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Producer Onboarding Recruit, Onboarding and Approval

Section 1 - Overview

Producer Onboarding Components

Producer Onboarding consists of five main components that are introduced at a high level in this section,
and defined in detail in later sections of the document. The ability to access these components is
controlled by a user’s security, which is explained in the following section.

1) E Recruit is the process of sending an invitation to a prospective producer to contract with
Humana, or to an active Humana producer to amend their existing contract.

2) Search, with its counterpart of Search & Review, provides the ability to filter existing
invitations for viewing purposes. Those with Review access are allowed to manage a submitted

application that did not qualify for automated approval.
—

3) L] Reporting provides users with the ability to request pre-formatted reports and provides the
option to export the report to Excel.

e | | o .
4) Onboarding enables a producer to respond to the link provided in their invitation email in
order to submit their completed application to Humana for review.
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Section 2 - Initial Access Navigation

Initial Navigation

Upon initial sign on to Producer Onboarding, the user is greeted by name, has the ability to logout, and
can navigate to their available components using either the blue links or the tiles.

Sample Screen:

Humana. Producer Onboarding Het.o“| | Logout
2
ngcome’ 4 Recruit  Search Reports
5
Recruit > Contracts Recruit > Amendments Search
Reports

1 Identification: The user is identified by user name on every screen (blurred above).
2 Logout: The ability to logout is provided on every screen.
» When the user logged in to Producer Onboarding from Agent Portal, Producer Onboarding is
launched in separate tab. Upon logout, that tab will be closed and user can continue working on
Agent Portal.
3 Welcome: The user is welcomed by first name on the initial logon screen (blurred above).
4 Link Navigation: Navigation using blue links is provided on every screen. Hovering over the link
presents any sub-navigation that is available within that particular function.
5

Tiles: From the initial screen, a user can navigate to the first function they will perform using the
tiles.

*These tiles are only available on this primary screen. Future navigation is done using the blue links.
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Section 3 — Recruit Contracts

Initial Screen

The initial screen that is presented to an external General Agency Recruiter allows the partner to recruit
without inputting the agency information (i.e. MGA ID number, SAN, Sales Office).

Hello, | Logout

Humana. Producer Onboardi ng

Recruit > Contract Recrut  Search  Reports

1

Available products

Selected Products 2

MEDICARE: MEDICARE ADVANTAGE & PRESCRIPTION DRUG PLANS T
MEDICARE: MEDICARE SUPPLEMENT o
INDIVIDUAL: INDIVIDUAL MAJOR MEDICAL, LIFE, TRADITIONAL PLUS T
DENTAL . . .
Default list will verify based on

INDIVIDUAL: STAND ALONE DENTAL & STAND ALONE VISION o H MGA override contract
GROUP: MEDICAL ]
GROUP: DENTAL ]
GROUFP: VISION, LIFE, 5TD, LTD o J
ABTF payee agent number (Optional) Lookup

Agent Agency Both 7 e

4 5 6 {Download template)

First name Last name Agent email

Or

Agent NPN Agent SSN (Sl v Verify Eligibility

Cancel | m

10 11

Additional messoge to Invitees (Optional)
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Product Selection

1 Products that are available to the Recruiter are presented when the Recruiter clicks on the “Available
Products” line.
» Once a product has been selected is will display in the selected products list.

2

Products that are available to an external General Agency Recruiter are pre-selected and
determined by verifying the GA’s active override agreement

» GOV = Medicare product categories

» IND = Individual product categories

»  GRP = Group product categories

» GOV and IND = Combined Individual & Medicare product categories

e

% The order of the selected products can be changed between ascending and descending by
clicking on the “Selected Products” title.

Note: The Recruiter has the ability to remove any pre-selected products by clicking the garbage
can icon to the right of the product description. Once removed the product from the “selected
products” list will return to the “Available Products” list

ABTF Payee Agent Number

3 The Recruiter has the OPTION to input an ABTF Payee Agent Number. When entered, this number

defaults in the payment options portion of the onboarding interface for the products selected when

sending the producer recruitment.

% The ability to verify the Payee Agent Number is provided using the Lookup feature. When the
lookup link is used, a valid number is replaced with the Payee Name, followed with the number,
as shown below.

CO HUMANA INSURANCE(1064625)

ABTF Payee Agent Number (Optional)

ELDCFLIF-E

Note: During the onboarding process, the producer can choose to either use this Recruiter
suggested payee or change it to a different payee agent number.
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Producer Information

By default, the tab is set to Agent. The Recruiter can choose between Agent, Agency or Both.

% Switching between producer types after providing producer information will reset the previously
entered data, while any previous Product(s) selections are retained.

4 The following information is presented when recruiting an agent:

Agent Agency Both
First Mame Last Mame Agent Ema
Agent MPN Or  Agent 55M

7

+ First Name, Last Name and Agent Email are required. The Recruiter must choose between Agent
NPN and Agent SSN. Providing an Agent NPN disables the Agent SSN with a hover indicating
the NPN must first be removed in order to provide an SSN instead. The reverse is true when an
Agent SSN is provided.

5 The following information is presented when recruiting an agency:
Agent Agency Both
Agency Mame Apency Ernail
Agency NPN Qr  Agency TIN
Affliated Agent Murnber

o,

< Agency Name and Agency Email are required. The Recruiter must choose between Agency
NPN and Agency TIN. Providing an Agency NPN disables the Agency TIN with a hover
indicating the NPN must first be removed in order to provide a TIN instead. The reverse is true
when an Agency TIN is provided.
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6 The following information is presented when recruiting an agent and agency:
Agent Agency Both

First name Last name Agent email
Or

Agent NPN Agent S5N

Agency name Agency email Use Agent Email
Or

Agency NPN Agency TIN

+» Both recruitment requires the combination of Agent and Agency information. The option to set
the Agency email to the previously entered Agent Email is provided.

Upload Producers

7

The ability to import a list of producers to recruit is provided with the Upload feature.

+ Upload files must meet the following specifications:
» Less than 5MG in size
» Excel format (.xlIs or .xlIsx)
» First row must contain the heading line provided in the template

' Note: Selecting the Download Template link enables the Recruiter to open an Excel template

with the appropriate format based on the selected Agent/Agency/Both tab.

iji Upload

{Download Template)

Agent:

A B C D E
1 |Agent Last Name AgentFirst Name AgentEmail Address Agent SSN Agent NPN
2

Agency:

A B & D E
1 Agency Name Agency Email Address Agency TIN Agency NPN Affiliated Agent Number
2

Both:

A B C D B F G H 1
1 Agentlast Name Agent First Name AgentEmail Address Agent SSN Agent MPM Agency Mame Agency Email Address Agency TIN Agency NPN
2
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Verify Eligibility
8 Selecting Verify Eligibility confirms the current status of the producer based on the information that
was provided.

£X4

% Following is an explanation of the grid results, based on a “Both” recruitment request:

Agency  Agency Status

Agent Agent . Agent Agent .
Agent Email Agency Name Agency Email

FirstName  Lasthame NN s B = NN TN a

test agent testagent@test.com 58879 test agency testagency@test.com sesasrass b O ﬁ

=

test2 agent test2@test com G87556879  test? agency test2@test com Q,. m

Please provide the agency's NPN c

or Tax |dentification Number.

The garbage can allows the recruiter to delete the producer request.

A checkmark under the Status indicates the producer passed all validation and eligibility
rules.

Cc . . _— . .
An exclamation point under the Status indicates one or more exceptions occurred. Hovering
over the icon provides explanation for each exception found.

A recruiter has the ability to click on any of the information fields to place a producer request in
update mode.

Only one producer can be updated at a time. When editing, the status indicator does

R/
0.0

Note:
not display. Additional features are described below:
Agent Agent
== = Agent Email :gi-'-’--‘ :g:"t Agency Name Agency Email :E-EEW n;ig_[!f_}' Status
Name Name
test agent testagent@test.com 6379 test agency testagency@test.com SE5857459 0 o ﬁ
test2 agent test2@test.com 957556679 test2 agency test2@test com | d J x
B export | f

The fields that can be updated are indicated by an underline.

The checkmark triggers re-validation of the corrected producer information.
f v .

The X’ allows a Recruiter to cancel any updates that were made.

< Export: A Recruiter is able to export the results of the grid to Excel:
Open Save v Cancel I

I Do you want to open or save export_1709102.xlsx (3.64 KB) from test-sales.humana.com?

]

B C D E F G H 1
2 Test Agent 78987 testagent@test.com Test Agency 98789 testagent@test.com

A
1 AgentFirst Name AgentLlast Name AgentSSN Agent NPN Agent Email Address Agency Name Agency NPN Agency TIN Agency Email Address Status
Unknown Exception : See log for more details
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9

Recruiters can provide an additional message to invitees. This message will be included within

the email content of the recruitment request.

%

Note: There is a 500 character limit when sending an additional message to invitees

Cancel / Send Recruitment

Choosing to cancel will reset the recruitment page to the original settings.

< If information was previously entered, the Recruiter is prompted with a message and can
choose whether or not to proceed with the cancellation.

This will cancel the invitation process and clear all information that has been
entered. Are you sure you want to cancel?

No Yes

11

The “Send” button will activate once all producers pass the validation and eligibility checks.

+ Send is disabled when any producer has an error is or in the process of being edited.

s

' Note: When a recruiter sends out their initial invitation the system will request an
email address for carbon copies.

Please enter your email address.
This email address will be included on copy of producer emiils
wour emaoil oddress
h al
Continuing will send the invitation to the producer with the following email address on copy: Would you like to

continue?

Change Email No Yes

®,

« The email is then saved for concurrent invitations, with an option to change.
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Email Communications

R/

% Recruitment Email: When a recruitment request is successful sent, an email will generate to the
recruited producer(s).

Sample email:

Humana.
]
-1

§/11/2015

Welcome to Humana's online contracting application. Completion of the application takes about half an hour. If vou are unable to
complete the application in one session, the information will be automatically saved for your retum.

Please note that if vou are contracting for vourself and vour agency, there will be separate links for vour application and vour
agency s application. However, vou must complete both applications before they can be processed.

For initial validation of vour identity, vou will be asked for vour email address, tax identification number/social security number and
vour National Producer Number (NPN).

If vou are an agent, vou will need the following basic information to complete vour application: date of birth, address and
information about vour current and past work history.

Agents and agencies are both asked to provide the website addresses where they intend to market or sell insurance products or
services.

Please click here to proceed with completing vour or vour agency’'s contract. This invitation will expire on 9/10/2015.

Should vou have any questions before, during, or after vou complete vour contract application please contact vour recruiting
Managing General Agency, Humana Sales Representative or Humana’s Agent Support Unit, which is available Monday—Friday
from 8am—9pm EST at 800-309-3163.

7

« Recruitment Reminder Email: When a producer does not access the recruitment request within
30 days they are sent a reminder email 5 days before it expires:

Sample email:

Humana.
-,

8/18/2015

You were previously sent an email that included a link to Humana's contracting application. This is a reminder that the invitation
will expire on 8/29/2015 at which time access will no longer be allowed.

Should vou have any questions please contact vour recruiting Managing General Agency, Humana Sales Representative or
Humana's Agent Support Unit, which is available Mondav—Friday from 8am—9pm EST at 800-309-3163.
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Recruitment Contract Expiration

< A producer will have 30 days to submit their contract application before it will expire an d no
longer be accessible.

Note: A recruitment request for an individual producer and agency, both must be
completed and submit within 30 or both will expire, regardless if one contract
application is submitted and/or approved.

< A producer will have 10 days to submit their amendment application before it will expire and no
longer be accessible.
% The expiration status will be tracked in the activity log of the Search screen.

% When a producer attempts to access an expired invitation, thy will receive a message that reads
“Your application is no longer available” with the option to contact the recruiter.

Section 4 — Recruit Amendments

Initial Screen

Humana. Producer Onboarding e, | Logour

Recruit > Amendment Recruit  Search  Reports

Medicare Advantage & Prescription Drug Plans 1

Amendment

2
ABTF payee agent number (Optional) | goiup

; . I

{Download Template)

Agent number
[l Verify Eligibility |
6
Additional message to invitees (Optional)
7 8

Amendment Selection

1 Products that are available to an external General Agency Recruiter are pre-selected and
determined by verifying the GA’s active override agreement

» GOV = Medicare Advantage & Prescription Drug Plan
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ABTF Payee Agent Number

2 The Recruiter has the OPTION to input an ABTF Payee Agent Number. When entered, this number

defaults in the payment options portion of the onboarding interface for the products selected when
sending the producer recruitment.

R/
0.0

The ability to verify the Payee Agent Number is provided using the Lookup feature. When the

lookup link is used, a valid number is replaced with the Payee Name, followed with the number,
as shown below.

CO HUMANA INSURANCE(1064625)

ABTF Payee Agent Number (Optional) e

*Note: During the onboarding process, the producer can choose to either use this Recruiter

suggested payee or change it to a different payee agent number.

Agent Number
3

The Recruiter is required to provide a valid Agent Number to identify the producer.

Upload Producers

4 The ability to import a list of producers to amend their current contract is provided with the Upload
feature.

<o

% Upload files must meet the following specifications:
» Less than 5MG in size

» Excel format (.xIs or .xlIsx)
» First row must contain the heading line provided in the template

' Note: Selecting the Download Template link enables the Recruiter to open an Excel template
with the appropriate format. Examples of template below:

it Upload

(Download Template)

A

1 Humana Agent Number
2
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Verify Eligibility

5 Selecting Verify Eligibility confirms the current status of the producer based on the information
provided
% Following is an explanation of the grid results
Agert # Harmag Emadl Addness Status A
HARNVEY SILVERSTEIN HARNEYDEZ 1{BGhANL COM ﬁ § B 'n‘
E Export
The garbage can allows the recruiter to delete the producer request.
A checkmark under the Status indicates the producer passed all validation and eligibility rules.
» An exclamation point under the Status indicates one or more exceptions occurred.
Hovering over the icon provides an explanation for each exception found.
A Recruiter has the ability to click on any of the information fields to place a producer request in
update mode.
Note: Only one producer can be updated at a time. When editing, the status indicator does
not display. Additional features are described below:
Agent # Name Email Address Status e f
1295393 HARVEY SILVERSTEIN HARVEY0821j@GMAIL.COM d v 4 X
B Export
The fields that can be updated are indicated by an underline.
The checkmark triggers re-validation of the corrected producer information.
f v .
The X’ allows a Recruiter to cancel any updates that were made.
< Export: A Recruiter is able to export the results of the grid to Excel:
I Do you want to open or save export_1709102.xlsx (3.64 KB) from test-sales.humana.com? Open Save = Cancel I
A B C D
1 |Humana Agent Number Name Email Address Status
2 1295393 HARVEY SILVERSTEIN HARVEY0821@GMAIL.COM The producer requires a release. After the release is processed please send the producer a contract invitation.

Recruiters can provide an additional message to invitees. This message will be included within

the email content of the recruitment request.

Note: There is a 500 character limit when sending an additional message to invitees

Page 14 of 55



Producer Onboarding Recruit, Onboarding and Approval

Cancel / Send Recruitment

7

Choosing to cancel will reset the recruitment page to the original settings.

< If information was previously entered, the Recruiter is prompted with a message and can
choose whether or not to proceed with the cancellation.

This will cancel the invitation process and clear all information that has been
entered. Are you sure you want to cancel?

No Yes

8 The “Send” button will activate once all producers pass the validation and eligibility checks.

« Send is disabled when any producer has an error is or in the process of being edited.

s

Note: When a recruiter sends out their initial invitation the system will request an
email address for carbon copies.

Please enter your email address.

This email address will be included on copy of producer emails

¥our email oddress

Continuing will send the invitation to the producer with the following email address on copy: Would you like to
continue?

Change Email No Yes

« The email is then saved for concurrent invitations, with an option to change.
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Email Communications

.

% Recruit Amendment Email: When a recruit amendment request is successful sent, an email will
generate to the recruited producer(s)

Sample email:

Humana.
e
e

7/17/2015
Welcome to Humana's online Medicare Advantage & Prescription Drug Plan amendment request process.

For validation of vour identity vou will be asked for vour tax identification number/social security number and your Humana agent
number.

Please click here to proceed with completing vour amendment. This invitation will expire on 7/20/2015.

Should vou have anv questions before, during, or after you complete vour amendment application, please contact your recruiting
Managing General Agency, Humana Sales Representative or Humana's Agent Support Unit, which is available Monday—Friday
from 8am—9pm EST at 800-309-3163.

Recruitment Amendment Expiration

7

« Invitation Expiration: When a producer does not submit their application within 10 days, the
invitation expires in the same manner as previously documented for a contract invitation.

Section 5 — Producer Onboards

Online Service Agreement

Accepting Humana'’s Online Service Agreement is required the first time a producer accesses the
invitation link.

e accept our online service agreement to begin
By 2reeng 10 Tete (OMTONL you MO PrOVIONG yiur W3 LGAITIS Tou MU ST 04 83afy IUONTed 10 Lign
(oMY TN 0m BOART of ping Cop el von
1| % Conmmnd 607 (43600
o ~
: " " "
~
— o - [
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1

2 The “I accept” button remains disabled until the producer scrolls to the bottom of the agreement.
Scrolling to the bottom activates both the “I accept” button and the ability to return to the top of the screen

using the #\ feature shown below:

The producer can download a pdf that contains the content of the Online Service Agreement.

3

If the producer chooses to close the agreement without signing, the below message will display:

I Chosing thie online sEnvce Sqresman! vio will nof Be able b corBnue wal

h the cnBoaniing

Selecting ‘no’ returns the producer back to the top of the Online Service Agreement.

Humana. Producer Onboarding

You cannot continue with the onboarding process.

You may now click the Exit button to exit this session or click the View Online Service Agreement button fo access the online service agreement

358 View Online Service Agreement

Choosing to View Online Service Agreement returns the user to the initial page. Choosing to exit
displays the following pop up.

Windows Internet Explorer

'.o.' The webpage you are viewing is trying to close the window.

Do you want to close this window?

« Selecting ‘yes’ will advance the producer to the screen displayed below
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Getting Started

Sample carousel page:

Humana. Producer Onboarding

Become Humana Strong

- Learn More

The bottom portion of the Getting Started screen provides the following information:

1
Tnank you for your interest in Humana. This process will take you To complete Producer
through the steps to get contracted, receive certification and training, e NTTNE: [T TRV TH LRI (0 &
and ordering marketing materials.

You'll be able to explore and find out more about the opportunities

and support you will enjoy as a Humana producer!
Internet access

Producer Onboarding supports the current and
prior major release of Chrome, Firefox, Internet
Explorer (IE9+) and Safari. Please see the FAQ
document for additional information

Get Started » 3

Disabled pop-up blockers

You may need to disable your pop-up blockers in
order to complete the Onboarding process.

Basic information about yourself

National Producer Number, Tax Identification
Number/Social Security Number, date of birth,
address, and basic information about your
current and past work history

Completion time

Completion of the application takes
approximately half an hour. If you are unable to
complete the application in one session, the
information will be saved for your return.

View FAQs o 4

' Introduction message

-~ Minimum requirements for completing the recruitment request

~ Get Started button will advance the producer to the authentication step.

T View FAQs displays frequently asked questions in a new window.
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Explore & Learn

Once the producer clicks the “Get Started” button, consistent reference information will appear on the
right side of the page for both contracts and amendment:

% Explore and Learn- allows the producer to navigate to Humana Product and Sales Support
information.
o The producer can expand each title to access links to additional information. When the
producer expands the Explore and Learn content, it will stay expanded until the producer
chooses to close it

The content expanded shows as follows:

v Product information

HMO and Part D Product Msp

w Sales support
information

> Sales Suppont

1

Clicking a link allows a producer to open a document with relation information.

2 Selection a state and clicking “Go” allows a producer to open a document that is specific to the state.

Wiew FAQs of

5

Contact your Humana Sales
Representative or Recruiter
for additional assistance.

Have a Question?

TTY users: call 711

®,

« Provides a link to frequently asked questions and displays contact information based on the recruiter
sending the invite:

o When the invitation is for an MGA, both the MGA phone number and the Humana Agent Support
Unit (ASU) phone numbers are shown
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Contract Step 1 — Authentication

The Authentication step verifies a producer’s identity. Required fields are identified with an asterisk from
this point forward.

Agent: Agent authentication is described below.

Humana. Producer Onboarding

1

@ @ ® (s () @
Authentication Product Your Background  Contract Payment Review &
Selection  Information Questions Forms Options Submit

Welcome Back, Patricia | 2

To continue, please verify and fill out the information below.

All fields are required.

First name Last name 3
Patricia

Email

[ Xyz@yahoolcom x 4

Social security number S

National erawer  nurnber (NPN) ?

©® Forgot your NPN? Look it up. o 8

9

1 Progress Bar: Indicates the steps a producer has completed and those that are remaining are
shown.

2 Welcome: The producer is welcomed by name with instructions on how to proceed.

3 Name: First and Last name are pre-populated with what was provided by the Recruiter. The
producer can change the information to ensure it matches NIPR.

4 Email: The producer’s email is pre-populated from what was provided by the Recruiter. The
producer can change the email to control where future communications are sent.

5 Social Security Number is required for NIPR authentication.

o Itdisplays masked when entered.
6 Show: The producer can display the SSN, which reveals what was entered.

NPN is required for NIPR authentication of an agent.
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8 NIPR Lookup: The “l forgot my NPN...” link allows the producer to access NIPR to look up the NPN.

searciner

Need Assistance ? Ecustomerservice@nipr.com

National Insurance Producer Registry

The National Producer Number is a unique NAIC identifier assigned through the licensing
application process or the NAIC reporting systems to individuals and business entities
(including, but not limited to producers, adjusters, and navigators) engaged in insurance
related activities regulated by a state insurance department. The NPN is used to track
those individuals and business entities on a national basis.

NPNs are assigned to all individuals and most business entities on the PDB.

To find your NPN, Use one of the search options below:

SSN:
Individual Last Name:
Submit Query

License #: State:
License

[ Reset ] [ Submit Query ]

FEIN:
Agency
Submit Query

9 Authenticate triggers a call to NIPR to validate the producer's SSN and NPN. When the
authentication is successful, the producer’s licenses are displayed:

Example:

National security number (NPN)

11520046

@ Forgot your NPM? Look it up. o

Based on your NPN, we see that you
are licensed in the following state(s) for Humana products:

Tennessee Kentucky Missouri

% When the producer is unable to authenticate, the below error will display under the Welcome
message.

o If the producer attempts and fails more than the maximum (3), s/he will be unable to proceed

and must contact their recruiter or Humana ASU to have the link reset.

A The following requires your attention

The information provided does not match what was submitted on the invitation. Please try again or

contact your recruiter.

%

 Note: The number of attempts to authenticate is not increased when the reason the authentication
fails is due to NIPR technical issues.
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Agency: Agency authentication differs from Agent, as defined below.

Example:

Welcome, SENIOR BENEFIT SOLUTIONS INC

If you're ready to start the onboarding process now, please fill out the form below. If
you have questions along the way, don't hesitate to contact our dedicated support
team.

* Agency Name | 1

SENIOR BENEFIT SOLUTIONS INC

* Agency Email je.q nome@emait com)
L

26@humana.com

* Tax Identification Number | 2

LI R LR L]} Show

National Security Number (NPN) (Please provide NPN if you have one.)

[ 17520852 ]

* Resident State | 3

Tennessee h

1 Name: Agency name is pre-populated with what was provided by the Recruiter. It is updated by
what is returned from NIPR once the producer successfully authenticates.

Tax Identification Number is required for NIPR authentication. It displays masked when entered.

3 NPN is required only when provided by NIPR for the agency’s resident state. Since not all states
require an NPN, the agency must select their resident state to confirm if NPN is required.
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Contract Step 2 — Product Selection

The second step of the contract onboarding process is product selection.

Humana. Producer Onboarding

o—e 1 @ @ @ @ @
Authentication Product Your Background Contract Payment Review &
Selection Information Questions Forms Options Submit

Product Selection

2 | Donald, we have selected the following products for you.
Medicare " Medicare Supplement

3 | Please select any additional products you would like to sell with

Humana.
[ Medicare
Medicare Advantage
&
select all Prescription
...................... Drug Pians
[ Individual
L Major [ Stand Alone [ Individual
Individusal Medical, Dental & Life and
Life, Stand Alone Supplemental
selezt al Traditional Wision Products
Flus Dental
. Group
Group “ision, Life H Workplac
O Medical [ Dental O Visian, Life, Iy At
select al STD, LTD Joluntary

...................... Benefits

;

1 Progress Bar: The authentication step shows as complete with a check mark. The Product
Selection step is now highlighted as in progress.
2 Selected Products: The producer is informed of the products that were selected by the Recruiter.
The producer must accept these products in order to continue contracting
o (i.e., cannot de-select any).
3

Additional Products: The producer can select one or more additional products aside from what was
pre-selected

1

* Note: When a producer selects an additional product, the hierarchy for that product will not be aligned to the
recruiter.

4 Select All: The ability to select all products within a segment is provided.

5 Continue: Once the selections are made, the producer can proceed to the next step.

' Note: The ability to go back to the previous step does not apply, since the previous step was Authentication
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Contract Step 3 — Your Information

The third step of the contract onboarding process is split into four parts in which demographic information
is gathered for a producer.

Agent Part 1:

Humana. Producer Onboarding

] v © 1 @ ® ® 7
Authentication Product Your Background Contract Payment Review &
Selection Information  Questions Forms Options Submit

Your Information
Agent Information: 1of4 2

Please complete the application
Your name appears as it does on your resident license. It cannot be updated
Name: DONALD JOHNSON

Suffix * Date of Birth mupomyvy % Gender

04/12/1963 & Male Female 5
3 4

* Are you now or have you ever used any legal name other than shown above?

Yes @ No 6

cauk | 7 :

1 Progress Bar: The Product Selection step shows as complete with a check mark. The Your
Information step is now highlighted as in progress.

2 Sub-Step Progress: Your Information consists of 4 parts for an agent. The sub-title indicates the
progress within the step (i.e., 1 of 4).

3 Suffix can be optionally provided by the producer.

4 Date of Birth is pre-populated when available in NIPR and can be updated.

3 Note: Updating the birth date here does not trigger an update to NIPR.
5 Gender: The producer is required to indicate their gender in order to contract.
6

Other Legal Name: When a producer indicates other legal names have been used, additional
optional information is presented for the producer to provide, including the prior name, date range
the name was used, and the reason for the name change.

o The producer can clear the information and add additional prior names.
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Other Legal Name Example:

B @ No
Prior Name
From Date ey

To Date mmyvyg

Reason(s):

# Are you now or have you ever used any legal name other than shown above?

+ Add Another

7 Back: The producer can navigate to the previous Product Selection step.

8

Agent Part 2:

Your Information
Contact Details and Website Information:
Correspondence/Preferred Name 2

Don

* Email | 3

16@humana.com

* Primary Phone Number Secondary Phone Number

123 456 7890

Fax Number

then please enter all applicable websites:

6

« Back

7

¥ I do not have or I do not intend to have a website where I market or sell products | 5

If you do intend to market or sell products on one or more websites,

Continue: The producer can advance to part 2 after providing the required information.

20f4 1

G continue |

1

Sub-Step Progress: The sub-title indicates the progress within the step (i.e., 2 of 4).

2 Correspondence/Preferred Name pre-populates with the Agent’s first name and is blank for an

Agency. The producer can optionally provide this info.
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3

4

Email: The producer’s email is pre-populated from the Authentication page. The producer can
change the email to control where future communications are sent.

Primary Phone pre-populates from NIPR, when available, and is required.
Secondary Phone can optionally be provided.
Fax Number pre-populates from NIPR, when available, and is optional.

No Websites: The producer can indicate a website is not used to market or sell products by
checking the box.

Websites: When the no websites box is not checked, the producer is prompted to provide websites
used to market or sell products.

Note: When a user checks the “No Websites” box, the user is not allowed to enter text. However, if the
user types text, there is nothing to prevent the user from going back and checking the box.

Back: The producer can navigate back to part 1 of Your Information

Continue: The producer can advance to part 3 after providing the required information.

Agent Part 3:

Your Information
Address Information: Jof4 1

Business Address 2
#* Agency Name

ACME Agency

#* Street Address PO Box

7709 HUNTERS

#* City #* State # Zip Code

OLIVE BRANCH M3 38654
Shipping Address, 3
Same as Business Address? 4
# Street Address PO Box
7709 HUNTERS VIEW DRIVE
* City * State * Zip Code
OLIVE BRANCH M3 38654
Resident Address §
Same as Business Address? | B

# Street Address PO Box
7709 HUNTERS VIEW DR

* City * State * Zip Code

OLIVE BRANCH MS 38654

+ Back T 8

Sub-Step Progress: The sub-title indicates the progress within the step (i.e., 3 of 4).

Business Address: The business street address, city, state and zip pre-populate from NIPR, when

available, and are required. Agency Name is required. PO Box is optional.

Shipping Address: The shipping street address, city, state and zip pre-populate from the NIPR

mailing address, when available, and are required. PO Box is optional.
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4

Same as Business Address is a one-time copy of Business Address to the Shipping Address when
checked. Later changing the business address after checking “Same as...” does not automatically
apply the same updates to the shipping address.

Resident Address: The resident street address, city, state and zip pre-populate from NIPR address,
when available, and are required. PO Box is optional.

Same as Business Address is a one-time copy of Business Address to the Resident Address when
checked. Later changing the business address after checking “Same as...” does not automatically
apply the same updates to the shipping address.

Back: The producer can navigate back to part 2 of Your Information.

Continue: The producer can advance to part 3 after providing the required information. Choosing to
advance validates the address information provided. If discrepancies are found, the producer is
given the option to:

e Go back and correct an invalid address

¢ Retain the suggested address information provided and continue

¢ Retain the original address information the producer provided and continue

Sample Address Correction:

Please confirm

We could not verify these addresses as valid postal addresses. Please confirm they are comect or click Back and correct them.

Business Address

This address is comrect.
7709 HUNTERS
OLIVE BRANCH
M5
38654
We found suggested addresses for the following locations. Please confirm the comrect address for each.

Shipping Address

Original ® Suggested

7709 HUNTERS VIEW DRIVE 7709 HUNTERS VIEW DR
OLINVE BRANCH OLIVE BRANCH

M3

38654
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Agent Part 4:

Your Information
Agent Background Information: 4ofs 1

List your occupation/employment history information in the fields below for the

past five years, most recent first. Include a full and part-time work, self-
employment, military service, unemployment and full-time education.

Agent Background Information

From Date sawemyy  To Date vy Employer Marme
2
Address | 3
City State Zip Code
Duties 4

Reason for Leaving 5

6  + Add Another

a7 Y covine- |

1 Sub-Step Progress: The sub-title indicates the progress within the step (i.e., 4 of 4).

2 Agent Background: The producer is prompted to provide the start and end dates of their
employment history and the employer’s name.

3 Address: The producer is also prompted to provide the employer’s address, city, state and zip.

4 Duties: The producer will need to provide the duties performed at the employer.

5 Reason for Leaving: The producer will need to explain the reason for leaving the employer.

6 Add Another allows the producer to bring up another empty set of information to establish an
additional previous employer.

7

Back: The producer can navigate back to part 3 of Your Information.

Continue: The producer can complete the step and advance to the Background Questions.
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Agency:

Your Information Agency differs from Agent, consistency of a three part process, since Employment
History does not apply to agencies. The differences are outlined below:

<o

% Part 1 — Agency Information: Agency Name is pre-populated from the NIPR legal name of the
Agency’s resident license.

o The producer does not have the ability to change this name.

o Type of Entity is required in place of Suffix, Date of Birth and Gender.

Your Information
Agency Information: 1of3

Please complete the Application

Agenty Name: SENIOR BENEFIT SOLUTIONS IN(

LD I

* Type of Entity
Corporation
Limited Liability Corporation
Partnership
Sole Proprietor

Is the Agency now using or has it ever used any name other than shown above?

Yes No

+ Back Continue -

e

% Part 2 — Contact Details and Website Information: No difference from agent perspective

®,

+ Part 3 — Address Information: Resident address does not apply to agencies.
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Contract Step 4 — Background Questions (Part 1)

1

2

% The fourth step of the contract onboarding process requires the producer to respond to
background questions which will trigger a background check.

o The questions presented to the producer differ between Agent and Agency.

Authentication Product Your Background
Selection Information  Questions

Agent Background Questions

I Criminal Background Information 2

Yes © No

Yes © No

Information 3

department?

@ Yes @ No

Humana. Producer Onboarding

®

Contract

Forms

For any "Yes" answers, you will be required to submit a valid detailed
explanation, including any related documentation_

* A Are there any criminal charges pending against you?

* B. Have you ever been convicted of or pleaded guilty or no contest to any felony,
misdemeanor, or any other violation of law ather than minor traffic offenses? If yes,
provide complete information and attach copy of court erder.

II Department of Insurance, CMS, and other Insurance Industry Background

* A_Have you ever been the subject of any investigation or proceeding by any insurance

@ ®
Payment Review &
Options Submit

o DN OTAVEN ;
misconduct, credit ﬁmmmﬂ%mﬁmm

experience, moral character, acts of dishonesty, breach of trust, etc,, that was not

covered by any of the above guestions?

©Yes © No

«~Back | 4

G o

Progress Bar: The Your Information step shows as complete with a check mark. The Background

Questions step is now highlighted as in progress.

Criminal Background Information: Responding ‘yes’ to I.A and |.B requires the producer to provide
the state and year in which the offense occurred. This information is sent to vendor when the

background check is requested.

o The producer can optionally provide the city, additional details and attachments, as well as
disclose additional offenses with the Add Another button.

Charge 1
City

Details

* State

Please provide a detailed explanation in the text box below and/or upload an attachment

* Year pm

- Add Another
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3 Background Questions: Responding ‘yes’ to any other background questions prompts the producer
to provide a comment or add an attachment to provide an explanation, as shown below:;

* D. Do you have any other information related to criminal actions, insurance-related
misconduct, credit history, financial history, reputation, qualifications, background,
experience, moral character, acts of dishonesty, breach of trust, etc, that was not

covered by any of the above questions?

@iYes © No

Details

4 Back: The producer can navigate to the previous Your Information step.
5 Continue: Once all the questions have been answered, and supporting documented provided for

‘yes’ responses, the producer can continue to the NIPR Regulatory response step, when regulatory
actions are present, or to the Contract Forms step, when no regulatory actions exist.

Contract Step 4 — NIPR Regulatory (Part 2)

When NIPR regulatory actions exist for the producer, explanations are required in order to complete the
Background Questions step.

Background Questions
NIPR Regulatory Explanation: Part 2 of 2

You are required to provide a detailed explanation and/or any related 1
documentation for the regulatory action(s) displayed below.

Length
of
Date of Effective Penalty = Order
State  Origin Disposition the Action Date Enter Date Amount (Days)
Information/Referral || . oo
™ From Ancther State | g '~ = ded 120272014 12/02/2014 | 12/04/2014  50.00 0
Agency Suspende:
Reason: Failure To Pay Child Support
Information/Referral | | ;oonee
TN From Ancther State | g~ = ded 120272014 12/02/2014 | 12/04/2014  50.00 (1]
Agency AR

Reason: Failure To Pay Child Support
Add a comment below or upload an attachment (maximum attachment size of 5 MB) 2

| promige to pay from now on. 3

Bk | 4 5

1 Explanation: The producer must provide comments or upload an attachment to explanation all of
their NIPR regulatory actions.

2 Upload: The producer can upload an attachment that explains the action(s).
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3 Comment: The producer can choose to add a comment to supplement their attachment or explain
the action(s).

4 Back: The producer can navigate to the previous Background Questions step.

5 Continue: Once supporting information has been provided, the producer can complete the step and
advance to the Contract Forms step.

 Note: NIPR Regulatory is not included as part of the contract form.

Contract Step 5 — Contract Forms

The fifth step of the contract onboarding process requires the producer to sign required contract forms
based on the products they are contracting to sell.

Humana. Producer Onboarding

o 4o—°—c’—o -1 { _ﬂ'} (]
Authentication Product Your Background  Contract Payment Review &
Selection Information Questions Forms Options Submit

Producer Contract

10f5 2 3 % Downiead POF

~

Humana Producer Contract

This Humana Producer Contract, including all amendments, exhibits, Company Policies, the
Agent or Agency Application ("Application"), and Producer Parinership Plans (collectively, the
"Coniract”), is made and entered into between Humana Insurance Company, Humana Health Plan,
Inc., and all of their insurer or health plan affiliates and subsidianes (collectively, the "Company™)
and DONALD JOHMSON, and all of its affiliates and subsidiaries (collectively, "Producer”). The
Company and Producer also are referred to in thiz Contract individually and collectively, as the
"Party” or "Parties."

In consideration of the mutual promises, covenants and agreements stated in this Confract, and

intending to be legally bound by this Contract, the Parties agree as follows:

SECTION 1. DEFINITIONS

«Back | 4 5]
_eBack | | click o sign |

1 Progress Bar: The Background Questions step shows as complete with a check mark. The
Contract Forms step is now highlighted as in progress.

2 Form Progress: The sub-title indicates the number of forms that require a signature and the
progress made (i.e., 1 of 5).

3 Download: The producer can download a pdf that contains the content of the current form.
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4 Back: The producer can navigate to the first Background Question step, which:

e Brings the producer back to the beginning of the Background Questions step, when the producer

is on the first form, or

Brings the producer back to the previous form, when the producer has already signed at least
one form. The button appears as “Next” instead of “Click to Sign”

5 Click to Sign: The producer must scroll to the bottom of the form to activate the “Click to Sign”

button. Clicking the button advances the producer to the next form (if additional forms are
remaining), or the Payment Options step, once all forms are signed.

%

Notes: Once a form has been signed, it cannot be “unsigned”. Navigating back to the Product Selection
screen and continuing forward may result in additional form signature depending on the selected product.

Special Considerations: The following forms have special considerations:

R/

« The producer’s name is inserted into the Contract Form:

Humana Producer Contract

This Humana Producer Contract, including all amendments, exhibits, Company Policies, the
Agent or Agency Application ("Application"), and Producer Partnership Plang (collectively, the
"Confract™), is made and entered info between Humana Insurance Company, Humana Health Plan,
Inc., and all of their ingurer or health plan affiliates and subsidiares (collectively, the "Company™}

andbDl\ALD J-:-HNS-:-N.land all of its affiiates and subsidiaries (collectively, "Producer”). The

Company and Producer also are refemed to in this Contract individually and collectively, as the
"Party” or "Parties."”

e

% The Background Check and Disclosure Form is required when contracting, however if completing an
amendment and the producer previously contracted through Producer Onboarding, the background
form will not be displayed. Within this form, the producer is allowed to select to receive a free copy of
the background report when that producer has a resident state in California, Minnesota or Oklahoma.

%

Note: The system determines the resident state based on the resident address the producer entered in the
Your Information section when onboarding, which may not match NIPR.

Example:

MOTICE TO MINNESOTA RESIDENT 5

You have the right to obtain a copy of the report ordered by checking the box provided below.

“ou request to receive a free copy of the report by checking this box.
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Contract Step 6 — Payment Options

The sixth step of the contract onboarding process requires the producer to select payment options,
choosing between Direct Deposit and assigning payments to a payee. The availability to provide these
options depends on the following:

% The availability of Direct Deposit or ABTF depends on the selected products.
< Direct Deposit is the only available payment option for Agencies.

The Types of Business listed in the Payment Options grid are driven by the selected products. When a
producer is onboarding as part of a “Both” invitation, the agent will have the ability to assign payments to
the agency that is currently being onboarded.

Humana. Producer Onboarding

PN - - ~ =

] L4 L4 L4 L¥J © 1 @

Authentication Product Your Background Contract Poyment Review &
Selection Infi if Questions Forms Options Submit

Payment Options 2

Please select a payment option for each Type of Business listed below.

If you select Direct Deposit, your commission funds will be electronically
deposited in your bank account. You will not receive a paper commission
statement or check. A 1099 will be issued to you, regardless of the owner of the
bank account information provided.

I you select to Assign Commissions, your commission funds will be paid to the
designated payee agency. When selecting this option, you will need to provide
the Humana Agent Number of the Payee and sign the Agent Business Transferal

Form (ABTF).
Payment Option
Direct Deposit Asgsign Commissions to:
A 1095 will be izsued ABTF Payee Agent Number
VD f Buzines fo the individual
pE B e being contracted, Q 4

regardless of the
owner of the bank
account information

provided.
seertan 3 Assgnan| 5
ABTF Payee Agent Number
Medicare o B

Qrf

csack | 8 e

1 Progress Bar: The Contract Forms step shows as complete with a check mark. The Payment
Options step is now highlighted as in progress.

2 Instructions: Are provided at the beginning of the step.

3 Select All: Allows a producer to quickly assign all Types of Business to Direct Deposit.

4

ABTF Payee Agent Number: The Payee Number defaults to what was provided by the Recruiter,
when applicable.
o The producer can provide a payee number and use the magnifying glass to translate the
number to the Payee name to confirm the correct payee was selected.

 Note: The producer will have the ability to update/change the payee number provided by the
recruiter
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5 Assign All: Allows the producer to quickly assign all Type of Business to the provided Payee
Number.

6 Individual Selection: The producer can activate Direct Deposit at the Type of Business level.

7 Individual Selection: The producer can look up or activate at the Type of Business level.

8 Back: The producer can navigate back to the first contract form.

9

Continue: When Direct Deposit is selected for any Type of Business, the producer continues to a
Financial Information step.

o When Direct Deposit is not selected, the Payment Options step is completed and the
producer continues to the Final Review step.

Contract Step 6 — Direct Deposit Form

When Direct Deposit is selected for at least one Type of Business, the producer is required to provide
Financial Institution information.

Humana. Producer Onboarding

-~ P P PN G &
O L J L J L4 L L
Authentication Product Your Background Contract Payment Review &

Selection Information  Questions Forms Options Submit

Payment Details — Direct Deposit

Complete your banking information.

# Please indicate type of account

» Checking © Savings 1

* Bank Name
2
# Bank City
8
# Bank State
Alaska - 4

Account Type: The producer is required to select between checking and savings.

Bank Name is required.

Bank City is required.

W N =

Bank State is required and can be selected from a dropdown list.
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7

10
11

# Bank Zip Code
# Bank Phone Number

# Bank Routing Number

Where do | find this? 7

# Re-enter Bank Routing Number
# Bank Account Number
# Re-enter Bank Account Mumber

This authorization will remain in force until written notification of terminafion or change is received by
Humana in such time and in such manner as to afford Humana a reasonable opportunity to act on it.
| (We) hereby authorize Humana to initiate Automated Clearing House credits and, if necessary,

make corrections for any enfries made to my account in emor. 9

Bank Zip is required.

Bank Phone number is required.
Bank Routing number is required as a 9-digit number with leading zeroes. A link to assist with

locating the Bank Routing number on a check is provided. Re-entry of the number is required as
confirmation.

Nhere do I find my Routing Number?

oMmERe T

The Bank Roufing Number (highlighted in yellow) is usually the ine digit number located on the bottom lefthand comer of your
check

Account number is required, along with re-entry as confirmation. The producer is notified if this re-
entered number does not match the previous number. The number is masked with the option to
unmask.

Disclaimer information is provided to explain the agreement between the producer and Humana.
Back: The producer can navigate back to the Payment Options step.

| Agree: When the required Direct Deposit information is provided, the producer can complete the
Payment Options step and continue to the Submit and Review step.

Page 36 of 55

Recruit, Onboarding and Approval



Producer Onboarding Recruit, Onboarding and Approval

Contract Step 7 — Review & Submit

®

% The final step of the onboarding process allows a producer to review, and optionally edit, the
information provided prior to submitting the completed application to Humana for review.

HumMana. Producer Onboarding

Authentication Product Your Background Contract Payment Review &
Selection Information Questions Forms Options Submit

Final Review 2

You're almost done. Please review your information and make any final changes
needed.

v Products | 3

Medicare
Medicare Supplement

1 Progress Bar: The Payment Options step shows as complete with a check mark. The Review &
Submit step is now highlighted as in progress.

2 Instructions are provided at the beginning of the step.

3

Products: for which the producer was recruited, as well as any additional products the producer
selected, are displayed. The producer is not allowed to change this information as part of the
Review & Submit process.

Expand/Collapse: The “Your Information” step content displays in expanded view by default, as shown
on the next page. The remaining step content is collapsed by default and can be optionally expanded
and reviewed by the producer, when that step is applicable.

Edit: Each step provides the option to click the “Edit” link, which returns the producer back to that step in
the process. The producer must then click continue to advance through all subsequent steps to
arrive back to the Review & Submit step.
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Your Information

This content varies between Agent and Agency and is not applicable for Amendments.

~ Your Information

Suffix

First Name
Middle Initial
Last Name
Gender
Birth Date

Contact Information

Correspondence Name
Email Address

Primary Phone Number
Fax Number

Secondary Phone
Number

| do not have or | do not
intend to have a website
where | market or sell
products

Website

Addresses

Business Address
7709 HUNTERS VIEW
DRIVE

a

OLIVE BRANCH

MS

38654

Edit

DONALD

JOHNSON
Male
04-12-1863

Don
16@humana.com

5555555555

Yes

Residential Address Shipping Address
7709 HUNTERS VIEW 7709 HUNTERS VIEW
DRIVE DRIVE

OLIVE BRANCH OLIVE BRANCH

MS MS

39654 39654

Employment History

This content applies only to Agent contracts. The section displays even when no Employment History
was provided to give the producer the option to add it during the review step.

From (Mo/YT):
To (MofYr):

Duties:

v Employment History

Employer Name:

Employer Address:

Reason for Leaving:

Edit

0172010

ACME Employer

123 Any Street

Anytown, WI

Whatever they ask of me

Still employed
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Background Questions

This content is not applicable for Amendments.

v Background Questions  Edr

I. Criminal Background Information

A Are there any criminal charges pending against you?

State MI
Year 2006

Details | am innocent.

B. Have you ever been convicted of or pleaded guilty or no contest to
any felony, misdemeanor, or any other viclation of law other than minor
traffic offenses? If yes, provide complete information and attach copy of
court order.

IL. Department of Insurance, CMS, and other Insurance Industry
Background Information

A Have you ever been the subject of any investigation or proceeding by
any insurance department?

NIPR Regulatory

This content applies only for Agents and Agencies that are contracting and have NIPR regulatory actions.
The actions are displayed in grid format followed with support comments and attachments.

v NIPR Regulatory Actions  &dit

Length
of
Date of Effective Penalty Order
State Origin Disposition the Action Date Enter Date  Amount (Days)
Information/Referral | | .
TN | From Another State | gccnse 12/02/2014 | 12/02/2014 | 12/04/2014 | $0.00 |0

Agency Suspended

Reason: Failure To Pay Child Support

Comment

Lorem Ipsum is simply dummy text of the printing and typesetting industry

Attachment

& lolo (18).txt
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Forms

This content varies based on the selected products the producer is contracting to sell.

v Forms  Edit

Producer Contract Signed
Exhibit A - HIPAA Business Associate Signed
Agreement

Exhibit B - Producer Information Security View Signed
Agreement

Appendix- Background Investigation View Signed
Disclosure and Authorization

Medicare Amendment View Signed

Payment Options

This content varies based on the selected products the producer is contracting to sell and the options that
were selected.

¥ Payment Options  Edn

Type of Business Payment Option
Medicare Direct Deposit

Individual Major Medical, Life, Traditional

Plus Dental Direct Deposit

Financial Information

This content applies when a contracting producer selects Direct Deposit as a Payment Option. It does
not apply to amendments.

v Financial Information  Edn
Bank Name Test
City Name City
State Name AR
Zip BhRE55
Phone Number 56b56RE5RS
Routing Number KOOI (Show)
Account Number FOCCONOK (Show)
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Amendment Step 1 — Authentication

Amendment authorization requires the producer's Humana Agent Number in place of an NPN.
% The number provided must match what was specified by the Recruiter when the invitation was
sent.

o The producer’'s Tax ID (Social Security Number for an agent or Tax Identification Number
for an agency) is required as secondary validation and must correspond with the Humana
Agent Number in Solar.

Agent:
0 @
Authentication Amendment Forms Payment Options Review & Submit
Welcome, KATHERINE |2
If you are ready to start the amendment process, please enter your Humana Agent
Number now.
* First Name * Last Name
KATHERINE 3
* Email
@humana.com 4
* Social Security Number
......... Show | B
* Agent Number
6
;

Progress Bar: The steps a producer has completed and those that are remaining are shown with a
progress bar that is activated at this point in the process.

2 Welcome: The producer is welcomed by name with instructions.
3 Name: First and Last name are pre-populated with what was provided by the Recruiter.
4 Email: The producer’s email is pre-populated from what was provided by the Recruiter.
o The producer can change the email to control where future communications are sent.
5 Social Security Number is required for secondary authentication. It displays masked when entered
with a link to show.
6 Humana Agent Number is required and must match what was entered by the Recruiter.
7

Authenticate verifies the SAN matches what was provided by the recruiter and corresponds with the
entered Social Security Number.
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% When the producer is unable to authenticate, an error displays under the Welcome message. |f
the producer attempts more than the maximum (3), the producer is unable to proceed and must

contact their recruiter or Humana ASU to be reset.

Agency: Agency authentication differs from Agent in that the Agency Name replaces the First and Last

Name and the Tax Identification Number replaces Social Security number.

Example:

@ @ @
Authentication Amendment Forms  Payment Options Review & Submit

Welcome, MIDWEST CERTIFIED INS AGY LTD

If you are ready to start the amendment process, please enter your Humana Agent
Number now.

# Agency Name

MIDWEST CERTIFIED INS AGY LTD

* Agency Email (eg name@email com)

39@humana.com

# Tax Identification Number

* Agent Number

(- )
—

Amendment Step 2 — Forms

The second step of amendment onboarding requires the producer to sign the form that corresponds to

the amendment that was selected by the recruiter.

+ The producer may also be required to complete the Background Investigation Disclosure and

Authorization form, if one was not previously signed.

Example:

Humana. Producer Onboarding

@ @

Authentication Amendment Forms  Payment Options Review & Submit
Broker Referral
1of1 % Download PDF

Confidential Information immediately upon request of the company or upon termination of the *
BEMMAA

Compensation.

a. Compensation for Company Medicare Products shall be in accordance of the terms
and conditions of the BEMMAA.

Compensation for sales of Non-Company Products will be made directly by the

applicable company, carrier, or insurer or the designated field marketing organization
For the avoidance of doubt, Company bears no responsibilty, financial or otherwise, in
regards to compensation or commissions due to Producer from other companies,

carriers o insurers in regards to sales of Non-Company Products

Conflict Provision. Should a confiict arise between the terms and conditions of this
Brokerage Exclusive Aftachment and the BEMMAA o the Contract then the terms and
conditions of the Brokerage Exclusive Attachment shall gover and control as to the specific =
conflicting term or condition J
« T 3
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Amendment Step 3 — Payment Options

The third step of amendment onboarding requires the producer to select between Direct Deposit and
ABTF for the amendment. This functionality works in a similar manner as Contract Payment Options with
the following additional considerations:

R/

« Direct Deposit is the only available payment option for Agencies.

' Note: When Direct Deposit is chosen and Financial Information already exists, the producer is
notified and is not presented with the Direct Deposit page.

Amendment Step 4 — Review & Submit

The fourth and final step of amendment onboarding allows the producer to review and submit their
amendment application. This functionality works in a similar manner as Contract Review & Submit with
the following differences:

R/

% The following contract review content conditionally applies to amendments:

o Financial Information only applies when it does not currently exist

R/

% The following contract review content does not apply to amendments:
Your Information

Employment History

Background Questions

NIPR Regulatory

O O O O

Example:

& < @ ©

Authentication Amendment Forms Payment Options Raview & Submit

Final Review

You're almost done. Please review your information and make any final changes
needed.

> Forms Edit

» Financial Information Edit

« Back | Submit Application
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Returning Producer

A previously authenticated user that exited the application process and returns later using their link does
not need to re-acknowledge the online service agreement.

% Once the returning producer has successfully authenticated, the following validation steps determine
how to correctly direct the producer.

% Application No Longer Available: The producer is greeted with a message that provides the option
to email their Recruiter when their application is no longer available for one of the following reasons:

o The maximum number of attempts to authenticate was exceeded

o

Humana. Producer Onboarding

Your application is no longer available.

The maximum number of attempts to allowed to validate your information was exceeded. Please contact your recruiter or the Agent Support Unit

You may now click the Exit button to exit this session or click the "Contact Recruiter” button and a message will be sent to the Recruiter to contact you.

Exit | i Contact Recruiter

o Re-applying the eligibility rules flags a producer as no longer being eligible to contract

Humana. Producer Onboarding

Your application is no longer available.

The affiliated agent is tied to a Strategic Alliance Partner and/or Vendor and requires a release.

You may now click the Exit button to exit this session or click the "Contact Recruiter” button and a message will be sent to the Recruiter to contact you.

Exit ‘ d Contact Recruiter

o The invitation was not accessed prior to the business expiration timeframe

Humana. Producer Onboarding

Your application is no longer available.

Your invitation has expired

You may now click the Exit button to exit this session or click the "Contact Recruiter” button and a message will be sent to the Recruiter to contact you.

Exit | i Contact Recruiter
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o Selecting to Contract Recruiter for any of the above situations triggers the following notification:

7 oo e

The recruiter receives the following email;

Subject: Producer Contact Requestad

Humana
]
|

10202015

This email is to inform you that Howard Joseph is requesting to be contacted regarding their invitation status.

o The invitation was cancelled, either before or after submission:

Humana. Producer Onboarding

R <L O N B (]
Hello, Joseph

Your application is no longer available. If you have questions
regarding your application, please click here if you wish to

have your Recruiter contact you,

e RS N - 3

« Application Submitted: When a returning producer previously submitted their application, the
producer is greeted appropriately based on the status:
o Under Review: When still under review, the producer is greeted with a Welcome back messages
and the Next Steps information:

Humana. Producer Onboarding

AN T YT

-

Welcome back, William

Your application is currently being reviewed. We will notify you
once our review is complete at the email address you

provided.
. SssssEmm
Next Steps Download PDF
Applicction Your application is being reviewed. We will contact you regarding any questions or clarification if
review required. You will be notified by email within 5-7 business days when our review is complete
Agent por‘[q[ Upon approval, you will receive an email with your Humana agent identification number and
registrdtion information about how to register on Humana's agent portal

Certification &  You may be required to take additional certification and training. Once you have registered, you

training may access the online certification courses and training through Humana's agent portal. Click here
for additional information. Please note, for Medicare Advantage products, an instructor led course
may also be required. In addition, Marketplace Individual Major Medical certification must be
completed on federal or state based websites.

Marketing Once you are registered on the Humana agent portal you will have access to marketing materials

materials online

Enrollment &  Once you are registered on the Humana agent portal you will have access to both paper and online

selling tools enroliment tools. For Medicare and HumanaOne visit the Agent Workbench sites for additional
information, or contact Humana's agent support at 800-309-3163, TTY users: call 711, for
assistance.

Ready to sell Once your equiipped with the proper tools and have completed any necessary certification and
training, your'e ready to sell!
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o Approved: When approved, the producer is greeted with a Congratulations messages along with
next steps information, and re-directed to the agent portal.

Humana. Producer Onboarding

o E7

Congratulations, Jolene

Your application was approved! An email has been sent to the
email address you provided outlining your next steps.

Please click here to access Humana's agent portal

GAY./ /71 RN o ~

Next Steps

Application Your application is being reviewed. We will contact you regarding any or clarification if
review required. You will be notified by email within 5-7 business days when our review is complete.
Agent portq[ Upon approval, you will receive an email with your Humana agent identification number and
registration information about how to register on Humana's agent portal.

Certification &  You may be required to take additional certification and training. Once you have registered, you

training may access the online certification courses and training through Humana's agent portal. Click here
for additional information. Please note, for Medicare Advantage products, an instructor led course
may also be required. In addition, Marketplace Individual Major Medical certification must be
completed on federal or state based websites.

Marketing Once you are registered on the Humana agent portal you will have access to marketing materials

materials online

Enrollment &  Once you are registered on the Humana agent portal you will have access to both paper and online

selling tools enrollment tools. For Medicare and HumanaOne visit the Agent Workbench sites for additional
information, or contact Humana's agent support at 800-309-3163, TTY users: call 711, for
assistance.

Reqdy to sell Once your equiipped with the proper tools and have any and

training, your're ready to selll

o Declined: When declined, the producer is reminded that they received an email indicating the
outcome of the application.

Hello, Robert

Your application is no longer available. An email regarding
your contract status was previously sent to you at the address
you provided. Please click here if you wish to have your
recruiter contact you.

7
*

Expiration Date: When a producer authenticates after receiving a reminder email, the invitation
expiration date is advanced by the expiration timeframe to provide additional time for the producer to
complete the invitation. This advancement of the date occurs only once.

o When a producer authenticates one of the producers for a both invitation, the expiration date is
automatically advanced for the other producer.
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®,

« Valid to Return: When a producer returns back to complete their application, a “Welcome Back”
message displays requesting that the producer re-authenticate themselves. Upon successful
authentication, the producer is returned to the step following the last step that was fully completed.

Humana. Producer Onboarding

(1] @ 3 @ 3 @ @
Authentication Product Your Background Contract Payment Review & E"Pl'-"e & Learn
Selection Information  Questions Forms Options Submit
? Product information
Welcome bgck, Donald > Sales support information

To continue, please verify and fill out the information below.

* First Name #* Last Name o
Have a question?
Daonald Johnson

View FAGQs of
* Email

16@humana.com @

* Social Security Number
Contact Humana Agent Support

800-309-3163
# National Security Nurmber (NPN) Monday-Friday, Sam-9pm EST

© | forgot my NPN. Look it up on NIPR

®,

« Access Time Out: As an additional security feature, a producer’s session will expire due to
inactivity.

Your session has expired

You have been logged out due to inactivity
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Email Communications
Contract Submission: A producer receives an email similar to the one below upon submitting their

R/
0.0

contract application for consideration.

Sample Email:

Humana.
]
ES—S——

LXXS M5

Yeour contract application was paccessfully pebeitted 1o Humans. Ve will be notified of yous stanas via emnall whes suar review is
complete, typically within 5-7 business days, If vou would lke to return to review wvour siatus please click bere

Flease note, your Sontract i# not considened sctive antil Vol redaiie notification of execution from Hamana

Should you have any questions please contact vour recraiting Managing General Agency, Humana Sales Representative or Humana's
Agent Sapport Unit, which is available Monday-Friday from Sam—9pm EST at 800-309-3163, TTY asers: call 711

Amendment Submission: A producer receives an email similar to the one below upon
submitting their amendment application for consideration:

7
0.0

Sample Email:

Humana.

12232015
Your amendment request was successfully submitted to Humana. You will be notified of your status when our review is complete,
typically within 5-7 business days. If vou would like to retum to review your status please click here

[0

Should you have any questions please contact your recruiting Managing General Agency, Humana Sales Representative or Humana's
Agent Support Unit, which is available Monday-Friday from 8am-9pm EST at 800-309-3163, TTY users: call 711
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Section 6 — Search & Review

The Search & Review component of Producer Onboarding allows users to monitor and/or manage
the progress of a producer through the onboarding lifecycle.

Search & Review Access

R/

«» Producer Access: Retail MGA user results are limited to recruitments that are tied to the GA’s ID.
MGA Recruiter Search Criteria

A Recruiter’s Search Criteria is as follows:

Search & Review Recruit  Search & Review  Reports  Admin

¥ Search Criteria

Agent Name (Last, First) Agency Name Email Address
NPN Invitation Sent (Start) Invitation Sent (End)

74 8

X Clear Search m

Agent Name allows the user to search based on a producer’s last and first name

1
2

3 Email Address allows the user to search based on a producer’s exact email address (i.e., partial
search not allowed). The user is notified when the email is not in an expected format.

Agency Name allows the user to search based on a producer’s agency name

Tax ID allows the user to search based on a producer’s SSN or TIN. The user is notified when 9
numbers are not provided, which disables the Search button until corrected.

Agent Number allows the user to search based on a producer's SAN. The user is notified when 7
numbers are not provided, which disables the Search button until corrected.

4 NPN allows the user to search based on a producer's NPN. The user is notified when more than 10
numbers are provided, which disables the Search button until corrected.

.5. and 6 Invitation Sent date range allows the user to provide a date, or select from a calendar.
Z Clear Search allows the user clear all filters and return the results to the initial default.
8

.~/ Search allows the user to apply the filter criteria to identify the matching recruitments, which appear
in the results.

o A minimum of one filter criteria is required in order to search.
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Search Results Functionality

Search Criteria:

% Recruitment Type: Agent, Agency or Both
< Invitation Type: Contract or Amendment
« Name: Agent Name (First and Last) or Agency Name

% Agent Number: Available in the following situations:
o For an amendment, or
o For a previously contracted producer who is re-contracting, or
o When a contracting producer’s application has been approved and loaded to SOLAR

% Sent Date: The date and timestamp when the Recruiter sent the invitation to the producer.

% Submit Date: The date and timestamp become available once a producer submits a completed
application.

% Status: Contains the producer’s current onboarding status.
Content Sections

Once a producer has been selected from the Results grid, the applicable content sections with additional
information display. The available sections include:

e Background Questions: Includes those questions that were answered ‘yes’ by a producer

o NIPR Requlatory: Displays a producer’s regulatory actions that are on file with NIPR

o Comments: Displays existing and allows new comments and attachments to be added

¢ Recruitment Information: Recaps the selections made by the Recruiter at the time the invitation was
sent to the producer

Application History: Lists the major statuses as a producer passes through them

e Activity Log: Includes additional details of all actions take for the producer

Default Sort Sequence

By default, the selected recruitments are sorted as defined below. Users can also choose to toggle
between ascending and descending order by clicking on the column heading of any result field.

+ Search: When the user filtered on the recruitments, the results are displayed in invitation sent
date/timestamp sequence, oldest to newest

Export

Users have the option to export Search results, which exports all the recruitments that met the search
criteria (not only those shown on the screen). Users can also choose to copy individual result fields in
order to paste the information elsewhere.
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Paging

FIRST PREWVIOUS 7 8 ] 10 - NEXT LAST

1 2 3 4 5 6 7

53]

When multiple pages of information are available, the user can navigate between pages as follows:
First displays the initial set of pages. It is disabled with a hover (&) when on the first set of pages.
Previous steps back a page (e.g., 8 to 7). It is disabled with a hover (&) when on the first page.

First Ellipsis (...) steps back 5 pages (e.g., 6-10 to 1-5). It is disabled when on the first set.

AN (=

Individual Page navigation allows a user to pick a specific page within the current set of five pages.

S Second Ellipsis (...) advances 5 pages (e.g., 1-5 to 6-10). It is disabled a hover (@) when an
additional set of pages is not available or when on the final set of pages.

6
7

" Last displays the final set of pages. It is disabled with a hover (&) when on the last set of pages.

Next advances a page (e.g., 3to 4). lItis disabled with a hover (&) when on the last page.

Recruitment Information
+ By default, the Recruitment Information section is shown collapsed. This content shows a
summary of the options a Recruiter selected or provided at the time the invitation was sent to the
producer.

% The content varies based on the type of recruitment, showing the information that is applicable
depending on whether the invitation is for an amendment or contract, as well as for an agent, an
agency or both.

% When a producer selects additional products as part of submitting their application, those
products are listed under the Recruiter selected products with a sub-heading of “Additional
products selected during onboarding.”

Both Example:

¥ Recruitment information

Contract invitation for both an Cg?’ll and an agency

Agency Information Agent Information

Mame: WORKFORCETACTIX INC Nome Stephen
Email jfigueroal@humana.com Email Jfigueroal@humana.com
NPN: ToxID& 0000000 (Show)

Sales Support Information

General Agency: UNITED INS GROUP AGENCY INC (ID: 1091882)

Products

Group - Medical

Group - Dental

Group - Vision, Life, STD, LTD

Additional Message
Not provided by Recruiter
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Application History
+« This history allows users to monitor a producer’s progression through the onboarding process.
The content is shown in descending date sequence so that the most recent history appears first.
Click on a heading to change the sort order.
o Page navigation is provided when more than five history entries exist for the producer, in
the same manner as previously documented for search results.

¥ Application History

Status Action Taken By Action Date and Time

Invitation Sent Jenny Figueroa 08/17/2015 - 02:25 PM

% Statuses Included: The history that displays within Application History content section is limited
to actions that result in the producer’s status being set to any of the following:

Invitation Sent Background Check Completed Declined

Cancelled Recruitment Application Under Review Cancelled Application
Expired Approved Closed Out

Pending Submission Pending Execution

Background Check Pending Activated

' Note: A complete set of a producer’s activity is available in the Activity Log content section

« Action Taken By: What displays in the action taken by column depends on the source of the status
change. When the action:
o Istaken by a Recruiter or Approver, the person’s name is displayed
o By the person who received the invitation, the word ‘Producer’ is displayed
o Isthe result of the application applying business rules, the word ‘System’ is displayed

+ Action Date and Time captures the timestamp when the activity occurred.

Activity Log

+ The content is shown in descending date sequence so that the most recent history appears first. Click
on a heading to change the sort order.
o Page navigation is provided when more than five history entries exist for the producer, in the
same manner as previously documented for search results.

Note: This content section is at a more granular level than Application History for the purpose of
allowing a user to provide customer support and conduct a more detailed analysis of a producer’s
progression through the onboarding process.

% Grid: The section contains the following information:
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V¥ Activity log
1 Activity 2 pvent 3 Event Details 4| Action Taken By Action Date and Time 5

PRODUCER APPLICATION POADMINT 01/26/2016 —
CONTRACT UNDER POADMINA 12:35 PM
MANAGEMENT REVIEW
PRODUCER APPLICATION DINESH 01/25/2016 —
CONTRACT UNDER AGRAWAL 02:30 PM
MANAGEMENT REVIEW
PRODUCER BACKGROUND 1/19/2016 SYSTEM 01/19/2016 —
CONTRACT CHECK 02:45 PM
MANAGEMENT PASS
PRODUCER BACKGROUND SYSTEM 01/19/2016 —
CONTRACT CHECK 02:45 PM
MANAGEMENT COMPLETED
PRODUCER BACKGROUND 1316324 SYSTEM 01/19/2016 —
CONTRACT CHECK 0858 AM
MANAGEMENT PENDING

Activity: Activity Log content is sub-divided into three types of activities:
» Recruitment

» Onboarding

» Contract Management

2
3

4 Action Taken By: What displays in the action taken by column depends on the source of the
status change. When the action:

Event is the trigger that caused the activity to occur.

Event Data is optional additional information that was captured that is related to the event (

» Is taken by a Recruiter or Approver, the person’s name is displayed
» By the person who received the invitation, the word ‘Producer’ is displayed
» s the result of the application applying business rules, the word ‘System’ is displayed

5

Action Date and Time captures the timestamp when the activity occurred.

Manage Invitation Actions — Cancel/Resend/Reset

Cancel Recruitment

A Recruiter is allowed to cancel recruitment when the producer has not yet been submitted the
application. Canceling the recruitment prevents the user from being able to submit a contract or
amendment for consideration.

"

* Note: Since the ability to update an existing recruitment is not provided, a Recruiter may use
this function to cancel and resend an updated invitation to a producer. Canceled
contracts and amendment are not stored to pdf.
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Exceptions: When a Recruiter chooses to cancel one half of a ‘both’ invite, the following notifications
occur when applicable.

% When the other half was already approved, the user is naotified that continuing will change the status
of the previously approved half of the invite from approved to cancelled

% When the producer previously logged in to start either half of the invitation, the user is notified that the
agent, agency or both already started their submission

« For either notification, the user is given the option to proceed with cancelling the recruitment, which
cancels both the agent and agency invitations, or choose not to cancel.

* Note: The producer is not notified that the cancellation occurred. The assumption is that the
Recruiter already has been in contact with the producer, which led to cancelling the
recruitment. The Producer Onboarding interface will provide the producer with instructions if
the producer accesses the link in the future after the cancellation.

Resend Invitation Email

R/

« A Recruiter is allowed to resend a producer their invitation email, which contains that producer’s
unique link into the Producer Onboarding interface, when the status is Invitation Sent or Pending
Submission.

 Notes: The ability to send to a different email address is not available. If the wrong email was
originally specified, the Recruiter must cancel and resend the invitation. Resending it does
not reset the invitation expiration date.

Reset Invitation

R/

« A Recruiter is allowed to reset a producer’s authentication attempts when the producer exceeds
the maximum allowed.

o Having a maximum authentication attempts allows the support person to confirm the
producer’s identity to prevent fraudulent access to Producer Onboarding.

o The Recruiter can also assist the producer with troubleshooting what may be triggering the
authentication issues.

Review Application Actions — View

Contract/Amendment View

®,

«» A Recruiter is allowed to view/download a producer’s contract or amendment, with the
appropriate watermark, once the producer has submitted their application.

o When a Recruiter does not have access to view the contract or amendment, the button is not
visible.
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Section 7 — Reports

Report Access

Available Reports: The reports that are available within Producer Onboarding include:

< Activity: Detailed recruitment information for monitoring a producer’s onboarding progress.
% Review Aging (May 2016): Monitor timely review of submitted producer applications.

< Justin Time Aging (May 2016): Ages producers that are pending execution.

Timing: Reportinformation is as of the end of the previous day (i.e., is not real-time).

Producer Access: Access to the recruitments that are included in reports differs between internal and
external users based on role restrictions:

o MGA: When the useris an MGA, access is limited to recruitments that are tied to the GA’s ID.

Access by Role: Reports are made available to internal and external users as shown in the grid below:

Export: Users are allowed to export the report content into an Excel format. The export identifies:
o Report name
o Name of the user who generated the report
o Report timeframe, when applicable to the report
o Date and time the report was produced

Activity Report

Filter Criteria:

o The default report timeframe is set to the current month with the option to override. Users are
limited to providing a starting date within the current or previous year, not to exceed 400 days in
the past.

o Includes recruitments with an Onboarding status last updated within the report timeframe.

o Users can optionally select one or more Segments for which the producer was recruited.

Sort: Ascending Onboarding Status Last Update Date sequence

Data Elements:
o Recruiter Name
Sales Office name and number, when applicable
MGA Name, ID and Number, when applicable
Onboarding Status
Onboarding Status Last Update Date
Recruitment Type
Segment
Name
Agent Number, when available
Submission date
Activation date
ABTF Payee number and name, when provided by recruiter or producer
Primary Phone Number
Email
Business Address (address 1, address 2, city, state, zip)
Resident Address (address 1, address 2, city, state, zip)
Failed Logon Attempts count

O 0O O 0O OO0 OO 0O O OoOOoOO0OOo0OOo
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