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Purpose and Audience

Purpose: To present the registration process for agents and
brokers, including web-brokers, wishing to assist consumers
in the Federally-facilitated Marketplace (FFM)*

Audience: This resource will be useful for agents, brokers,
and web-brokers who are new to the FFM and are registering
for the first time. This document also contains useful tips for
agents, brokers, and web-brokers who wish to renew their
registration with the FFM.

* The FFM includes the FFM for the individual market and the Federally-facilitated Small Business
Health Options Program (FF-SHOP). This registration process also applies to agents and brokers
operating in the Marketplaces where the state is preforming plan management functions.



FFM Agent and Broker Registration Overview

* Agents and brokers must complete certain registration activities
initially and annually in order to participate in the FFM.

e The agent and broker registration process for the FFM is
comprised of two parts.

Website:

Key Actions:

Training and Agreements on the

Medicare Learning Network® (MLN)

Medicare Learning Network®:

https://Marketplace.MedicareLearning
NetworkLMS.com

Create an account on the MLLN

Select the agent/broker role for the
desired market

Complete the training curriculum for the
desired market, including the applicable
FFM Agreement(s)

Creation of an FFM
User Account and Identity Proofing

CMS Enterprise Portal:
https://portal.cms.gov

» Create an FFM user account
» Request the agent/broker role
» Complete identity proofing


http://marketplace.medicarelearningnetworklms.com/
http://marketplace.medicarelearningnetworklms.com/
https://portal.cms.gov/

Registration Requirements for Agents and

Brokers Who are NEW to the FFM

Initial FFM Registration Activities
Part I1

Agents and brokers K&{EIIIEN Complete the FFM 15 TN YUY B Create an FFM User
participating in Account on Training VIS n o) Account and Complete
the... MLN Identity Proofing on the
CMS Enterprise Portal
* FFM for the Required Required: Basics, Required: Required
individual market P&S, IM GA, P&S IM,
and FF-SHOP Recommended: P&S SHOP
SHOP
* FFM for the Required Required: Basics, Required: Required
individual market P&S, IM GA, P&S IM
» FF-SHOP Required Recommended: Required: Required
Basics, P&S, SHOP P&S SHOP
TRAINING & Basics Affordable Care Act and Marketplace Basics Course & Exam
AGREEMENTS: P&S Privacy and Security Standards Course & Exam — NEW for Plan Year 2015
IM Individual Marketplace Course & Exam
SHOP SHOP Marketplace Course & Exam
GA Agent Broker General Agreement for the FFM Individual Market

P&S IM Agreement Between Agent or Broker and CMS for the FFM Individual Market
P&S SHOP Agreement Between Agents and Brokers and CMS for the FF-SHOP



Registration Requirements for Agents and

Brokers Who are RENEWING with the FFM

Annual FFM Registration Activities
Part I1

Agents and brokers BRISTRTNY IRNERE 1) (ST (S Execute FFM Create an FFM User Account
renewing their using existing | FFM Training NSVS i )M and Complete Identity
participation in MLN User ID Proofing on the CMS
the... Enterprise Portal
* FFM for the Required Required: Required: No activity required
individual market Basics, P&S, IM  GA, P&S IM,
and FF-SHOP Recommended: P&S SHOP
SHOP
* FFM for the Required Required: Required: No activity required
individual market Basics, P&S, IM  GA, P&S IM
» FF-SHOP Required Recommended: Required: Required (Note: Agents and brokers
Basics, P&S, P&S SHOP who did not complete this requirement
SHOP as part of the registration for the 2014

plan year must do so as part of
registration for the 2015 plan year.)

TRAINING & Basics Affordable Care Act and Marketplace Basics Course & Exam
AGREEMENTS: P&S Privacy and Security Standards Course & Exam — NEW for Plan Year 2015
IM Individual Marketplace Course & Exam
SHOP SHOP Marketplace Course & Exam
GA Agent Broker General Agreement for the FFM Individual Market

P&S IM Agreement Between Agent or Broker and CMS for the FFM Individual Market
P&S SHOP Agreement Between Agents and Brokers and CMS for the FF-SHOP
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Step 1: Create MLN Account/Log In

on the MLN

You will begin on the login page for the MLN Learning Management System
available at: https://Marketplace.MedicarelLearning Networkl. MS.com
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New agents and brokers
must create an account
on MLN.

: v

Renewing agents and
brokers log in using their
existing MILN user ID.
(Do not create a new
account on MLN if you
already have an existing
MLN account! If you
create a second MLN
account, you may have
to re-complete part of
registration later.)

marketplace.medicarelearningnetworkims.com/Default.aspx
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**Important Information for agents and brokers!** It is vital that you enter your NPN correctly when you set up your
MLN profile on this site. When you enter your NPN, use numeric digits only. You may enter 10 numeric digits or less.
Do not include leading zeroes in your NPN and do not include hyphens. *If you do not enter your NPN correctly, you

«ill not be able to successfully complete identity proofing (Part Il), and you will need to re-take training using the

Agents and brokers

%,

WEAL Ty,
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c.orrt;\t NPM.*
HERTEHatEN may retrieve their
“ * Login ID Recent Announcements MLN user ID or thelr
password by
/ e “**Auto-Assignment of Required Curriculum -
" et vour 03 selecting one of the
ngsword Once your renistats . .
winin 12 minuRES o corresponding links.
Fargot your password? ekl
Log In
Welcome to the training site for Health Insurance Marketplace in-person consumer
assistars! Consumer bors ¥
Contact Administrator



http://marketplace.medicarelearningnetworklms.com/

Step 2: Create a New Account

Enter your
identifying
information
to create an
account.

Create New Account
* Login ID
* Password
* Confirm Password
* First Name
Middie Name
* Last Name
* Email Address
* Confirm Email Address

* Work Phone

* U.S. State

* Postal Code

* User Type/User Role
2

* NPN#

Organization Type

2 ;oo
* Organization

* Primary Language
* Region
* Time Zone

Enable Accessibility

* # of Records (per page)

Cancel

~—— Remember your
Login ID, which is
also referred to as
your MLN user ID,
because it will be
used later in the
registration process.

S

Alabama

AgentBrokerWeb-Broker - Individual Market

) Select

English (United States)
English (United States)

(GMT-05:00) Eastern Time (US and Canada)




Step 2a: Select User Type/User Role

Create New

Account
* LoginlD | FrpiagentBroker

* Password

* Confirm Password

* First Name | 2,52

Middle Name
* Last Name | ..

* Email Address GrannyAnnielewisiiacl com

* Confirm Email Address GrannyAnnielewis@iacl.com

* Work Phone (054)822-1345 Ext.

* U.S. State  Florida

ar

* Postal Code  a3304

* User Type/User Role  AgentBrokerWeb-Broker - Individual Market .
? * NPN#

Agentel CorredorMeb-Corrador — Bl Mercado de Seguros Individual y el Mercado de Seguros SHOP
AgentBrokerWeb-Broker — Individual Market OMNLY

Organization Type  Agente/CorredorWeb-Corredor — El Mercade de Seguros Individual SOLAMENTE
AgentBrokerWeb-Broker — SHOP ONLY
Agente Corredoreb-Cormedor — Bl Mercado de Seguros SHOP S0LAMENTE
Mavigator — Individual Market and SHOP

?) % - Mavegante — El Mercado de Saguros Individual y & Mercado de Saguros SHOP

Organization  |n.person Assistance — Indmvidual Market and SHOP

Asistencia en persona — El Mercado de Seguros Individual y el Mercado de Seguros SHOP
Cerified Application Counselor - Individual Market and SHOI
Conasjero Certificado para |la Selicitud - El Mercado de seguros Individual y el Mercado de seguros SHOP

* Primary Language = English (United States)

ar

* Region English (United States)

ar

* Time Zone | (GMT-05:00) Eastern Time (US and Canada) s

Enable Accessibility

* # of Records (per page) 10

Cancel

* For User Type/User Role,

select one of the three
agent/broker user
type/user roles, based on
the market you wish to
serve (i.e. Individual Market
and SHOP, Individual
Market Only, or SHOP only).

You may select a role in
English or Spanish. (The
Spanish curriculums will be
available in September 2014.)
/



Step 2b: Enter NPN

Create New Account
* Login I

FFMAgeriBroker

* Pagmword  coecessssies

* Confirm PRsswerd  .oosssseses

* First Name

Mickdle Name

#* Last Nama

® Email Address

* Confirm Emall Addrass
* Work Phone

® LS Stats

* Postsl Code

* User Typailser Roks

Anre

Lewis

GranmydnnieLewisSacl com

(25415221345 Exr
Flordas

33004

AgentBimkerWeb-Broker - individual Market .

1234567 H

Organization Typs

1
* Orpanizafian

* Primary Langusige
* Ragion

& Tene Zona

Enable Accesaibiity

* § of Recards (par page)

Eancel

] Sedact

Marhsiplace *

English (Linited Saies}
English (Unied Saies)

(EMT-05:00) Esstem Tirms (US and Canada)

Your NPN can be up to 10 digits long and does not
include leading zeroes.

It is vital that you enter your NPN correctly in your
MLN profile, before you complete a curriculum.

If you enter the wrong NPN and wish to correct it
after you have completed a curriculum, you may
have to re-complete the curriculum!

Your NPN will be recorded on your training
curriculum completion certificate and may be used
by issuers for compensation purposes.

You may locate your NPN at:
https://pdb.nipr.com/html/PacNpnSearch.html|



https://pdb.nipr.com/html/PacNpnSearch.html

Step 2c: Select Organization

o Afterentering your NPN, [0 e
you must make a selection i S
in the “Organization” field. p—
* For the “Organization” field, i, =
choose the blue text that o o Sast bt (G
says “Select.” A new screen - Next to the
will pop up. e e reeesnne okl chocss e
e This should not be confused b e A new screen wil
with the field labeled . S G
“Organization Type” which L ,
is automatically grayed-out; S
agents and brokers do not e (T v e

need to complete this field.

10



Step 2c: Select Organization, continued

Select the gray “Search” button, and “Marketplace” will appear as
the only option. Choose the radio button next to “Marketplace.”
Select “Save” to finish creating an MLN account.

Select Organizations

Perform a search to find organizations. Select one or more organizations, and sa

Find Organization

Anywords  [¥]

Marketplace




Step 2d: Select Create Account

Once you have
completed all of
the fields, select
“Create” to
finish creating
your account.

Create New Account
* Login ID
* Password
* Confirm Password
* First Name
Middie Name
* Last Name
* Email Address
* Confirm Email Address

* Work Phone

* U.S. State

* Postal Code

* User Type/User Role
9

* NPN#

Organization Type

? .
£/ *QOrganization

* Primary Language
* Region
* Time Zone

Enable Accessibility

* # of Records (per page)

Gancel

FFMAgentBroker

Anne

Lewis

GrannyAnnielewis@acl.com

GrannyAnnialewisi@acl.com

(954 )822-1345

an

Florida
33004

AgentBroker/Web-Broker - Individual Market

1234567

) Select

Marketplace ®

English (United States) 5
English (United States) 5
(GMT-05:00) Eastern Time (US and Canada) s
10 5

12



@ Step 3: Select “Training Home” on the

Welcome Page

After you have successfully created your account, you will be
taken to a “Welcome” page. Select “Training Home.”

e Anne Lewis ¥

=
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Training Home My Upcoming Learning Transcript  Training Catalog

WELCOME

Welcome to the training site for Health Insurance Marketplace in-person consumer assisters! Consumers are counting on you to help them understand their options, apply for coverage, and get enrolled beginning
October 1, 2013. On this site you will find training curricula for entities that can be officially certified to help consumers in Federally-facilitated Marketplace (FFM) states apply and enroll for coverage, in-person: agents,
brokers, Cerified Application Counselors, in-person assisters, and Navigators. Health Insurance Marketplace training curricula will be added to this site over the next menth as entities are approved and begin preparing
to serve consumers. « Agent/broker training is available now. Agents and brokers may begin their training immediately, and can then obtain an active FFM User IO by completing an identity proofing process laterin
August. hitp:iwww.cms. gowiCCHOPrograms-and-Initiatives/He alth-Insurance-Marketplaces/a-b-resources.html = Certified Application Counselor (CAC) training will be available on August 15. Organizations may now
apply to be a CAC and begin foundational training. hitp://marketplace.cms.gowhelp-us/cac-apply. html hitp:/marketplace.cms.goviMewsEvents/Webinars/Spring-Summer-2013-Health-Insurance-Marketplace-Training-
Schedule.pdf « Mavigator training will be available by the end of the month. Navigator grants are expected to be awarded in mid-August. Please know that serving as an official resource for consumers carries great
responsibility. We know you take that seriously, given your interest in taking on this important role. These training materials cover a range of information to prepare you for this task, including your obligation to safeguard
personal information and act in the best interest of consumers, and the penalties that could be incurred if inappropriate activities are conducted.

13



@ Step 4: Select your Curriculum to

View the Courses

Your curriculum displays under “My Upcoming Learning.” Select
your curriculum to view the courses.

'S/(C /( Health Insurance Marketplace

Training Home RAVAULELGGERREETGGEE Transcript  Training Catalog

My Upcoming Learning (1) All v > Save as PDF | @& Print
Title Type Date Status Action
@ Individual Marketplace Curriculum Curriculum Diue 9/30/2015 Mot Started
€ Required Training Gb Cverdue [:E'_,' ooooooo ’:_é Recurring Assignment

The curriculum may take up to 15
minutes to be auto-assigned.

14



Step 5a: Select the Title of the First

Curriculum Item

Select the title of the first item listed. The title of the first course or
Agreement will be highlighted in blue. You will be able to scroll to
view the full curriculum (courses, exams, and Agreements).

Individual Marketplace Curriculum
,-/(}-isdvhm_r:me

Marketploce
Youfirst accessed this item on 8/5/2013. View Details
You have one or more required training assignments for this item. You may have completed this item for a previous training assignment, but you need to complete it again for

, the current training period.
1}@ Curriculum

Curriculum Code:
3 Item Details

Rating: # % 97 7 ©r Rate

Description:
This training curriculum will educate agents and brokers who wish to participate in the Federally-facilitated Marketplaces for individual health insurance on the health care law—the
Patient Protection and Affordable Care Act of 2010, or Affordable Care Act—and the key concepts that apply to the Federally-facilitated Marketplaces where individuals and families
can shop for private insurance plans beginning October 1, 2013,
Completion of the items offered as part of this training curriculum are required for agents and brokers operating in the Federally-facilitated Health Insurance Marketplaces and
include

= Affordable Care Act and Marketplace Basics course and exam

= Individual Marketplace course and exam

= Individual Marketplace Agreements

& Required Training Due
This item is a required item, due within the training period listed below.

Assignment Type Training Period Due Date

User Group 9/30/2015 11:59:59 PM
Required
Below are regui et Trat sy pleted in the order thatis specified

Type Status Equivalent Content Completed

1 ] Started

2 ] Nat Enrolled

3 Individual Marketplace Course jm] Mot Enrolled

4 Individual Marketplace Exam o Mot Enrolled

5 Individual Marketplace Agreements = Mot Enrolled 15




Step 5b: Enroll in a Course

Select “Enroll” to enroll in the course.

Training Home My Upcoming Learning Transcript Training Catalog

Training Home Individual Marketplace Curr...

Affordable Care Act and Marketplace Basics

('Hsdlh Insurance

Marketpioos You must enroll in this item if you want to access it
D Online
A—
Format: & Description:

This course introduces agents and brokers to basic information about the health care law—the Patient Protection and Affordable Care Act of 2010, or Affordable Care Act
—and the Health Insurance Marketplaces that the law created. This course is part of the Individual Marketplace training curriculum, which is required for agents/brokers
Course Number: who wish to operate in the Federally-facilitated Individual Marketplace. This course is also part of the SHOP Marketplace training curriculum, which is highly
recommended for agents/brokers who wish to operate in the Federally-facilitated SHOP Marketplace.

Course Provider:

Duration (Hours):

1.5

Please note that this course is intended for agents and brokers operating in the Federally-facilitated Health Insurance Marketplaces, and certain content is not applicable
to Health Insurance Marketplaces that are operated by states.

Credit(s):

16



Step 5¢: Confirm Enrollment Information

Select “Enroll” to confirm your enrollment in the course.

Enroll

Enroll

YOU may keep Review the information below to ensure that you are enralling for the correct courseftemn, Then seled the options you want {if oplions are
the defaults for  visvizyzc) and cickenrol
”Course Credit Titte Affordable Care Act and Marketplace Basics
Description This course infroduces agents and brokers to basic information about the health care law—the Patient
Y Protection and Affordable Care Ad of 2010, or Affordable Care Act—and the Health Insurance Marketplaces

COUI'SE MOde that the law created, This course iz part of the Individual Marketplace training curriculum, which is required for
Options,” agents/brokers who wish fo operate in the Federally-facilitated Individual Marketplace. This course is also
(CMS does not part of the SHOP Marketplace training curriculum, which is highly recommendad for agents/brokers who wish

fo operate in the Fedarally-facilitated SHOP Markeiplace.

Options” and

currently offer
CEU credit for Please note that this course i5 intended for agents and brokers operating In the Federally-facilitated Health

this training.)

operated by states.

Course Credit Options  '® Credit ) No Credit

Course Mode Options  '® Normal ' Browse ') Review

17



Step 5d: Launch the Course

Choose “Open Item” to launch the course.

L SERVICE

../C /( Health Insurance Marketplace
%, w{

o
&

T WEALTR

i
“Wuga

Training Home My Upcoming Learning Transcript Training Catalog

Browse Training Catalog Individual Marketplace Curr...

Affordable Care Act and Marketplace Basics

/‘(’-m Irsurance
Merkatploos You enrolied in this item on 8/5/2013. Cancel Enroliment
Open ltem
] ontine hookokf

F t: Gl ipti
omat: 2 Description:

Course Provider: This course introduces agents and brokers to basic information about the health care law—the Patient Protection and Affordable Care Act of 2010, or Affordable Care Act—and the

Health Insurance Marketplaces that the law created. This course is part of the Individual Marketplace training curriculum, which is required for agents/brokers who wish to operate in
the Federally-facilitated Individual Marketplace. This course is also part of the SHOP Marketplace training curniculum, which is highly recorm for ag okers who wish o

Course Number:

operate in the Federally-facilitaled SHOP Marketplace

Duration (Hours):
15 Please note that this course is intended for agents and brokers operating in the Federally-facilitated Heaith insurance Marketplaces, and certain content is not applicable to Health

N Insurance Marketplaces that are operaled by states.
Credit(s):

3 Item Details

18



Step 6: Start the Training Module

Proceed with taking the course.

22 CCTIO - Windows Internet Explorer o _=!ﬁ_j§

@ 2 mp | & hitpy/merketplace medicareleamingnetworkims.com
- Affordable Care Act and Marketplace Basics | a a
&
'%

WELCOME TO THE

AFFORDABLE CARE ACT

AND MARKETPLACE BASICS
COURSE

S,
Z _/é /( Health Insurance Marketpiace

19



Tip: Menu Displays Within Courses

e The menu page
displays the
topics in each
course.

o After
completing
each topicina
course, you will
return to the
menu page.

Affordable Care Act and Marketplace Basics

) Affordable Care Act and Marketplace Basics

I b

Affordable Care Act and Marketplace Basics

Main Menu

Click on any of the topics below to view that topic. Please note that each topic link will take you to the first page of that topic. If you return to
the menu, you will then need to navigsie back to the page you were viewing

A cirde before each topictitle below indicates if you have completed it. partially completed it. or have not stared it a fully darke-colored
circle, a half light- and half dark-colored dirde, and s fully light-colored circle, respectively

For assistance with smibility options, please salect Help located at the battom of the page throughout this course
@ |ntroduction to the Course

. Affordable Care Act and Markeiplace Basics

@ Frivacy Standards and lsues

® Infstmation Seourity

@ Intemet | Protected Made: On > RI% -

20




Step 7: Obtain Curriculum Certificate

o After you complete all
required courses, Certificate of Completion
exams, and
Agreements within the Jane Doe
Curriculum, you will has successfully completed the following
receive a Curriculum curriculum for agents/brokers:
completion certificate. Individual Marketplace and SHOP Marketplac
» To provide proof of on
completion, be sure to _/(_ Ao p
print the curriculum (i

certificate—not the
course certificate.

21



Tip: Viewing and Printing Certificates

You may view or print your curriculum certificate at any time by
accessing the “Transcript” tab.

a e Anne Lewis ¥

_{é /( Health Insurance Marketplace
\.‘ll-’-“.‘*'

Training Home My Upcoming Learning Training Catalog

Print

l All My Training l [;@ Curriculum 7} l l & FExternal Leaming Waived Prerequisites - /
Required Training Exemptions

l & Required Training HE Certifications l
Expired Incomplete Content

i@ Curriculum

Title Enrollment Date Completion Date Status Progress
Individual Marketplace Curriculum 6/10/2014 G10/2014 Completed (| vie
View and print
certificate

A

22



@ Tip: Training Display and Completion
Status

From “Training Home,” you can view the status of your courses,

exams, and Agreements.

SERVICH,
T "ty

C /( Health Insurance Marketplace
w(

Training Catalog

.

¢ WEAL Ty
o T4

n

(|

“ ¥daa
View Details

Transcript
é@ My Curriculums
Started: 1

U GEECE My Upcoming Learning
RECENT ANNOUNCEMENT 5
BI2r2014 Completed: 0
Any words M

****Training Announcement for Agents and Brokers Interested In Participating In the Federally-Facili
Beginning on June 15, 2014, the 2013-2014 FFM Agent and Broker training will no longer be available as we prepare to launch the training for the
912312013

upcoming 2015 plan year. The FFIM Agent and Broker Train.
***Peak Times
Due to the high demand for this training, you may want to avoid training between the hours of 11 am and 5 pm eastern ime if you notice the
training system is running slow. SE CATEGORIES IS
AgentBroker = Individual & SHOP Markeip... (1)
*Imporntant Information for agents and brokers!™ 922013 d =
I k - i A i1y
Itis vital that you enter your NPN correctly when you set up your MLN profile on this site. When you enter your NPN, use numeric digits only. You AgentBroker— Indiidual Markelplace (1)
may enter 10 numeric digits or less. Do not include L. AgentBroker — SHOP Marketplace (1)
More.. % Certified Application Counselor (3)
e U na L ing (2) In-Person Assistance Personnel (1)
y Upcoming Learning All v _ _
Navigater (1)
Title Type Date Action
& Individual Marketplace Curiculum Curriculum Due 93072015
Affardable Care Act and Marketplace Basics SCORM 1.2 Open ltem
All My Upcoming Training @ Reguired Training & Overdue Ui, Due Ssan Rezurfing Assignment




Tip: Bookmarking

Training may be completed in multiple sessions. From “Training
Home” you may revisit a course or Agreement, and resume where

you left off previously.

‘ My Upcoming Learning Transcript  Training Catalog

RECENT ANNOUNCEMENTS %@ My Curriculums View Details
**=Training Announcement for Agents and Brokers Interested In Participating In the Federally-Facili 6/212014 Completed: 0 Started: 1
Beginning on June 1E 2014 the 2013-2014 FFM &nent and Rraker trainina will nn lnnner he availahle az wea nranars tn lannech the +r:=i|-|i|-|g for the upcuming 2015
“**Peak Times 9/23/2013 Any words 20 |
Due to the high demand for this training, you may e the training system is

BROWSE CATEGORIES

running slow.

- P & t/Broker — Individual & SHOP Marketp... (1)

**mportant Information for agents and broks p e 9/12i2013 AR I = LEERL
It iz vital that you enter your NPN correctly when y MR Hom TR = - only. You may enter 10 Agent/Broker — Individual Marketplace (1)

numeric digits or less. Do not include ... Agent/Broker — SHOP Marketplace (1)

9 Wkl yoir fibe to fesurme whsire you left the lesion plevoushy? More... »» Certified Application Counselor (3)
) ) In-Pergon Assistance Personnel (1)
My Upcoming Learning (2) o — Al v Navigator (1)
Title i Action

& Individual Marketplace Curriculum
Individual Marketplace Course SCORM 1. Started Open Item

All My Upcoming Training & Requirzd Training (G Overdue (G Dus Seon  [% Recurring Assign
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Tip: Updating Your MLN Profile

E o Anne Lewis ™

aSERVICES,
& ) | BN
H Select “My Account” My Reports
( « Health Insurance Marketplace RELER G412 T AT e
%, w to edit information. Logout
r‘“"ii:{r[
My Upcoming Learning Transcript  Training Catalog
enT AmoTen el %@ My Curriculums View Details
*+Training Announcement for Agents and Brokers Interested In Participating In the Federally-Facili 6212014 Completed: 0 Started: 1

Beginning on June 15 2014 the 2012-2014 FFI Agent and Broker training will no longer be available as we prepare to launch the training forthe

Agents and brokers can change or edit their user type/user role, NPN,
and other MLN profile information by accessing “My Account.”

* Locate your name at the top right corner of the MLN screen.

* Place your cursor over your name, and a drop-down list will
appear. Select “My Account.”

e But, remember—it is vital that you enter your NPN correctly in
your MLN profile BEFORE you complete a curriculum.

25



Tip: Updating Your MLN Profile (continued)

Usger Information

Select “Edit” under Hstieme |ane

“User Information.” Middle Name
& LastHame || ayis

Email Addiess

* Weork Phone (954) 922-1245
Home Phone
Lahile Phone
Fax
Lddress
Ciy

Hen U.5. State/Province

# UL5. State | Figriga

Country | ypyj pL E181ES

* Postal Code 210110

» Select “Edit” under “User Information” on the left side of the page.

e Update the information that you wish to change. Click “Save.”
26



CENTERS FOR MEDICARE & MEDICAID SERVICES

Agent and Broker Federally-facilitated Marketplace (FFM)
Registration

Part II:

Role Selection
and Identity
Proofing

27



Tip: Processing Time Between Parts | & ||

» Ifyouare completing Part I of the registration process, you must
wait two business days before completing Part II of the
registration process. This allows time for your training
completion record to be transmitted from the MLN to the CMS
Enterprise Portal.

 Remember, you only need to complete Part II if you did
NOT do so as part of 2014 plan year registration!

28



Step 1: Register on CMS

Enterprise Portal

Access the CMS Enterprise Portal, available at:
http://portal.cms.gov and select “New User Registration.”

CMS gov| | Enterprise Portal o | Ads GO | Moo | At | @ ol R EADs | )G | & Eomy
anters for Medicare & Medicald Sanices Leam abaut your heailheare cplion Search Gl gov
Health Care Quality bmprovemant Sysem  Providar Resources

CMS Poital > Welcome 1o CMS Partal

CMS Secure Portal

T ko] inka the CAES Foral 3 CMS user
Account is required

Welcome to CMS Enterprise Portal

The CMS Enterprise Fortal is a gateway being offered to allow the public to /
access a number of systems related to Medicare Advantage, Prescription
Drug, and other CMS5 programs.

I you are unabie 15 1o indo he CHMS Portal
i) pour CAIS USer BECOuM, plaace conlacl
Ine CMS neipdesk al 1-800-562-1863

@ Login to CMS Secure Portal

FFEABDS anly New users
Agents and brokers who oL st [0 select
completed Part Il of registration SRS “New User
Registration.”

CMS Provides Health Coverage for 100 M for the 2014 plan year do not need 4
to log into the CMS Enterprise
Portal again unless they need to

CMS News

thegugh Medicara, Medicaid, and the Children's Health Insurance Progras

{bee agc ol 19

reset their FFM account password  * e

Heath Refm

refoms and healh Cane BECRANOS, W are IMproving esitn cany and ansum

or conduct other FFM account

e-mail address. /mmm ocxanon Avsors i
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Step 2: Read and Agree to the Terms

and Conditions

Read the terms and conditions, then check the box next to
“I agree to the terms and conditions.” Click “Next.”

CMS,QOV 1 Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Guality Improwement Syatem  Prowider Rescurces

CME Porial > Registration

Soreen resder mode OF | Ao bility Settings

Terms and Conditions

Consent To Monitoring

Unauthafized atempls o splasd informatian and'sd change infomation on this web Site soe sty
&r Fraud sand Abuse Ao of 1988 and Tite 18 U.S.C. Sac 1001 and 1030, We sncoursge you to resd

Protecting Your Privacy

Protecting your Privacy is & top pri at ChIS. We
Privsoy Act Ssabement which describeas how we use the Information you prowlde

& committed to ensuring the security and confidentiality of the user registering to EIDA. Flesse mad the CMS

Collection Of Personal ldentifiable Information {Fil}
Pgnonal® information is desoibad a5 data that is unigue te 8n individual. such 25 8 name. address. telephone number, secial security number and date of birth [DOB)

round Pl data, In fect, w
the challenge Sue

CMS is vary svare of 1he Brivec

Ve may alio uDe PoUT BREweTs

I have resd the HHS Rules of Behavios
understand thet violstions of the HHS
empl

£

acilities; and may a
OPFDINS Chief Infoerms

the HHS RoB draw U

| agree to the 3
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Step 3: Enter Basic Identifying Information

Haalth Care QGuality Improvement System  Prowvider Resources

e Enter basic S

Your Information

identifying et e - ~
information o
on the “Your
Information”
page.

* Note that
Social Security T
Number is not s et ke et i

required. S—
Click “Next.” = e

EMtEr your primary pRone fumbar. 35 1LmEy D2 raguirsd for idantity vermesmon.

= Primary Phians Mumbar:
= J ~

31

sumx:
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Enter your emaill address, as it will Be used for acoount: related communications.
- E-mall Agdrese:;

Rm-mnber youe mmail adches.
- Confirm E-mall Asdress:

Enter your full © digk sodial security number, as & may ba required for kderiity varification
‘2odal Sacunty Numbar:




Step 4: Create an FFM User Account

Create your FFM user account (i.e., FFM user ID and password).
Respond to the challenge questions and click “Next.”

CMS Portal > Registration

-

riD must* Be a minimum of & and a maximum of

Choose User ID And Pas( .'l‘d. ;ph:nur‘n;ricr:’h llllllll ‘ol ﬁollo‘wh-dphioc‘lrlg:l Ehr'r.

p ods [.) followed by p

* User 1D |

- Password

- Confirm Passwaord

Select your Challenge Questions and Answers:
Your challenge questions and answers will be required for password and account management functions

+ Question:1 = Answer: 1

£

* Question:2 = Answer.2
1]

- Question:3 = Answer 3
~]
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Step 5: Account Creation Complete

The screen will display “Registration Complete.” Click “OK” and the
system will redirect you back to the CMS Enterprise Portal page,
where you will log back in with your new FFM user ID and password.

CMS.gov

Centers for Medicare & Medicaid Services

Home | About CMS | Newsroom | Archive | @) Help & FAQs | L) Email | () Print

Enterprise Portal

Learn about your healthcare options | | Search CMS.qov |

Health Care Quality Improvement System Provider Resources

CMS Porial > Registration

-

Complete Registration

Registration Complete

You have now successfully completed your registration to CMS Enterprise Identity Management (EIDM).You will receive an E-mail acknowledging your successful registration to EIDM
and the E-mail will include your User ID.

You can now log on to CMS Portal using your User ID and Password. Selecting the 'OK’ button will direct you to the CMS Portal Landing page.

N
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Step 6: Log In to CMS Secure Portal

Select “Login to CMS Secure Portal.

(:Ms QOV nfe;p”se Portal tomme | At CS | tiesareom | Azchie | € Helo &EADs | L) Emad | &5 Eom
Canters for Medicare & Medicald Sanvice Leafn about yiur IR Bie COUANTS Hedrch CUS gov
Health Care Ouaslity bnprovemant Syssem  Provider Resourcoes

M3 Pontal > Welcome 1o CMS Portal

CMS Secure Portal

‘Welcome to CMS Enterprise Portal

/ To ko inba the CMS Foral 8 CMS user

The CMS Enterprise Fortal is a gateway being offered to allow the publiic to / account i required

access a number of systems related to Medicare Advantage, Prescription If ot e unable 19 160 I e CMS Portal
using your CMS user account, please contact

Drug, and other CMS programs. = the CMS helpdesk al 1-B00-562-1063

@ Login to CMS Secure Portal

FFEMOS onty

Epegpal Lser [0
""" Eoepol Pasywoeg?
D e Begistraon

CMS News

|Mﬂiw"ﬂﬁ&.ﬁ

hegugh K and i hi s Haallh Insir Progr health insuranc Informaton B0t chidren o 19 it 33 ol 19
wough Medicare, Medcad, and the Chikinen's Health Insirance Program. And wilh hialth insurance _ = rm-df:l!-‘u:a_h‘_‘iw.'-:.l:m'a;c. Slates bowing Fooeand 5 Implement

Heaitn o fm
reforms and healih care exchanges, w are improving health cane and ensurning coveérags Tor all Amancans.

Learn more about how CM3 is Implementing the Affordable Care Act 2 r~ RGN o ke D ann ¢
h Lo M EDICHTer Wi (AN &

Edigr ':"" LN s ransiers medn
15 A0 COst SAngy

e Professonals Seleched as
0. Adyisors will impeove Carg

Healt ggragg
r-'“ﬁ cetions and leam how (he Alordabie Caneg
il AL it Yo

10,000 Peogie wih Medcare Can Gef
Most Care at Home with Demonstraion
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Step 7: Enter FFM User ID and Password

Enter the FFM user ID and password you created in Step 4.
Select “Log In.”

ome | About CMS | Newsroom | Archive | @) Help & Faas | [ Emai | (G Print

CMS .g QV | Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Improvement System Provider Resources

Welcome to CMS Enterprise Portal

To log into the CM S Portal a CMS user account is required.

User ID testnew061

Passwor d sssssssssss

Forgot Password?
Forgot User 1D?

Meed an account? Click the link - New user registration
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Step 8: Request Access

On the “My Portal” page, select “Request Access Now” under
“Request Access.”

@ Portal Help & FAQGs & Print

CMS
.gov

Enterprise Portal

My Portal

CMS Portal > My Portal

Welcome to CMS Enterprise Portal

-

The Enterprise Portal combines and displays content and forms from multiple applications, supports users with
navigation and cross-enterprise search tools, supports simplified sign-on, and uses role-based access and
personalization to present each user with only relevant content and applications. The vision of the Enterprise Portal is
to provide "one-stop shopping” capabilities to improve customer experience and satisfaction

Provisioning

There are several ways to get access to applications in the CMS
Enterprise Portal m—

1. EIDM - To get access to applications that are supported by EIDM click here

!
2. EUA - To get access to applications that are supported by EUA click hera. Please .' —
click the EUA link for more details ‘ ?
3. IACS - To get access to applications that are supported by IACS click here =/
- o8 4

[# LogOut  Welcome stari soon ~ [

Request Access

Use the link below to request access to Systems/Applications

T ¢—

Contact Help Desk

FFE /' HIOS | Agents & Brokers Help Desk - Contact the
Exchange Operations Support Center [XOSC] at
CMS _FEPS@cms hivs gov or 1-855-CMS-1515

Physician Value / PORS Help Desk - Contact the
PV/PQRS Information Center at 1-888-T34-6433

ACO Help Desk - Contact the ACO Information Center at
1-868-734-6433 (select option 2) if you have any questions
about using the ACO Portlet features. TTY users should
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Step 9: Request New System Access

Under “My Access,” select “Request New System Access.”

@ Portal Help A FAQs & Print

CMS
.gov

Iy Portal

My Access

Reguest Wew Svstem

ean reader mode Off | Acc

Enterprise Portal

CMS Portal > EIDM user menu page > My Access

essibility Settings

System

g s QTN

View and Manage My Access

I
My Roles

Additional Details

|
Remove a Role  |Add a Role

[# Log Out

Welcome start soon ~

&
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Step 10: Select FFM Application

Next to “System Description,” select “FFM - FFM System.”

@ Portal Help & FAQs € Print [# LogOut  Welcome HIOS Usertest ~ =

CMS
.gov

Enterprise Portal

My Portal

CMS Portal > EIDM user menu page > My Access

Screen reader mode Off | Accessibility Settings
~

My Access Request New System Access
Request New System Select a System and then a role to request access.

Access Select a Syste

View and Manage M Depending on your current Level of] lggTh;‘:S:Reos-aEss;nT:qch and CHIP Program Inay be subjected to |dentity Verification and Multi-
ge My o ) . . .

A factor authentication credentials se|gsp . gsp fw,ﬂ,,m information at the end of the role request process

Plzase note your role request is nof ASETT - Administrative Simpiification Enforcement Tool (ASETT)  Pgfing and Multi-factor credential setup if applicable.
BCARE - B d Continuity A ent Record and Evaluation
ZOMNE - zOME Application

L ABC - ABC Apphcation

* System Description: SHOP - SHOP Application

QMAT - Quality Measures Assassment Tool Application
MACPRO - Medicaid and CHIP Program

EPPE - CMS's Enterprise Privacy Policy Engine (EPPE) syslem
PVPQRS - Physician Value/Physician Quality Reporting Systems

HIOS - HIOS Application
I [\ 7 st
OPENPAYMENTS - Open Payments Application
TESTMFA - Test Apphcation 1o test MFA
TMSIS - Transformed Medicaid Statistical Information System
POLICYAPP - POLICYAPP

EIDM - EIDM Appilication
EIDMSTEPUP - EIDMSTEPUP Test Application




Step 11: Select FFM Agent Broker Role

Under “Role,” select “FFM Agent Broker.”

u

: @) Portal Help & FAQs & Print [# LogOut  Weicome HIOS Usertest «

CMS
.gov

.l

Enterprise Portal

My Portal

CMS Portal > EIDM user menu page > My Access

Screen reader mode 08 Accesshbility Settings

B "

My Access | Request New System Access

Request Mew Syitem Select a System and then a role 1o request acoess

ACCESS

View-and Maciaas ki Dupending on your cument Lavel of Assurancs and the role that you request access for, pou may be subjected 1o klensty Vigiication and Myl
Wiew and Manags by

facior authentication credantialls sebup. Due 1o which, you may be required 1o input additional information at the end of the role requesd process

ACCE
Phaasa noe your robe requast is not complete unlil you have succesahaly completed Idantity Proofing and Milti-lacior credential setup # applicable

* Systam Description FFU . AL Sylem v]
Plarane netect & i I
" *Role Siec] B Aok
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Step 12: Enter NPN and MLN User ID

Enter your NPN and the MLN user ID you created in Part I of
registration. When finished, click “Submit.”

CMS Portal > EIDM user menu page > My Access

* You must enter * System Description: FFM - FFM System =]
both your MLN user ID

and NPN exactly as 7 *Role: FFM Agent Broker v]
they appeared on

MLN at the time you Enter validation data

completed your

Please enter 3 valid MLN User ID and NPN to continue with the role request. (Your NPN is a number that
curriculum. is up to 10 digits. If you do not know your NPN, you can find it at:

https://pdb.nipr.com/html/PacNpnSearch.html)
e If you do not enter
You must complete the Agent/Broker web-based training on the Medicare Learning Network (MLN) in

your NPN or MLN user order to request the role of Agent/Broker here. If you have not yet completed the Agent/Broker web-
based training, please do so at https://Marketplace.MedicareLearningNetworkLMS.com.
ID correctly, the

Please note that it may require two business days for your Agent/Broker training results from MLN to be

system will not be reflected in your account. If the information you enterad here was correct but could not be validated,
. please try again later. For further assistance, please contact the Email Help Desk at FFMProducer-
able to Con_ﬂrm the AssisterHelpDesk@cms.hhs.gov. If contacting the Email Help Desk, your initial email can be addressed
H ) more quickly if you include vour first name. last name. NPN. and MLN User ID.
Completlon O_f LAete You are required to enter your NPN. An NPN is up
curriculum. ‘ 7 to 10 digits.
y, | NPN: |
* MLN UID:
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@ Step 13: Read the Identity Proofing

Explanation

You will be returned to the “My Access” page. Read the
explanation under “Remote Identity Proofing” and click “Next.”

@ Portal Help & FAQs =} Print [% Logout Welcome Dilly Peterson ~
CMS Enterprise Portal
.gov
MyPortal
CMS Portal = My Access
-
My Access Remote Identity Proofing
Beguest Mew System You have selected a role that requires a higher level of secunty. You will need to complete Identity Venfication successfully, before requesting access
Accass to the selected role. Below are a few items to keep in mind.
Viaw and Manage My » Ensure that you have entered your legal name, current home address, primary phone number and email address correctly. We will only collect
AcCess personal information to verify your identity with Experian. an external identity verification provider.

« ldentity 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 inguiries do not affect your credit score and you do not incur any charges related to them.

« Confirm that you have your personal and financial information available. as the Experian application will pose guestions to you. based on data in

their files. You may want to obtain a copy of your credit report, before proceeding with the role request by selecting this link and following the
directions provided - Experian Link

If you elect to proceed now, you will be prompted with a Terms and Conditions statement that explains how your Personal Identifiable Information (PIl)
is used to confirm your identity. Do you want to continue?

Cancel Hext




Step 14: Agree to Terms and Conditions

You will be

returned to the
“My Access” page.
Read the Terms
and Conditions.
Click “T agree to
the terms and
conditions,” and
then select “Next.”

My Access

Requast New System
Access

Vigw and Manage My

Terms and Conditions
Protecting Your Privacy

Protecting your Privacy is a top priority at CMS. We are committed to ensuring the security and confidentiality of the user registering to EIDM
Please read the CMS Privacy Act Statement | which describes how we use the information you provide

Personal information is described as data that is unigue to an individual. such as a name, address. telephone number, social security number.
and date of bith (DOB). CMS is very aware of the privacy concerns around Pl data. In fact, we share your concerns. We will anly collect
personal infarmation to verify your identity. Your information will be disclosed to Experian. an external authentication senice provider, to help us
verify your identity. If collected, we will validate your Social Security number with Experian only for the purposes of verifying your identity.
Experian verifies the information you give us against their records. We may also use your answers to the challenge questions and other Pll to

HHS Rules Of Behavior

We encourage you to read the HHS Rules of Behavior , which provides the appropriate use of all HHS information technology resources for
Department users, including Federal employees, contractors, and other system users

| have read the HHS Rules of Behavior (HHS RoB), version 2010-0002.001S, dated August 26 2010 and understand and agree to comply with
its provisions. | understand that violations of the HHS RoB or information security policies and standards may lead to disciplinary action, up to
and including termination of employment; remaoval or debarment from work on Federal contracts or projects; and/or revocation of access to
Federal information, information systems, and/or facilities: and may also include criminal penalties and/or imprisonment. | understand that
exceptions to the HHS RoB must be authorized in advance in writing by the OPDIV Chief Information Officer or his/her designee. | also
understand that violation of laws, such as the Privacy Act of 1974, copyright law, and 18 USC 2071, which the HHS RoB draw upon, can result
in monetary fines and/or criminal charges that may result in imprisonment

Identity Verification

| understand that the identity proofing senices being requested are regulated by the Fair Credit Reporting Act and that my explicit consent is
required to use these services. | understand that any special procedures established by CMS for identity proofing using Experian have been
met and the semwices requested by CMS to Experian will be used solely to confirm the applicant’s identity to avoid fraudulent transactions in the
applicant's name

| agree to the terms and conditions

T G

You must agree to the Terms and Conditions in order to
proceed
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You will be prompted to
enter your identifying
information. This
information will be
used to create the
identity proofing
questions. Click “Next”
when you have finished.

Information

Step 15: Enter Your Identifying

My Access

Accass

Vit beorinsliion

Paterson

nnnnnnn

lllll

Micdle Nams:

13




Step 16: Answer Security Questions

Answer the security questions to verify your identity.

-
My Access e f koo
Verify Identity

Bequest New System .,
Access
| was born within 8 year oF on the year of the date below.

}{_J{E-s‘i}.};ﬂd Manage My R
1963
88
1885

HNOME OF THE ABOVE
According to our records, you previcusly lved on (PHILIPS). Pisase choose the city from the fclicwing list whare this sireet is located
HEWBURMN
HNEW BERN
MUDAWAY PARK
MM TOMN
NOME OF THE ABOYE

Which of the following is & cumment or previous employer? If there is not a matched employer name, please select ‘MONE OF THE ABOVE
CRGAMNIC PRODUCTS

BAFEWAY
CODA ACCUNSITION GROUP
JOSE GUERRERD
MONE OF THE ABOVE
Which of the following is a previous phone numbar of yours? If thers s not a matched phone number, please saisct NOMNE OF THE ABOVE
(3822 21-TOS3
13521228045
(ASNIL-42TD
138 TII-IETH
NONE OF THE ABOVE
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@ Step 17: Notification of Successful

Completion

Once you have completed the questions, your FFM user ID will be
activated for the FFM Agent Broker role. When you see this
“Successful Completion!” notification, you have completed Part II.

@ Portal Help & FAQs & Print [# Log Out Welcome ghjg hbgj ~ Y

CMS
.gov

Enterprise Portal

My Portal HIOS

CMS Portal > EIDM user menu page > My Access

Screen reader mode Off | Accessibility Settings
=4

My Access Successful Completion!

Request New System You have successiully completed the identity proofing process on the CKS Enterprise Portal, and you have been assigned the
ArrERE - AgentBraker role. Please note that you will not be assigned an “FFM registration number.” You created your FFM user 1D when you began
—— the identity proofing process

View and Manage Wy
Access

Mow, you may wish 1o visit i
AW Cm i

Select “OK” to continue

D ¢ammm—
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Agent and Broker Federally-facilitated Marketplace (FFM)
Registration

Resources




Resources

Resources for Agents and Brokers in the Health Insurance Marketplaces:
http://www.cms.gov/cciio/programs-and-initiatives/health-insurance-

marketplaces/a-b-resources.html

Frequently Asked Questions Regarding Agents and Brokers:
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-
Marketplaces/Downloads/Agent-Broker-FAQs-5-30-14.pdf

Registering to Participate in the Federally-facilitated Marketplace for the 2015 Plan Year: What
Agents and Brokers Need to Know: http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-
Insurance-Marketplaces/Downloads/AB Training-and-Registration-Overview 052914 Opt1 vu.pdf

Operational Tips for Completing Agent and Broker Registration for the Federally-facilitated
Marketplace: http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-
Marketplaces/Downloads/Operational Tips 5 30 2014 508.pdf

Quick Reference Guide: Agent and Broker Training and Registration Process for the FFM:
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-
Marketplaces/Downloads/agent-broker-reg-quick-reference revised 5 29 14 508.pdf

Federally-facilitated Marketplace Agent and Broker Registration For the 2015 Plan Year:
Frequently Asked Questions: http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-
Insurance-Marketplaces/Downloads/Agent Broker Registration QA May 2014 508.pdf

47


http://www.cms.gov/cciio/programs-and-initiatives/health-insurance-marketplaces/a-b-resources.html
http://www.cms.gov/cciio/programs-and-initiatives/health-insurance-marketplaces/a-b-resources.html
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/Agent-Broker-FAQs-5-30-14.pdf
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/Agent-Broker-FAQs-5-30-14.pdf
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/AB_Training-and-Registration-Overview_052914_Opt1_v11.pdf
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/AB_Training-and-Registration-Overview_052914_Opt1_v11.pdf
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/Operational_Tips_5_30_2014_508.pdf
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/Operational_Tips_5_30_2014_508.pdf
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/agent-broker-reg-quick-reference_revised_5_29_14_508.pdf
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/agent-broker-reg-quick-reference_revised_5_29_14_508.pdf
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/Agent_Broker_Registration_QA_May_2014_508.pdf
http://www.cms.gov/CCIIO/Programs-and-Initiatives/Health-Insurance-Marketplaces/Downloads/Agent_Broker_Registration_QA_May_2014_508.pdf
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