bill. Upon receiving their first premium billing 

statement they will be able to call in or go online to setup payments by credit card.  

If they select Get a Bill, upon receving their first premium billing statement they will be able to call in or 

go online to make a one time payment or to set up automatic recurring payments.  

 



36 
S7126_21467235_O 
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From the Review and Submit page, you can review and verify all of the information entered on the 

previous screens.  

Either read the information on this page to the beneficiary, or have the beneficiary read through it on 

their own. This must be done before submitting the application. 
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If the beneficiary is completing the enrollment form themselves select “I am the person listed…” if an 

authorized representative is completing the enrollment select “I am the person authorized…”  

Read the following disclosure to the beneficiary and check the box. This will populate the agent 

signature box for you to sign and submit the enrollment as Agent of Record.  

 



39 
S7126_21467235_O 

After clicking Submit, the confirmation page will load.  

This page will provide the Confirmation number, Application details and explain what to expect next. 

Please provide the enrollee with the Confirmation number. 

The beneficiary should be emailed a confirmation of the enrollment, but you can email the confirmation 

to them again, to yourself or to anyone else they wish from this page.  
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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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Below is an example of the confirmation email the enrollee will receive.  
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Other Information  

View Enrollment History  
To go back and view the enrollment history or print the enrollment application for a member: 

1. Go to Search profile  

 

2. Enter the beneficiary information and click Search profiles. 

 

3. Select the correct beneficiary  
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4. Click View Application

  

Continue an enrollment  
After starting the enrollment, if for any reason you navigate away from the enrollment application: 

1. Go to Search profile  

 

2. Enter the beneficiary information and click Search profiles. 
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3. Select the correct beneficiary 

 
4. Click Continue enrollment.

 
5. You will start on the Contact Information Page but can continue through the application to pick 

up where you left off.  

 

View Quote History  
To view when you sent a quote to a beneficiary:  

1. Go to Search profile  
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3. Enter the beneficiary information and click Search profiles.

 
 

4. Select the correct beneficiary  

 

5. View Quote history  
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Notes and Tasks  
Notes can be taken when filling out the beneficiary’s profile. They can be accessed later by searching for 

the beneficiary and accessing their profile  

 

 

 


