Standard Broker Onboarding
Appointment Process

Purpose
The purpose of this document is to provide detailed instructions to direct brokers and agencies regarding how to submit

broker appointment requests. The process outlined in this document is for direct agents, agencies, and standard agency
subagents.
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Producer Toolbox Broker Onboarding Process - Standard Broker Onboarding

1 Go to Anthem.com, click ‘Producers’ and ‘Login’

Individual & Family Medicare Medicaid Employers Producers | Providers

Plans and Services Communications Resources

Start Selling Anthem Contact Us Find Care

Medical News Find a Form

Dental & Vision Public Policy Dental Online Services

Life & Disability Login

Supplemental Health Registration

Pharmacy Statement of Benefits (S0B)
Health & Weliness Summary of Benefits and

Coverage (SBO)
Group Retiree Solutions (GRS}

2 Register and/or login

If you are an existing broker or agency and you have a Producer Toolbox account, enter your
username/password and click login

If you are an existing broker or agency but do not have a Producer Toolbox account, click on register now
If you are a new broker or agency, click on go to the Producer site for your state

Producer Toolbox

Registered Brokers Log in Here
Not signed up? Register now —

Username

Password

| ®|

—

Forgot Username or Forgot Password

Need information on Anthem products or about doing business with
us? Go to the Producer site for your state

Contact Us Terms & Conditions
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3 Once logged in, click ‘Start a New Appointment’

Anthem 9 @ Q

Producer Appointment Tool

GOOD MORNING

Nelcome f Tool. a new appointment, modify an

You currently do not have any appointment started.

Start a New Appointment

4 Enter/update your information in the required fields in the ‘Basic Info’ section and click ‘Continue’
L Producer Toolbox @
Basic Info
Tell us a little more about yourself so we can build our partnership and stay in touch.
Personal Information v Complezd

First Name Last Name Former Name or Alias
| | | |

Date of Birth(mm/dd/yyyy) +Phane Number + Email Address
|l | |

NPN (National Producer Number) What is your state of residence?

+ Do you speak more than ane language?

+ Are you the Principal of an Agency or General Agency?

5 Enter your address information and click ‘Continue to Appointments’ when complete
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[

s Producer Toolbox

I Personal Information
@ InBrogress

Locations

Home Locations

Current Residence @ Make this my praferred sddrass

= Address Line 1 Address Line 2

*State

*Zip Code

=City

ASd snother residence sddress

Business Locations

his my preferred address

Mailing Address () Make =
If PO Box, please pravide physical address below.
Seme sz Preferred Addrezs

Building Name (if applicable)

Click all the state/brand combinations you would like to appointment/contracted in. Select the ‘Agent
Type/Relationship Type’ from the dropdown list for each state/brand selected. Once completed, click

‘Continue to Questions’

Appointment:

our Progress

Basic Info Appointments Business Survey Payment

Let us know what state(s) you want to be appointed in. Only th

Exchange Relationship

States Brand Agent Type
Indiana Anthem N
Kentucky Anthem %
enc

Direct Independent Agent

Continue to Questions

Complete the questions in the Business Survey section. Provide any additional information and attach any required

documents. Once completed, click ‘Continue to Forms’
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01. Have you ever had an insurance license, appointment, securities, registration or application denied, suspended, cancelled or revoked?

02. Has any legal or regulatory body ever sanctioned, censured, penalized or atherwise disciplined you?

03. Has any state or federal regulatory agency or self-regulatory authority ever filled a complaint against you?

04. Have you ever been subjected to an insurance or investment related Consumer initiated Complaint or proceeding?

05. Has a bonding or surety company denied, ever paid out on, or revoked a bond?

8 Complete all required Forms. Required forms will appear based on requested states and setup.

Completed Forms 01

Overview CALT) Summary

Forms Status Action

Back to Business Survey

9 Click ‘I Acknowledge’ and ‘Back to Overview’ once all forms show completed

hments, or liens agginst you for: Child Custody, 5t
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10 Complete Electronic Fund Transfer (EFT Info) if you are paid directly and want to have your commissions deposited
directly into your bank account. If you don’t want EFT, prefer commission checks be mailed, or not want to set it up
now, click ‘Skip EFT’

Account Type

* Name Of Person on Account Bank Name Account Address

[ Seme as Mailing Address (

Building Name (if applicable)

*Address Line 1

Address Line 2

*Routing Number * Re-enter Routing Number ‘

11 Click Continue to Payment
I

Continue to Payment

12 Detailed appointment fee information will appear based on requested state(s) and setup. Enter appointment fee
payment information, if applicable, and click ‘Submit Payment’. Appointment fees can now be paid online.

i
==
A Dreakdown T your appointment 1ees are Delo Please make sure everyth nglscorre QuUr payment getalls ana S,t"“’.JDJrT/&;"EF‘
Appointment #722 Fees Summary
Description Amount
New Jersey Appointment Fee & 2594
NIPR License Verification Fee 1.10

Total (2 items): $27.04

Payment Method
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Broker or Agency Changing an Existing Relationship

1 Log into Producer Toolbox https://brokerportal.anthem.com/apps/ptb/login
Register if new to Producer Toolbox or login if existing Producer Toolbox user

Producer Toolbox

S Announcing our Producer Toolbox mobile app - available on i0S & Android!
@ Based on your feedback, you can now track Applications, view Gommissions and see Message Centar updates all on-the-go. Get it in the Apple Store, Andreid Play Store.

Brokers Log in Here

Already registered with our Producer Appointment Tool?
You can use the same log in details here.

l Isemame l

Password

l l

Fargot Username or Forgot Password

Already a broker but don't have Producer Toclbox access?

2 Click the profile icons and ‘Account Details’
} U {

Producer Toolbox 0 0

Account Details

3 Scroll down to the appropriate state and relationship combination. Click ‘Edit’ to change the
relationship setup.
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4 Select the desired change. Click ‘Save Changes’

5 Complete any required forms, if applicable, based on the selected change

QIS SRPENRIISONS ToU G Fee Completed Forms 9/64
Overview General 5 Amerigroup - AZ(: CA ™ cr ING Ky ME MO NH
F Act

6 Click ‘1 Acknowledge’ and ‘Back to Overview’ once all forms show completed

on 1o make necessary <dits

Note: In case of any changes required please navigate to the re

| Acknowledge

7 Click ‘Submit’

Le

Use the tabs above to review forms by State. Or, you can review and download below. When done,continue to

Forms Status Action
Geners Completed Eeview | Download POF
aine Completed Beview | Downlead PDF (-
Maine - Joint Venture Completed Review | Dawnload PDF
Summary Completed Review | Download PDF
Back to Appointments
8 A confirmation screen will appear with a button to return to ‘Account Details’

Successfully Submitted

ppointment 68 has been successfully submitted

Back to Account Details
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Existing Agents Adding or Updating Electronic Fund Transfer (EFT)

1 Log into Producer Toolbox https://brokerportal.anthem.com/apps/ptb/login
Register if new to Producer Toolbox or log in if existing Producer Toolbox user

Producer Toolbox

Announcing our Producer Toolbox mobile app - available on iOS & Android!
@ Based on your feedback, you can now track Applications, view Commissions and see Message Center updates all on-the-go. Get it in the Apple Store, Android Play Store.

Brokers Log in Here

Already registered with our Producer Appointment Tool?
You can use the same log in details here.

l sername l

Password

l l

Forgot Username or Forgot Password

Already a broker but don't have Producer Toolbox access?

2 Click the profile icons, ‘Account Details’, ‘EFT info’
- Add, edit, or remove EFT information

Producer Toolbox (4]

Account Details

3 Click ‘Save’

Resources

e Contact Licensing & Credentialing by email at anthem.brokers@anthem.com or by phone at
1-877-304-6470 with any questions
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