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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, Enrollment 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


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.



https://aetna-pek-ff-op.memberdoc.com
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Navigation Notes


The agent can click on the Aetna logo  at the top of each page to return to the Homepage.


Agent 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.


 


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. 
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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.


 


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 question regarding the order application
Account Profile - ability to view and update personal account details, view order history, view saved orders and view personal address book
Shopping Cart - the broker can view, edit, save and checkout pending orders
Log out - logs broker out of the order application


Placing an Order


Select criteria for: Plan Year, Product, State and Language to find applicable items. Based on each agents certification and licensing the entitled plan year 
and states listed are shown. Select Next to start the ordering process.


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


any next steps.


During pre-order period only, brokers can only order the same plan year in a single order. Once pre-order is closed, brokers can order different 
plan years in a single order.



mailto:brokersupport@aetna.com

mailto:brokersupport@aetna.com
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The next page lists   products that are available in the selected market. Scroll down to view the entire list.  To modify the Plan Year or State use the all
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
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Each kit has a link under the name  that will display the Contract PBPs, and counties/territories it covers.  VIEW COUNTIES AND CONTRACT/PBPS


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


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 Items section. Enrollment 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.


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.
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If needed, continue to add additional material including plan guides. formularies, OTC catalogs, enrollment 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 


the Download PDF button  to view the entire item.


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.


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". 


Favorites can be filtered using the Favorites check box on the left-hand side of the page.
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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   to delete any product from the order.


Order Limits 


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.


If the monthly order limit is exceeded a yellow warning banner will appear!
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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.


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
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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.


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. 
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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 


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


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


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 


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 


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


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


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 


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 


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 


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


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. 


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. 
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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.


Saved Order


To search and view any saved orders, click on the Saved Order button  and click on Saved Orders. Click on the Add to 


Cart button to continue with the job order. 
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2.  
3.  
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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.


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. 


Turning Off Autofill in Chrome


Click the Chrome menu icon (three dots at top right of screen)
Click on Settings
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 
Toggle the setting OFF for Save and Fill Addresses.  The system will automatically save your settings


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
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