Important Notice: Itis imperative that AHCP is listed as the General Agent of Record
on each application submitted to the carrier. If AHCP is not listed as the General Agent,
the writing agent will not receive advance commissions, leads credits or annual incentive

trip points.
The following instructions have been collaborated in an effort to help all AHCP Agents

Reap the Rewards for submitting business through AHCP.

e AHCP

New Agent Aetna Handbook

http://www.ahcpsales.com/training.html
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Registering for Producer World

1. Navigate to www.aetna.com

2. On the left hand side of the page under Producer Log In click register

Home  Individuals & Families Employers & Organizations  Healkh Care Professionals | Producers About Us a
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3. You will then navigate to “Producer World® Registration: Select Registration
Path”

4. Select “I am an individual agent/broker appointed with Aetna.” And “Continue”

O 1 am an individual agent/broker appointed with Astna,
o I am the prncipal of a firm.
O I am an agent/breker/employee associated with a firm that is appointed with Actna. *%

O

I am the firm employ=e chosen to set up Producer World access for other employees.

5. You will then be prompted to fill out personal information. Enter your name just
as it appears on you license
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#3 First Mame:
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6. The next page set up user name and password

7. After the registration process is complete you will receive an email confirmation
form Aetna.
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Creating Your Aetna Link

1. Log in to Producer world using the username and password that you set up during
the registration process

Licarsirg & App nant
Wiz res s ol Log in with the username and
v “|password you created during
the registration process

Contact Aeinn Sales

mmmary notice of 4

Foduner Agiesnant in ifa entraty al e link a0

riskstet o LIGSNS NG and AR 0 BinimEnts. o mar santactus Ma emal of e o

2. Select Individual at the top of the page.

Aetna Home | Help | ContactUs | Log G

Click on Individual

Producer World Home  Individual  Small Group  Middle Market  Hational Accounts  Aetna Medicare

Welcome AHCP SALES 0353072011
Market Segments Froducer YWorld

I want to... High value, low cost Smarter is
Working with Aetna dental product options. Healthy
Tools Find out more... R
Producer Licensing & DENTAL ¢ - ML ".____L iz helping to lower
Appointment Lookup for s ey A heafth care costs,
General Agents —_ not expectations.

Product Availability
Lookup (PAL)

More

3. Under “Service” header select Learn More.
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Producer World - Individual
Stay Out Front with your clients
Take our wirtual tour Ready to Sell fetna

NEW 2011 broker bonus programs

PRODUCT

A range of plan options that can help strike the right balance between premiom

and deductible.

Product and rate information Learn more.

INFORMATION

‘What you need to stay current on &etna and the industry.

Licenszing & appointment and Broker Alerts Learn more.

Contact Us

» Producer Contact Sheet

DDAIAED © 01 EC O INMEET | IRIT

4. Choose “Get a Quote Now”

Quoting and Status Tools

SALES SUPPORT

The toolz you need to help you get in frort of more gualified
prospects and close more business,

Marketing materials and other sales rezources Learn mare,

To serve your needs we've redoubled our efforts

Guaoting, underwriting, and commizsione Eearn morey

Click on the Quoting Tool|

"Get 3 Qucte Mow™ it's fast, it's easy, it's convenient! Rewiew all the fetna Adwvantage Plans awvailable to your
clients. fetna offers a wanety of plans for individuals, families and =sole proprietors. You can wview the plan benefits,
request 3 quate, receive your client's rate and create 3 client account as well as download the fetna Adwvantage

Application. If ywour client chooses

enroliment status online.

& et g Quote Mo

'!.u_znm.\n_{.m;zn_éﬂm_m.\amaLﬂan_\LTu will also be able to track their
Click on "Get A Quote Now"

5. You may select any state on the next page.

6. Click proceed on the next page titled “Welcome to the Aetna Individual

Purchaser Solution”

7. Afterwards select the IPS Link Generation Tool on the right hand side

i aran o o ko™

T Aetna

Agtna Advantaga Plans for Individuale, Families and Sola Proprstons

ahcp-ausa
General Agent
Add Mew ...

+ Frospoct

This on-line appicaton offers tha falowing functionaity:

New Business

+ Set up an account for & new chent

+ Run guotes for & prospect

¢ Seaich for 2 spacific dient
* Dewnkiad an enroliment form
+ Emal an ervolmant fom

Search for Client .

Select IPS Link
Generation Tool

8. Complete the Personal Contact Information

Acress ..,
b o P 1 Works



9. Under General Agent Information click the Edit GA Assignment button

General Agent Information

Cenaral Agent « | adl ] remove | /f_d___ —

Edi GA Assignment | ]

10. Enter TIN # 020690863 and click Search
Enter Search Criteria:

General Agent TIN= :

11. Select America’s Health Care/RX Plan Agency Inc. When the Agency name
has been embedded the font color will change to gray.

-Select Americas Health/

RX Plans. Inc General Agent Search Results

To select a General Agent, click the agent name.

G City State  Zip Code
H;_ America's Health Care/ BX Plan Agency Inc. Irving  TX 75063

12. Click Add and then Save GA Assignment

__,_A{cnck Add 1o tie yourself to AHCP |

| General Agent Information /
General Agent :  Amarica's Heahth Carel F;i-m ;
B — Then click
T [Save GA
Assignment

13. If you currently have a website that you use for business you may enter your URL
in the Link Usage field

14. Agree to Terms of Usage

15. Electronically Sign and date the form. The names must be exactly the same
(spaces, capitalization, etc)

16. Click Generate Link

17. Once the link has been created you may copy and paste it in your replicated
websites; quoting engines, etc.
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Downloading Your Embedded Link (Consumer Portal)

1. Select the internet explore icon “download link”

Download Link é

2. Select File from your Menu Toolbar. If there is no “File” button at the top of your
screen right click at the top of the screen and check “Menu”

¥ [Menu Bar
Links
v Status Bar
Adobe POF
Webshots Toolbar
v Google Toalbar

v Lock the Toolbars
Uze Large Icons
Custormize Command Bar *

3. Choose “Save As” and Save to your desktop. Rename the file as “AHCP Aetna
Link”

Sl Edit Wiew Favorites  Tools  Help

MNew Tab ChrHT
e W incdo ChrlHH 3
Cpen... CtrH+o [

Edit with Microsoft Office Word

Save As...

Close Tab Cr W
Fage Setup...

Print... Cir+p

Print Prewie, ..

Send P
Irmport and Export...

Properties
Work Offline
Exit




4, Once the file has been saved, close out of Producer World.

5. You should see two new items on your desk top.

One is a File Icon. Inside this folder is the Aetna logo that
you have been provided to use under the terms that you
agreed to during the set-up process. The second is an
internet explore icon. This is your embedded link.

To open your embedded link, click on the internet icon and then click on the Aetna
logo.

Save this file on your local computer for future use to copy and paste the logo/link in emails/website(s) by clicking menu 'File > Save As'

‘We want you to know"™

XAetna

Here is an example of an embedded link (Consumer Portal):

We want you to know”

XAetna

‘ Welcome AHCP Sales Logout

sl [t's Easy... Compare Plans,
Get Quotes, Apply Onling!

To get started, simply enter the information
below and press 'Get Quote' or "Apply Online’.

My zip code:
I

Priority Code:
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Generate a Quote—Part I: Add New Prospect

1. Log in to Producer world using the username and password that you set up during
the registration process.

= olLog in with the username and
“Ipassword you created during
the registration process

FoduCE Agresnanl i iTs enieal Al e link s0me

or any Qs ons related b Licersng and ADpondmants. you may canbac us e emall or call ou

2. Repeat steps 1-7 as completed during the “Creating your Aetna Link” starting on
page 5 of this hand book.

3. On the right hand side of the page click the link under “New" labeled “Prospect”

i want: you o knew” o

TAetna

Aetna Advantage Plans for Individuals, Famifies and 5ol Proprietoes

Thig or-line appication offars tha falowing functionalny: ahep-ausa
General Agent

New Business

* Set up an account for 3 new clent
v Run quotes for & prospect

+ Search for 2 specific dient

+ Dewnload an errliment form

+ Emal 2n envolment fom

reh foor Cliel
+ Client Marager
« Status Updabe

Select Prospect o
-------------- . R e — « [PS | nk Generntion Tod

Email...

o EMal Address'Frit and Corfirmation

Find Answers o

» Frequenthy Asced Quastions

» Gloseany

Arress .,

4. The following screen will allow you to put in your Client’s Contact Information

10



Account Information

Contact First Name* :

MI :

Contact Last Name* :
Address Line 1 :
Address Line 2 :

City :

Zip Code* : '

General Agent Information

General Agent:

Best Way to Contact* : v

Email Address :

|

|

|

| Home Phone* : - | -
| Work Phone : - -
|

m Clear Association

—

5. On the same screen you wil

| be able to tie AHCP to the policy by clicking the

Find button under General Agent Information

General Agent Information

General Agent

Select "Find"

Find | Clear Association

6. A new window will open that allows you to search for AHCP. To do so type

America in the last name fi

eld and 75063 in the zip code field and click Search.

Enter Search Criteria:

Producer First Name :

Producer Last Mame/Agency :
Zip Code : 75063
“ooncel Jseorch

|

7. Select America’s Health/RX Plan Agency Inc. This prospect is now tied to
AHCP. When this client’s policy is issued, your commission will be paid by
AHCP and you will be eligible for advance commission, lead credits and your
production will count toward the annual trip incentive.

Select Americas Health/
RX Plans, Inc

General Agent Search Results
To select a General Agent, click the agent name.

America's Health Care/ BX Plan Agency Inc.

——— e
S —

City

Irving

State
TX

Zip Code
75063

8. On the following page a temporary username and password will be created for the

client.

11



We want you to know"

Aetna Advantage Plans for Individuals, Families and Sole Proprietors

PROSPECT CREATED

You have successfully created a prospect's account for client test.

Temporary Username: ctest153
Temporary Password: PL2608LS

*Temporary Usernames and passwords are case sensitive and must be entered exactly as listed above.

what would vou like to do?

+ Get A Quote for the Prospect

9. Save this information on your computer—you will need this during the next step
of the quoting process.

Save the temporary
password that has been
assigned to your client so
that it can be accessed at
a later date.

Temporary Username:
Temporary Password:

ctest158
PL2608L5

*Temporary Usernames and passwords are case sens

What would you like to do?

12



Generate a Quote—Part I1: Quote and Apply
1. Open your embedded link (Consumer Portal).

2. Click on “Already have an account? Log in Here!”... Use the temporary
password that was generated for your client during the New Prospect set-up.

We want you to know™

KABUH Log in here with

the client's
temporary
username and
password

Already have an account? Log in Herel

|
pidll ('S Easy... Compare Plans.
Get Quotes, Apply Online!

To get started, simply enter the information
below and press 'Get Quote' or 'Apply Online'.

3. After logging in, you will be asked to create a permanent user name and
password, a security question, and fill in general account information for your
client. To save the information, click the Register button located at the bottom of
the screen.

User Name & Password

Uzar Mama* - || | 15-20 charactars)
Password= : | {ti-14 charactars)
Confirm Password™ | {&-14 characters)

Security Question
Choose a Question = What is yvour mather's maiden name? »l

Animoe

Account Information

Canktack First Name* :

MI: | |

Bact \-‘.lay to Contacos = =

Contact Last Mamea* =

Address Line 1 : Emall Address® @

Address Line 2 : warify Email Address® :

Home Phone® :

City = - |‘ |
Zip Coda® = Work Phane : : - 5 - :l
==

4. You will receive confirmation that you have successfully completed the
registration process for your client. Click on Go to Welcome Page.

13



REGISTRATION COMPLETED testcliant1234

Consumer

View My Account Details
¢ My Account

Thank vou. You have successfully completed the registration process.
Create a Quota

e to do? * Geta Quote

Apply For A Plan

+ Apply

Find Answers to ...

* Frecuently Asked Questions

+ Glossary

Logout

= n}
Go to Welcome Page

5. On the next screen, fill in the client’s zip code and select the desired effective
date. The priority code field should be left blank. Then click on ‘Apply Online’.

Already have an account? Log in Here!

It’s Easy Compare Pl:.!ms,
Get Quotes, Apply Online!

To get started, simply enter the information
below and press 'Get Quote' or 'Apply Online'.

My zip code

|3U310 2 I
Wy coverage date to beain

| 04/01/2010 _» I

6. Proceed through steps 1-7 of the application process. You will be able to compare
plans on step 2.

7. After payment information has been provided and the application has been
electronically signed, click on Submit. You will receive confirmation
immediately with the clients App ID number.

8. Before the application moves to underwriting, you must log into Producer World

to endorse the application as the writing agent. Follow the instructions provided in
the next section of this booklet.

& AHCP ¥ Aetna
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Endorsing Applications

1. Navigate to www.aetna.com

2. Login into Producer World using the username and password that you created during
the registration process.

Licarsing & Appainimant
Mmoo s resssrs ol Log im owith the username and
v “Ipassword you created during
the registration process

ANT ABENDIAENT TO Al

the American Recovery and

PRODUCER AGREERENT 5
meni & of 2002

pedore ralated b Linersng and ADDoirimants. o may sanhaus via smallor el oo

3. Follow steps 2&3 as listed in “Creating your Aetna Link” starting on page 5 of this
hand book.

4. Under the heading “Services” select Check Enrollment Status.

¥ Ge "

e Select "Check Enrollment Status
v Check Ent

W | =

ollment Status

5. You may select any state on the next page.

3. Click proceed on the next page titled “Welcome to the Aetna Individual
Purchaser Solution”

\‘

. Click on Status Update link on the right hand side of your screen

X Aetna

Aetna Advantage Plans for Individuals, Families and Sole Proprietors

This on-line applicabion offers the fallowing functionality: shcp-zusa
General Agent

New BUSINeSS
* Setup an account for a new client " "
* Run quotes for 3 prospect Selec{ Status Update
= Search for a specific client
= Download an enroliment form

ACCESS ...
Return 1o Producer Werld

8. Select Pended for Agent Signature in the drop down and click the search button.

Select Status:

Case Status - Pended For Agent Signature D

Ceoncer Y seorn |

15



9. Select the client’s name of the application that you would like to endorse.

Pri Home Requested

App Producer
Applicant Applicant  Phone Effective Received State Status GA Name Nam
————— Number Date Date
Select the Amernca’s
client’s name j Pended for !::hr:.‘l?x
" (Doe. John SSS4SETHO0 4/1/2010 MO Agent < e
Endorsemeant Fred
Agency
Inc.,
Amenca's
Health
Panded For
Smith, Bob SSSLIMS6T  4/1/2010 3/19/2010 KY  Agent  Comed B ?ﬁfd‘t
Endorsement A
Inc.,

10. Click the Endorse button.

Accountinfo | Quotes | Apps App Summary & Policy Info

Application Information

Application 1D - 1234567
Select Endorse |ted Effective Date:  04/01/2010 Application Received Date:

PrimaryRpplicant: John Doe Coverage Type: Subscriber

Producer:

i Yiew App

Fred Agent General Agent America's Health Care/ RX Plan Agency Inc.
{ Endorse
oD
Plan Information
Primary Medical Product Dental Optional Coverage
MO - PPO 5000 Included Pended for Agent Endorsement

View Status History

Final Rate Status

11. You will then be asked if you are aware of undisclosed information and if you saw
the applicant during the enrollment process. If you select no to the second question
you are required to provide an explanation.

[« Previous J view app || Endorse || Return to Client

Plan Name: PPO 5000 Quoted Rate(With Dental): $105.00

Are you aware of any information not disclosed on this enrollment form
relating to the health, habits or reputation of any person listed on this Oves @No *
enrollment form which have a bearing on the risk?

If yes, please give explanation.

T

** Did you see the proposed subscriber (and spouse, if applying) at the time Oves ®No *
this enrollment form was executed? =5 o

If no, please give explanation.

Conducted phone application with client. Client adwvised of all propsed coverage
and details. Client sent copy of application.

12. At the bottom of this screen you will be required to fill in personal information. If you
do not have Tax Identification Number please use your social security number. When

16



you provide a signature please not that the signature must be the same on each line
it will not be accepted (capitalization, spaces, punctuation, etc.) When this step is
completed click the Endorse button

Name of Insurance Fred ngent TIN Mumber: * 123456784 |
Producer:
Street Address: * 1231 My Strest | suite/personal T:L:;x |

City/ Statef Zip ao vhere, USA 12345
Code @

Telephone Mo :* 555 - 967 - 6542 Fax Mumber - * 455 - |55 - |5555

Prowide e signature in the fields below by entering Agent/Firm full name as populsted in the Agent Name feld above.

or

Signature of Insurance Producer Today's Date After filling in your agent

Fred Agent ® (MM/DD/ YY) infarmation click the
Endorse button

Fred ngent = 325/2010 /

[erevion I vien awo { Evior g ) Return o Chent_

13. After the Endorsement has taken place you will be directed back to the screen from

step 8. If the Endorsement was complete the Endorse button will no longer be present

on this page.

isamie L gwtes 4rrs | ARSI ARG Ko

Application Information
Application ID 1254557
Requested Effective Date;  ARNA0 Application Receried Date;
Primary Applcant John Doe Coverage Type: Subacriber
Poodumd Fred Agent General Agent: America’s Health Care’ RX Plan Agency inc.
View Statyus History
Plan Information Fiai oo P
Primary Medical Product  Dental Optional Coverage
MO - PPO 5000 Included Agplcaton Submiled Onlne

14. To return back to your list of clients with applications for ready for endorsement
repeat steps 7-14.
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