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Objectives

At the end of this webinar you should be able to:

 Understand Training, Certification, and
Recertification Process

* Prepare Your Computer System

* |dentify Steps to Create CMS Secure Portal
ID/Login

* Login to CMS and Request Access to MLMS
e Enroll for Required Curriculum

* Complete Training

* Print a Training Completion Certificate

* Re-launch Course

e Complete Feedback

* Locate Additional Resources




Training Completion Requirements

New Navigators, CACs, EAPs Returning Navigators, CACs
SBE-FP Assisters, & Other & EAPs

* Required: 8 courses and e coursesand
corresponding assessments poncing

. with an 80% pass rate
with an 80% pass rate : ° P2
. Optional: 4 optional courses

. Opt{ona/: 3 o_ptional courses are included in the curriculum
are included in the curriculum

* Some states have imposed additional
state-specific assister requirements,
including additional training
requirements

* Assisters should reach out to their
state’s Department of Insurance
(DOI) (or other regulating entity) to
familiarize themselves with their
state’s requirements

Assisters must fulfill all training and certification requirements prior to the start of Open Enroliment on November 1, 2024
Note: If you did not complete your training last year, you will be required to take the FULL assister training



What’s New in the MLMS for PY2025?

New Exam Features

Exams and course
curriculum are separated
for PY2025.

New exam features:

Exam questions will
now be presented on
a single page, making
it easier to navigate
and reduce
confusion.

A "Save/Return
Later" feature has
been added, allowing
learners to save their
exam progress and
return to it later.

Py20XX
- 003_Patient_Protection_and_Affordable_Care Act Basics
L2

Status : Registered Due: Mo Due Date
Course Description Goes Here

- Py20XX
I il ] 003 _Patient Protection_and_Affordable Care Act Basics
Exam

Status : Registered Due: No Due Date
Welcome the Assessment for : Coverage to Care Assistance Coverage to Care
(C2C) is an initiative, developed by the Centers for Medicare & Medicaid...

Question 9 of 10.
Bonnie is trying to understand how a formulan

O Health insurance plans use the terms ‘formula
O Aformulary includes details about the copaym
O Ifthe health insurance plan uses 'tiers ' the for
O In general, a tiered formulary encourages con:

[ mark for follow up

Question 10 of 10.

Which of the following are examples of accoun

[J Heath savings account

[J Fee-for-service account

[J Flexible spending account

[J Health reimbursement account

[ mark for follow up

|[ save / Return Later || [ summary |

Launch

I I

Launch Test v




What’s New in the MLMS for PY2025?

e New Exam features:

— A "Review" feature has been introduced, enabling learners
to view their correct and incorrect exam responses,
providing valuable feedback to help them identify areas for
improvement.

Q Py20XX 002_Health_Coverage_Basics L2 Launch

- Status : Completed Due: No Due Date

Course Description Goes Here

II

[ ] Py20XX 002 Health Coverage Basic Exam v1 Retake
H4 Status : Failed Due: No Due Date
This assessment will test your understanding of the concepts presented in this Retake
course. You will be presented with various guestions and must pass the...

| Viiew Training Details |

Request Exemption
Py20XX q p
- 003_Patient_Protection_and_Affordable_Care Act_Basics Move to Archived Transcript

Scoring Details
ATTEMPT DATE COMPLETED TEST TIME SCORES PASSING SCORE (%) REVIEW TEST

1 4/5/2024 0 Hour(s) 4 Minute(s) 10 80.00% Review

2 4/25(2024 0 Hour(s) 13 Minute(s) 10 80.00% Review

3 4/25/2024 0 Hour(s) 1 Minute(s) 10 80.00% Review

4 4/25(2024 0 Hour(s) 1 Minute(s) 0 80.00% Review

5 5/8/2024 0 Hour(s) 1 Minute(s) 0 80.00% Review




What’s New in the MLMS for PY2025?

* Post Exam Submit: Reivew Link and Review Page

Questions on Test: 10
Questions Correct: 0
Questions Incorrect: 10
Percent Correct: 0%
Passing Score: 30%
e BASS SRl Failed

Review Test: Review

Test results are summarized below. Change the view to see only Correct or Incorrect questions.

Review Test Questions

view: @ all Questions O correct Questions O Incorrect Questions (10 Resuits)
D Question Corract

Gerri is 67 years old and has never worked outside her home or been married. She’s heard that she's not eligible for premium-free Part A Medicare. She'd like to know more about her options for

=0 Medicare coverage. What information will you give Gerri? Select the two correct answers. Emies

158 Harold will soon turn 65 and become eligible for Medicare. Which of the following statements is FALSE? Select the false answer. Incorrect

457 The Summary of Benefits and Coverage shows 3 coverage examples to help consumers compare costs. Which types of consumer costs are included in the examples? Select the three correct answers.  Incorrect

155 When consumers apply for coverage through the Marketplaces, their applications will be reviewed to determine whether they may be eligible for coverage through which of the following public healtn ||
coverage programs? Select the two correct answers.

150 Bonnie is trying to understand how a formulary (drug list) works. She's been doing some research and made notes to discuss with you. Which of Bonnie's notes about formularies is NOT accurate? Comect
Select the correct answer.

wr Mallory is reading about heaith insurance plans and has no idea what the term "formulary” means. Which of the following statements would you use to describe a formulary to Mallory? Select the ncorect
correct answer.

s Raman i trying to remember some terms about his health insurance plan. Which of the following would you tell him is "a fixed amount consumers pay to a health provider for a covered heaith care ncorect
service, usually at the time of service?" Select the correct answer.

om Kinte, a 32-year-old brick layer, recently got married and is interested in getting heaith insurance. He knows it May be expensive, but he's convinced it's important. He came to you for help getting heatth |,
insurance for himself and his wife. Which of the following might you suggest? Select the three correct answers.

111 Which of the following statsments describe heaith insurance provider networks? Select the three correct answers. Incorrect

Jerry is 58 years old and he goes to the emergency room whenever he has a health problem. Jerry is frustrated because he never gets to see the same doctor and his brief visits are always very
440 expensive. He's come to you to understand more about managed care plans, including qualified health plans that are sold in his state's Marketplace. How might you describe the concept of managed  Incorrect
care to Jerry? Select the two correct answers.



Prepare Your Computer System

Company Device vs Personal Device

Some company networks restrict access to certain websites
and/or internet browsers

Some company computers have additional security controls or
software that may interfere with MLMS access

If you experience technical issues on a work computer,
complete your training on your personal laptop or computer

If you don’t have access to a personal laptop, computer, or
mobile device, we suggest you visit your local library



Register for CMS Secure Portal ID

Steps to Register for CMS Secure Portal ID as a NEW User

Select New User Registration link

Select Federally Facilitated Marketplace application and
Agree to the Terms and Conditions

Register Your Information

Create a unique User ID and Password
Choose a Challenge Question and Answer
Review Registration Summary

Set up Multi-Factor Authentication (MFA)

N o U kAW

Complete these steps if you do not already have a CMS Secure Portal
account and/or have never logged in to MLMS. 8



Step 1: Select New User Registration Link

CMS.gov | Enterprise Portal 22 Applications @ Help @ About

Login with PIV Card

CMS.gov |Er1’rerprise Portal

[l ! agree to the Terms & Conditions

Login

Forgot your User ID or your Password?
Need to unlock your account?

The CMS Secure Portal is the entry point for CMS Assister training. Select New
User Registration link to create an account.



Step 2: Select MLMS Application &

Agree to Terms and Conditions

1. Select Step #1: Select Your Application

] ] Fe d e ra I Iy Step 1 of 3 - Select your application from the dropdown. You will then need to agree to the terms & conditions.

ope I Federally Facilitated Market Place (FFM)/Request for MLMS Training Access I
Facilitated

Marketplace" Terms & Conditions

OMB No.0938-1236 | Expiration Date: 03/31/2021 | Paperwork Reduction Act
Consent to Monitoring
By logging onto this website, you consent to be monitored. Unauthorized attempts to upload information and/or change information on this web site are strictly

prohibited and are subject to prosecution under the Computer Fraud and Abuse Act of 1986 and Title 18 U.5.C. Sec.1001 and 1030. We encourage you to read
the HHS Rules of Behavior.

| agree to the Terms & Conditions

Next Cancel

2. Check the box
to agree to 3. Click
terms "Next"

10



: Register Your Information

Step #2: Register Your Information

Step 2 of 3 - Please enter your personal and contact information.

All fields are required unless marked "Optional'.

S oot . Make sure you are
entering your personal
information; HOME
address, Social Security
Number, etc. You will not
pass validation with your
ol e i) work information.

Enter Social Security Number (optional) Birth Month v Birth Date A4 Birth Year v

Is Your Address US Based?
@ Yes (O™

Enter Home Address #1 Enter Home Address #2 (optional)

Enter E-mail Address Confirm E-mail Address

Enter Phone Number Select
Next

Click "Next"

Please use your personal email address

Complete each required field as indicated.

Your Social Security Number is required. H



Step 4: Create Unique ID and Password

Step 5: Answer Challenge Questions

Step #3: Create User ID, Password & Security Question/Answer

Step 3 of 3 - Please create User ID and Password. Select a Security Question and provide Answer.

All fields are required unless marked (optional).

Create a user ID and Password.
(this can be anything you wish)

Enter User ID

Enter Password ‘& Confirm Password ‘Q ThIS iS hOW you W|" access the training
system going forward. Make a note of
your login info!

Security answer to be used in case you forget your password or you need to unlock your account.

Select Security Question v

Enter Security Answer

Select security questions
and provide answers.

Back Next Cancel

If you forget your User ID or password, you will need to know the answer to the
Security Question. Write down this information and keep it safe. 2



Step 6: Review Registration Summary

New User Registration Summary

1an and make any necessary changes before submitting

Frntor Home Addess 3 [optional)

Pluto Wirginin v 2188 Enter ZIP+4 Cade (optional)

P —— @ Confirmation

s been successfully registered with CMS Enterprise Portal. An email has been sent to your registersd email address.

Phone Kember Your User B ha:
553-313 4444 I
You can nof[ lagin]

After verifying your information click Submit User. The Confirmation page will
open, as shown above. Use the login link to login to the CMS Secure Portal. 13



Step 7: Setting up Multi-Factor

Authentication (MFA)

Select a device/method from the drop
down.

Click "Send MFA Code"

ster Multi-Factor

Select the MFA device type to register

Email v

Send MFA Code

If you use email to validate the MFA code,
the code will be sent to the email address
you registered your account with.

Enter the code just sent
to whichever device
you selected

Click "Add Device" to
finalize your selection

associated with your account.

Sending To: k...1@pm.me

@ The MFA code has been sent to your MFA Device. If
you are having trouble, we can resend the MFA code in
30 seconds.

Re-send MFA Code 448264

Add Device

Cancel

Important! You will need to use MFA each time you log into the CMS Portal. You
can click Re-send MFA code if it is not received within about 1 minute.

14



B w e

Request Access to MLMS

Steps to Request Access as Assister

Login to CMS Secure Portal
Select Request/Add Apps
Search for FFM/Training
Select Assister Role

15




Step 1: Login to CMS Portal

E= An official website of the United States government Here's how you knowv

CMS.gOV | Enterprise Portal B8 Applications @ Help @ About

Login with PIV Card

CMS.gov |Enferprise Portall

v | agree to the Terms & Conditions

Login

Forgot your User ID or your Password?
Need to unlock your account?

New User Registration

Input your unique User ID and Password to gain access to the portal. Check the
box to agree to the Terms and Conditions. Then select Login 10



Step 2: Select Request/Add Apps

My Portal
@Welcome to CMS Enterprise Portal.
Welcma D oot 1.0

Request Application Access

v -1 e e 5 fvor e P 1ok, & samaey o o o tabe il b i s anch e Yot wil e e et 2l s e el bsbrmaton o
bt g o e et oyt

o Select an Application

 Federally Facilitated Marketplace (FFM)/Request for MLMS Training Access

o Select a Role

Click “Add Application”

Select “Federally-Facilitated Marketplace
(FFM) Request for MLMS Training Access”

Select “Assister” from the drop-down menu
and hit "Next"

“Access assister training” when asked to give
a reason for your request.

To start the ID verification
process, Click “Launch”

17



Step 1: Complete Identity Verification

Step #1: Identity Verification Overview

To protect your privacy, you will need to complete Identity Verification successfully, before requesting access to the selected role. Below are a few items to keep in mind.

1. Ensure that you have entered your legal name, current home address, phone number, date of birth and email address correctly. We will only collect personal information to verify your identity with Experian, an

external Identity Verification provider.
2. Identity Verification involves Experian using information from your credit report to help confirm your identity. As a result, you may see an entry called a “soft inquiry” on your Experian credit report. Soft inquiries

do not affect your credit score and you do not incur any charges related to them.
3. You may need to have access to your personal and credit report information, as the Experian application will pose questions to you, based on data in their files. For additional information, please see the Experian

If you elect to proceed now, you will be prompted with a Terms and Conditions statement that explains how your Personal Identifiable Information (P11} is used to confirm your identity. To continue this process, select

‘Next’.

Read the instructions carefully. Click "Next". Then enter all the
required personal information on the next page (this is the
information contained in your credit report).

Before you begin the process of identity verification, we_strongly encourage you to download a copy of your free credit
report from Experian. If the information you provide does not match the information in the credit report, YOU WILL NOT
BE VERIFIED . Your free credit report can be requested at Annualcreditreport.com.

18


https://www.annualcreditreport.com/

Steps 2 & 3: Complete Identity Verification -

Continued

Step #2: Accept Terms & Conditions
S S ————.

Protecting Your Privacy

Read the Terms &
Conditions, then if you
agree check the box and
click “Next”

HHS Rules of Behavh
#al

Wi amcousng 1 % el

Step #3: Enter Your Information

ter your legal first name and |

£n ast na sy
Al fields are required unless marked (optional).

= = . Enter all the required
= =TT e T personal information.
e e Social Security Number is a
= S required field.
e e Click "Next"

Be sure you have entered all of your information accurately. Remember to use your home address, not
your work address. If you use your work information, you will not pass verification and will not be able

to access the MLMS so that you can take the training. o



Access MILMS

Steps to Access MLMS as Assister

Login to CMS Secure Portal (https://portal.cms.gov)

Select MLMS Training tile

Review information on Profile Page and use Assigned
Navigator ID/CAC ID/EAP ID

4. Access MLMS Assister Welcome Page

If you used the MLMS last year, you should already have a

CMS Secure Portal ID and password to access MLMS. If not, follow these steps.
20



Step 1: Login to CMS Portal

Access MLMS

E= An official website of the United States government Here's how you knowv

CMS.gO\/ | Enterprise Portal 88 Applications @ Help © About

Login with PIV Card

CMS.gov | Enterprise Portal

v | agree to the Terms & Conditions

Login

Forgot your User ID or your Password?

Need to unlock your account?

New User Registration

Enter your User ID, Password,
check the Terms and Conditions
box, and click "Login"

If you have forgotten your User ID or password, click the
appropriate link for assistance.

21



Steps 2 & 3: Select MLMS Training & Complete Profile Fields and

Use Assigned ID (Navigators/CACs/EAP/SBE-FP)

After logging in, click the Marketplace
Training - Assister tile and then select
MLMS Training

Welcome 1o the Marketplace Learning Management System (MLMS) If you Serve In mUItIpIe
IMPORTANT: Navigators, Certified Application Counselors (CACs) and Enrallment roles (CAC & NAV)' be Su re to

Assistance Personnel | (EAPs) are required to input an Assister ID Number to access

e » — check each assister type
and enter the
corresponding IDs. You will
only need to take the
training once but you will

Asslister

o 0 e [ receive credit for both
o roles.
=3

When you complete the curriculum the completion date will be transferred
automatically to HIOS (Navigators), your CAC Roster (CACs), or EAP Leadership.
Allow 48 hours for this process to be complete. If you do not have your
completion date on your roster, please contact the helpdesk before taking any
additional actions. >



Step 3: Complete Profile Fields and

Use Assigned ID Cont.

‘Welcome to the Marketplace Learning Management System (MLMS)

Assietance Persornel (CAPa) are fequifed 1o Input s Assiter 0 Numbor 10 aocess IMPORTANT! If you get an error that your ID
e is not valid, please check with your
organization to ensure you are listed in their
system. Navigators need to be listed in HIOS.
CACs and EAPs need to be listed on their
organization’s Roster in the Organizational

;’z::::ls:ntl: ::::::,:;:::s::::::::::::‘:g' please check all the Assister Types that apply to M a i nte n a n ce We b FO rm i YO u Wi I I n Ot get
e [ osoonmane 7 e - credit for training if you are not listed!
O ear . SBEFP | 33333
[ Other
E=

DO NOT select OTHER for
your assister type if you are
Select "Save". You will be a Navigator, CAC or EAP! You

taken to the Welcome page will not get credit for your
training if you do this.

If you are a returning Assister, the field names in red with an asterisk should
already contain your ID number. Confirm the information is correct. 23



Step 4: MLMS Assister
Welcome Page

gf Health Insurance Marketplace

Announcements

Welcome to Federally-facilitated Assister Marketplace LMS

2024 Assister Certil ion Training on the Learning

System (MLMS) “Go-Dark”

s wre prapara to release ine 2025 Assister Certification Training, the 2024 Assister Carfificatan Training that is hosted on tha Marketplzes Leaming Managamant System (MLMS), wil be taken offine 2t 00 a.m. (ET) on Frday, Juy 12,
2024. During this “ge-dark” peried, assisiers will not be 20le to access the ceriification training. We anticipate that the 2024 Assister Crifieation Training will be availzble later this summer.

Tra

g Instructions

Training Options: The box abovs lists tha training options availsble to you as an assister

DUAL Assisters: I you serve in two roles either (CAC and EAF) or (NAY and CAC). please envollin your first training gption. comolete that, print your eeriificate. Then come back and ENROLL in the second training eption and
camplate any missing medules. Your iraining fram the first sat of modules will sarmy over to the second assister iype nee enralled in the secand iype. Ones the missing modules (if apelicable) 2re completed, prin: that second cent
and present boih certifieates to your Leaders

ate

In Progress Training: The box ta the right ists your cu i you are in the process

0. Your detaited i here: Your Transeript {In-Progress Training)

Certificates: After successfully completing the required Assister Gurriculum Training and xaminations, you 53n 366eSS your certficate from the Compisted Transeript page. Giick the Ayperink Completed Transcript and select
Compietea from your status arop-down: Completed Transeript

PLEASE NOTE! Oncs complted, your compistion date will AUTOMATICALLY transmit to CMS. This will populate on your assister roster. Please aliow 24-48 hours for the completion to appear an the Roster. If it has besn more than 48
hours and your completion is not visible on the Roster, plsase contact cacquastions@cms.nhs.gov. DO NOT DECERTIFY yourselfon the Roster!

It assistanc is required during your i

Ask MILA

2. please chack out The MLMS Interactive Leaming Assistant (MILAY. MILA is our Arificial-Inteligenca driven ehatba: available to 2ssist you with your MLMS questions 24 hours 2 day, 7 days 2

week. Click the button

Visit the Assister Training Resources page
Assister Microleaming psge

‘You can access Microleaming in the MLMS

MLMS Micorlearning
Contact the MLMS Help Desk for the following:

« Canttprint cerfificate
Can't find curriculum
Training not launching
Mogules not advancing

PY2025 Training Update

Py2025 training has basn updated. Please ensure you have complsted all training modules and exam in the required section. You can chack the progress bar and the

status of sach moduls.

(Sample image piasshalder)

Y2024 New FFE Navigator

. E‘ iy
s

0 e oy B (131

cation redit©

@ Your Transcript (In Progress Training)

Status Action
Py2025 Assister - Other Load 2 In Pregress Open Curriculum
Py2025 Assister - EXAM 002 only In Progress QOpen Curriculum
Py2025 Assister - Other Load 1 In Progress Open Curriculum
Py2025 002 Health Coverage Basic v1 Exam Failed Retake
Py2024 Demo Curriculum Optional v1 In Progress

Hiring within the Law

Py2025 New FFE CAC

This is the MLMS Welcome Landing page.
To return to this page at anytime, select "Home" from the menu in the upper right-hand corner.. 24



Steps to Enroll in Curriculum

Step 1: Select Link To Enroll

Select the curriculum title link in Training Options

[ Training Options

Py2025 New FFE CAC

If you have updated your profile page with the correct Assister type(s) and ID(s), the
Curriculum for your assister type(s) will appear automatically in the

Training Options widget. 25



Step 2: Select Open Curriculum

CURRICULUM

CURRICULUM
Py2025 New FFE CAC )

PY2024 New FFE CAC LOAD 2
Last Updated 07/11/2022

y unavalable to you

Details L' 1 kg, ot ompuy Select "O pen

i o Curriculum"”
Show Mora
Contents 13 Trainings rﬁ—‘
REQUIRED C COURSES
L] g Dvie

002 Health Coverage Basics

003 Affordable Care Act Basics

The curriculum will appear, and you can open it directly from this page. 26



Step 3: Select View Details

Step 4: Select Launch

Py20XX New FFE CAC Options ¥

o PY20XX New FFE CAC

20%

I REQUIRED - Complete all Training modules
20%  and Exams in this section to receive

certification credit.
Completed: 2 Min Required: 10 Total ltems: 10

View Details

CURRICULUM PROGRESS

Py20XX New FFE CAC
OPTIONAL- THIS SECTION IS DEFAULTED TO

O REQUIRED - COMPLETE 100%  100% BECAUSE IT IS NOT REQUIRED.
ALL TRAINING MODULES Completed: 0 Min Required: 0 Total ltems : 4

AND EXAMS [N THIS
SECTION TO RECEIVE
CERTIFICATION CREDIT.

Select View Details

View Details

o OPTIONAL- THIS SECTION
IS DEFAULTED TO 100%
BECAUSE ITIS NOT
REQUIRED.

Py20XX New FFE CAC Options ¥

20% [ | REQUIRED - Complete all Training modules and Exams in this

20%  section to receive certification credit. Select Launch _ the Content

Completed: 2 Min Required: 10 Total Items: 10

o will open in a new window/tab
Py20XX 001_Training_Overview L2

PyZOXX New FEE CAC - Status: In Progress  Due : No Due Date

Course Description Goes Here

o REQUIRED - COMPLETE

ALL TRAINING MODULES ° Py20XX 002_Health_Coverage_Basics L2
AND EXAMS IN THIS - Status: Completed  Due : No Due Date

Course Description Goes Here

SECTION TO RECEIVE
CERTIFICATION CREDIT.

. Py20XX 002 Health Coverage Basic Exam v1
o OPTIONAL- THIS SECTION Status: In Progress  Due : No Due Date

1S DEFAULTED T 100% This assassment Il -Eft ou; .undeT::f'."d ng of the concepts pr '_e"'.ec in this 5
course. You will be ed with various questions and must pass the. 7
BECAUSE IT IS NOT




Launch and Complete Required Training

1. Once inside the course, select Right Arrow to Advance to the next
page of the Training

You must click on ALL Links on the screen to move to the next page
Simply Exit by clicking the Exit button at the end of the course in the
learning content window when finished

— If you need to exit before completing the course, your location will be
bookmarked and you can return to this spot when you return to the course.
Close the window via the red X in the corner of the browser window.

4. Review Completion Status on the launch page. It will say completed.

HINT: The system will log you out after 30 minutes if you do not
interact with the screen. You will be required to log back in if you
experience a time-out.

s

28



Step 1: Click Right Arrow to Advance Trainin

Be sure to open
9532mImspilot&packageld=CourselD-org8iqs=%5e%5e%5ecfq) OBHHEdADaZxGL50u%2fogl RWbpINZAGZwUHKdsXAuZe2fPhz wsEysIWuBM! (] O
rNum=18&aic 2mimspilot8packag se g fqjOBHGE, U50u%2fogLRWbpII GZwUHK: eve ry | I n k On a page

.
Course Goal so that the right
facing arrow will
Regardless of your role or level of experience, customer service is an essential part of your job. You can use the strategies and best practices we'll cover in this course to share information g
with consumers about the Federally-facilitated Marketplaces (FFIMs), answer their health coverage questions, and help consumers select a health plan. A variety of resources are available

to help you fuffill your assister duties. become avai Iable
@ Goal: E@I Topics: and you Can
This course will help you understand key By the end of this course, you will understand: ad Va n Ce to th e n ext

skills and best practices for successfully .
interacting with consumers and + Setting goals for community outreach

conducting effective community outreach + Building a strategy for community outreach. pag e
. ; .
This course will also help you understand « Strategies for assisting consumers with difficult situations.

a range of resources available to both ) )
assisters and consumers that help « Providing goed customer service to consumers with intellectual and developmental disabilities, as well as consumers

consumers select an appropriate who are deaf or hard of hearing, and consumers who are blind or have low vision

coverage option and enroll in health + Assisting consumers with LEP.
coverage.

+ Handling consumers experiencing difficult or negative emotions

S —— Click the arrows to

+  Where to seek help for common issues. move forward and
back through the
content.

= e Pomw Qu O e 16

On the Training course window use the right arrow button to advance through the course and the left
arrow button to return the previous page.



Step 2: Bookmarking

mimspilot.csod.com/Im: rm/clientl MS/LMS3.aspx?rNum=18i spilot&packageld=CourselD-org8lgs=%5e%5e%5ecigjOBHOEdADaZxGUS0u% 2 fog LRWb pINZAGZwlU HKds XAU%2fPhziwsEysWuBMS...

25 mimspilot.csod.com/l ZrNum=18&a mimspilot&tpackageld urselD-org8.qs: 5ecfqjOBHGEJAD US0u

Course Goal

Regardless of your role or level of experience, customer service is an essential part of your job. You can use the strategies and best practices we'll cover in this course to share information
with consumers about the Federally-facilitated Marketplaces (FFMs), answer their health coverage questions, and help consumers select a health plan. A variety of resources are available
to help you fulfill your assister duties.

If you are progressing
through a course and @ con (B Topies:
Wa nt to exit befo re This course will help you understand key By the end of this course, you will understand:

skills and best practices for successfully + Setting goals for community outreach

com Ieti n it si m I interacting with consumers and
p g p y conducting effective community outreach + Building a strategy for community outreach.
I This course will also helpryuu understand + Strategies for assisting consumers with difficult situations.
C O S e t e a range of resources available to both ) 7
assisters and consumers that help + Providing good customer service to consumers with intellectual and developmental disabilities, as well as consumers

consumers select an appropriate who are deaf or hard of hearing, and consumers who are blind or have low vision

win d ow. Your page coverage aption and enroll in health +  Assisting consumers with LEP
will be bookmarked, o
and you can restart
where you left off.

+ Handling consumers experiencing difficult or negative emotions.
+ Where fo find assister resources.
+ Where to seek help for common issues.

- —
s \enu

P 7
Help @ Glossary @ Map L7 Resources [ € PN; Ogiu‘,‘ieﬂa >

30



Step 3: Exit Course and Launch Exam

5eciqjOBHEEAADAZXGUSOL

Conclusion

Congratulations! You leamned about the purpose of health coverage and how health coverage works.
You can now describe various types of private and public health coverage options that might be
available to consumers, including Marketplace plans, Medicaid, CHIP, and Medicare.

You have suecessfully completed this coursel

Select 'Exit Course' to leave and receive credit for this course.

O REQUIRED - COMPLETE

AL TRAINING MODULES © Py20XX 002_Health_Coverage Basics L2
AND EXAMS IN THIS - Status : Completed Due: No Due Date
Course Description Goes Here

SECTION TO RECEIVE
CERTIFICATION CREDIT.

: Py20XX 002 Health Coverage Basic Exam v1
0 OPTIONAL- THIS SECTION HH Status : In Progress  Due : No Due Date
1S DEFAULTED TO 100% Th's.asse.ss'ne." Il :Eft '-J-::u’.un-:lel.'s'...a"d ng of F"e concepts :-'e:_e":ec in this
course. You will be presented with various questions and must pass the.
BECAUSE IT IS NOT

.

Once you complete the training module click the Exit button to leave the course.
You will then click “Launch Test” to take the exam.
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Step 3: Review Completion Status

After completing the exam
successfully, you will see on
the course launch page that

Status has changed to
Complete.

If you have successfully completed
the course and the status hasn’t
changed, try refreshing your page.

If that still does not work, contact the
Help Desk or use the MILA chatbot
to start a ticket.

This is where the screenshots can be
helpful, you might need to send these to
the Help Desk to get credit for your
modules.

Py2025 New FFE CAC

Options ™

1 REQUIRED - Complete all Training modules and Exams in this

13%  gection to receive certification credit.

Completed: 1 Min Required: & Total ltems: &

Py2025_L2 001_Training_Overview.zip

- Status: In Progress  Due: No Due Date

Course Description Goes Here

Status : Completed] Due: No Due Date

In Progress Training: The box below lists your current training that you are in

the process of completing. Your detailed franscropt page is here: In Progress

Training

Certificates: After successiully completing the required Assister Curriculum
Training and examinations, you can aooess vour cerificate from the Completed
Transcripl page. Click the byperlink Completed Transcript and select
Complated fom your status drop-down: Completed Transcript

If assistance is required during your training, please check out The MLMS

Interactive Laarning Assistant (MILA). MILA is aur Artificiak-intelligancs
el b i bttt il = U sTIONS 24 hOUrs 3

day, 7 days a week. Click the bution IEEIIEINET

Visit the Assister Training Resolurces page

Contact the MLMS Help Desk

Launch

MLMS Help Desk

MLMSHelpDesk@cms.hhs.gov

Can’t print your
certificate

Can’t find curriculum
Training is not
launching



How to get Credit as Multiple Assister Types

(NAV/CAC)

Enroll in one

curriculum, L_if
Complete the Py20XX New FFE CAC
courses. Py20XX New FFE Navigator

After completing the first curriculum, Welcome to your Transcript

Next, navigate to the completed [
section, of your Training Options and
print your next certificate. Ehar b g s Sort by
(you will not need to complete both 1~ o |
types of training) m PYZVOXNew FFE CAC
T B A —
b

You will be credited for prior course completion. If taking similar curriculum (e.g., New
CAC/New Navigator) you can navigate to the “Completed” section of the transcript. If
taking a different version of training (e.g., New Navigator/Returning CAC) in the “Active”
section of transcript you must complete the remaining required courses to receive credit.
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Print Certificate

1. Select Your Transcript
2. Find Completed Curriculum
3. Print Certificate
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: Select Completed Transcript

: Select View Certificate from Drop-down

L,/(- Health Insurance Marketplaci

Announcements

Welcome to Federally-facilitated Assister Marketplace LMS
2024 Assister Certification Training on the Marketplace Learning Management System (MLMS) “Go-Dark™

As we prapare to release ine 2025 Assister Cariification Training, the 2024 Assister Carification Training that s hested on the Marketplace Leaming Management System (MLMS), will be taken offine =t 9:00 &.m. (ET) on Friday, July 12
2024. During this "go-dark” period. assisters will not be able to acoess the cerification training. We anticipate that the 2024 Assister Cerfification Training will b available Ister this summer.

Training Instructions

Training Optiens: The box s2ove lisis the training opions availasle to you ss an sssisier

DUAL Assisters: [fyou serve in two roles either (GAG and EAP) or (NAV and GAC), please envollin your first training option, complete that, print your certficate. Then come back and ENRGLL in the second training option and
complate any missing modules. Your training from the first sst of modules will carry ousr fo the second assister type once anrolled in the second type. Once the missing modules (if spplicable) are complsted, print that second cartificate
and presant bath certficates to your Leadership.

In Progress Training: The box to the fight ISt yaUr cument training 13t you 27 in the Process af completing. Your detsiled transeript psge ie here: Your Transcript (In-Progress Training)

Certificates: Afer successfully complet ulumn Trai

Compietea from your status drop-dow

g and examinations. you oan sccess yaur certficste from the Complated Transcript page. Click the hyperiink Completed Transcript and select

PLEASE NOTE! Once compieted. your compietion date wil AUTOMATICALLY transmit to GMS. This will populate on your assister roster. Please aliow 24-48 hours for the completion to appear on the Roster. Ifit has bean more than 48
hours and your cempletion s not visible on the Roster. plesse contact cacquastions@ems hhs gov. DO NOT DECERTIFY yourself on the Roster!

It assistance is required during your irainin

Ask MILA

please check out The MLMS Interactive Leaming Assistant (MILA). MILA s our Arificial-Intefigence driven chatbot available to assist you with your MLMS questions 24 hours a day, 7 days 2

r Help

wesk. Click the buttan

g Resources page
Assister Microleaming page

You can access Microleaming in the MLMS
MLMS Micorlearning

Contact the MLMS Help Desk for the following:

Can't print cerfficate
Cant fing curiculum

Training not launching
Modules not advancing

Can't take exams

® System not recorsing proress

Filter by Trai

g Status Sort by

View Completi...

Completed ~ | Completion Date > | All Types -

P P

View Completion Page

Active

v Completed
Archived §:8/1/2022 Status : Completed pen Lurnculum
Removed View Training Details

Move to Archived Transcript

Under Training
Instruction click
“Completed
Transcript”

Then select
“Completed” from
the drop-down
menu.

Then Select'
Certificate".

View
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Step 3: Print Certificate

Federally Certified Marketplace Navigator

ARNICRy
P &

& i
_/ Health Insurance Marketplace

"« First Last

o WAL T

Organization

Navigator ID

Acquired on: MM/DD/YYYY

Expired on:  MM/DD/YYY'Y

The United States Department of Health and Human Services recognizes Navigator First Last of

Navigator Grantee Organization  as a federally-cerlified Marketplace Navigator, certified to assist consumers in
understanding new programs, taking advantage of consumer protections, and navigating the health insurance system to find the
most affordable coverage that meets the consumer’s needs.

Completion of the Navigator Curriculum may not fulfill the requirements to serve as Navigator under state law. To be fully certified
as a federally-certified Navigator, individuals must also meet any licensing, certification, or other standards prescribed by the
State, if applicable, so long as such standards do not prevent the application of the provisions of title | of the Affordable Care Act.
Please consult with your state’s Department of Insurance to ensure you are in compliance.

T Jeffrey D. Grant
/ P Deputy Director for Operations
L Center for Consumer Information & Insurance Oversight

Centers for Medicare & Medicaid Services




Relaunch Completed Course

Navigate to "Completed" section of Transcript

2. Select "View Training Details" from "View Completion" drop-
down.

3. Click "Launch" for the course you would like to take.
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Step 1: Find the curriculum to re-take

L,/(- Health Insurance Marketplaci

Announcements

Welcome to Federally-facilitated Assister Marketplace LMS
2024 Assister Certification Training on the Marketplace Learning Management System (MLMS) “Go-Dark™

As we prapare to release ine 2025 Assister Cariification Training, the 2024 Assister Carification Training that s hested on the Marketplace Leaming Management System (MLMS), will be taken offine =t 9:00 &.m. (ET) on Friday, July 12
2024. During this "go-dark” period. assisters will not be able to acoess the cerification training. We anticipate that the 2024 Assister Cerfification Training will b available Ister this summer.

Training Instructions

Training Optiens: The box s2ove lisis the training opions availasle to you ss an sssisier

DUAL Assisters: [fyou serve in two roles either (GAG and EAP) or (NAV and GAC), please envollin your first training option, complete that, print your certficate. Then come back and ENRGLL in the second training option and
complate any missing modules. Your training from the first sst of modules will carry ousr fo the second assister type once anrolled in the second type. Once the missing modules (if spplicable) are complsted, print that second cartificate
and presant bath certficates to your Leadership.

In Progress Training: The box to the fight ISt yaUr cument training 13t you 27 in the Process af completing. Your detsiled transeript psge ie here: Your Transcript (In-Progress Training)

Certificates: Afer successfully complet
Gompleted from your status rop-dow

ulum Trai

g and examinations. you oan sccess yaur certficste from the Complated Transcript page. Click the hyperiink Completed Transcript and select
PLEASE NOTE! Once compieted. your compietion date wil AUTOMATICALLY transmit to GMS. This will populate on your assister roster. Please aliow 24-48 hours for the completion to appear on the Roster. Ifit has bean more than 48
hours and your cempletion s not visible on the Roster. plesse contact cacquastions@ems hhs gov. DO NOT DECERTIFY yourself on the Roster!

It assistance is required during your irainin

Ask MILA

please check out The MLMS Interactive Leaming Assistant (MILA). MILA s our Arificial-Intefigence driven chatbot available to assist you with your MLMS questions 24 hours a day, 7 days 2

r Help

wesk. Click the buttan

g Resources page
Assister Microleaming page

You can access Microleaming in the MLMS
MLMS Micorlearning

Contact the MLMS Help Desk for the following:

Can't print cerfficate
Cant fing curiculum

Training not launching
Modules not advancing
Can't take exams

® System not recorsing proress

Select “Completed Transcript”

Filter by Training Status Sort by Filter by Training Type

Completed A Completion Date ¥ All Types v

Active
« Completed
Archived

New FFE Navigator
I:8/1/2022 Status : Completed

Removed

Next Select "Completed"

Be sure to change the filter to Completed in order to find the curriculum you wish
to re-take.




Step 2: Select the course and

View Training Details

Filter by Training Status Sort by Filter by Training Type Search by Keyword
Completed > Completion Date ¥ All Types i Search

Search Results (2)

Py20XX New FFE Navigator View Completio... ~

Completed : 10/24/2022 Status: Completed Training Type : Curriculum

Py20XX New FFE CAC
072420

sompe:_.;‘_

View Completio... ¥
atus : Completed Training Type : Curriculum

View Completion Page
View Certificate

Open Curriculum

Evaluate

View Training Details

Select "View Training Details"

This will allow you to review the content for a quick refresher 39



Step 3: Open the details page and click Launch

Curriculum

Select A Training View

@ Al Training O Activated Training ) Not Activated Training | [ Check to sort by due date (uncheck box to return to default view)
TITLE (cLick oN @ To SEE COURSE DESCRIPTION) TYPE DUE DATE EXCUSED STATUS OPTIONS
Required Training Modules (Min. required: 15) ‘4 Section
) 001 Training Overview Online Class Neone No Registered Launch
(¥) 002 Health Coverage Basics Online Class MNone No Registered Launch
) 002 Health Coverage Basics Exam Test Mone No In Progress Launch Test
(¥ 003 Affordable Care Act Basics Online Class None No Registered Launch
¥ 003 Affordable Care Act Basics Exam Test None No In Progress Launch Test
¥ 004 Privacy Security and Fraud Prevention Standards Online Class Mone No Registered Launch
¥ ooa Privacy Security and Fraud Prevention Standards Exam Test Mane No Registered Launch Test
¥ 005 Marketplace Application Essentials Online Class Mone No Registered Launch
¥ 005 Marketplace Assister Essentials Exam Test Mane No Registered Launch Test
* 006 Serving Select Population Groups and Communities Online Class MNone No Registered Launch
™ 006 Serving Select Population Groups and Communities Exam Test Mane No Registered Launch Test
¥ 007 cultural € and L i Online Class MNone No Registared Launch
¥ 007 Cultural € eand L Assi: Exam Test Mane Ne Registered Launch Test
¥ 008 Working with Individuals with Disabilities Online Class None No Registared Launch
(¥ 008 Working with Consumers with Disabilities Exam Test Nane No Registerad Launch Test
Optional Training Modules (Min. required: 0) ¥ Section
~ poo Service dards and ity Outreach Online Class MNone No Registared Launch
¥ 009 cust Service dards and C ity Outreach Exam w2 Test MNone No Registered Launch Test
010 Coverage to Care Assistance Online Class Nane No Registered Launch
@ p10 Coverage to Care Assistance Exam Tast Mone No Registered Launch Test
¥ 011 Complex Application Tssues Online Class Nane No Registered Launch
™ p11 Complex Application Issues Exam Test Mone No Registered Launch Test

Select "Launch” or
“Launch Test”

Take the course or exam as normal when it is launched
40



Assister Evaluation

1. Complete Curriculum
2. Launch Evaluation (survey)

41



Step 1: Select Launch and Begin Evaluation

After completing the curriculum and exames,
you have the option to evaluate the learning content

Click the Options drop

down menu
. q o Opti po
Click "View Completion il
Page" View Completion Fmﬁ"
Iculations View Training Detai 5\_:-

Hide Expired Training

o Barry Dew

> Transcript > Training Completion

Click "Evaluate this
Training"

>
Training Completion
You

have completed PY2023 Assister-Other!

This is an opportunity to provide your thoughts and opinions about how to
improve the training. 42



Step 2: Complete the Evaluation

Assister Feedback

Answer the questions

Question 1.

Select the Assister reles you will be performing this year. (Select as many as applicable.)
[ FFE Certified Application Counselor

[ FFE Navigator

L) EFE Enroliment Assistance Personnel

O Returning FFE Certified Application Counselor
[ Returning FFE Navigator

d Returning FFE Enroliment Assistance Personnel

L) sBeFP
UJ other
Submit your
Question 9. answers or
.Piense list additional topics you'd like to see discussed on the annual certification training on the MLMS (in 250 characters or less) save to come
back and
complete it at
a later date.
Save / Return Later ‘ | Submit FinaIAnswersJ}

The Evaluation is launched to allow course feedback. Read the questions and
answer accordingly. 43



Complete Optional Training

Each of the Assister curriculum modules contain optional courses. If you choose
to take the optional courses simply navigate to the optional section and launch
the courses.

. Py20XX New FFE CAC Options ™
Launch the optional courses LS
JUSt ||ke a ” the Other COU rses. —IO% % CN)E)'!'I_ISR)E&IJ.IREI-I;IS SECTION IS DEFAULTED TO 100% BECAUSE IT IS

Completed : 0 Min Required : 0 Total Items : 4

You can take individual o
. 009_Customer_Service_Standards_and_Community_Outre =
courses or all courses. Note: “ b e

O REQUIRED - COMPLETE Status : Registered Due : No Due Date

Th ese CO rs es are n O t ALL TRAINING MODULES Course Description Goes Here
u AND EXAMS IN THIS Py20XX
m a n d a t 0 ry. EECREEZATTC\)ORNECCERI\E/[E)\T D 009 _Customer Service Standards and Community Outre

ach Exam
Status : Registered Due : No Due Date
o OPTIONAL- THIS SECTION Welcame the Assessment for : Coverage to Care Assistance Coverage to Care
(C2C) is an initiative, developed by the Centers for Medicare & Medicaid
IS DEFAULTED TO 100% \ i

BECAUSE IT IS NOT

=
&
c
3
a
er
7
4
4 4
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Resources

Help Desk Information

MLMS Help Desk
Email: MLMSHelpDesk@cms.hhs.gov
* Can’t print your certificate

* Can’t find curriculum
* Training is not launching

CAC Questions Help Desk
Email: cacquestions@cms.hhs.gov

* Error message; CAC ID not valid

* |Issues that cannot be resolved by the
other help desks

Manual ID Verification Help Desk

*  You have provided your personal information during the
identity verification process, but the system cannot identify you
Please contact the Marketplace Service Desk (MSD) for further
assistance at 1-855-267-1515

Include the following information:
—  Screenshot(s) of issue
— Device and Browser

CMS Enterprise Portal Help Desk
Email: CMS FEPS@CMS.hhs.gov
* Phone: 855-267-1515
» User ID / Password Issues
* No access to MLMS

Navigators

Email: navigatorgrants@cms.hhs.gov

For any other issues, or if you cannot get your
issue resolved, please email your project
officer

EAP Help Desk
. Email: eapquestions@cms.hhs.gov

*  Error message; EAP ID not valid

* Issues that cannot be resolved by the
other help desks
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Resources

Quick Reference Guides

Quick Reference Guides are available on CMS.gov under in-person assisters,
training-webinars

https://www.cms.gov/marketplace/in-person-assisters/training-webinars/
training.html

You can also find supporting materials and help here:

REGTAP: For job aids, FAQ documents, reference guides, and pre-recorded
webinar demonstrations, please visit

REGTAP | Registration for Technical Assistance Portal (cms.gov)
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