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1. Go to https://www.aetna.com/insurance-producer.html

2. Login into Producer World

3. Click on Individual Medicare in the top right

4. Under the plans tab to the right select the drop-down box “Quick Links”

5. Select enrollment kits
i. Your NPN will be your login ID and password
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Broker Order Module - Medicare Fulfillment

What is the BOM?
ONEKit contains the Broker Order Module where agents utilize the web-based ordering module for Aetna products. Agents are able to order Medicare

Advantage (MAPD), Plan Guides, Formularies, OTC Catalogs, Enroliment Forms and Envelopes.

Product Availability
Once logged on, agents will only be able to order product which they have completed licensing, appointments, certification and are contracted within.

Ready to Sell Status

The Ready to Sell (RTS) feed designates which product is displayed in the agent's profile within the BOM. It is based on the agents certification,
contracting and license status by state. Each agent is responsible to ensure their certification is up to date for the product they wish to sell. If the agent
cannot login or view the product or state needed please contact Aetna Broker Services at 866.714.9301 with any questions. A Broker Services
representative will research the issue and advise on any next steps. If the agent has just become ready to sell it will take 48 business hours to enable

access to the BOM.

Access and Login

Using Google Chrome, access the web page at https://aetna-pek-ff-op.memberdoc.com
ONEKit is not supported using Mozilla Firefox or Internet Explorer.

All brokers will log in using their NPN as their user name and password. The broker can change their password after the initial login using the Account

Profile button

Click Login to continue

Sign In

Email/User Name *

17971407

Password *

Forgot password?

LOGIN
s o [ ]

There is an FAQ linked to the sign-in window for frequently asked questions. Additionally, if the broker has never logged into the portal successfully a
message will appear to assist with access.

Sign In
Email/lUser Name *

17971407

Forgot password?

LOGIN
s [ wwm ]

@ Thank you for your interest in ordering Aetna Medicare
Enroliment Supplies. We do not show that the NPN
entered into the login field is Ready to Sell. Please X
contact our Broker Services Department at 1-866-714-
9301 or email them at BrokerSupport@aetna.com
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Navigation Notes
The agent can click on the Aetna logo

Agent Homepage

Yvaetna:

at the top of each page to return to the Homepage.

The Homepage contains a message panel for any urgent or relevant information that agents should be made aware of. Entitlements are used to display
appropriate menu options. Essential information including Plan Year, State, Products and Order Reminders are shown on this page. The agent will only be
able to view the plan year and product they are licensed and certified for.

Welcome,

vaetna

= Message

Welcome to our new Broker
Ordering Module (BOM)! Our new
ordering portal is designed to be
easier and more efficient to use
You can lzamn the new features of
our ordering portal by downloading
our User Guide from the Need Help
page by clicking the question mark
icon.

A Don't Forget!

Click on the Need Help icon to
download our new User Guide.

-] Order Reminders

Here are your saved or
pending orders awaiting
completion

User and System Saved (0}

Medicare Broker Materials

Product State

- MAPD - AL

MNeed Help e e !. 5

Language

- English -

NEXT >

The Homepage also displays a side navigation panel for Order Reminders. Agents can quickly view saved or pending orders. Click the link inside the panel

to display the list of saved orders. The BOM will automatically save orders that an agent has created but has not submitted.

¥ Order Reminders

Here are your saved or
pending orders awaiting
completion:

User and S}fstem Saved (2}

©2023 Aetna Inc.
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The agent is then able to click on the Add to Cart button * *to continue with the job order located on the far right.

SAVED EDIT

SAVED ORDERS

AL PPO Order (saved on: 7/30/2023)

Item Description Item Code

SOUTHERN ALABAMA PPO 23-AL02 .1

ltem Type Quantity

KT

At the top right hand corner of all pages is a navigation menu containing:

Help - ability to download the user guides as well as well as ask a questio

L]
® Account Profile - ability to view and update personal account details, view
L]
L]

Log out - logs broker out of the order application

e P 5

Need Help 9

Placing an Order

Select criteria for: Plan Year, Product, State and Language to find applicable items
and states listed are shown. Select Next to start the ordering process.

n regarding the order application
order history, view saved orders and view personal address book

Shopping Cart - the broker can view, edit, save and checkout pending orders

. Based on each agents certification and licensing the entitled plan year

Medicare Broker Materials

o

State

AL

Product

ar

2023 MAPD

Language

English

NEXT >

If the agent is unable to login or able to view the state needed, please contact Aetna Broker Services at 866.714.9301 or brokersupport@aetna.

com with any questions regarding licensing, contracting or certification. A Broker Services representative will research the issue and advise on

any next steps.

plan years in a single order.

©2023 Aetna Inc.
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The next page lists all products that are available in the selected market. Scroll down to view the entire list. To modify the Plan Year or State use the
pencil icon located at the top right of the product listing.

Use the filter on the left-hand side to select one or more desired material types including:

® Sales Kits
® Plan Guides
® Rx Formularies
® OTC Catalogs
® Enrollment Forms
® Envelopes
Year: | 2023 Product: ( MAPD State: | AL Language: | English
/F ter by Material Type
Item Description Language ltem Code Order
Kit
SOUTHERN ALABAMA PPO
. o+,
Plan Guide English 23-AL021 w
VIEW COUNTIES AND CONTRACT/PBPS
Formularies ALABAMA DSNP
English 23-ALS01.1 W
OTC Catalogs VIEW COUNTIES AND CONTRACT/PBPS
Enroliment Form 2023 NORTHERN AL-FREEDOM & BASICS PPO
English 2020-AL01 W
\ Envelopes VIEW COUNTIES AND CONTRACT/PBRS
©2023 Aetna Inc.
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Each kit has a link under the name VIEW COUNTIES AND CONTRACT/PBPS that will display the Contract PBPs, and counties/territories it covers.

DOWNLOAD PDF
Use the Download PDF button to download a complete kit PDF onto the local PC.

o ) SEND A DIGITAL KIT . o . o .
Use the Send a Digital Kit button to access the Think Agent application and have the ability to send a digital kit.

The kit can be added to the shopping cart by entering the kit quantity and clicking Add to Cart button at the bottom of the page. Once a kit is added to the
cart the cart indicator will change with the updated kit quantity. In addition, Plan Guides, formularies, enrollment forms and envelopes can be added from

this screen located under the Suggested ltems section. Enroliment forms can be downloaded directly from the page using the Download icon = in case
additional copies of the enrollment form are needed.

To return to the previous page select << Back located on the top left of the page.

<< BACK [/ SOUTHERN ALABAMA FPO

SOUTHERN ALABAMA PPO

AR lfﬁ\
Information SEND A DIGITAL KIT
Used: 0 of 15 {until 8/31/2023) DOWNLOAD POF
Contract PBPs:
H5521-222-Freedom Plan (PPO): AL-Barbour, Bullock, Coffee, Covington, Crenshaw, Dale,
L J Geneva, Henry, Houston, Macon, Pike, Russell
H5521-091-Essential Plan (PPO): "AL-Barbour, Henry, Houston, Macon, Russell GA-Bartow,
Butts, Carroll, Clayton, Coweta, Dawson, DeKalb, Douglas, Fayette. Forsyth, Fulton, Gwinnett,
Suggested ltems Henry, Jasper, Newton, Pickens, Rockdale, Spalding, Walton™

Item Description [tem Code Order H5521-224-Freedom Plan (PPO): AL-Autauga, Chambers, Chilton, Dallas, Elmore, Lowndes,
Montgomery, Perry, Tallapoosa

MCARE PLAN SUMMARY GR.69396 GBI -

WORKSHEET (10 i H5521-116-Freedom Plan (PPO): AL-Baldwin, Escambia, Mobile, Monroe, Washington

2020 MCARE-MCARE INDV H5521-229-Eagle Plan (PPO): AL-Autauga, Baldwin. Barbour, Bibb, Blount, Bullock, Calhoun,

72163931 Chambers, Cherokee, Chilton, Clay, Cleburne, Coffee, Colbert, Coosa, Covington, Crenshaw,

EN AET 9X12 WINDOW EN Cullman, Dale, Dallas, DeKalb, Elmore, Escambia, Etowah, Fayette, Franklin, Geneva, Henry,

Houston, Jackson, Jefferson, Lamar, Lauderdale, Lawrence, Limestone, Lowndes, Macon,
Madison, Marion, Marshall, Mobile, Monroe. Montgomery, Morgan, Perry, Pickens, Pike,
Randolph. Russell, Shelby, St. Clair, Talladega. Tallapoosa, Tuscaloosa, Walker, Washington,
Winston

2023 MCARE-OTC -Aetna
National Catalog (ENG)

1201151-02-01

2023 MCARE-OTC -Nations 1201151.09-01 W
Catalog (ENG) .

NG23-AL02.1-
2023 EN-NG23-AL02.1- >
SOUTHERN-ALABAMA- W 1 I ADD TO CART
SOUTHERN-ALABAMA-FPO PO =

The downloaded PDF will reside at the bottom of the frame and the user can click and drag the PDF directly onto the desktop. The PDF can then be
attached to an email, printed or viewed directly on the PC.

Copyright © 2020 O’Neil Digital Solutions Privacy Policy

KT 46.pdf ~

©2023 Aetna Inc.
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If needed, continue to add additional material including plan guides. formularies, OTC catalogs, enroliment forms or envelopes using the same filtering
process and clicking on the specific material. Update the quantities and click Add to Cart button. There is an option to view a full size image by selecting

DOWNLOAD PDF . o
the Download PDF button to view the entire item.

<< BACK /| 2023 MCARE-OTC -Aetna National Catalog (ENG)

2023 MCARE-OTC -Aetna National
Catalog (ENG)

Information SEND A DIGITAL KIT

Used: 0 of 15 (until 7/31/2023) DOW

0AD POF

Contract PBPs:

Contract PBP Service Area: H3192-007, H3192-008, H3152-009, H5325-001, H5325-002
H5325-003

Another easy way to order materials without switching through multiple windows is by utilizing the hover feature. The hover feature allows the agent to view
a thumbnail image of the material as well as the item description. The quantity can be updated directly within the hoover view and clicking on the Cart

+
button ** . Each kit name can be hovered over to offer a quick view of the material as well as update the quantity and add to the cart directly from this

window.
(2023 MCARE-PLAN GUIDE-ALO1-NORTH E@
A-FEO

Qf
{ﬂ . 2023 MCARE-PLAN GUIDE-ALD1-
NORTHERN-ALABAMA-PFO
PG23-AL01-NORTHERN-ALABAMA-PPO

Ié

If any of the material will be frequently ordered, clicking on the heart icon located in the corner of the image window will save the material as a "Favorite".

/ SOUTHERN ALABAMA PPO

SOUTHERN ALABAMA PPO

Information SEND A DIGITAL KIT

Used: 6 of 15 (until 7/31/2023) e
vy Ll

Contract PBPs:

Geneva, Henry, Houston, Macon, Pike, Russell

E] H5521-222 Freedom Plan (PPO): AL-Barbour, Bullock, Coffee, Covington, Cranshaw, Dale

H5521-091-Essential Plan (PPO): "AL-Barbour, Henry. Houston, Macon, Russell GA-Bartow,

Favorites can be filtered using the Favorites check box on the left-hand side of the page.

©2023 Aetna Inc.
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OTC Catalogs

Enralimant Form

B

(<

Envelopes

( Favorites )

Shopping Cart
Viewing the Shopping Cart page will display the current order. The agent has a few features within this page:
® Modify order product and details

® Order limit
® Save order for later

Modify Order

The agent can modify the order in the cart by updating the quantity field or using the Delete button u to delete any product from the order.

Shopping Cart Contents

Action Product Quantity
SOUTHERN ALABAMA PPO
[ |
CHECK OUT
Order Limits

1 Ifthe monthly order limit is exceeded a yellow warning banner will appear!

A Thank you for your interest in Aetna Medicare Products. Your order exceeds the monthly allocation limit for this item. During the checkout process please explain your need for
additional supplies and your local sales team will review the order. Thank you!

This banner does not prohibit an agent from placing an order, as it states placing additional orders over the limit will require a reason for the order as well
as a review by Local Market for approval. Allow additional time for the order to be reviewed. If needed, the Local Market will contact the agent directly with
any questions. This could result in a slight delay processing the order.

©2023 Aetna Inc.
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Save Order

An order can be saved (full or partial) by selecting the checkbox on the left side of the rows and select the Save Order button. It will reside in the Saved

Orders page until added back into the cart.

Shopping Cart Contents

Action Product Quantity

SOUTHERN ALABAMA PPO

o

CHECK OoUT

Checkout

When the order is ready to be submitted for review click the Checkout button on the shopping cart page. On the Checkout page the details of the order are

listed with the quantities.

Shipping Addresses
The Shipping Address is where the agent can:

® Manually enter a new address
® Use a previously saved address from the address book

CHECKOUT

Materials

SOUTHERN ALABAMA PPO

Shipping Address

Contact Information
e
SHEPELUK WESLEY
Line 2

8003287305:

Fhone#

First Name Last Name *

Jim Woods 310-448-6800
Address Line 1*

12655 Beatrice St. Address Line 2

City State/Province Zip/Postal Code * Country *

Los Angeles CA 90066 United States

Quantity

james woods@oneilc

PLACE ORDER

©2023 Aetna Inc.
Proprietary
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All packages ship using UPS. UPS will NOT deliver to a PO Box. UPS will not search for missing Suite, Apartment or Unit numbers and letters. The order
will be returned to Aetna (or ODS) and will delay the delivery to the recipient.

The Contact Information will be auto populated with the agent login contact information updated in the Account Profile section.
When the order, address and contact information are correct click the Place Order button to submit.

Post Checkout

Confirmation

The final Confirmation page will summarize the order items, quantities, and order status as well as the shipping address and any customization.

- - _ Order #: A10127697713044541730
Order Confirmation Pt TR
Order Status: Approved
(i) Your order has been placed. You will receive an email confirmation soon. Job Type: Broker

Address 1 Ship to: Jim Woods <james.woods@oneildata.com> | 310-448-6800 | 12655 BEATRICE ST | LOS ANGELES | CA | 90066-7003 Status: Processing

Product Quantity Delivery Date Tracking Mumber
5
23-AL021
—

There is a print function = to print details of the order. If selected, a print window will appear to print the details from.

There will be an email sent directly to the broker for each submitted order. Please make note of the Order # at the top of the confirm email as it will be
referenced to monitor the order.

©2023 Aetna Inc. Page 10 of 16
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Tracking Orders

Once the order is submitted the agent can go into the Order History to view the status of the order. Click the Account Profile located in the top right

O© order History

corner of the application. Click on the Order History button to view submitted orders listed chronologically by most recent

date. To search for an order use the fields at the top of the page to filter the list and click on the Search button

Account / Order History
ORDER 2
User Id liddle Customer n =
Start Date B  Enopate (8 BatchFie#
ORDERED JoB MARKET COST KIT ORDER BATCH FILE
ORDER NUMBER PROGRAM WHS
BY TYPE SEGMENT CENTER QTY STATUS
A10127697713044541780 ! @VIEW
9873359 Medicare Broker 19086 Approved
Order Date: 8/6/23 20:55 Individual COPY
A10127697712487774107 i O©VEW
9873359 Medicare Broker 19086 Processing
Order Date: 7/31/23 10:16 Individual COPY
A10127697711994750999 ! @VIEW
9873359 Medicare Broker 19086 Processing
Order Date: 7/25/23 17:19 Individual COPY
) . . N GVIEW . . . . L .
To view the details of an order, click the view icon at the end of the desired row. There is no ability to edit the order when viewing. There is
-
COPY o ) =5 o .
also a Copy button = to copy the same order contents for a new order. Lastly, there is printer icon when viewing the order details as
Account / Order Histor . . )
needed. Use the Y menu located on the top left of the order history list to move back one step to the Account Profile level.

©2023 Aetna Inc.
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Tracking Shipments

When the order shows a 'Shipped' status the shipment can then be tracked. The tracking number is linked to the UPS website to check the status of the
delivery. An email will be sent with the tracking number included for reference. Click on the UPS tracking number in purple to view the update in the UPS
website.

P Order #: A10285390712827519349

Order Details Date: 8/4/23 08:38
Order Status: Shipped

Job Type: Broker

Address 1 Ship to: Arturo Hernandez <terssa mills@ignitist.net> | 318 E HOUSTON ST | LULING | TX | 78648-2919 Status: Shipped
Product Quantity Delivery Date Tracking Mumber
1 8/7/2023 Ship Date: 08/04/2023
RIS PG23-TX11-CENTRAL-TEXAS-NON-METRO- 1ZR088960332560248
COUNTIES

An email will be sent when the order has been shipped.

vaetna

Order#: D1DIDO80OUC

Order is Shipped Order Date: 01/01/2020
Order Total: $160.00
Your order #D1DID080UC has shipped  TRACK PACKAGE Shipping:  USPS Standard

Shipped ltems

Shipping Details: ABC Healthcare | Henry Matisse <henry.matisse@gmail.com=| 555-555-5555 |
123 ABC Street Los Angeles, CA 90094 | Residential address |

Code Product Quantity

00.02.333.1 Discount programs & service 1

00.02.333.1 Aetna Choice POS Il Plan brochure 1

00.02.3331 ACPOS/CHOICE 1

00.02.333.1 Benefits envelope 9 x 12 generic 1
Subtotal: $60.00
Shipping fee $20.00
Tax fee: $10.00
Grand total $90.00

You can track and manage your shipment using the Tracking number: 012345678901234567890
Thank you for ordering with us.

©2023 Aetna Inc.
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Account Profile Settings

The account profile settings reside in the top right corner of the application and is where the user will have access to order history, saved orders, address
book, as well as account details. Click on the Account Profile icon at the top of the page to access these available options.

Welcome, SHEPELUK WESLEY

vaetna

Need Help e e ! 2]

® order History ™ Your Addresses B Account Detail © saved Order

Order History

O Order History

Each user can view their order history. Click on the Order History button to list the completed orders listed
chronologically by most current order date. To search for an order use the fields at the top of the page to filter the list and click on the Search button

Order History
ORDER #
ser Id First Name ne ldle Name =
Start Date E End Date E
ORDERED JOB MARKET cosT KIT ORDER BATCH FILE
ORDER NUMBER PROGRAM WHS
BY TYPE SEGMENT CENTER aTy STATUS
A10127697713044541780 i ©VIEW
9873359 Medicare Broker 19086 Approved
Order Date: 8/6/23 20:55 Individual COPY
A10127697712487774107 ! ©VEW
9573359 Medicare Broker 19086 Processing
Order Date: 7/31/23 10:16 Individual COPY
A10127697711994750999 i @VIEW
9873359 Medicare Broker 19086 Processing
Order Date: 7/25/23 17-19 Individual COPY
@VvIEW

To view the details of an order, click the view icon at the end of the desired row. There is no ability to edit the order when viewing. There is

Bcopy

also a Copy button = to copy the same order contents for a new order. Lastly, there is printer icon

Account / Order History

when viewing the order details as

needed. Use the menu located on the top left of the order history list to move back one step to the Account Profile level.

©2023 Aetna Inc.
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Address Book

M Your Addresses

The user can view the address book under the account profile. First, click on the Your Addresses button to list the
addresses saved to their profile.

The pencil icon is available to edit and save any contact information. Use the back button within the browser to go back to the prior page.

Title Name Addresses +
LAS VIRGENES RD Q Vigil 5666 LAS VIRGENES RD APT 648 CALABASAS CA 91302 /‘
ODS Building 3 Paul Becksmith 12733 GINGER DR JACKSONVILLE FL 32223-1844 /‘
Pittsburgh Warehouse Sherlock Holmes 221B BAKER DR PITTSBURGH PA 15237 /‘

To search for an address use the CTRL+F key to enable the find feature in the browser and type in a word to search.

©2023 Aetna Inc.
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Account Detail

B Account Detail

Update account profile details using the Account Detail button

and entering in profile information. Name, email and

phone number will auto-fill. The Email Address field is where all email communication will be sent and should be kept updated.

First Name Last Name
Jane Doe
Email Address Phone

Jane.Doe@ods.com - -

Address Address 2

12655 Beatrice St.

Cit State

Los Angeles CA

7in Country

90066 United States

SAVE

Saved Order

To search and view any saved orders, click on the Saved Order button
+
Cart button * *to continue with the job order.

© saved Order

and click on Saved Orders. Click on the Add to

Account / Saved Order

SAVED ORDERS SAVED EDIT

AL PPO Order (saved on: 7/30/2023)

ltem Description Iltem Code

SOUTHERN ALABAMA PPO 23-AL021

ltem Type

KT

Quantity

©2023 Aetna Inc.
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Customer Service

Need Help Link

To reset the password, click on the Forgot Password link on the sign in window when first logging into the system. A generated email will be sent directly
with a reset link included.

Meed Help-_e

For support with placing an order please click the Need Help link at the top of all pages to submit an email with contact information

and the reason for the support request.

Help View

We're Here To Help

Your satisfaction is important to us! Use the form below to email us your questions about products, online orders, store experiences and more

6 Download users Guide

Your Name: ~
Your Name
Jane Doe

Your Email Address:
Your Email Address

Jane Doe@ods.com
Your Phone Number: ™

Your Phone Number

9133333940:
Need for Support:
MNeed for Support

Why can't | see a product available in my area -

Comments or Questions:

Comments or Questions

RESET SUBMIT

Turning Off Autofill in Chrome

. Click the Chrome menu icon (three dots at top right of screen)

. Click on Settings

3. Click on the Autofill and Passwords section in the left navigation bar and expand the area (ex. Addresses and more) for which you wish to disable
Autofill

4. Toggle the setting OFF for Save and Fill Addresses. The system will automatically save your settings

N -

Clearing Autofill Data in Chrome

. Click the Chrome menu icon (three dots at top right of screen)
. Click on Privacy and Security section on the left navigation bar
. Select Clear browsing data

. At the top, choose a Time range option to clear all saved data
. Click Clear data button

abhwdNPE
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