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INTRODUCTION

This document is housed on the Miramar:Agent Knowledge Base for Administrators (https://miramar-
agent.com/KnowledgeBase/Article?kb=6).

Miramar:Agent is a web-based, multi-tenant software solution helping agents complete all steps so they
are ready to sell Medicare, Exchange, and other health plans managed in the system. Miramar:Agent
assists agents and organizations in the facilitation of their Program training and overall organization.
Miramar:Agent assists agents in keeping track of their Agent Appointments, relevant documentation,
group affiliations and eligible licenses for programs carried out within the platform. Miramar agent also
helps agent stay informed about their Ready to Sell status with organizations that present this information
within the platform as well as communicate within their organizations with our messaging feature.
Miramar:Agent consists of two modules: Agent Onboarding and Agent Oversight.

Information in this User Guide covers all functions and features of Miramar:Agent. Your available features
and services may vary.
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GETTING STARTED

If you previously registered for an account as an agent and are a first-time administrator user, or if this is
your first time accessing the system and you don’t already have an account, contact your internal
Miramar:Agent project manager to request plan administrator access.

ACCESSING THE SYSTEM

As a Miramar:Agent user, you will only ever need one set of login credentials from which you can access
all roles and/or plans you have been granted access to in the system. To log in to your account, go to
www.miramar-agent.com and enter your username and password on the main landing screen. Click Log

In.

B8 miramar:agent

Welcome to Miramar:Agent
Miramar:Agent is a flexible, module-based software solution designed to assist government managed care
organizations onboard agents, provide training, manage ongoing oversight activities, and pay commissions
effectively and compliantly. Because every organization is unique, Miramar-Agent can be licensed as a
complete solution or tailored to address specific needs.

Need help? Click here._
LogIn
Username

Password

[0 Remember me? Forgot your username
or password?

) TR

Register as an Agent

If you have both a plan administrator and an agent account, or you are a plan administrator for multiple
plans, upon logging in, you will be asked to select which role you would like to use to access the system.
Click Select next to the role you'd like to use.

B8 miramar:agent

Select Your Role

You have been succassfully authenticated.
Now please select which role you would like to use t access the application.

am a Plan Admin am an Agent
Best Health Plan, Inc

—

Or log in with another account

Ne#d Nelp? VISt e nesp page

Ft. Lauderdale, FL Chicago, IL ' Port St. Lucie, FL ' Miramar, FL | Pompano Beach, FL ' Lenexa, KS ' Yuma, AZ  Manila, PHL

© 2020 Convey Health Solutions



http://www.miramar-agent.com/

E8 convey”

How do | switch roles?

Once logged in, you can easily switch roles without having to log out and log back in. When you’re ready
to switch roles, move your cursor to the upper right corner of your screen and click the down arrow that
appears to the right of your name. A drop-down menu will be displayed. Select Switch Roles.

IEE miramar:agent €D

Best Health Plan Admin Dashboard

Far a2

Alert: Testing the color

e Alert: Need help

PROGRAM STATUS

Program Name General PIN Agents Not Started Agents In Progress Agents Completed

< Dashboard

BEST Health 2017 AN dd-on 0

Best Health

Best Health Refresher Training

Best Health

To log out of your account, place the cursor on your name in the upper right corner of the screen and click
the down arrow to the right. Select Log out from the drop-down menu.

IEE miramar:agent €D

Best Health Plan Admin Dashboard

For semiors since 1998 Alert: Testing the color

Onboarding Alert: Need help?

@ Dashboard

PROGRAM STATUS
Program Name General PIN Agents Nt Started Agents In Progress Agents Completed

Best Health 2017 Annual Medicare MD Add-Or 0
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How do | retrieve my username or password?

If you've forgotten your username or password, you can retrieve them directly to your email after
completing the one-time email verification process. If you have not yet verified your email address,
continue to follow the instructions on the next page.

Click on Forgot your username or password? and enter your email address when prompted. Click Forgot
Password or Forgot Username, depending on which you need to recover.

B8 miramar:agent

Welcome to Miramar:Agent

Miramar:Agent is a flexible, module-based software solution designed to assist government managed care
organizations enboard agents, provide training, manage ongoing oversight activities, and pay commissions
effectively and compliantly. Because every organization is unique, Miramar-Agent can be licensed as a
complete solution or tailored to address specific needs.

Need help? Click here.
Log In
Username

Password

[ Remember me? Forgot your username
or password?
LogIn

Register as an Agent

B8 miramar:agent

Account Recovery

Please enter your email and click the appropriate button to begin the process.

Email*

Forgot Password Forgot Username

Need help? Click here or contact
customer service at 855-828-8530, .

EIfl IMPORTANT: If you have already verified your email address, you will receive an email with

(1o I . o . . .
instructions for retrieving your password or username. Otherwise, follow the instructions as
prompted. If you have forgotten your password, you will need to know your username in order to
retrieve it.
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Eg QUICK TIP: If you have not yet verified your email address, you will need to contact the Helpdesk to
answer additional questions to verify your identity and update your password. To contact the
Helpdesk, create a ticket by clicking here or call using the plan-specific phone number provided by

your plan representative.

Forgot Password or Username
Enter your Email at the Account Recovery screen and click Continue. If your email address was correctly

registered to a Miramar:Agent account, you will receive an email for account recovery.

B miramar:agent

Forgot Username

If an account with a verified email was found, you will receive an email with instructions. ’

Need help? Click here or contact customer
service at 855-828-8530.

PROFILE MANAGEMENT

How do | update my profile information?
You can update your profile demographic information or password at any point in time after completing

registration.

To do so, move your cursor to the upper right corner of your screen and click the down arrow that appears
to the right of your name. A drop-down menu will be displayed. Select Profile.
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IEE miramar:agent

Best Health Plan Admin Dashboard

For semiars since 1998 [

PROGRAM STATUS

Program Name General PIN Agents Not Started Agents In Progress Agents Completed

Best H o e MD Add-Or 1 0

Once you’ve made the desired changes to your profile, be sure to click Save at the bottom of the screen
before you leave the page.

-
B3 miramar:agent =& @ Hip? =

My Profile
DEMOGRAPHIC INFORMATION LOGIN CREDENTIALS

PRIMARY ADDRES

ADMINISTRATOR FUNCTIONS

As a plan administrator, you’re able to access many administrative functions using the gearicon “ located
at the top right corner of the screen, directly to the left of your name. Click into any of the following to
view more information on each of the administrative functions: Appointing Entities, Commission Payment
Structures, Contracts, and Writing Codes.
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Iﬁgmiromorcgem o ’ - [ GHGAdmIn TestAdmin s

Admin Functions
Best Health P20 Asmin Dashooars S

Far seniors sines 1998 Alerts Nt bl w Corr an Py . Learm more

PROGRAM STATUS

Program Name General PIN Agents Not Started A Agents Completed

View Appointing Entities

To manage Appointing Entities, click the gear icon “in the upper right corner of the screen and select
View Appointing Entities from the drop-down menu. Here you will find the Appointing Entity
Management index where you can review any entities associated with your plan.

To view a specific entity’s information, click into the entity name.

Appointing Entity Management

APPOINTING ENTITIES

Search:| Name, NAIC, FEIN State: v | Swews: Aqve Vv 2 Export

D Name A NAIC Code State Status

b - test entity 123456 7y Active

1 result

Once you have clicked into the entity name, you will be able to find the general information and contact
information for that entity.

Appointing Entity: test entity [F] Terminate Appointments

GENERAL INFORMATION
FEING

12.1234567

CONTACT INFORMATION
Address Line 1% Adidress Line 2

asdfasdf

From this page, you will also have the option to do a batch termination of appointments by clicking into
Terminate Appointments.
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View Commission Payment Structures

To manage Commission Payment Structures, click the gear icon “inthe upper right corner of the screen
and select View Commissions Payment Structures from the drop-down menu. Here you will find the

Commission Payment Structure Management index. Keep in mind, you will only be able to view this index
if you utilize our Commissions module.

To view specific payment structure information, click into the ID number.

Commission Payment Structure Management

COMMISSION PAYMENT STRUCTURES

Search:| Title, contract Benefit Year: v Sw@ws| Acive ¥

[ Export

Title & Group Contract Benefit Year Status

best April Agency Ltd Gold Plan 2017 Active

1 result

Once you have clicked into the structure ID, you will be able to view general information and payment
structure information from this page.

Commission Payment Structure: best

GENERAL INFORMATION

View Contracts

To manage Contracts, click the gear icon " in the upper right corner of the screen and select View
Contracts from the drop-down menu. Here you will find the Contract Management index where you will
be able to access all of your plans’ contract information.

To view specific contract information, click into the contract name.
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Contract Management

CONTRACTS

search:| Name, numbe Line of Business: v | s@aws Acive ¥ [2 Export
D Name Number 4 Line of Business Status
124 Scott and White Test Contract HIIM Medicare Active
1 ‘ Gold Plan H1234 Medicare Active
n3 Best Health Texas H1234 Medicare Active
14 Best Health Ohio H5678 Medicare Active
1s Best Health Michigan H9876 Medicare Active

S results

Once you have clicked into the contract name, you will be able to view general information and plan
benefit packages.

Contract: Gold Plan

GENERAL INFORMATION
Contract Name* Number* Line Of Business®
Gold Plan H1234 Medicare v

Start Date* End Date
01/01/2016

Description

PLAN BENEFIT PACKAGE MANAGEMENT

[ Export
D Name Number A Status
1 best 001 Active
21 worst 0013 Active
2results

Ft. Lauderdale, FL Chicago, IL ' Port St. Lucie, FL ' Miramar, FL | Pompano Beach, FL ' Lenexa, KS ' Yuma, AZ  Manila, PHL

© 2020 Convey Health Solutions




E8 convey”

View Writing Codes

To manage Writing Codes, click the gear icon “in the upper right corner of the screen and select View
Writing Codes from the drop-down menu. Here you will find the writing code structures set up specifically
for your plan.

To view specific writing code setups, click into the writing code prefix.

Plan Writing Code Management

PLAN WRITING CODES

search:| prefix, description Status:| Acive ¥ [ Export

D Prefix & Description Status

: ~m S —— e

1 result

Once you have clicked into the writing code prefix, you will be able to view the general information.

—
EE miramar; OQQN _m Best Health Plan, Inc v | @ Help? GHGAIMIN TestAdmin

Best Health Plan Writing Code: BST Active

For semiors sinee 1998

GENERAL INFORMATION

Prefict Descriptien* Suffix Length*
BST Bast Health Writing Code 4

Min Start Value* Exclude Start Value Exclude End Value
1000

Start Date* End Date
010172018
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ONBOARDING

ONBOARDING DASHBOARD

The Onboarding Module’s Plan Administrator Dashboard is the main landing page when you log in to
Miramar:Agent. This Dashboard provides a snapshot of your plan’s activity in several categories, including
Program Status, Groups, Ready to Sell status, Training, and New Messages. It also provides a snapshot of
your To Do List, which includes your Documents Review Queue, Group Change Requests, License Errors,
Background Checks, Appointment Errors, Regulatory Actions, and Other items for review.

LIl NOTE: Be aware the sections available on your Dashboard are dependent on the services your plan
has licensed through CHS. For example, if CHS is not contracted with your plan to provide appointment
services, you will not see the Appointment tab or widget on your dashboard.

In addition to the snapshots of agent activity under each widget, the Onboarding menu to the left of the
Dashboard also provides access to these areas as well as Users, Commissions, Oversight, and File
Management. Click into any of the categories under the menu to view more information.

IEg miramar.agent = o Mowd b Cick e Tt agere

Best Healgh | Plan Admin Dashboard R
o 13

e
.
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EIl GET ORGANIZED: If your day-to-day responsibilities within the system only involve working with
select groups, you can filter your dashboard to show only a limited set. Do this by clicking Select
Groups in the top right corner, making your selections, and applying the filter.

Select Groups v

O ABC Agency/ [ April Agency Ld [ Blueaz [ Demo Group
Jones GA
) Display Group O Example Group @ Forum Demo [ HealthFirst
Demo ‘

I ) Load Testing ) testgroup 3

Clear Filter Apply Filter

+ o o

Dashboard Widgets
The Dashboard widgets will display a snapshot of data. More information can be found by clicking into
the corresponding section on the navigation menu to the left.

£l QUICK TIP: Clicking View All at the bottom of any widget will open the full index of information, also
accessible by clicking into the category from the left side navigation panel as mentioned above.

Program Status
Active programs will be listed here as well as a snapshot of agent status for each. If applicable, the General
PIN code will be listed to be used for existing agent registration.

Click into the program name to view the program information page, which includes general information,
permitted groups and corresponding PIN codes, and notification settings.

Click into the numbers listed under Agents Not Started, Agents In Progress, or Agents Completed to view
all agents who are categorized by that status in the Program Agent Management index.

PROGRAM STATUS
Program Name General PIN Agents Not Started Agents In Progress Agents Completed
Best Health 2017 Annual Medicare MD Add-On _

Best Health 2017 Annual Medicare PA Add-On

Best Health Agent Certification

Best Health Direct Deposit Update Program
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Document Review Queue
Documents pending plan administrator review will be listed here. To review and approve, you can click
into the ID number associated with the document you would like to review.

DOCUMENT REVIEW QUEUE Q
D Agent Name Agent NPN Group Program Title Upload Date
84360 _a\[m 0 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 11/07/2018
81207 Test, BestHealth7 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 1070172018
81203 Test, BestHealth 12345699 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 1070172018

View All

To Do List

The To Do List organizes all Plan Manager action items into one place. Click into the respective tabs to
view more information regarding License Overrides, Background Checks, Appointment Errors, Regulatory
Actions, or Other for actionable items specific to the plan.

The tab highlighted in dark grey is the tab you are currently in (ex. Agent Terminations).

The number in the green circle next to the title of each tab refers to how many new records are in each
category.

To action any item, click into the action button listed under the Description column.

License Overrides Background Checks Appointment Errors Regulatory Agent Terminations

Agent Name Agent NPN Program Date Description
No agent termination tasks

View All
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Agent Group Change Requests
Agents who have requested a group change will be routed to your Agent Group Change Requests queue.
To review and approve or deny a group change request, click into the agents’ name.

AGENT GROUP CHANGE REQUESTS

Agent Name Agent NPN Current Group Requested Group Request Date

Manzueta, Eli1 Captive GA Direct 01/14/2020

Groups
The Groups widget gives a snapshot of how many active agents are in each active group.

Click into a Group ID under the ID column to view the group’s general information.

Click into a number under the Agents column to view Group Member Management. Here you can view all
agents associated to the group and their status, add new agents, or do a batch group change.

GROUPS

] Name Agents
452 ABC Agency / Janes GA 0

1 ncy Ltd 10
1135 BlueAZ 0
1209 Demo Group 3
449 Display Group 0

2 Example Group 0
1110 Forum Demo 0
1180 HealthFirst Demo 0
1131 Load Testing 2632

453 test group 3 0

Ready to Sell

The Ready to Sell widget will give you a snapshot of your Ready to Sell and the agents who are in good
standing for the current and previous benefit years.

Ready to Sell (RTS) is a static status assigned at the time the agent goes through their certification program
after they have completed all required steps determined by each individual plan. RTS most commonly
includes the confirmation of an active license and appointment. Because RTS ties to license and

appointment, an agent may have multiple RTS statuses per plan if they are is licensed and appointed in
multiple states.
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Good Standing is the current status of an agent who has already been assigned an RTS status and who
holds an active license and an active appointment. An agent can lose good standing because of an inactive
license or appointment.

Il EXAMPLE: April Agent completed her Best Health Certification Program and was assigned a Ready to
Sell status on 10/1/2022. Her license expired at the end of the calendar year, after which point she
was no longer in good standing.

Click into a contract name to view contract information and plan benefit package information.

2023 2022

Contract State Total Total
Good Standing Good Standing

Gold Plan (H1234) Ak ] 0 0 o
Gold Plan (H1234) LA o 0 o 0
Gold Plan (H1234) Ny o 0 0 o
Best Health T ™= o o o o
Best Health Chio (H OH 0
F:;f:a Dol Al o 0 0 o
Silver Plan (H1111} cA o 0 0 o
Silver Plan (H1111} T o o o o
Demo Contract (2018) AZ o 0 o 0
Demo Contract 2018(2019)  DC o o o o
Beest Health Plans (H9993) Az ] 0 0 0
Best Health Plans (H9993 T o o o o
View Al

Training
The Training widget shows active trainings and the number of enrolled agents and completed agents for
each. This widget is not actionable aside from being able to View All.

TRAINING

Course ID Course Name Enrolled Agents Completed Agents

No results
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Messages
The Messages widget shows the most recent messages to come into your inbox. New messages can be

opened directly from the widget by clicking into the envelope icon > next to each message. You can also
create a new message by clicking the + at the top right corner.

NEW MESSAGES + O

3/372023 2-07pm
=
=] _ i has iniziatad 3

group change from the Emerson Reid group to...

3/3r2023 1:02pm

s initiated a
Eroup change from the Direct group to the Pinnacle

332023 10:13am

¢ n e i v e ey AT INiTiBTEd &
group change from the Premier group to the...

3/2/2023 5-05pm

1) has initisted a
group change from the Agent Pipeline group to...

322023 10:58am
& -
81) has initiated a

group change from the Ritter group 1o the...

Views All Messages

Dashboard Index Navigation

Searching within Dashboard Indexes

You have the ability to search within an index. Search criteria will differ depending on the index you are
currently accessing. The search bar, found at the top left of each index, will tell you which search options
are available.

Agent Appointments

AGENT APPOINTMENTS

Search:| Agent name, NPN _ v | Stare v | Statws: v | Appointing Entity: v [ Export

1D Agent Name Agent NPN Group  Appointing Entity &  State  LOA Code Start Date End Date Status PDB LOA Description PDB Effective Date LOA Issue Date LOA Renewal Date Status Reason

No results

0 results

Filtering within Dashboard Indexes
In addition to search, you can also filter the index to locate specific information. Similarly, each index has
unique filtering options based on the information they contain.

EIl QUICK TIP: Most indexes are defaulted to Status = Active. If you do not see an item in an index you
would expect to be there, double check it is not marked as inactive.
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Agent Appointments

AGENT APPOINTMENTS

Search:| Agent name, NPN Group: v | Stae: v | status v | Appointing Entity: v 2 Export

ID  AgentName  AgentNPN  Group  AppointingEntity o State LOACode  StartDate  EndDate  Status  PDBLOA Description PDBEffectiveDate  LOAlssueDate  LOA Renewal Date Status Reason
No results

0 results

Expand Results
All indexes are defaulted to only show 10 items at a time. At the bottom of the index, select the drop-
down to change to 10, 25, 50, or all records.

e -Show o0 v |ems .

Export Index Data
Each index, found on the landing page for each of the Onboarding, To Do List, and Admin Functions menu
items, can be exported into an Excel spreadsheet. The data included is unique to each index.

Be sure to apply any filters you want prior to running the export. Click Export at the top right corner of
each index to run the report.

Ready To Sell

READY TO SELL ENTRIES

Searchy| Agent name or NPN Benefit Year v | Growp v | State v | Uicensed v | appointed v ‘ [ Export

D Agent Name Agent NPN Group Contract Benefit Year LoB State Effective Date v Licensed Appointed
93125 test, GHG Load Testing Best Health Texas (H1234) 2017 Medicare NJ 06/22/2017 v v
93126 test, GHG Load Testing Best Health Ohio (H5678) 2017 Medicare OH 06/22/2017 % %
93127 test, GHG Load Testing Best Health Michigan (H9876) 2017 Medicare M 06/22/2017 v X
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AGENCIES

To manage agencies associated to your plan, click Agencies from the Onboarding menu on the left side of
the screen. Here you will see the Agencies index, and you can click into any of the agency names for more
detailed information.

EIFl NOTE: Agencies are set up by the principal agent and will show under your plans’ Agencies index if the
principal agent is associated to your plan. You may not necessarily recognize the agencies listed under
your index.

Iﬁgmirc:mc:r'agerT @ ) PN, SSN GHGAGMIN TestAdmin +

Best Health | “gende
R —

s pcove

Principals

test, GHG

test, GHG

test, GHG

test, GHG

test, GHG

test, GHG

test, GHG

test, GHG

test, GHG

test, GHG

test, GHG
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On the Agency page, you will find general information, contact information, and principal agent
information for the specific agency. Click Cancel at the bottom of the agency information page to return
to the Agencies Index.

=
Iﬁgm\romg'.agonl == Best Heath Plan, Inc v | @ e

Agency: 5 Star Agency Active

Best Health

For sembars sluce 1998
GENERAL INFORMATION

Agency Name* Tax ID* NBNE Type

5 Star Agency 00-0057984 45784578 FMO - Field Marketing Organzation %

CONTACT INFORMATION

Address Line 1+ Address Line 2

123 Any St
Ciy State®

Anywhere Missouri ~ 65555
Phone Exension

314

Broker Unit Contact

PRINCIPAL AFFILIATIONS
I Name Email Start Date End Date principal

72106 test, Ezsence test@example com 08/15/2016 rue

AGENT APPOINTMENTS

To manage Agent Appointments, click Agent Appointments from the Onboarding menu on the left side
of your screen. Here you will see the Agent Appointment Index where you can find all appointments tied
to your plans’ entity(ies).

—_
B8 miramar:agent & Emblertiesth v| DR
Agency Appointments
AGENCY APPOINTMENTS I
Search:| Agency name Status: | Mppointing Entity: v r] Export
Agency Appointing LOA PDBLOA PDB Effective LOAlssue  LOA Renewal Status
o Ageney Nome NPN Entity & Stz Code SanDae | EndDate | States Destription Date Datz Date Reason
Donald € Savoy Inc dba Savoy Group Heal
apggs | UL RVYINCOOR NG |y qpanye | TOUPREAT e gy | yoman00 Aopainted
Azzociztes Inc
43173 Professional Group Plans HETED ;I’_‘_°°°H“‘" Woom | e Agpainted
81178 HeslthPlanOne LLC 726076 ;’f“”e"“ N o20vBT Aopainted
. ) 002
157387 | eHealtr Insurance Servicss Inc | 2871515 ;:_‘f””“"" N 392 | 02042019 | 02042019 Terminated | LAAppoimments 591530:3-.«-.
Group Heslt 1201
126803 EowardK Crowe B Assoczes 10508634 ;’f“ SEUNY 3 0IDEEDIZ DUOSANIZ Terminated | LA Appointments T
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EI1 QUICKTIP: Itisimportant to note the different appointment statuses as they provide more detail than
the typical active/inactive filter. Knowing what each status indicates will make it easier to quickly
research individual agent’s progress or status in Miramar:Agent.

Status Definition

Appointed The agent holds a current, active appointment. This information is provided by
the National Insurance Producer Registry (NIPR) for appointing states and
created by Miramar:Agent for record-only states.

Terminated The agent’s appointment is terminated and no longer active. This status is
provided by NIPR for appointing states and Miramar:Agent for record-only
states.

Pending The agent’s appointment request passed technical validation with NIPR but has

not yet been processed. This status is provided by NIPR.

NOTE: A Pending appointment can still be rejected for reasons such as agent standing,
name mismatch, address mismatch, etc.

Confirmed Pending | The agent’s appointment has been confirmed, but the appointment information
has not yet been transmitted to Miramar:Agent . This status is provided by NIPR.

Submitted to State | The agent’s appointment request passed technical validation with NIPR and has
been forwarded by NIPR to the state for review. This status is provided by NIPR.

The status is also provided when an appointment is submitted by CHS staff
directly to states that do not utilize NIPR for appointments (FL, MA, PR).

NOTE: A Submitted to State appointment can still be rejected for reasons such as agent

standing, name mismatch, address mismatch, etc.

Requested The agent’s appointment termination request passed technical validation with

Termination NIPR, but has not yet been processed. This status is provided by Miramar:Agent.

How do | terminate an agent’s appointment?
Terminating an agent’s appointment can be done from the Agent Appointments index or from the
individual agent’s appointment page.
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To process a termination from the Agent Appointments index, click the Terminate button next to the

appointment you wish to terminate.

B8 miramar:ogent &

GHGAdmIN Testadmin o,

Agent Appointments

AGENT APPOINTMENTS

ent Appointments Search

Appointing Entity

52428582

52449391

52458863

52486415

52619657

Agent Name

Jaworski,
BestHealth10

Taylor, Keith

Roth, William

Webb,
Jacqueline

Laursen,
Dennis

Agent
NPN

15879787

16309275

17015103

16756492

16315080

>
Group

ExtendHealth
ExtendHealth
ExtendHealth
ExtendHealth

ExtendHealth

Appointing
Enuty &

Best
Health Inc
Best
Health Inc
Best
Health Inc
Best

Health Inc

Health Inc

Stare:

Start Date

083012018

08302018

08302018

083012018

08/30/2018

=

End
Date

Status:

Status

Appointed

Appointed

L
Appointed

Appointed

Appointed

]

PDELOA
Description

LA
Appointments
LA

Appointments
Appointments
[

Appointments

LA
Appoiniments

PDR Effective

Date

201808
30700:00.00

2018-08
30700:00.00

2018-08
30700:00:00

201808
30T00:00:00

2018-08-
30700-00:00

[ Export

Status
Reason

=+ Ta Do List

Brothwell, Best

14666520 ExtendHealth 2018-08-
Health Inc

30T00:00:00

52621141

0873012018
#+ Data Exira Jamilyn

Terminate

Appamed - oinements

Once you have selected to terminate, a confirmation box will pop up. Select the Termination Reason from
the drop-down menu. Termination reasons vary based on state. To confirm the termination, click
Terminate. To cancel the termination and return to the Agent Appointments index, click Cancel.

3 NOTE: Not all states will require a termination reason.

Confirm

Are you sure you want to terminate this agent's appointment?

If so, please specify the reason for termination and click "Terminate".

Termination Reason*

Cancel Terminate
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Once the termination has been successfully submitted, you will see the green banner below at the bottom
of your browser screen.

J You terminated the agent appointment successfully!

How do | edit an agent’s record-only appointment date?
If for any reason you have the need to edit the effective date of an agent’s record-only appointment, you
can do so from the Agent Appointments tab. Click Edit to update the effective date.

EIl NOTE: Record-only states are limited to the following: Alaska, Arizona, Colorado, lllinois, Indiana,
Maryland, Missouri, Oregon, and Rhode Island.

B8 miramar:agent M O search for agent by name, username, email, NPN, SSN o ID R GHGAdmIn TestAdmin o,

Agent Appointments

AGENT APPOINTMENTS

Search:| Agent name, NPN Group: [v] | st Az [v] | Ssaws [ Export

Appointing Entity. [v

Appointing

D Agent Name Group oy 4

Loa
Stats
© Cod

) Best
Joseph, lozzy | SemiorMarec || e 08/14/2018 Appointed

1
S0E0IS Chery Advisors.
Company

Best
sos24030 | HEMANEZosaat Telesales Insurance 08/15/2018 Appointed

Christina
Company

Enter the date you want the effective date to reflect and click Update to finalize the change. End dates
can only be edited on terminated records.

Edit

Update Record-Only Appointment - Best-Insurance Company (Arizona)

Start Date* End Date

8/14/2018
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AGENCY APPOINTMENTS

To manage Agency Appointments, click Agency Appointments from the Onboarding menu on the left side
of your screen. Here you will see the Agency Appointment Index where you can find all appointments tied
to your plans’ entity(ies).

Bd miramar:agent D aq - ; - i, NP, SSN Mechers  d%  GHGAdminTestadmin ,

+ Onboarding

AGENCY APPOINTMENTS
Search: | Ag a Statws: [v]  Appainting Entry: v [ Export

Agency Appointments LoA PDBLOA PDB Effectr LOAL LOARenewal  Staws
Agency Name :‘;’,:"V Appoinung Entity & | State (0% Start Date Status Derpan el fective Um*““’ o enewal R'E-E;:n

eHealth Insurance Services 2000-12-
i 2971515 Best Health Inc 394 124262000 Appointed LA Appointments o

HealthPlanOne LLC 8726976 Best Health Inc 394 0240342017 Appointed

(eI AAE ) 1976045  Best Health Inc 304 1240012003 Appointed
Savoy Associates

Professional Group Plans 2857600 Best Health Inc 394 0711241995 Appointed

Your Health I
our Healihvinsurance 8790611 Best Health Inc 304 04/16/2010 Appointed
Agency

Economic Planning Health

L ey

6905491 Best Health Inc v 06/17/1998 Appointed

ies agency i 5 e 2015 ince:
. ToDo L 51192 davies agency inc 8854154 Best Healih Inc 05/29/2015 Appointed

g2204  GeoTEe Thompsan Agency,

*  Data Extracts Inc 3257778 Best Health Inc 3 06/12/2014 Appointed

DOCUMENT REVIEW

To manage your Document Review queue, click Document Review from the Onboarding menu on the left
side of your screen or from your dashboard. Click View All under the Document Review Queue.

Iﬁg miramar:agent o earch f - . N, SSN I GHGAdmin Testadmin ,

Best Health | Plan Admin Dashboard e

For seniors since 1998

PROGRAM STATUS

Program Name General PIN Agents Not Started Agents In Progress Agents Completed
* Onboarding

[ r— Best Health 2018 Annual Medicare Certification BestHealthDemo18 0 15
Best Health 2018 Medigap Add-On BestHealthCert2017 1 0
Best Health 2019 Annual Medicare Certification 485

Best Health Agent Onboarding and Certification

Manthly OIG GSA Chedk 0 13

View All

DOCUMENT REVIEW QUEUE
) Agent Name: AgentNPN Group Program Title Upload Date
84360 Test, BestHealth10 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 111072018

81207 lealth? Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 100172018

81203 Test, BestHealth3 12345609 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 100172018

View Al
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Once you have clicked into the Document Review Queue, you will see all documents that are pending

review.

EIfl QUICK TIP: The Document Review Queue is automatically filtered to Not Reviewed. If you want to see
documents that have already been reviewed, make sure you filter accordingly.

IEE miramar:agent D q ¢ : N Lor i R GHGAmIn TestAdmin -,

Best Health Document Review Queue

For semiors since 1998 DOCUMENT REVIEW QUEUE

Search Type: [v] | Swatus:| Mot Reviewed|w] [ Export

=+ Onboarding
Agent Name Agent NPN Group Program Title Upload Date v Status
Test, BestHealth10 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 1170742018 Not Reviewed
Test, BestHealth7 Load Testing Best Health Agent Onboarding and Cerufication Custom Document Upload 100112018 Nt Reviewed
Test, BestHealth3 12345699 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 10/01/2018 Mot Reviewed

] Document Review
3 results

How do I review and approve documents?

Depending on the setup of your programs, you may be responsible for reviewing and approving plan-
specific documents. This can be done from two places: either from your Document Review Queue on your
plan admin dashboard or from the Document Review Queue index as explained above.

From either place, you will click into the ID number next to the document you wish to review.

IEE miramar:agent D q ; : N . R GHGAmIn TestAdmin .,

Best Health Document Review Queue

For semiors since 1998 H JMENT REVIEW QUEUE

[ Export

Search Type
Agent Name Agent NEN Group Program Titke Upload Date ¥ Status
Test, BestHealth10 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 1170742018 Not Reviewed

alth7 Load Testing Best Health Agent Onboarding and Cerufication Custom Document Upload 100112018 Nt Reviewed

81203 Test, BestHealth3 12345699 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 10/01/2018 Mot Reviewed

3 results

Once you have clicked into the ID number of the document you want to review, you will be presented
with the screen below. After reviewing the document, you have the option to either approve or deny
the document.

Approving the document will mark the agent as complete for his or her corresponding document upload
step within his or her program. To approve the document and return to the Document Review Queue
index, click Approve. To approve the document and go to the next document review page, click Approve
& Next.
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Denying the document will return the agent to the document upload step to give him or her another
opportunity to upload the document. To deny the document and return to the Document Review Queue
index, click Deny. To deny the document and go to the next document review page, click Deny & Next.
When denying a document you will also be prompted to select a Review Disposition, which describes the
reason for document denial.

To go back to the Document Review Queue index without approving or denying the document, click
Cancel.

Document Reviewer

Best Health

For semiors since 1998

A
=1 1 Q - 4 | @ CUSTOM DOCUMENT UPLOAD

Document ID: 1759578
Agent: BestHeathdd Test
Plan; Best Heafth Plan, Inc
This is my Proof of E&0 = "r
Program: Best Heafth Agent Onboarding and Certification

Group: Load Testing

Benefit Year: 2021

Review Disposition: | w ‘

Approve & Next Deny &Next

After selecting one of the approved or denied options, and the document has successfully registered as
such, you will see a confirmation banner at the bottom of your browser’s screen.

\/ Document approved successfully!

" Document denied successfully!
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DOCUMENTS

You have the ability to view all documents that are associated to your plan under the Documents section,
accessible by clicking Documents from the Onboarding menu on the left side of your screen or from your
dashboard.

Test Agent

I B8 miramar:agent OB Need help? Click here

~
alth Document Management

DOCUMENTS

Benefit Year: v|  Group: Selecc.w  Dotument: Selecc. v © Agents:

[ Exclude global documents 3 Search

] vocumens

Documents you will find here include training completion certificates, W-9 forms, or any other forms that
are specific to your plan’s onboarding program such as agent agreements, code of conducts, or direct

deposit forms.

Upon initially clicking into the Documents section, no documents will be viewable. To view all available
documents, click Search. You can also narrow your search by filtering on Benefit Year, Group, Document

Type, and date range.

Document Management
Best Health s
For semiors since 1998 DOCUMENTS
Benefit¥ear 2023 v Group: Select w» |, Document Select w Start Date to| End Date Agents:| Searcl lr¥Export || r} Exportvia FTP
[ Exclude global documents| A Search FTP
v
Non-FTP export s limited to 10MB.
O ibwy Document User Group s::ﬁt Tite Filename Timestamp
56 - 2023 y - - Davi 3302003
) | mEry | L= | DY 2023 2023 Convey_Core_Certificate.of_ Completion_2023 2023 Convey. Core_Certificate.of_Completion 2023 pdf EE
Completion DeMiiia 32Mpm
216/2023
[ | 2135258 052.2023 AHIP Certificate 69949 - GHG test 2023 2023 AHIP Certificate « 2023 AHIPpdf 1500m
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You can view the individual document by clicking into the document ID.

TestAgent o,

Igg miramar:agent & o Need help Click here

Best Health " Document Management

For seniors since 1998 DOCUMENTS

B Export | [2 Export via FTP

Benefit Year. v] | Group: selecc.» = Document: Select. ~ w© Agents:

[ Exclude global documents % Search o

™

Non-FTP expart is limited to 10MB.

0O oy Document User Group VB:;“ Title Filename Timestamp

1- 2021 Canvey Complian: 157 - Gh 291
o | 1207as7 | . ;2044 Convey Compiance 68157-GHG | 113, jernal | 2021 2021_Convey. Compliance_Certificate._of Completion 2021 | 2021_Corwey. Compliance_ Certificate_of Completion_2021.pdf /12020
ertificate of Completion test 324pm

s - ertificare . 2
O 1207456 Z?Eoﬁil‘;‘ﬁ‘""”rw“(“m‘“ E‘f? GHG | 113, ieermal | 2021 2021_Convey_PWA_Certificate_of_Completion_2021 2021_Convey_FWA_Certificate_of_Completion_2021 pdf ;;‘;j’iﬂ

\an7ass 7532021 Convey Core Certficate 68157 - GHG ) -
207455 - 1 i 2 : .
O 12 e — 13- internal 2021 2021_Convey_Core._Certficate._of Completion_2021 2021_Convey_Core. Certficate.of Compledion_2021.pdf L

. B X 84377 1619- AON 71972020
[ 1207412 271- 2020 AHIP Centificate peasartest | Fowtn 2020 2020 AHIP Certificate AHIP pef e

Additionally, the status of an uploaded document will appear next to the document title.

e Agrey ellipses (...) indicates the review is in progress.
e Agreen check mark (V) indicates the certificate was accepted.
e Ared Xindicates the certificate was rejected.

How do | export documents?
You have the ability to export an individual document by clicking into the documents ID number.

To export documents in bulk, you can export a limited amount of documents locally to the browser by
checking off the boxes next to the report ID and clicking Export. This is limited by the size of reports, so
you may only be able to download a few at a time.

You can also export an unlimited amount of reports by checking off the boxes next to the report ID,
selecting the FTP that you want it to deliver to and clicking Export via FTP.

Eﬂ IMPORTANT NOTE: If you do not have an FTP set up for delivery of reports and documents within
Miramar:Agent, please reach out to your designated Client Services Manager.

Iﬁgmircmor:ogenr D o Need help? Click here Test Agent.

Best Health “ Document Management

For semiors since 1998 DOCUMENTS

*** Onboarding Benefit vear V] | Growp Select | Document selecr 5| End Agems

[ Exclude global documents| R Search

Non-FTP export Is limited to 10MB.
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GROUPS

Groups are the way you categorize your agents, and every agent associated with your plan must be
assigned a group. Groups are important because they can help determine different pathways in your
plan’s onboarding programs.

Your groups will be set up during your initial implementation with your Plan Manager. To add a new group
or edit an existing group, reach out to your assigned Plan Manager.

To manage your groups, click Groups from the Onboarding menu on the left side of your screen; or from
your dashboard, click View All under the Groups widget to open the Group Management index.

IEB"'lmmn"lm'l‘ =] Samveyuimin kG

Healgh P2nAdmin Dashboard

PROGRAM STATUS

pa— [r—— prre— [r—
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From the Group Management index, you’re able to open individual records to view specific group setup
information. To open a group, click on the group name.

Iﬁgmuomm agent €D . g -

Best Health Group Management

o

oun Type

Code Reforence ID v Lovel 2 Agency

EI1 QUICK TIP: Group Code is used for initiating group changes for an individual. If you are planning on
initiating an individual group change, make sure to copy the code from the Group Management index
or export it for easy reference.

Here you will be able to view general group information, including Group Code and Writing Code prefix.
To view group members, initiate a batch upload, batch group change, or add a new agent, click into
Manage Group Members.

To go back to the Group Management index, click Cancel.

Group: Load Testing Manage Group Members | Active

GEMERAL INFORMATION

Group Name* Group Type* Group Code
Load Testing Other b4 LoadTesting1131
Start Dae® End Date Group Reference ID
02022017
Level 1 Agency Level 2 Agency Level 3 Agency

Azency name Azency nama Azency name

‘Writing Code

161 - BT W

Description

Group For Elite Load Testing.
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From the Group Member Management index for a group, you are able to view basic agent information
and initiate an individual group change, initiate batch upload, batch group change, or add a new, single

agent.
IEE miramar:agent € - N, SSN I Conveyadmin TestAdmin
Best Health | 6o Meroer Vanagemen

For smlors since 1998

MEMBERSHIPS

Saws: Acve Registere ? Export

Is Registered?

3 results

How do | load an agent to a group?

Batch File Upload
To upload multiple agents into a group, click into Batch Upload from the Group Member Management

index.
Iﬁgmiromor:ogem o earch for age me N, SSN [ Conveyhdmin Testhdmin
Best Health Qoup Member Management - 88 Bach Group Change

For sumiors since 1998
MEMBERSHIPS

Saws  Aqwe v Registered v ! Export

s Registered?

92582

3 results

After clicking into Batch Upload, you will be prompted to upload a list of agents using one of the provided
templates. A template must be used when uploading a list of agents and can be downloaded by clicking
into either the basic or detailed template links.

B8 miramar:agent =& Bext Fesitn Pian, Inc v O GHGAIINTestadrin

Best Health MemberUpioad

Load Tes

For semiors since 1998

To upload a list of agents, complete the pmplate and then uplaad it. You will have the opportunity to preview your batch upload before submitting.

If submitting detailed template: Phone number type

cepted are Home, Mobile, Ofice, or Fax. Primary Languages acceptad are Englich or Spanish.
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The Basic Template will require you to provide the Social Security Number (SSN), First Name, and Last
Name of the individuals you wish to add to the group. National Producer Number (NPN) may also be
included but is not required.

A B c D
1 [ssn _INPN First Name Last Name

The Detailed Template will require you to provide the SSN, First Name, and Last Name of the individuals
you wish to add to the group. NPN, Address Line 1, Address Line 2, City, State, Zip, Phone Number, and
Email may also be included but are optional.

A B C D E F G H I J K

1 |SSN NPN First Name Last Name Address Line 1 Address Line2 City State Zip Phone Number Email

Once you have completed the required information on either the basic or detailed template, save the file
to your documents, then upload it to Miramar:Agent by clicking Browse, selecting the file you just saved,
and clicking Open.

EI1 NOTE: The template format must be used, otherwise the file will error out. Files must also be saved in
CSV (comma delimited) format in order to be uploaded.

EIl NOTE: SSNs must be saved in SSN format. To format, highlight the column, right click, click Format
Cells, then select Special under category. Click OK to save.

English (United States)

Special formats are useful for tracking lst and database vabues,
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Once you have selected the file, the agent’s information will populate on the same screen. If the

information you have uploaded looks correct and there are no errors, select Upload Agents at the bottom
right of your browser screen.

B miramar:agent &2 Best Health Plan, Inc v| O 5 GHGAIMInTescmin o,
. Member Upload
Best Health | emoer-e
For semiors simee 1998
To upload a list of agents, complet the basic or detailed tamplate and then upload it. You will have the opportunity to praview your batch upload before submitting.
If submitting detailed template: Phone number types accaptad are Home, Mobile, Office, or Fax. Primary Languages accepted are English or Spanish
J—
Row SSN First Name Last Name NPN
1 555455535 Test Guy 7577
1 resuit
Vour batch upload haz 1 azent records
o upload the entire batch, please dick the *Upload Agents® button,

|

Upon successful upload, you will see a confirmation pop-up at the bottom of your browser screen.

\/ You successfully queued 5 agents 10 be added as members of Direct!
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Upload Errors
If there are any errors in the file, you will not be able to upload it until they have been corrected.

You will be able to review any errors from this same page. To easily view only the agents who were
effected by errors, check the box next to Show records with errors only.

An explanation of the error will be in the last column in red font. Correct any issues in the file and re-

upload.
Iﬁgmnc:mcxr‘c:gem L) N s orveyAdmin Tesdmin +
Best Health | Member Upload
For weniors vince 1998 ' ‘
T S e T T e T
B T
Last Name NPN
o—
po—
po—
& results.
¥our batch upload has 6 agent records, 1 of which have an error
e
Single Agent Add

To add a single agent to a group, click Add New at the top of the Group Member Management index.

Iggmiromortogem =] ) 551 Need Hel?

. Group Member Management 8% Batch Group Change
Best Health p g
For susiors sines 1998

Saws  Aqwe v Registered v ! Export

s Registered?

3 results
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You will be prompted to add the agent’s First Name, Last Name, NPN, and SSN. All fields except NPN are
required. Enter the required information and click Save to add the agent.

—
Iﬁg miramar:agent QU Search for agent by name, username, ema g ConveyadminTestidmin

Best Health Add New Group Membership

Demo Group

For semiors since 1998

GENERAL INFORMATION

First Nama* Last Name*

National Producer Number Social Security Number*

Cancel Save

€= Groups

Upon successful enrollment of the agent to the group, you will see a confirmation banner at the bottom
of your browser screen.

\/ Your group membership was saved successfully!

How do | change an agent’s group?

Approve a Group Change Request

An agent can initiate a group change request from their profile and it will show up in your Group Change
Request queue. Click into Group Change Requests from the Onboarding menu on the left side of your
screen; or from your dashboard, click into an individuals name from the Group Change Request widget
or click View All.

Iﬁg miramar:agent & o Need help? Click here TestAgent o,

For saniors since 1998

GROUP CHANGE REQUESTS

“(‘ﬁt “(‘ﬂl'h = Agent Group Change Requests

** Onboarding Search: [ Approval Status: [w] Filerrecordsby:  Awaiung Review [w]

Agent Name Current Group Requested Group Request Date

Manzueta, Elil Capive GADirect 01/14/2020

1 result
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If you do not want to allow the agent to change groups, click Reject Group Change. You will be
prompted to confirm the rejection.

Confirm

Are you sure you want to cancel the group change request to the GA Direct group?

o e

If you want to allow the agent to change groups, click Approve Group Change. You will be prompted to
confirm the approval by clicking Finalize. If you have a different Writing Code structure for the new
group, then click the checkbox next to Issue New Writing Code? If the writing code should stay the same,

do not check this box.

Individual Group Change
To view basic agent information and/or initiate an individual group change, click into the agent’s name

from the Group Member Management index.

You can also click Cancel to return to the group information page.

Iﬁgmiromor:ogem D | searchfor agent by nar NPN, SSN Need Help?

: Group Member Management 82 Batch Group Change
Best Health P & -
For sesiors simes 1998

= Export

s Registered?

92582

3 resuls
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Once you have clicked into the agent’s name, you will see their basic information including writing code
and group start and end dates. To initiate a group change for this agent, click Change Group at the top
right corner of the browser screen.

Click Cancel to return to the Group Member Management index.

Group Membership -

GENERAL INFORMATION

First Name Last Name
John Aasen

National Producer Number Writing Code

7108468

Start Date

072012016

Plan Start Date Flzn End Datz

0712012016

Once you have clicked Change Group, a confirmation box will pop up on the screen. You will need to enter
the Group Code for the group to which you are wanting to change. This is found on the Group
Management index.

You have the option to issue a new writing code by checking the box next to Issue new writing code? If
writing codes are group specific and you want to issue a new writing code, check this box. If all groups use
the same prefix, then you may not want to issue a new writing code.

Enter the Group Code and click Search.

Click Cancel at any time to return to the agent information page.

Confirm

Are you sure you want to move this agent from the Deme Group group?

If 50, please specify the code of the group you'd like to switch them to and click
"Change Group".

Code*

DisplayGroup449

) Issue New Writing Code?
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If the group code you entered is valid, you will get the confirmation in green. Click Change Groups to
complete the group change.

Confirm

Are you sure you want to move this agent from the Demo Group group?

If so, please specify the code of the group you'd like to switch them to and click
"Change Group".

Code*

E—

O Issue New Writing Code?

) Keep Existing Writing
Code?

The specified code matches the Display Group group

Click "Change Groups' to complete the group change.

If the group code you entered is invalid, you will get the error message in red below. Refer to the Group
Management index to confirm the group code.

Confirm

Are you sure you want to move this agent from the Demo Group group?

If s0, please specify the code of the group you'd like to switch them to and click
"Change Group".

Code*

DiporCrouss

O Issue New Writing Code?

A group could not be found matching the specified code

g

Batch Group Change
To initiate a batch group change, click into Batch Group Change from the Group Member Management

index.
Iﬁgmiromor:ogem B Search for agent by nar NPH, SN I Conveyhdmin Testhdmin
[ Batch Upload | 82
BI?SI Heallh Group Member Management

For sumiors since 1998

s Registered?

92582

3 results
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After clicking into Batch Group Change, you will be prompted to upload a list of agents using the provided
template, which can be downloaded by clicking into the template link. You will also need to select the
group to which you wish to change. Start typing the group’s name under New Group, and options will
begin to auto-populate.

B8 mircmar:agent Emblemealth v | @rep

Batch Group Change

To change multiple agents from ane group to another, first specify the group the agents should be changed to. Then complete t d upload it. You will have the opportunity to preview your batch group change before submitting.
Note- You are only required to provide either the agent's NPN OR SSN

New Group*

= Groups

The template will require you to provide SSN, and the NPN is optional but recommended. Once you have
completed the required information on the upload template, save the file to your documents, then upload
it to Miramar:Agent by clicking Browse.

Erfl NOTE: The template format must be used, otherwise the file will error out. Files must also be saved in CSV

(comma delimited) format in order to be uploaded.

Once you have selected the file, the agent’s information will populate on the same screen. If the
information you have uploaded looks correct and there are no errors, select Change Groups at the bottom
right.

Iﬁg miramar:agent 3 Q  search for agent by name, username, email, NPN, SSN or D NeedHelpz % COnveyAdmin TestAdmin

Best Health Batch Group Change

Demo Group

For seniors sinee 1998
To change multiple agents from one group to anather, first specify the group the agents should be changed to. Then complete the template and upload it. You will have the opportunity to preview your batch
group change before submitting

New Group*

2 Gaample roup Wiarmarage Tesc Bk Group Change o

SSN First Name Last Name

000000002 Joe Smoe

000000397 GHG test

2resuls
Your batch group change has 2 agent records

To group change the entire batch, please click the "Change Group” button,
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Once you have clicked Change Group, a confirmation box will pop up on the screen. You will have the
option to issue a new writing code to all agents by checking the box next to Issue New Writing Code?

If writing codes are group specific and you want to issue a new writing code, check this box. If all groups
use the same prefix, then you may not want to issue a new writing code.

To confirm the group change, click Submit.

Confirm

Are you sure you want to change all specified agents from the Demo Group group to
the Example Group group?

If s0, please specify whether you want a new writing code for all agents to be issue at
this time and click "Submit".

O Issue New Writing Code?

[ Keep Existing Writing Code (if exists)?

Upon successful completion of the bulk group change, you will see a confirmation banner at the bottom
of your browser screen.

| \/ You successfully queued a batch group change request! |
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Upload Errors
If there are any errors in the file, you will not be able to upload it until they have been corrected.

You will be able to review any errors from this same page. To easily view only the agents who have errors,
check the box next to Show records with errors only.

An explanation of the error will be in the last column in red font. Correct any issues in the file and re-

upload.

ConveyAdmin TestAdmin +,

IEE miramar:agent Q. Search for agent by name, username, email, NPN, SSN or ID Need Help?

Best Health Batch Group Change

Demo Group

For semiors since 1998
To change multiple agents from one group to another, first specify the group the agents should be changed to. Then complete the template and upload it. You will have the opportunity to preview your batch

group change before submitting

New Group*

1131 - Load Testing MiramarAgent Test Bulk Group Change.csv
[0 Show records with errors only

SSN First Name Last Name
000000002 Smoe

000000397 test

555555550 l Agent not an active member of group l

3 results

Your batch group change has 3 agent records, 1 of which have an error

Please correct all errors and reload the file,
G

MESSAGES

Messaging provides plan administrators an efficient way to communicate to agents through the system.
The Messaging Center may be used to send messages to an individual, a group, or everyone enrolled in a
specific program. Data is captured on messages sent through the system, which allows plans to capture

and report confirmation of receipt.

If you have new or unread messages in your inbox, a red indicator will display next to the envelope icon
at the top of your dashboard next to the agent search bar.
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To open the Messaging Center, click Messages from the Onboarding menu on the left side of your screen;

or to access from your dashboard, click on the envelope icon > Jocated at the top of your screen next to
the agent search bar.

B miramar

Best Healgh  Plan Admin Dashboard
=

"PROGRAM STATUS

'DOCUMENT REVIEW QUEE

Once you have opened the messaging center, you will view your Inbox. Unread messages will be marked
with a red flag in the top left corner of the message summary. To view only unread messages, check the
box next to Show unread messages only.

After you have clicked into a message, it will be marked as read and will record the time and date you
opened the message. You can also view sent messages by clicking into the Sent folder to the left of the
messaging center.

Iﬁg mirOmor:ogenT Q. Search for agent by name, username, email, NPN, SSN or ID Needelpy 5  ConveyAdminTestAdmin

Messages

Best Health

For semiors simee 1998

[ Show unread messages only -

® Compose Gorman Admin e
Tof27 > om o

£ Inbox 241972019 11:33 resting the color

Testing the color essage read 2/26/21
é 1 ~ g )

[Vanessa Martin|

Pending Agent Group..

Cynthia Case 24421
0J Messages Pending Agent Group...
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How do | send a message?
To send a message, click Compose from the messaging center; or from your dashboard, click the + at the

top of the New Messages widget.

Need Help? ConveyAdmin TestAdmin «,

Iﬁg miromor:ogem Q. Search for agent by name, username, email, NPN, SSN or ID

Best Health | Messages

For seniors since 1998 () Show unread messages only
Gorman Admin
10f27 > »

£ Inbox testing the color

Testing the color
é Sent 2

Pending Agent Group..

Pending Agent Group..

B Messages

To compose a message, select the recipient type: Individual, Group, or Program. Once you have selected

the recipient type, you will be able to search for them in the To: text box.

If you select Individual, you will need to choose whether the recipient is an agent or plan administrator.

From there, you may search by name, email address, or NPN.

If you select Group or Program, start typing the name of the group or program. To aid in your search, the
group or program name will begin to autofill using information already contained in Miramar:Agent.

To complete your message, add the subject and body of the message.

EIfl QUICK TIP: The system default allows recipients to reply to your messages. To send a message and
prevent replies, deselect Can recipient(s) reply? at the bottom left of the message.
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When you are ready to send your message, click Send in the bottom right side of the screen.

Iﬁg mira mor:ogem \Q@ 3, Search for agent by name, username, email, NPN, SSN or ID Need Help? ConveyAdmin TestAdmin I

Messages

Best Health

For semiors sinee 1998
£ Inbox
Recipient @ Agent © Plan Admin
£5 Sent To Agent name, email, NPN
Subject:
Body:

@ Can recipient(s) reply? l

PROGRAMS

To manage your Programs, click the Programs icon in the Onboarding Menu to the left of the screen; or
from your dashboard, click View All under the Program Status widget.

—
Isg miramar:agent €D

Best Health Plan Admin Dashboard Select Groups

For saniers sincs 1998 Alert: Need help?

PROGRAM STATUS

General PIN Agents Not Started Agents In Progress Agents Completed

Leam mare

Program Name

1

Best Health 2017 Annual N

1

3l 0 1
T y ding Test [}
DOCUMENT REVIEW QUEUE Q

D Agent Name Agent NPN Group Program Title Upload Date

No documents ta review

TO DO LIST Q

Uicense Overrides Background Checks Appol Regulatery Actions

Agent Name AgenthNPN Group Program Date Description
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Once you have clicked into Programs or View All, you will be taken to your Program Management index.
To pull a report of all program registration PIN codes, click PIN Report at the top right of the browser
screen.

El’l NOTE: The General PIN listed in the Programs index can be used for any agent who is already
associated to your plan. Using a group-specific PIN is only required upon initial registration.

To view specific program information, including group-specific PIN codes and notification settings, or to
view program agents or enroll agents, click into the program name.

Isg miramar:.agent € arch for agent & . NPN, SSN S

Best Health Program Management Enroll Batch

Far seniors sinee 1998 PROGRAMS

Benefit vear:

Benefit Year v Name General PIN Groups

=0 - - e Load Testing. ABC Agency / Jones GA, April Agency Ltd, BlueAZ. Dema Group, Display
- - = Group, Example Group, Forum Demo, HealthFirst Dema, test group 3
B thealthsample), ABC Agency / Jones GA (ABCAgency), April Agency Lid

enrolime
. Load Testing (LoaTest

Apeil Agency Ltd (Testing123)

April Agency L

Apri Agency Lid frestipawn)

April Agency Ltd (demopin! 23), HealthFirst Demo (HealthFirstDemo), Demo Group
(D=mon23)

@ Programs

test group 3, April Agency Lid (testuam3)
Apeil Agency Ld master3)
April Agency Lid, Load Testing (GHGTest1)

10 results.

Here you will be able to view general program setup information, including groups and their specific PIN
codes, and notification settings. Programs are set up during your annual configuration with your PM. To
add a new program or edit an existing program, reach out to your assigned PM.
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To view all agents enrolled in the program and their status, click View Program Agents in the top right

corner of the browser screen.

To learn how to enroll agents into a program, continue reading.

—
B8 miramar:agent =&,

Best Health Plan, Inc

| @Hepr @  GHGAdmInTestAdmin o,

Program: Best Health Migration Test

Best Health

For seniors since 1998

GENERAL INFORMATION

Program Name*

Best Health Migration Test

Start Date*

06/05/2022

Prior Program Completion

Progra
Line(s) of Business
Select.~

Help Box Text

Is NPN Required?
Start Workflow Automatically?

Is OIG/GSA program?

GROUPS
Group ID Group Name PIN
1245 Captive
#+ To Do List
19 FMO Agency X

5 commissions

MigrationTest2023

Enrollment Agent Type*
Agent

Stop New Enrollments Date

General PIN

Hide on Agent Dashboard?

Allow enrollments from all groups?

Partial Enroll
Partial Enroll

- View Program Agents

Benefit Year
2023

Stop All Activity Date

Auto Freeze Days After Enrollment

Hide on Plan Manager Dashboard?

Avoid restarting workflow for group changes?

Cancel

From the Program Agent Management index, you can view enrollment date, start date, completed date,

and the status of each agent enrolled into the program.

IE':," miramar:agent €@

B(‘§l "Plll‘ll Program Agent Management

For seniors sines 1998

v

0 Agent Name & Agent NN

Envollment Date

172017

26201

PROGRAM AGENTS

Start Date

Completed Date
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How do | enroll agents into a program?
To enroll agents into a program, start by clicking into the program name from the Program Management
index or from the programs widget on your dashboard.

Full Group Enrollment
To enroll every agent associated to an individual group, click Enroll next to the group name you are wishing
to enroll. This will enroll all current and future agents associated with this group.

EIfl IMPORTANT NOTE: Once you enroll an agent, you cannot un-enroll them. Please be mindful of this
when enrolling agents.

—
Eg miramar ogerﬁ S@l Best Health Plan, Inc v| @Hepr s GHGAdmin TestAdmin
Best Health | Prosram: Best Health Migration Test
For seniors since 1998
GENERAL INFORMATION

Program Name* Enrollment Agent Type* Benefit Year
Best Health Migration Test Agent v 2023

Start Date* Stop New Enrollments Date Stop All Activity Date
06/05/2022

Prior Program Completion General PIN Auto Freeze Days After Enroliment

Program name.
Line(s) of Business
Select... ~

Help Box Text

Is NPN Required? Hide on Agent Dashboard? Hide on Plan Manager Dashboard?
Start Workflow Automatically? Allow enrollments from all groups? Avoid restarting workflow for group changes?
15 OIG/GSA program?
GROUPS
Group ID Group Name PIN

1245 Captive MigrationTest2023 l Partial Enroll
*** To Do List
T e rye— partal vl

5 commissions

A pop-up will appear asking you to confirm you want to enroll all agents into the group.

Confirm

Are you sure you want to enroll this group in the program?

Cancel Enroll
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Partial Enrollment
To enroll only certain individuals from a group, select Partial Enroll next to the group name from which
you wish to enroll agents.

—
Eg miramar: QgemT S@T\ Best Health Plan, Inc v @Hepr & OHOGAdmInTestAdmin
Best Healgh | Program: Best Health Migration Test
For seniors sinee 1998
GENERAL INFORMATION

Program Name* Enrollment Agent Type* Benefit Year
Best Health Migration Test Agent ~ 2023

Start Date* Stop New Enrollments Date Stop All Activity Date
06/05/2022

Prior Program Completion General PIN Auto Freeze Days After Enrollment
Program name.

Line(s) of Business

Select... v
Help Box Text
%
Is NPN Required? Hide on Agent Dashboard? Hide on Plan Manager Dashboard?
start Workflow Automatically? Allow enraliments from all groups? Avoid restarting workflow for group changes?
Is OIG/GSA program?
GROUPS
Group ID Group Name PIN
1245 Caprive MigrationTest2023 Partial Enroll _
++ To Do List
" FUto Agency X paral Enol

5 commissions

After clicking into Partial Enroll, you will be prompted to upload a list of agents using the provided
template, which can be downloaded by clicking into the template link.

The template will require you to provide SSN, and NPN is optional. Once you have completed the required
information on the upload template, save the file to your documents, then upload it to Miramar:Agent by
clicking Browse.

EIl NOTE: The template format must be used, otherwise the file will error out. Files must also be saved in
CSV (comma delimited) format in order to be uploaded.

Iﬁgmw‘cmmrzc:;eﬂ = o Admin Test .

Bl‘§‘ Hcallh Partial Group Enrollment

o o 1008
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Once you have selected the file, the agent’s information will populate on the same screen. If the
information you have uploaded looks correct and there are no errors, select Enroll Group Members at
the bottom right.

NeedHelpr £  ConveyAdmin TestAdmin o,

Partial Group Enroliment
Best Health New Hire Program

To enroll a st of agents from Load Testing into Best Health New Hire Program, complete the template and then upload it. You will have the opportunity to preview your batch enrollment before submittng

*** Onboarding MiramarAgent Test Partial Enrollment Progr:

SSN NPN First Name Last Name
124124121 Test
000000857 test

999912936 test

3 results
Your batch enroliment has 3 group membership recards

To enroll the entire batch, please click the "Enroll Group Members" button.

Upload Errors
If there are any errors in the file, you will not be able to upload it until they have been corrected.

You will be able to review any errors from this same page. To easily view only the agents who errored out,
check the box next to Show records with errors only.

An explanation of the error will be in the last column in red font. Correct any issues in the file and re-
upload.

IEE miramar:agent € Search for agent by name, username, email, NPN, SSN or ID NeedHelpy  Conveyhdmin Testhdmin ,

Best Health Partial Group Enroliment

Best Health New Hire Program
For seniors sinee 1998
To enroll a list of agents from Load Testing into Best Health New Hire Program, complete the template and then upload it. You will have the opportunity to preview your batch enroliment before submitting

** Onboarding MiramarAgent Test Partial Enrollment Progr:

how records with errors only
SSN First Name Last Name
124124121 test
000000657 test
999912936 test

000012635 Brandon adst

4results

Your batch enrollment has 4 group membership records, 1 of which have an error.

Please correct all errors and reload the file. Enroll Group Members
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Registration PIN Codes
If you do not elect to pre-enroll agents, you also have the option for the agent to enroll themselves using
a registration PIN code.

New agents will need the group-specific PIN code when they register as an agent from the Miramar:Agent
login page. The group-specific PIN code is required for new agents to register since an agent is required
to be assigned a group upon initial registration.

Existing agents register for the program from their agent dashboard by using either the group-specific or
general PIN code.

Best Health | *™

Batch Program Enrollment
This option can be used if you have the need to enroll agents into multiple programs at one time.

Eg NOTE: This option should only be used for agents who are already enrolled into the system.

—
Iﬁgmiromcr.ugc-m o Conveydmin TestAdmin +,

‘ Program Management Enroll Bawch | PIN Repart
Best Health 2 &

After clicking into Enroll Batch, you will be prompted to upload a list of agents using the provided
template, which can be downloaded by clicking into the template link.
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The template will require you to provide Program ID and SSN, and NPN is optional. Once you have
completed the required information on the upload template, save the file to your documents, then upload

it to Miramar:Agent by clicking Browse.

EIL1 NOTE: The template format must be used, otherwise the file will error out. Files must also be saved in
CSV (comma delimited) format in order to be uploaded.

IEE miramar:ogent &

BE‘“ HPI]"'I Multiple Program Enrollment

For saniors simes 1998

Similar to the Partial Enrollment upload, once you have selected the file, the agent’s information will
populate on the same screen. If the information you have uploaded looks correct and there are no errors,

select Enroll Entire Batch at the bottom right.

B8 miramar:agent & Best Health Plan, Inc v | @Hei
. Multiple Program Enrollment
Best Health ple Frog
For semiers simen 1598 To enroll 3 1ist of agents Into muRiple programs, complete tha tempiate and then upload ft. You wil have the oppartunity to preview your batch enrollment before suBMItNg.
Note: You are oniy required to provide elther the agent's NPN OR S5M.
MultipleProgramBatchUpload.csv

Row ProgramiD SSN NPN First Name Last Narme
1 2651 535555535 =1 Manzuet
1 resul
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READY TO SELL

To manage agents who have been assigned a Ready to Sell (RTS) status, click Ready to Sell in the
Onboarding Menu to the left of the screen; or from your dashboard, click View All under the Ready to Sell
widget.

RTS is a static status assigned at the time the agent goes through his or her certification program, after he
or she has completed all required steps determined by each individual plan. RTS most commonly includes
the confirmation of an active license and appointment. Because RTS ties to license and appointment, an
agent may have multiple RTS statuses per plan if he or she is licensed and appointed in multiple states.

—
Iﬁgmirgmor:ogenl (=] hfor : mail, NP, SSN or Necd Help ConveyAdmin TesuAdmin

“egt lleal‘h Plan Admin Dashboard Select Groups v

For saniers sincs 1998 Alert: Need help?

Leam mare

PROGRAM STATUS

Program Name General PIN Agents Not Started Agents In Progress Agents Completed

1 [ 0

1

DOCUMENT REVIEW QUEUE
Agent NPN Group Program

No documents ta review

TO DO LIST
Uicense Overrides Background Checks pointment Errors Regulatory Actions

Agent Name AgenthNPN Description
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B miramar:agent & Best Health Plan
Agent Name AZEntHEN Current Graup Fequested Group
I'PQ‘ Ill‘ﬂhll Mo group change requests
- — | ——

READY TO SELL

203 24
Contract Seate
Total Good Standing Total Good Standing
1245 Capwe 564
Goid Plan (H1234) AK a o o o
2350  Convey Commission oevelapment team o
Goid Plan (H1234) LA a o o o
445 FMO Agency X
Goid Plan (H1234) NY a o o o
1209 15
= . Best Health Texas (H1234) ™ a a o o
Best Health Ohlo (HS67E) oH a o o o
1243 GALG
- Best Health Michigan (H3876) M a o o o
2 ngerm =
Siiver Plan (H1111) cA a o o o
Siiver Plan (H1111) ™ a o o o
Dema AZ o o o o
Dema Cot Dc a a 0 0

Best Health Plans (H3935) AZ [ Q o o

Health Plans (H3995)

Once you have clicked into Ready to Sell or View All, you will be taken to the Ready to Sell index. Here
you will find all agents with a Ready to Sell status, including the contract, state, benefit year, and
effective date of their status.

EIl NOTE: The last two columns show the status of the agent’s license and appointment. A red X indicates
an inactive status, and a green check mark (v') indicates an active status. You also have the ability to
filter on these statuses.

B8 miramar:agent ! Best Health Plan, Inc v | @nep CHGAGmin Testhdmin .,
Best Health | RexdyTosel
e | R ——
s oriE Senedt vear o | croup | s | Licensea: w | appaimtea: v [ Bxpart
Regulstory Clearance: ~
° pgent e PR P - menemwsr | 0w e |checoenaey | Umemes | sppaied PR
607560 DeMuia. Dave 100 000432 nternal Best Heamn Plans (H9999) 09 Medicare oc x x -
486730 Test. BestHealthé? Load Testing Siiver Plan(H1111) 2021 Medicare A ® *® -
486720 Test, BestHealthés Load Testing Sliver Blan(H1111) 2021 Medicare [} x x -
486728 Test, BestHealthé 234566 Load Testing Siver Blan(H1111) 2021 Medicare CA x x -
486727 Test, BestHealths Load Testing Sliver Pan (H1111) 0 Medicare A x ® -
P - remss | tsTemnz | Swersenin 21 Mt | = = z
e —— Jr— == e | ® = - z
478341 Test GHE capuve 019 Megicare oc ® x v
331552 1est GHG Laag Testing 09 Medicare oc ® ® b
331551 test GHG Load Testing 09 Medicare =< x x J
72 resus snow:| 10 W |mEms 1ofd » -
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TRAINING

To manage agents’ training records, click Training in the Onboarding Menu to the left of the screen; or
from your dashboard, click View All under the Training widget.

B8 miramar:agent & Best Heakeh Pian, Inc v | @res CHGAdmin TestAdmin

Best Health

GROUPS READY TO SELL

D Name Agents x 024
Contract State
Totsl  GoodStanding  Totsl  Good Standing

1245 Captive 664

Gold Pian (H1234)
ommission development team 0

, Gold Pian (H1234)
Gold Pian (H1234)

Best Health Texas (H1234)

Best Health Ohio (H5678)
Best Health Michigan (HS876)

Sibver Plan (H1111

Load Testing

Demx

Dema Co

Best Health Plans (H9998)

Best Health Plans (H9998)

TRAINING

Enrolled Agents Completed Agents

No results

Once you have clicked into Training or View All, you will be taken to the Agent Training index where you
will be able to view course enrollment date, number of attempts, score, completion date, and status.

Iﬁgm\mmor L= s el eyAdmin TestAdmin

B “P&Illll Agent Training

For semiors sinee 1998 AGENT TRAINING

v
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USERS

To manage users, including agents and plan administrators, click Users from the Onboarding menu to the
left side of the screen. Here you will see the User Management index where you can click into any of the
agent IDs to view basic agent information and add/edit plan administrator permissions.

You can also terminate agents at a plan level and add new plan administrators from this page.

| @

Best Healtn Pian. Inc

Bq miramar:agent &

Besi Health | VserManagement
i
. — F— [ Exgort

Rois: | ProfileStstus:| actve % | [ Incluge pian Inacive agents

0l First LastName & email Role
132665 ALexander Crera tinvalld Dup Accaunt) Age
2023CommContract26Ed theresa.moadeswilerup@cedano.com Age
B436 maresz moageswierup@Imal com Age
ome dmin omt@gormenheathgroup.com Flzn Mznager
sestrizann Ao ZDTTaN NEsMnEMDUp. Sema@EMalLcom 12 Misnager
7763 Tes Amin iENs@USpE Com =t
0428 est sgent neskngroup.com 2
528 2023CommContract2333 swilerupdccdano.com Agan

Plan Manager. Agent

amber

stemaHe

3335 resums
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How do | add a new Plan Manager?
Managers can be added by creating a new account under the Plan Manager role or by adding the
necessary admin permissions to an existing agent account.

New Plan Manager

To create a new plan manager account, click Add New Account from the User Management index. The
role of Plan Manager will be selected and below this, permissions can be selected individually for the Plan
Manager role.

EIFl QUICK TIP: It is best practice to add plan administrator permissions to an existing agent account, as
agent abilities cannot be added to a plan administrator account.

B3 miramar:agent &8 Best Health Plan. Inc v | @ veip? 3’3‘-=”':-°”‘ v

Best Health | Uservinagemen
— - —
LS Search:| Name email NPN_ o 55| Role: | ProfleSius | scme W [ Include plan Inactive agents [ Expart
Y LastName & Email Ralefs) Profile Status Current Group
88245 temagentd2aTe 2023CommContract 2568 theresa.rhoadeswilierup@oddano.com Agent Active Load Testing
omt admin omt@gormanheatthgroup.com it
BestHearn Acmin g0rman.neamtngroup.oema@gmall.com Active

2023Commeontractze33 AP testagent 82455 e Load Testing
7 Barmia Pian Manager, Agant Amve
Biling Agent scve Load Testing
3335 resuits Show:| 10 |iems of334 e

Once you have clicked into Add New Account, you will be prompted to fill out basic agent information.
First Name, Last Name, Email, and User Name are required to create a new account.
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Select which permissions you want to give the plan manager. If they should only be able to view certain
groups, be sure to select the group(s) by typing them into the text box under Groups. Once you have
selected the permissions you wish to give them, click Save.

Click Save to create the plan administrator account. An email will be sent to the new plan administrator
with temporary log in instructions.

Add New System User Active

‘GENERAL INFORMATION

Arst Hame* Last Name* Emall*

User Name* Primary Phone Number Extension

ROLES/PERMISSIONS + Add Role
Plan Manager - Best Health Plan_ Inc

Aole* Pizn Groups

Plan Managsr ~ | - Best Health Flan. Inc

/ﬁ ExtErman \
Permissions:

O sesect Al

General and Onboarding Oversight Commissions
0O Aad agents O Manage envoliment files

0O coa shboard
[ Terminate agem

it group

[ Generate Statements
0O Inguiry

[ Vertfy Paymant

O owerride Canfiguration
O Ru
O Transfes
[ Ao Entty
[ Edit Entity

Existing Agent

To add plan administrator permissions to an existing agent, start by searching for the agent under the
User Management index. Click into the agent’s ID.

r —_ -
B8 miramar:agent &, P v | @reiz GHGAGmin TestAcmin L,

i et | e |
Best Healgh | User Management SN
iy
Searcn:| Name username emal NP 5 Aole: ~ | Profie matus:| scvve | [0 Include plan Insctive agerts [F e

Last Name & Email

r4allc Dup ACERUITE)

2023CommCantract255a theresa. moadeswilerup@ccidanc.com
62036 heresa moadeswmerup@zmalcom
admin cmibgormanhealthgroup.com

Agrmin ‘gorman nearngroup. cema@gmal com
armin gns@uspg.com

e neasngreuz.com

a Bar:

e = Billing
335 resuns now: e of33a -
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Here you will see the individual agent’s basic information, including username and his or her roles and
permissions. To add administrator permissions, click Add Role.

—

B8 miramar:agent & Best Health Plan, Inc v | @ne2 v

Best Health | Ve Toszecszis
For sembers vimen | 568

GENERAL INFORMATION
L Last Mame# Eman

82486 theresa.mosasswllierup@gmall.com

Extension

5 Subseribed NIPR? Mationai Producer Number

NPN Laokup

ROLES/PERMISSIONS -
T) This user 1= 2n agent

Select which permissions you want to give the plan manager. If they should only be able to view certain
groups, be sure to select the group(s) by typing them into the text box under Groups. Once you have
selected the permissions you wish to give them, click Save.

—
Iﬁg miramar:agent €

Best Health | UseroHores

GENERAL INFORMATION

SESSENEEEEEQ
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How do | terminate an agent at the plan level?

Terminating an agent at the plan level will disassociate the agent from the plan. When they log in to their
agent dashboard, they will no longer see your plan information or be able to start or continue your plan’s
programs.

en

L3 Agent appointments MUST be terminated prior to terminating that agent from their plan
affiliation. Failure to do this will end your access to terminate that agent’s appointments at a later
time.

Terminating individual agent appointments can be done from Agent Appointments or can be done in
batch via the Appointing Entity Management selection from the gear () icon at the top right. Details to
this process are referred to on Page 69 under Agent Appointments.

Enter the User Management Index to access your options regarding Agent addition or termination. To
initiate an individual or batch termination, click Terminate Agents.

Iﬁgn’\irumol‘ugenl S Best Health Plan, Inc v | @Hep?

User Management — R

search:| Name, uses e, emall, NP Role: v | Profieswats: Acive v | [J include plan Inactive agents [ export

D First Name. Last Name & Email Role(s) Profile Status Current Group
ALexander Cirera (invalid Dup Account) Agent Active Captive

testagenta2479 2023CommContract268s theresa rhoadeswillerup@beidaho.com Agent Active

Testagent 82486 theresa rhoadeswillerup@gmail com Agent Actve
omt admin omt@gormanhealthgroup.com pian Manager Active

BestHesitn Admin goman hesthgroup.demo@gmall.com Plan Manager Active

et Admin aburroughs@uspl.com Plan Manager, Agent Actve

Test Agent aburpee@gormanhealthgroup.com Plan Manager Active

2023CommContract2s33 Alp testagent 82425 theresa rhoadeswillerup@beidaho.com Agent Active Load Testing

Amber Bartko abartko@conveyhs.com Plan Manager, Agent Active

85581 eternalHealth siling testa4012@example.com Agent Active Load Testing

3,335 results show:| 10 v |ltems 10f334 > »

After clicking into Terminate Agents, you will be prompted to upload a list of agents using the provided
template, which can be downloaded by clicking into the template link.

The template will require you to provide SSN, and NPN is optional. Once you have completed the required
information on the upload template, save the file to your documents, then upload it to Miramar:Agent by
clicking Browse.

EIFl NOTE: The template format must be used, otherwise the file will error out. Files must also be saved in
CSV (comma delimited) format in order to be uploaded.
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IEgmwomor.cgem L= ' f noeyhdmin Teszhdenn.

Best Health Batch Terminate

For semiors sincs 1998
Toterminate st of agents, speciy e agents youd ke o erminte by corpled e apioad . You wll e the GpRSFUNTy o preview your BAKER Lerminate before SUbmting
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Once you have selected the file, the agent’s information will populate on the same screen. If the
information you have uploaded looks correct and there are no errors, select Terminate at the bottom
right.

Iﬁg miramar:agent s & search for agent by name, username, email, NN, S5N or ID NeedHelp  #  Conveyhdmin Testhdmin

Best Health Batch Terminate

Agents

For samiors since 1998

To terminate a list of agents, specify the agents youd like to terminate by completing the template and then upload It You will have the opportunity to preview your batch terminate before submitting

MiramarAgent Test Agent Terminations.csv  [REENEc.

SSN NPN First Name Last Name
000000609 GHGG Test
999900000 GHG Test

(ARRERRIT] GHG Test

3 results

Your batch terminate has 3 agent records.
To terminate the entire batch, please click the "Terminate” button.

TO DO LIST

Actionable items for plan managers can be managed from the To Do List, which can be accessed by
opening the To Do List in the Onboarding Menu and selecting one of the categories: Licenses, Regulatory
Actions, Background Checks, Appointment Errors, Agent Terminations, Termination Errors or Other. You
can also find the most recent actionable items under the To Do Queue widget on your dashboard.

EIL1 IMPORTANT NOTE: The To Do Queue is crucial to the management and success of your programs and
should be reviewed daily by a plan administrator.

—
Iﬁgmnumurugenl (o= B Best Heakh Plan, Inc v| ®He GHGAGMIN TestAdm o,

Plan Manager Dashboard Select Groups v

Best Health

For coniors cines 1008

PROGRAM STATUS

Program Name General PIN Agents Not Started Agents In Progress. Agents Completed

Best Health Agent Onboarding and Certfication 18 3 1

Health Form Test o 1 4

Best Health

Monithly OIG Gsa Check o 12 1
e ______________________________________________________|
DOCUMENT REVIEW QUEUE Q

D Agent Name Agent NPN Group Program Title Upioad Date

19647 Dellia, Dave102 Load Testing Best Health Agent Onboarding and Certfication Custom Document Upload 0/31/2022

17465 Test. BestHealthca Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 10/18/2021

173668 user, Test Load Testing Best Heakih Agent Onboarding and Certfication Custom Documment Upload 101372021

173447 Test GHG Load Testing Best Health agent Onboarding and Certrication Custom Document Upload 101372021

173185 Test, BestHealthed Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 10/12/2021

“

TODO LIST Q

wienses Background Checks Aopcintment Eros Tarmination ors Reguisory Acions Otner
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To manage each individual queue, click into the actionable button under the description of each queue.

Iﬁgmwomor:ogem o= 2y Best Health Plan, Inc | Orepr & GHGAdminTestadmin

Best Health To Do List Agent Termination

TO DO LIST ITEMS

Search: ame, e Submit | Groups:| Select.~ | Programs: Select..~

AgentName AgentNPN Group Program Item Date & Description

test, GHG Load Testing Best Health Agent Onbearding and Certification v nan- Admin Review

LoadTesting  Best Health Agent Onboarding and Cerrification o 08/16/2018 Admin Review
LoadTestng  Best Health Agent Gnbaarding and Certification o 08/07/2018 Admin Review
LoadTesting  Best Health Agent Onboarding and Certification X 08/07/2018 Admin Review

Aresults

KNOWLEDGE BASE

To access the Miramar:Agent Knowledge Base click Help? from the top of any Miramar:Agent page, or
Knowledge Base from the Onboarding menu on the left side of your screen or from your dashboard.

B8 miramar:agent E Best Health Plan, Inc -®Ha\p? fp GHoAdminTestadmin |,

Best Health Plan Manager Dashboard Select Groups v/
For semiors since 1993
PROGRAM STATUS I
Program Name General PIN Agents Not Started Agents In Progress Agents Completed
Best Health Agent Onboarding and Certification 18 38 14
Best Health Form Test o 1 4

Best Health Migration Test ‘ C 2

Monthly OIG GSA Check

DOCUMENT REVIEW QUEUE

Agent Name Agent NPN Group Program Title Upload Date
196476 DeMilia, Dave103 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 08/31/2022
174657 Test BestHealthss Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 10/19/2021
173668 user, Test Load Testing Best Health Agent Onboarding and Certfication Custom Document Upload 10/13/2021
173447 Test GHG Load Testing Best Health Agent Onboarding and Certfication Custom Document Upload 10/13/2021
173165 Test BestHealthss Load Testing Best Health Agent Onboarding and Certfication Custom Document Upload 101242021

TO DO LIST
To Do List
Licenses Background Checks Appointment Errors Termination Errors Regulatory Actions Other

B commissions Agent Name Agent NPN Group Program Date Description

**=  Oversight No agent termination tasks

AGENT GROUP CHANGE REQUESTS
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Frequently asked questions and helpful training tips are easily available from the Knowledge Base,
including this user guide. Frequently asked questions and helpful training tips for agents can be found on
the Knowledge Base homepage. If you need assistance, you can log a ticket by clicking Submit Ticket and
a representative from our support center will respond within 24 hours.

B8 miramar:agent 5 Best Health Plan, Inc v| @uepr £ CHEATINTesAGTIN

Best Health =
For semiors sinee 1998 Knowledge Base _

Registration and Login Supported Browsers and Settings

How do | retrie

How do | reset my

How do | register my agency? What if I'm hav s in Chrome?

How do | change my Graup (FMO/affiliation/etc)? What if I'm having issues in Internet Explorer?
How do | change my username? How do | add Miramar-Agent as a trusted site in my browser?

View all View all

Administrator Resources Release Notes

IMPERSONATING AN AGENT

SEARCHING FOR AN AGENT

Miramar:Agent has a robust search engine. You can search for an agent, principal of an agency, or plan
administrator by entering a name, username, email, NPN, SSN, or user ID in the search field at the top of
the screen next to the magnifying glass. The search feature uses predictive text, so as you type, suggested
search results will populate in a menu below from which you can select.

mermGl’:OgenT @ ] Best Health Plan, Inc v | @Help? 2 ':‘f":‘gjmj!” Testadmin .,
Plan Manager Dashboard Select Groups ¥
- |
Program Name General PIN Agents Not Started Agents In Progress Agents Completed
Best Health Agent Onboarding and Certification 18 38 14
Best Health Form Test o 1 4
Best Health Migration Test o o 2
Monthly OIG GSA Check o 19 1

View All

DOCUMENT REVIEW QUEUE Q

D Agent Name AgentNPN Group Program Title Upload Date
196476 DeMilia, Dave103 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 08/31/2022

174657 Test, BesiHealthss Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 10/19/2021

173668 user, Test Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 10/13/2021

173447 Test, GHG Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 10/13/2021

173165 Test, BestHealth68 Load Testing Best Health Agent Onboarding and Certification Custom Document Upload 10/12/2021

View All
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EIl QUICK TIP: Searching with the most unique piece of information will narrow your results. For example,
when searching for John Smith NPN# 12345, entering only the NPN# 12345 will provide the most
concise search.

AGENT DASHBOARD

Once you have located an agent’s account, you will see his or her dashboard as he or she would see it
when logged in to the system. However, as an administrator, you will have some additional functionality
as well. You will only be able to see agents’ accounts within your specific plan.

How do | register an agent for a program?
You can register for a new program from the Agent Dashboard by clicking the Register New button at the
top right of the Programs section near the top of the page.

—
E8 miramar:agent &= @ Heipy  SHGAOMIN Testadmin
Agent Dashboard Regjster New Program -
ACTIVE PROGRAMS Q READY TO SELL I
Test program o Plan ContractName Contract# State Benefit¥ear Effective  In Good Standing
o No resuits
GROUPS
writing
Plan Group StartDate - "
Billing. 05/25/2021
7777777777777777 Agent Pipeline 09M14/2021
GS National 05/25/2021
SE"\D.TSE’V\EE: of Nerth 0171972022
America, Inc.
vear Rouna 06/26/2013
RECENT TRAINING
pian Course Name Enralled Date Amempt score passed Completed Date
No results

Once you click the button, you will be prompted to enter the program registration PIN code, found under
the Program Setup, and click Submit. PIN codes are not case sensitive.
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Agent Dashboard
Q

ACTIVE PROGRAMS

Register for a new program

Enter a valid registration code®

View All

The following screen will pop up to show you have registered successfully. After clicking OK, you can
click the refresh icon in the top right corner of the Programs widget to see the new program on your
dashboard.

Success

You were successfully registered in the Best Health Certification Demo program and
were also added to the Direct group!

The program will appear in the In-Progress programs tab on your dashboard shortly.

Agent Dashboard

ACTIVE PROGRAMS Q

Ft. Lauderdale, FL Chicago, IL ' Port St. Lucie, FL ' Miramar, FL | Pompano Beach, FL ' Lenexa, KS ' Yuma, AZ  Manila, PHL

© 2020 Convey Health Solutions




E8 convey”

AGENT APPOINTMENTS

To view an agent’s appointments, click Agent Appointments in the Agent Dashboard menu to the left of
the screen.

B8 mircamar:agent &= @ hagr GHGAGTIN TEAITIN

Agent Dashboard Register New Program
ACTIVE PROGRAMS Q READY TO SELL I
e Plan ContractName Contract# State BenefitYear Effective In Good Standing
e
No results
View All
GROUPS
Writing
Plan Group SwreDate o
Billing. 05/25/2021
Agent Pipeling 09/14/2021
GS National 05/25/2021
Senior Services of North 011912022
America, Inc.
Year Round 06/26/2019

Cr—

Once on the Agent Appointments screen, you can filter by appointment status and state.

EI1 NOTE: Appointments for plans shown under the agent’s Groups tab of his or her dashboard are the
only appointments that will display in the system.

How do | terminate an agent’s appointment?

From the Agent Appointments index, you have the ability to terminate the agent’s appointments.
Click Terminate next to the appointment you wish to terminate.

I AGENT APPOINTMENTS I

Plan ~ | Sme v | SEws v [ Export
Plan(s) Appointing Entity & State ES:E Start Date E:a Status PDB LOA Description PDB Effective Date ;2:!'55“ LOA Renewal Date
™ an 031772023 Pending
LA 36 03172023 Pending
GA 0 03/132023 Appointed 33%;;;0 - -
A 36 031132023 Appointed  Life, Accident & Health wzgfoaczouo i?%?i’]_m
Ms 23 031372023 Appointed  No LOA Needed 33%;;;0 -

Once you have selected Terminate, a confirmation box will pop up. Select the Termination Reason from
the drop-down menu. Termination Reasons vary based on state. To confirm the termination, click
Terminate. To cancel the termination and return to the Agent Appointments index, click Cancel.
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Confirm

Are you sure you want to terminate this agent's appointment?
If so, please specify the reason for termination and click "Terminate".

Termination Reason*

Cancel Terminate
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Once the termination has been successfully submitted, you will see the green banner below at the bottom
of your browser screen.

J You terminated the agent appointment successfully!

AGENCY APPOINTMENTS

If an agent is registered as the Principal Agent of an agency, the agency’s appointments will be available
to view under the Agency Appointment index. Click Agency Appointments from the Agent Dashboard
menu.

-
B8 mircmar:agent =@ @ ey SHOTEST o

-
ACTIVE PROGRAMS Q READY TO SELL I
22 Plan Contract  Contract s state BN gecyye [N Good
o Name Year Standing

View All

TX 2023 07/08/2022 x

GROUPS

Plan Group StartDate  Writing Code

Appointment information is refreshed on a daily basis. Once you are in the agent’s Agency Appointment
index, you can filter by status.

Agency Appointments

AGENCY APPOINTMENTS

Status: 4

Agency Name Appointing Entity 4  State | LOACode  StartDate  EndDate  Status  PDBLOA Deseription PDB Effective Date LOA Issue Date LOA Renewal Date Status Reason
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DOCUMENTS

To view an agent’s Documents, click into Documents in the Agent Dashboard menu to the left of the

screen.
— —
B8 miramar:agent © e GHGAGIN TestAgmin
Agent Dashboard
T

als Plan ContractName Contract# State BenefitYear Effective In Good Standing

Ry
No results
View All
View All

GROUPS
Writing
Plan Group SwreDate o

Billing 05/25/2021
Agent Pipeline 0971472021
G5 National 05/25/2021
Senior Services of North SRR
America, Inc.

Year Round 06/26/2019

Cr—

Documents you will find here include training completion certificates, forms that were saved within your
plan’s onboarding program, or any other document the agents uploaded themselves into their Documents

section.

Upon initially clicking into the Documents section, no documents will be viewable. To view all of the agents
documents, click Search. You can also narrow your search by filtering on Benefit Year, Group, Document
Type, and date range.

miramar:agent =@ v SO

Document Management

DOCUMENTS I
) Search - [ Export

[} Export via FTP

BenefitYear: 2023 v | Plan) Select.v | Group: Selerr. v

FIP| v
Non-FTP export is limited to 10MB.
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You can view the individual document by clicking into the document ID.

B9 miramar:agent S Best Health Plan, Inc ~| @ reigz GHGAdmin TestAdmin .,
3 Document Management
Best Health 2
For semiors sincs 1993 T
Bencfitvear: 2023 ~| Group| Select ~ | Document| Select - | | StartDace to| End Date agents:| search for agents "
O Exciude gloval documents| - Search [ Export via FTP
FTP
-
Non-FTP export is limited to 10MB.
O by Document User Group 3::“ Title Filename Timestamp
™) 556-2023ComveyCore 59 Davel00 212272023
2] o tearn ot oo Dani 2023 2023 Convey_Core_Certificate_of_Completion_2023 2023 Convey_Core_Certificate_of Completion_2023.pdf e
) 2135259 952-2023 AHIP Certificate | 00000 GHG 2023 2023 AHIP Cenificans 2023 AHIPpaf 2/16/2023
test 1:599m
O 2132428  952- 2023 AHIP Certificate | o000 - GMG 2023 2023 AHIP Certificate 2023 AHIPpdf AT
test Z17pm
O 2128242 952 2023 AHIP Certificate :‘E: 'Efvm 2023 2023 AHIP Certificate + AHIP_Medicare_Certfication Matt Miles 2023 petf 1{;37';‘_023
O 2111773 952-2023 AHIP Certificate | 0 OhC 2023 2023 AHIP Certificate « 25smile jog TR
test &:38am

Additionally, the status of an uploaded document will appear next to the document title.

o Agrey ellipses (...) indicates the review is in progress.
e Agreen check mark (V') indicates the certificate was accepted.
e Ared Xindicates the certificate was rejected.

How do | upload a document to an agent’s profile?
Document uploads generally take place within programs. Programs will prompt agents to upload
documents as needed for verification within the program.

EIl IMPORTANT NOTE: Documents you upload in a program are stored to a system that does not accept

a3 the below characters. If your file has one of these characters, rename before uploading. If your
document has an extremely long name, you may also want to shorten it, as very long file paths may
result in errors.

e Tilde (™) e Quotation mark (")
e Number sign (#) e Braces({})
e Percent (%) e Backslash (\)

e Ampersand (&)
e Apostrophe (')
e  Plussign (+)
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How do | export an agents documents?
You have the ability to export an individual document by clicking into the documents ID number.

To export documents in bulk, you can export a limited amount of documents locally to the browser by
checking off the boxes next to the report ID and clicking Export. This is limited by the size of reports, so
you may only be able to download a few at a time.

You can also export an unlimited amount of reports by checking off the boxes next to the report ID,
selecting the FTP that you want it to deliver to and clicking Export via FTP.

Eﬂ IMPORTANT NOTE: If you do not have an FTP set up for delivery of reports and documents within
Miramar:Agent, please reach out to your designated Client Services Manager.

-
B8 miramar:agent =@ @ e G

Document Management

DOCUMENTS

Benefit Year: 2023 w | Plan: Select.. - | Group: Selecr. - Start Date to| End Date 0, Search [ Export
[ Export via FTP

Non-FTP export is limited to 10MB.

GROUPS

To view an agent’s full group history, including spans of previously associated groups, click Groups in the
Agent Dashboard menu. To view the agent’s current group affiliation, you can view the Groups widget on
the Agent Dashboard.

—
EQ miramar:agent A @ GHGTes

Agent Dashboard Register New Program
ACTIVE PROGRAMS Q READY TO SELL I
There are no programs currently in progress. Plan ContractName Contract# State BenefitYear Effective  In Good Standing

Plan Groun StartDate  Writing Code
® Samantan Samaritan 07/30/2020
B innns Honkins HealthCare 1€ Call Center 071132022
11 Horizon BCBSN) Marketplace Altomare Financial Group  10/26/2020

e . 0711212022

08/01/2016
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How do | initiate a group change?
In order to change an agent’s group, you will need the specific Group Code for the individual Group to

which they are changing. This code can be found on the Groups index on your Plan Administrator
dashboard.

Need Help? ConveyAdmin TestAdmin

IEE miramar:agent =& Q  search for agent by name, username, email, NPN, SSN or ID

Best Health Group Management

For seniors since 1998 ‘GROUPS

= Onboarding Search:| Name Group Type: ¥ Sews Acve ¥ (2 Export

[} Name a Group Type Code Reference ID Level 1 Agency Level 2 Agency Status
452 ABC Agengy / Jones GA Level 2 ABCAgengyjonesGA452 DELETEZ DELETES Active

From the agents Group Memberships index, you can initiate a group change for an agent by clicking

Change Group next to the agent’s current group.

B8 miramar:agent

Group Memberships

GROUPS

Plan a Group Start Date End Date Writing Code

Best Health Plan, Inc Load Testing 07/26/2017 - Change Group

1 result

Once you have clicked Change Group, a confirmation box will pop up on the screen. You will need to enter
the Group Code for the group to which you are wanting to change. This is found on the Group

Management index.

Enter the Group Code and click Search.

Confirm

Are you sure you want to leave the FMO Agency X group?

If so, please specify the code of the group you'd like to switch to and click "Change
Group"

Code*

Click Cancel at any time to return to the agent information page.

If the group code you entered is valid, you will get the confirmation in green.
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If the group code you entered is invalid, you will get the error message in red below. Refer to the Group

Management index to confirm the group code.

Confirm

Are you sure you want to leave the FMO Agency X group?

If so, please specify the code of the group you'd like to switch to and click "Change
Group”.

Code*

FMOAgencyZ1209piz

Could not find the group associated with the specified code.

LICENSES

To view an agent’s licenses, click Licenses in the Agent Dashboard menu to the left of the screen.

B8 miramar:agent -4

Dashboard

Register New Program

Agent Dashboard

[s]

ACTIVE PROGRAMS

There are no programs currently in progress

RECENT TRAINING

Plan Course Name Enrolied Date Attempt

No results

View All
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License information is refreshed on a daily basis.

Agent License Management
s

[ Export

State & License # License Class Line of Authority Effective Date Expiration Date Status

AL 3000710366 3 - Insurance Producer 935 - Accident & Health or Sickness 11/05/2019 02/28/2025 v Active

AR 19227076 3 - Insurance Producer 935 - Accident & Health or Sickness 09/11/2019 02/28/2025 v Adlive

AZ 19227076 89 - Insurance Producer 0935 - Accident & Health or Sickness 09/11/2019 02/28/2027 v Active

A 4002033 9354 - NON RESIDENT INSURANCE PRODUCER 3773 - ACCIDENT AND HEALTH AGENT 09/06/2019 09/30/2023 X Expired

cA 4002033 3-Insurance Producer 935 - Accident & Health or Sickness 09/06/2019 09/30/2023 v Adive

[¢4] 617669 3- Insurance Producer 823 - Accident and Health 09/12/2019 02/28/2025 v Active

a 19227076 3-Insurance Producer 935 - Accident & Health or Sickness 09/11/2019 02/28/2025 v Attive

DC 3002123010 3 - Insurance Producer 935 - Accident & Health or Sickness 09/02/2022 02/28/2024 v Active

DE 3000645699 3 - Insurance Producer 39 - Health 09/12/2019 02/28/2025 v Active

FL W397278 1-Agent 39 - Health 09/19/2019 v Adlive

39 restits Show: 10w |items Tofd » »

MESSAGES

To view an agent’s messages sent to or from your plan, click into Messages on the Agent Dashboard menu

or into the envelope icon >4 at the top of the page.

@ Helpz ©

ACTIVE PROGRAMS Q READY TO SELL I

There are no programs currenty in progress Plan ContractName  Contract# State BenefitYear Effective InGood Standing
loresus

GROUPS
Plan Group StartDate  Writing Code

07/30/2020

022
10/26/2020
07/12/2022

08/01/2016

C—
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PROGRAMS

The agent’s active, not started, or in-progress programs will appear on the Agent Dashboard under Active
Programs. To view all programs, including completed or frozen programs, click View All under the Active
Programs widget or Programs from the Agent Dashboard menu.

—
ent Orelgy CHETeSt
Agent Dashboard Register New Program
ACTIVE PROGRAMS Q READY TO SELL I
‘There are no programs currently in progress Plan ContractName Contract# State BenefitYear Effective  In Good Standing
GROUPS
Plan Group StartDate  Writing Code

07/30/2020

07/13/2022

) 10/26/2020

0711212022

08/01/2018

From the Program Enrollments index, you can search by program name and filter by program status. From
this index, you have insight into when the agent was enrolled, when they started, when they completed,
and if they are in progress, and what their current tasks are.

B8 miramar:agent &

@ veigy  GHGTest o

Program Enroliments

PROGRAMS

Search Submit | Seatus: v | AciveSams| acve v

Plan Benefi Year Program & Enroliment Date Start Date Completed Date Status Tasils)
w22 061102022 06/10/2022 Completed

Completza

Completza

06/10

2022 0671012022 0671012022

107 results Show| 10 | ie fefi v =

How do | freeze/unfreeze an agent’s program?
As a plan manager, you have the ability to freeze or unfreeze an agent’s program. To freeze a program
means you are no longer allowing the agent to action the program, and you can unfreeze at any time.
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Click Freeze to the right of the appropriate program. This change will be immediate, however, it can be
reversed at any time by clicking Unfreeze next to a frozen program.

B8 mircamar:agent

Program Enrollments
PROGRAMS
search:| Program name Ssubmit | Staws: v| acvesmws| acve v

Plan BenefitYear ~ Workflow  Program a Enrolment Date  Start Date Completed Date  Status Task(s)

Best Health Plan, Inc 2019 View Best Healtn 2019 Annual Medicare Certification 07/05/2017 071052017 07/05/2017 Terminated

BestHealth Plan, Inc | 2021 View Best Health Agent Onboarding and Certification 03/22/2023 Not Started ~

2 results

READY TO SELL

To view the agent’s most current RTS status, view the Ready to Sell widget on the right side of the Agent
Dashboard. To view a full history of the agent’s RTS status, click into View All from the Ready to Sell widget
or Ready to Sell from the Agent Dashboard menu.

g8 miromaragen! shate
Agent Dashboard

ACTIVE PROGRAMS READY TO SELL
Best Health Agent Onboarding and Certification m Plan ContractName Contract# State BenefitYear Effective In Good Standing

No results

View Al

GROUPS

Plan Group Start Date Writing Code
Best Health Plan, Inc Load Testing 03/22/2023

View All

RECENT TRAINING

Plan Course Name Enrolied Date Attempt. Score Passed Completed Date

No results

From the Ready to Sell index, you can filter by Benefit Year and State.
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B8 miramar:agent

Ready To Sell
Benefit Year: v State: ~v | Licensed ~ | Appainted ~v | Regulstory Clearance: v [ Export
Plan Contract Benefit Year Los State Effective Date v Licensed * Appointed * Regulatory Clearance *

No results

0 results

AGENT TRAINING

To view the agent’s most recent training information, view the Recent Training widget on the bottom of
the Agent Dashboard. To view a full history of the agent’s training information, click into View All from
the Training widget or Training from the Agent Dashboard menu.

B8 miramar:agent 4@ @helgr BHOTest o

Agent Dashboard Register New Program

ACTIVE PROGRAMS ) READY TO SELL

Best Health Agent Onboarding and Certfication ‘G [ P Contract#  Siate  BenefiVear  Effectve InGood Standing

Plan Group Start Date Writing Code

RECENT TRAINING
Attempt are s Completed Date

Mo results

From the Agent Training index, you can search by course name or filter by benefit year or passed status.

Agent Training

AGENT TRAINING

Search:| Course name Plan: v | Benefit Year: v Passed: A [} Export
D Plan Benefit Year Course D Course Name Enrolled Date & Attempts Used Score  Completed Date Passed
468107 2022 1936 TEST 2023 Core Medicare Training 05/24/2022 1 100 05/24/2022 Yes
468108 2022 1972 TEST Fraud Waste and Abuse Training 05/24/2022 1 100 05/25/2022 es
468130 2022 1970 TEST Compliance Training 05/25/2022 1 100 105/25/2022 Yes
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BANNING AN AGENT

Plan managers have the ability to ban an agent. Banning an agent will prevent the agent from registering
for the plan or completing any of the plan’s active certification programs. It will also end the agent’s group
affiliation and writing codes with your plan.

To ban an agent, click on the gear icon ** and select Ban Agent.

B8 miramar:agent

ACTIVE PROGRAMS Q

There are no programs currently in progress Plan ContractMame Contract# St Good Standing

A pop-up will ask you to confirm you want to ban the agent.

Confirm

Are you sure you want to ban GHG test from the Best Health Plan, Inc plan?

Override check for active appointments

You have the option to override the check for active appointments. If you choose to override the check
and continue to ban the agent, you will no longer have the ability to process appointment terminations
in Miramar:Agent for this agent while he or she remains banned.

Once you click Ban, the system will process your request. Banned agents are no longer affiliated with your
plan and will not be permitted to register for your programs.

You can also undo the ban. To do so, click on the gearicon =" and select Un-ban Agent.

B8 miramar:agent

&3 Dashboard

Admin Functions
e Agent Dashboard

Un
ACTIVE PROGRAMS Q READY TO SELL

DATA EXTRACTS
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REPORT MANAGEMENT

Miramar:Agent offers a robust reporting engine where you are able to build and customize your own
reports. To manage data extracts or reports, click Data Extracts in the Onboarding menu to the left of the
Dashboard. Once you have clicked into Data Extracts, you will be able to view the Data Extract
Management index.

_—
Iﬁgmlrcmcr:ogem D Best Health Plan, Inc | Omepr g GHGASTInTestadmin

Plan Manager Dashboard Select Groups v

PROGRAM STATUS I

Program Name General PIN Agents Not Started Agents In Progress Agents Completed

Best Health

For seniors since 1998

Best Health Agent Onboarding and Certification 19 38 14
Best Health Form Test 0 1 4

5 commissions
Best Health Migration Test ] [ 2

Monthly OIG GSA Check 0 19 "

View All

How do | create a new report?
To create a new report, from the Data Extract Management index, click Add New.

B8 mircmar:agent ! Best Health Plan, Inc v @uep £ GHGADMInTestadmin |,
Best Healgh | D3t Bxract Management -
e
Search:| Title, Ownel Status:|  Active v
D Title & Owner Creator Sending Mechanism Frequency Last Executed Last Executed By
7048 N - Email Daily 2/14/2023 9:34am

5 commissions

1 result

First, you will be required to fill out the information shown below. Once you have selected the delivery
type and a frequency, you will be asked to add email recipients or select the FTP site from a pre-populated
drop-down menu.
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Iﬁgmiromoragef‘r o ! Ademin o

Best Health Add New Data Extract

iors simee 1998

GENERAL INFORMATION

How do | edit an existing report?
To edit an existing report, from the Data Extract Management index, click the title of the report to access
the report setup screen.

Igg miramar:agent € ) el Canve esthdmin o

Data Extract Management

Best Healtl
.

For vemiors vimes

DATA EXTRACTS

ADDING FIELDS

Now that we have the general setup of the report complete, you will need to select the fields you want
included in the report. To view the fields available under each category, click the category name to open.

To add a field to your report, double click the field from the Available Fields list, and it will add to the
Included Fields list.

The title of the column will default to the field name, however, if you would like to name it something
else, you are able to add a custom title by typing it in the blank text field next to the included field name.
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s section by dauble-ccking them. You can then specy.a &bl for each or select Ifyou want to include the fiekd in the data extract output by cicking the checktrax) ar anly using IEAn 2 fite
AVAILABLE FIELDS INCLUDED FIELDS

Agency Affiliation Info v " [ Program Info - Programin &

Agency Appointment Info

Agency Banking Info

Agency Info ~

%]

azancy Name

Taxpd

Agency License

Agency Marketpiace

Configurable Fields
You have the ability to customize your reports with four available configurable fields.

The Blank Field will populate no data in that column. This may be used if you are adding in additional data
from other sources after running the report.

The Static Field will populate with whatever value you enter in the text column to the right. Each line of
data will contain the same value in that column.

The Calculation Field is used to concatenate certain fields together. For example, if you wanted one
column to contain both first and last name, you would enter the following text: [Agent Profile — First
Name] [Agent Profile — Last Name]

The Logical Field allows you to create a logical equation based on existing fields in the report.

When entering the field names into the text boxes, enter them with brackets surrounding each individual
field title.
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INCLUDED FIELDS

% ¥ Configurable Fields - Blank Field

& &b

% ¥ Configurable Fields - Static Field
Enter a literal value to be used in each row
T, [ Configurable Fields - Calculation Field

Eg. [Agent Appointment Info - NAIC Code] - [Agent Appeintment Info - State] o

&b

, & Configurable Fields - Logical Field

Eg. IF [Agent Appointment Info - State] = "PA" THEM "Pennsylvania™ ELSE NULL o

Custom Fields
Upon initial program setup, you may have requested certain data to be reportable within your programs.
Any fields specific to your plan will appear under custom fields.

FILTERING

Certain fields within the data extract builder are filterable. After you have added your fields, if any are
available to filter by, you will be able to select them from the filtering drop-down menu.

First, you will need to click Add Condition. Three drop-down lists will appear. The first list will give you
your filterable field options. Select the one you would like to filter.

The second list will default to “equals,” however, depending on the field type, you may be able to select
other options.

The last list will give you the options to which you will want to filter. Some are yes/no, and others you may
need to type in what you wish to filter to (program name, group name, etc.).
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Filterable fields do not necessarily need to appear on the report. If you do not wish a field to appear as a
column on the report, simply uncheck the box next to the field name under Included Fields.

FILTERS
{Frogram Infa - ProgramiD = Bast Hesitn Form Test AND Group Membership info - Active =]
be v = .
Program infa - Pr W | = w30 -Zestresm o n
e ] Al © |
seie 0T te AVNZDIE FIBIGS SECTION by GOUDIE-CHCKINE ThEm. YDU 2 Dhen SPecy 3 JaDe! for 850 ar SISCt I you WaNT 10 INCIUGE the sk in te oats &x oy 8 cnecknax) or o 3
AVAILABLE FIELDS INCLUDED FIELDS
Agency Affiliation Info - i g Pragram Infa - ProgramiD O &
" g Agem erofiie- o0 -}
Agency Appointment Info -
" Profile - Arst Wame J 1=}
Agency B=nkirg Infc - " g Agene profile - L2zt Name g
Agency Info - " gy Agem Profile - NPN T 1=}
' pg Group Info-1p 3 &
Agency License -
" g Graup Mamoarsnip info - AganT St 1~}
Agency Marketplace e " g Group Memoarship Info = &5
—— . '@Etjp \meranp o -acte ]
Agem Appaintment Info v
Agem Banking Info v
Agent License -

Conditions can also be grouped. For each group, you will need to define whether the logic is “And” or
“Or”. Defining the group as “And” will require each row of data to contain only those elements.

Let’s take, for example, the group of filters in the above screenshot. If we define the filters “Agent Profile
— Test Users = No” and “Group Membership Info — Active = Yes” and have it defined as “And”, then we
will only see agents who are not test users and have an active group.

If we define it as “Or”, then we would see any agent who is not a test user OR has an active group
membership.

Defining a group as “Or” would most likely be used if you want to see multiple programs, trainings, or RTS
selling states.
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OVERSIGHT

To manage agent oversight, click Oversight from the Onboarding menu to the left side of the screen, then

click into one of the following categories: Oversight Dashboard, Direct Oversight, Disciplinary Actions,
Investigations, or Scorecards.

Igg miramar:agent

“es‘ lleal‘h Plan Admin Dashboard

Far seminrs sines 1998 PR

= Onboarding
Onboarding PROGRAM STATUS

= ToDelist Program Mame General PIN Agents Net Started Agents in Progress Agenss Compieted

Erl NOTE: Not all functionality may be available to all users. Individual access may be limited depending
-3 on the rights your organization has assigned each user.

OVERSIGHT DASHBOARD

The Oversight Dashboard will provide a snapshot of your Open Cases for Direct Oversight, Disciplinary
Actions, or Investigations.

To view all Direct Oversights, Disciplinary Actions, or Investigations cases, you may select a case from the
Oversight Dashboard by clicking on the Case #, or you may select View All in the gray bar below each of
the sections. The Direct Oversights, Disciplinary Actions, or Investigations options may also be selected
from the Oversight Dashboard menu to the left of the screen.
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DIRECT OVERSIGHT

To manage Direct Oversight, proceed to the Direct Oversight section located on the Oversight Dashboard
in the top center of the screen. Initially, the Direct Oversight will display a snapshot of your Direct
Oversight cases. To see all of your Direct Oversight cases, click View All in the gray bar below the displayed
cases. You may also click Direct Oversight in the Oversight Dashboard menu to the left of the screen to
access your Direct Oversight cases.
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You will then see all of your Direct Oversight cases. You may search by Case #, Agent Name, or NPN.
You may also filter by Due Date, Type (Plan Defined), or Status (Open or Closed).

To select a specific case to review or edit, click on the Case # on the left side of the screen.
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From this page, you may also add a new Direct Oversight case. To do so, click on Add New in the upper
right corner of the screen. You will then be brought to the Add New Direct Oversight screen.
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Adding a New Direct Oversight

Once on the Add New Direct Oversight screen, you will be prompted to add the details of the case. To
begin, enter the details of the case in the Case Information tab. The Owner and Agent fields will prefill as
you begin typing, and you may select from the prefilled drop-down box. Once you have completed the
details on the Case Information tab, click Save in the bottom right of the screen to assign a Case #, or click
Cancel if you do not wish to save the changes.

Please note the Tasks, Notes, Attachments, and Linked Objects tabs will not open until a Case # has been
assigned. Once the Case Information tab has been completed and saved, you will be able to add additional
information in these tabs.
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Eg QUICK TIP: Required fields are identified with an asterisk (*) throughout Miramar:Agent.
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Opening/Closing Cases

To open or close an existing case, simply click Case Open or Case Closed once in the case. The status of
the case will be displayed at the top right corner.

Direct Oversight Case: #25843
o — — - —— —
Direct Oversight Case: #128

DISCIPLINARY ACTIONS

To manage Disciplinary Actions, proceed to the Disciplinary Actions section located on the Oversight
Dashboard in the center of the screen. Initially, the Disciplinary Actions will display a snapshot of your
Disciplinary Action cases. To see all of your Disciplinary Actions cases, click View All in the gray bar below
the displayed cases. You may also click Disciplinary Actions in the Oversight Dashboard menu to the left
of the screen to access your Disciplinary Action cases.
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You will now see all of your Disciplinary Action cases. You may search by Case #, Agent Name, or NPN. You
may also filter by Due Date, Type (Plan Defined), or Status (Open or Closed).
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Disciplinary Actions

To select a specific case to review or edit, click on the Case # on the left side of the screen.

From this page, you may also add a new Disciplinary Action case. To do so, click on Add New in the upper
right corner of the screen. You will then be brought to the Add New Disciplinary Action screen.

Adding a New Disciplinary Action

Once on the Add New Disciplinary Action screen, you will be prompted to add the details of the case. To
begin, enter the details of the case in the Case Information tab. The Owner and Agent fields will prefill as
you begin typing, and you may select from the drop-down box. Once you have completed the details on
the Case Information tab, click Save in the bottom right of the screen to assign a Case #, or click Cancel if
you do not wish to save your changes.

Please note the Tasks, Notes, Attachments, and Linked Objects tabs will not open until a Case # has been
assigned. Once the Case Information tab has been completed and saved, you will be able to add additional
information to these tabs.
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Opening/Closing Cases

To open or close an existing case, simply click Case Open or Case Closed once in the case. The status of
the case will be displayed at the top right corner.
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INVESTIGATIONS

To manage Investigations, proceed to the Investigations section located on the Oversight Dashboard in

the bottom center of the screen. Initially, the Investigations will display a snapshot of your Investigation
cases. To see all your Investigation cases, click View All in the gray bar below the displayed cases. You may
also click Investigations in the Oversight Dashboard menu to the left of the screen to access your
Investigation cases.

You will now see all of your Investigation cases. You may search by Case #, Agent Name, or NPN. You may
also filter by Due Date or Status (Open or Closed).
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To select a specific case to review or edit, click on the Case # on the left side of the screen.

From this page, you may also add a new Investigation case. To do so, click on Add New in the upper right
corner of the screen. You will then be brought to the Add New Investigation screen.
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Adding a New Investigation

Once on the Add New Investigation screen, you will be prompted to add the details of the case. To begin,
enter the details of the case in the Case Information tab. The Owner and Agent fields will prefill as you
begin typing, and you may select from the drop-down box. Once you have completed the details on the
Case Information tab, click Save in the bottom right of the screen to assign a Case #, or click Cancel if you
do not wish to save your changes.
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Please note the Tasks, Notes, Attachments, and Linked Objects tabs will not open until a Case # has been
assigned. Once the Case Information tab has been completed and saved, you will be able to add additional
information to these tabs.

Opening/Closing Cases

To open or close an existing case, simply click Case Open or Case Closed once in the case. The status of
the case will be displayed at the top right corner.

—
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SCORECARDS

Scorecard Management
To view and manage Scorecards, click Scorecards in the Oversight Dashboard menu to the left of the

screen.
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You may now search Scorecards by Agent Name, Group Name, and/or Contract ID. The Agent and Group
fields will prefill as you begin typing, and you may select from the drop-down box.

You must include a Start Date and End Date when searching for a Scorecard. Once you have entered the
desired information, click Look Up to begin your search.
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Once the data has been retrieved, you will be able to view a snapshot of the agent’s details for both
Enrollment Metrics and Oversight Metrics from the Scorecards screen.
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You may also view additional details and/or export the data in a specific category of either the Enrollment
Metrics or Oversight Metrics by clicking on that section.
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From here, you may export the data by clicking Export on the far right of the screen. To return to the
Scorecard, click Cancel.

EIl qQuick TIP: For Enrollment metrics, Application Date is used for filtering. For Direct
Oversight/Disciplinary Actions/Investigations records, Created Date is used for filtering.
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