How to Access the Humana Medicare
Training and Testing Resources

Online Self Study Pre-Work towards Certification
Print this document as reference. Agent Support 800-320-2631

Step Action What You’ll See

1 Internet Explorer is recommended:
Log in to www.humana.com

@ en espaiol
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Enter your Agent Portal Username A\ §‘l = poaves
and Password and click Logln. Bl o
Members Employers Agents Providers
(If you do not have an Agent Portal el | s | R Y

coverage, Humanalneg), pharmaists
and Medicare members

Username yet, follow instructions
on page 6 for registering first time).

2 After you log in to the Agent Portal,
you'll see this page:

Welcome to the Agent Self-Service Center, Test Agent!

Find and click:
e Senior Products

3 You will now be on the Humana
Senior Products Agent Home

page. R T

“ Humana Senior Products Agent Home

Scroll down to the Agent Support
section....

4 Scroll down until you see and click:

Agent Support

* View available Training and
Testing

As shown on the right.....
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Step

Action

What You'll See

This screen will appear. Locate
Certification and Recertification
and click the Launch Exams link.

Certification and Recertification
Sabes hgin

Crncatiom ane Faceriigamn Ll ts FMS Exauns

POINT MAPD Certification Pre-Work {for all agents scheduled to attend 2

This brings you into your
My Current Exams / Home page.

Read the General Information on
this page thoroughly and
completely. There is an
Instructions link included on this

page for more detailed information.

At this time you are NOT yet
enrolled in any courses.

Continue on with basic course
enrollment instructions....

General Information

Recertification and
Certification Guidance

Guidance

From the My Current Exams /
General Information home page:

* Click the My Assignments link
found in the left navigation list.
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General Information

] Recertlﬂcatlon and
Certification Guidance
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» Usethe "My Assignments™
butten found on the left hand
side ofthis serean to find and

You will only see courses that are
available to you.

* Click Enroll on the desired
course. 2008 Delegated MAPD
Self Study consists of three
separate courses that you must
enroll and complete in order.

* Click prompt Enrollment
Complete — Return to Home
Page (to My Current Exams)

When you pass each part, you will
be directed to go back to My
Assignments to enroll in the next
part.
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What You'll See

You will find the course now loaded
on your My Current Exams / home
page as one of your Current
Enrollments.

(You may need to scroll down to locate it)

* Click GO to launch and open the
desired course outline
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2008 Delegated MAPD Self Study
(Part 1, Part 2 or Part 3)

Click the first link to begin. As you
complete each module — the next
link will be available. Complete the
modules in order. You may go
back and review within the course —
but do not go ahead.
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When an opened module
completes — click the RETURN
button to bring you back to the
course outline and choose the next
module link to continue on in the
course.

NOTE: Itis important for you to
review all training and reference
materials before taking each test!

12

Test modules are counted and
timed. The moment you click to
enter a test, it uses one of your
attempts. You must complete the
entire test in the allotted time.

DO NOT BACK OUT of a TEST
once you have started it.

After you scroll through and answer
ALL the questions, you must click
the Submit Answers for Scoring
button at the end of the questions.
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It will record your answers. Click
Return to go back to the course
outline to see if you passed. For
Certification, passing is 70% or
better. You have TWO tries to pass
the tests. If necessary, re-click on
the test link to test again.

Thank you. Your answers have been recorded. Your overall grade will be available at
the end of the exam. Click Next to continue to the next section.
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IMPORTANT!! Complete the
module Confirm Completion and
Move to Student History in each
course to register your scores and
mark the course successfully
completed.

* Click the button to Accept as
Final Score

capt Aa Final Scots” I 1 i showing fdiciing that you have pagsed yeas axam},

Accept As il Score” baflon aflel p, ot aquied).
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When you complete and pass the
final online test — you will open the
module Select Instructor Led
Location to request to attend the
Instructor Led session of the
certification process.

* Click drop down arrow, choose
the state of your Resident License
/Selling State or area

» Click the Select button

Congratulations!!

L
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You will be notified by email when
Humana schedules the specific
Instructor Led session with the date
and location.

« Click the Return button and
continue with next module

THANK You!
Yol be ctfied ay emai when Harana sct-edI3¢ tha spec fi Inetuctor Led sessionwith te cafe snd locaicn.

Waeartwatho ceavo)
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After completing and successfully
passing all modules, the completed
course is removed from your

My Current Exams and shows
completed in My Assignments.

You will find your completed course
information under
Print Certificates.
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General Information

Recertification and
Certification Guidance
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To print your certificate for your
records. Return to My Current
Exams/ home page:

 Click the Print Certificates
button found in the left navigation
list

In the resulting screen — click the
Completed Satisfactorily
hyperlink found on the right hand
side of the page next to the course
title.

.

Launch |Download
Course |Course
P e
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Final Results

Completed Satisfactorily
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The certificate is for your records.
Completion of your on-line self
study courses will be electronically
communicated to Humana:

 Click the Print Page button found
at the bottom of the screen.

» Click DONE when complete

HUMANA. MarketPoint

This certificate is awarded
to:
Your name will appear
here!

For successful completion of the
course titled:

Completion Date: 06/06/07 - 8109723
Site Administrator:

20

You may review and update your
student information. From My
Current Exams / Home page

* Click My Information

» Update/Verify Email, Name and
Address information

e Click Done




How to Register on the Humana Agent Portal

Agent Support 800-320-2631

M )
Step Action What You’'ll See
1 If you do not have a Humana Agent
Portal Username and Password
From your computer, go to
www.humana.com
Members Employers Agents Providers
el ot R Sosis, el
e Rt
2 Click on Agents:
HUMANA
Guidance.
Agents
3 Click Register Today
HUMANA
Register Today
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You will receive two separate
Online Agreements — scroll thru,
read the information and click

| Agree if you accept.

Online Services Agreement

1ana.com, the Web ste for Humana knc. Fien:

e take & moment to read through this Online Services
before proceeding. This Agreement contains the lerms. mscmdmns,- gree 1o when you use our Wb ste. vouMuschlcl(on
"1 AGREE" AT THE BOTTOM OF THIS SCREEN IN ORDER TO PROCEED.

PLEASE READ THIS AGREEMENT CAREFULLY BEFORE ACCESSING OR USIHG THE SERVICE. BY ACCESSING OR USING THE
SERVICE, YU AGREE TO BE BOUND BY THE TERMS AND CONDITIONS OUTLINED BELOW. ALL TRANSACTIONS CONDUCTED ON
‘THE WEB CARRY FULL LEGAL AUTHORITY AND SCOPE DICTATED BY LAW FOR PAPER TRANSACTIONS. IF YOU DO NOT WISH
‘TO BE BOUND BY THESE TERMS AND CONDITIONS, YOU MAY HOT ACCESS OR USE THE SERVICE.

This Agreemert will be. wadin f the C
‘sqreemsrts mae and 10 be pertonned in Kentucky

Kentucky appicable 10

Hurars 0 Aty A0S Gy, 1 IO W s SO rMeSably W S oAt 0
modified agresment on his Web st or nolifying You. You agres to review periodical
a6 Vour continued SCCess or use of e desetied Vour the rrmfzdmy oemand
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You will need your Humana Agent
Number to register.

This is found in your Humana
Welcome Letter packet.

HUMANA.

Mwhm)wuedlm

Agent Registration - Step 3 of 6

Humana Agent Mumber : |

Remember to enter the information
as it appears on your Welcome
letter.

Misplaced your letter? Hints for registering: use your
proper name, not a nick name — ZIP: Use office zip

Carefull! e
Your Humana Agent Number
(SAN) is NOT the number you
record on Humana Medicare
enrollment applications.
Not sure? Call the Agency Support
line at 800-320-2631.
6 The system will prompt you to
register your information PP ——

have ine kgl autharity s
ahaf o your
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The system will prompt you to
create a User ID: and Password.

Make sure it is something
you will remember.

Follow the information on page and
fill in all the fields.

Click:
e Submit

Remember this User ID and
Password. You'll need them
whenever you access Humana'’s
Agent Portal.

o0 Aormation
User|D: |

« Use lefters or numbers (no spaces, no special sharacters like @ or §).
o Contain 6-15 characters

Password:
Re-type password.
« Mot contain any spaces, punctuation, or special characters other than one ofthese characters: #
5@
+ Contain 815 characters,
o Be different frar your User ID.
& Cortain atleast one number.
o Contain atleast one letter
» Mustbe different than your current passwon.
« Cannot reuse prior password(s).
Secret question \Whatwas the name of my first grade teacher? v
Secretansuer:

Caonfirm secret
answer,

+ Letters, numbers, commas, periods, hyphens or apostrophes only,

o Atleastd characters long
» Noleading, trailing or consecutive blank spaces,

After you register into the Agent
Portal, you'll see this page:

Find and click:
* Senior Products

Go back to page 1 to continue to
login for Training/Testing

Welcome to the Agent Self-Service Center, Test Agent!




