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Purpose
The purpose of this document is to provide detailed instructions to direct brokers and agencies regarding how to submit broker appointment requests.  The process outlined in this document is for direct agents, agencies, and standard agency subagents.  
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[bookmark: _Browser_Requirements:]Browser Requirements:
· Internet Explorer =  version 11 or above
· Chrome =  version 83 or above
· Firefox =  version 77 or above
· Safari =  version 13 or above
· Edge = version 80 or above
· Opera = version 68 or above


Resources 
· Contact Licensing & Credentialing by email at producers@elevancehealth.com or by phone at 1-877-304-6470.  
· Tech Support – email to software.support@elevancehealth.com or by phone at 888-268-4361. 


[bookmark: _Logging_In/Creating_an]Logging In/Creating an Account 

	 Step
	Action

	1
	Click this direct link:   https://brokerportal.anthem.com/apps/ptb/login


After you enter the link, if you are already registered, select, “Log in now” as shown below 
                                   [image: ]



	2
	Register and/or login page appears
	If:
	Then:

	You are a new broker
	Proceed to Step 3

	You are an existing broker and you do not have a Producer Toolbox account
	Proceed to Step 7

	You are an existing broker and you have a Producer Toolbox account
	Proceed to New Broker Appointment Section




	3
	New Broker - Click on “Register Now” to get registered.  

[image: ]








	4
	Enter your SSN and select Next. 
[image: ]



	5
	Populate all fields and click “Create Account”:  
Please note:  
· Tax ID must be 9 characters in length
· Brokers must register using their own Tax ID (TIN).  If a Principal of an Agency, Principal must register using their own Tax ID (TIN) and not the agency’s Tax ID (FEIN).

User Name rules:
· Username needs to be between 6-20 characters & only letters, numbers or the @ symbol are allowed.
· Username shouldn't start with a number or include spaces.

Password rules:
· Your Password must be more than 8 letters or numbers and should be limited to length 20.
[image: C:\Users\8445MU\AppData\Local\Temp\1\SNAGHTML9b70483.PNG]



	6
	Successful prompt will appear, click “Log in Now”:
[image: ]

Proceed to Step 17. 










	7
	If you have an active contract, but have not registered, click on “Register Now”
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	8
	Enter your SSN and select Next. 
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	9
	Click on “Next”:

[image: ]


	10
	Click on “I Agree”:

[image: ]




	11
		If an agency wants to register, select the radial button “Register as an Agency”
Populate fields as follows:
· First Name = Principal’s First Name
· Last Name = Principal’s Last Name
· Agency Name = Agency Name
· Tax ID Number = Agency’s TIN
· Email = Email address on file in our licensing system for the agency 
Click “Next” and proceed.  After the agency is registered they can assign delegates
[image: cid:image008.jpg@01D65C1E.FD6DE3E0]
	If a direct agent, subagent or principal of an agency wants to register, select the radial button “Register as an Independent Agent”
Populate fields as follows:
· SSN/Tax ID  = direct agent or subagent’s TIN
· Email = Email address on file in our licensing system for the direct agent or subagent  
Click “Next” and proceed.

[image: cid:image015.jpg@01D65C1E.FD6DE3E0]




	12
	Confirm your information is correct:
· If information is correct, click “Next”
· If information is not correct, contact Licensing & Credentialing at 1-877-304-6470 to update your information.  Licensing & Credentialing is available Monday through Friday from 9am to 4:30pm EST
 [image: ]








	13
	Create your username, then click “Next”
User Name rules:
· Username needs to be between 6-20 characters & only letters, numbers or the @ symbol are allowed.
· Username should not start with a number or include spaces.
Password rules:
· Your Password must be more than 8 letters or numbers and should be limited to length 20.
[image: C:\Users\dickejn\AppData\Local\Temp\1\SNAGHTML243df7d9.PNG]

	14
	Select and answer the 1st security question then click “Next”
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	15
	Select and answer the 2nd security question and click “Create Account”:
[image: ]

	16
	Following message will appear:
[image: ]

	17
	Once you receive your email with your temporary password, click on the link “here”.  You will be directed to the portal.
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	18
	Portal log in will appear:
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	19
	Enter your “Username” and the temporary password you were issued and click “Log In”:

[image: C:\Users\dickejn\AppData\Local\Temp\1\SNAGHTML243fbb82.PNG]





	20
	Enter:
1. Temporary password – supplied on the email you received
2. Create a new password
3. Confirm your new password
4. Click “Login”
[image: ]

	21
	Ensure the “agree” checkbox is flagged and click “Submit”
[image: ]




	22
	You may get started on submitting new appointment requests.



[bookmark: _New_Broker_Appointment]
New Broker Appointment
	Step 
	Action

	1
	Log in
1. enter your username
2. enter password
3. click login
Note:  Do not use your agency information to log in

[image: ]



	2
	Once logged in, click the ‘Self Initiated’ tab and ‘Start a New Direct Appointment’ 

[image: ]




	3
	Populate the required fields (fields with red asterisk) all other fields are prepopulated.  
Answer the three questions:
· Do you speak more than one language?
· I agree to access my commission statements electronically?
· Yes = paper statements will not be mailed
· No =  paper statements will be mailed
· Are you the Principal of an Agency or General Agency?
· Yes = you are requesting your agency to be contracted/appointed
· No = you are not requesting your agency to be contracted/appointed

Click “Continue”
[image: ]


	4
	Enter your Home, Business and Physical Locations:

Note:  If your Business address is a P.O. Box, please provide a Physical Location

Click “Continue to Appointments”
[image: C:\Users\8445MU\AppData\Local\Temp\1\SNAGHTML391656a1.PNG]


	5
	1. Select the state/brand combinations you would like to be appointment/contracted in.  
a. Filters are available for State, Brand and Line of Business to use when making selections.
2. Select “Line of Business” – most states will have the options of Individual, Large Group, Small Group and Senior.  You will select one option and then select add another Line of Business to add additional options.    
a. FL Agents can now be appointed as PPA in Unicare (IND, SMGP, LGGP) but must be submitted as a separate appointment from FL Simply (Senior). 
3. Then select ‘Select an Agent Type’ for each of the selected Markets.
                  Drop down definitions:
· Direct Independent Agent = Broker/Producer who does not work under an agency and commissions are paid directly to the Broker/Producer.
· Sub Agent under an Agency = Broker/Producer who works under an agency and commissions are paid to the agency. When this option is selected, a field will appear for you to enter the agency TIN (tax identification number).  
· For Individual business in TX, FL and MD only agencies on the strategic partner list can be appointed.  If an agency is submitted that is not on the strategic partner list, an error message will appear.
· [image: ]

· Sub Agent under General Agency = For West states (CA, CO, NV), Broker/Producer who works under a General Agency
· Agency Principal User = Principal/ Authorized Officer for Agency sets up a new agency.  This option will only appear if you answered “Yes” to the “Are you the Principal of an Agency or General Agency?” in the “Basic Info” section. When this option is selected, you will need to provide the FEIN for the agency.  





· Ohio Specific Unicare Message
[image: ] 

4. Once completed, click ‘Continue to Questions’.

	6
	Complete the questions in the Business Survey section.  Provide any additional information and select “Upload Documents” to attach any relevant documentation.  Once completed, click “Continue to Form”.

Note: An explanation is required for each “Yes” answer.  If sufficient information is not provided or attached it will cause processing delays or may result in a denial of your request. 
[image: C:\Users\8445MU\AppData\Local\Temp\1\SNAGHTML39315594.PNG]



	7
	All the necessary forms you need to complete will appear down the left side of the screen.  You can review all the forms by continuously scrolling down.  
[image: ]

A blue check mark will appear next to the form name as you scroll through it.

[image: ]

Note:  You are no longer required to sign and date each form separately.  We have implemented a single check box that allows you to sign and accept all documents automatically.

You have two options to complete the required forms:
1. You can scroll to the bottom of the forms to the ‘Sign Documents’ section
2. Click the blue hyperlink ‘sign documents’
[image: ]

To sign and accept all forms, all that is required is to check the box next to ‘I have read and accept all documentation presented.’ and the system will automatically add your signature and date to all the forms.
[image: ]

	8
	When the Forms are completed, you’ll be directed to the next step with a button that says ‘Continue to EFT’ or ‘Continue to Payment’.  Only Direct Independent Agents and Agency Principals will be presented with the EFT screen.

	9
	The Continue to EFT will appear if you are a new Direct Agent or Agency.    

[image: ]

Complete the EFT Info tab to set up how to receive your EFT. 
Notes:   
· This tab does not appear for sub agent types since their commissions work differently.
· Copy/Paste does NOT function in the “Re-enter” fields.
· This tab can be skipped and completed later in PTB on the User Profile Account Details.
[image: ]
Click on “Continue to Fee payment”


	10
	Applicable fees per state will appear.  Select payment method and populate necessary information.
[image: C:\Users\8445MU\AppData\Local\Temp\1\SNAGHTML56a774d.PNG]



	11
	Click “Submit Payment”:

[image: ]




	12
	Appointment and Payment confirmation page will appear:

[image: ]





	13
	You may then check the status of your request on the appointment dashboard.  The status is color coded and a detailed description is provided.
	Color
	Description

	Red
	Submission processed but includes at least 1 declined state
· If some states were approved and some states were approved it will show red “Completed”

	Amber
	Partially complete, some states approved and some states in progress or declined

	Green
	Submission processed and completed all states

	Blue
	All states in progress

	Grey
	Initiated (pending agent action)



[image: ]


Note: Click Track Status to see more information about the status and specific information for each state.[image: ]


[bookmark: _Hlk92453275]
Broker or Agency Changing an Existing Relationship
	Step 
	Action 

	1
	Log in

	2
	Click on the profile icon (1) then select “Account Details” (2):
Note: this is to make a change to an existing state appointment
[image: C:\Users\8445MU\AppData\Local\Temp\1\SNAGHTML24220abe.PNG]

	3
	You will be directed to the “Detail” tab, scroll down to the appropriate state and relationship combination you are seeking to update.  Click “Edit” to change the relationship setup.   You will need to do this step for every Market you wish to change. 
[image: ]


	4
	Then follow steps 5-13 above.  




[bookmark: _Broker_or_Agency]
Appointment Denial Resubmission
	Step 
	Action

	1
	If your appointment request was denied in order to become appointed, you will need to resubmit your entire request, proceed as follows:
1. If the appointment is for a new state appointment, proceed to step 1 in the New Broker Appointment section
2. If the appointment is for an existing state appointment, proceed to step 1 in the Broker or Agency Changing an Existing Relationship section (Page 22).



[bookmark: _Appointment_Denial_Resubmission]

	Step
	Action

	1
	If you started your appointment process and did not finalize it, you will need to log back into the portal.  Please note, depending on where you left off, you may need to start from the beginning.

Click on the profile icon then select “Account Details”:

[image: Graphical user interface, application

Description automatically generated]

Select the “Appointments” tab:

[image: Graphical user interface, website

Description automatically generated]

Select the desired “In Progress” appointment by clicking on the corresponding “Appointment ID”.   
Please note: do not select the records flagged as “Appointed”

[image: Graphical user interface, text, application

Description automatically generated]

Proceed to resubmit your request.


[bookmark: _Resuming_an_Initiated]Resuming an Initiated Appointment Request


	Step
	Action

	1
	Log In.

	2
	Navigate to ‘Account Details’ from drop down. <screenshot>


	3
	Select ‘Appointments’.

[image: ]


	4
	Click on the ‘Initiate Principal Change’.

[image: ]



[bookmark: _Primary_user_changing]Primary user changing the Agency Principal.

	5
	Populate the new principal information then click ‘Initiate Appointment’.  This will generate an email to the new Principal’s email address with additional instructions. 


[image: ]



Note: An error message will appear if the new principal is not licensed in the same states as the current agency.  The message will disappear within a few seconds & the ‘Initiate Appointment’ button will be disabled.  The existing primary will need to designate a new primary and start the process.

[image: ]







	6
	A success message will appear if a valid principal is selected.

[image: ]

	7
	The new principal will receive email with additional instructions. 

An existing agent will receive the following email:

[image: ]

A new agent that needs appointed will receive the following email:

[image: ]

	8
	After clicking the link, the agent will be navigated to the Broker Portal.  To differentiate the principal change, the ‘Status’ will reflect ‘Principal Change’ in the Dashboard.

[image: ]

	9
	Once the primary initiates the principal change, in the Basic Info section, the Principal question will be disabled.
[image: ]
Agency Information is pre-populated: [image: ]

	10
	In the Appointments tab, new states cannot be added, they can only secure appts for the states the agency is already setup in.  Once the principal change takes place, the principal agent can initiate new state appointments.

[image: ]


	11
	Forms will need to be re-signed to account for the principal change and then click ‘Continue to Payment’.
[image: ]
[image: ]

	12
	In the Payment section, the agent may or may need to pay depending on whether the new principal is already appointed with us or not.

[image: ]

If payment is needed and provided, the below success message will display.
[image: ]


	13
	After the submission gets processed, the system will be updated with the new principal information.  Emails will be sent to the Primary to provide the status of the Principal Change request. 

Primary user will receive email confirmation:
[image: ]

Primary user will receive email if the submission is denied:
[image: ]

Note:  Once a Primary initiates a principal change it cannot be recalled.  
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ANTHEM AFFILIATES CONSOLIDATED PRODUCER AGREEMENT

T Progucer Agreement togeiner with the schedules ‘Schedues) and other aXTBChments ('ATAENMENES), Which 3 aKtached herero 3nd ncorporate nerein by eference (colectively the “Agreement), by and benween Anther Insurance Companies, Inc. o1 s
vin bensif and on behalfof the duly lcensed nealth and acner insurance ssuers se forth 8¢ nps:/ww anihem comyAnthemProducer AgreementCompanies (each ndividually and collectively, “Company’) and che naturalperson o legal enity named onthe.
signature page hereof (Producer”) shallbe effectve he latestof. () the firs. o the month in which Company receives an executed Agreement from Producer o (i) the effctive date o Producer'ss) appointment with the Depariment(s) of nsurance inthe sace(s)
i wnich Companyis offeing product to b sold by Producer (State(sy) f applicabl; r (1) the dace Producer compleces all Company required on-boarding activiies. Capiaized terms used but nox defined herein are defined inthe Schedules and/or
Arachments. In consideration of the mutual covenants and agreements contained herein and intending t be egally baund, Campany and Producer agree as folows:

SECTION 1 - DESIGNATION AND AUTHORITY.

1.1 Appoinment,

Subject o th terms of s Agreement, Company ey Sppaints Praciucer, Indiiduslly &nd through Producer’s censed agents, 55 SppICABle (note tht n SEstes where anly nacure! prsans may be icensed ta el insurance, Praducer” refers tothe natural
person who signs this Agreemen) to:solcit,a Producer’s own expense, new appicatons and renewal applicaions for insurance or other beneftplan contracts sold by Company (Policy o Polcies?) and collect e Inial mont'spremiums thereon, in the
manner st forth herein. The Producer relaionship escabisned by this AGrEEmEnt s NGnEXCIUSve and Company reains the right to desigRSKe GEneral agents, SUbBgents, nd oher producers n the same territary a5 Producer. Producer snal S0l spplcations for
Poiiciesanly inthose states where Producer s lcensed and appoinced,f appiicable, by Company, i appicabie, and anlyfor those products which are appraved by Company for 53l i the state of solcation. In addton, nether Producer nor any of s Subagents
(a5 hereinafcr defined)shal olcs appiicationsfor Plicies i states where the enity that appointed the Producer o sellts productsis ot duly licensed t lsue and delver such Plicie. Producer hereby accepts th foregoing appoiniment and agrees to use s
best efforts o soicic applications for Polcies n accordance with this Agreement

1.2 Authoriy: Non-Woiver,

Producer shail have no autharity  act a5 an agent of Company, oher than the authority expressly granted i tis Agreement, No frbearance o neglect o the partof efthr Producer or Company shal be consirud o walve any of the erms of chis Agreement
or implythe existence of any suthoricy not expressy gven in tis Agreement

Notwitnstanding any otner prvision o s Agreement o the ontrary,neither Producer nor any of it Subagents (defined belon) is utncrized t:

(a)issue any Poicy or aier, amend, waive o excend any rates, conditons or provsions trea,

(6 waive o excend the time of payment of any premium for any Policy;

€ waive anybreach, violtion, or misrepresentation on he pare of any Group, Subscrber,or Indiidua Polcyholder,or proposed Graup, proposed Subscribe, o proposed Indiidual Poliynalder, or any righs or remedies of Company.
6)ente nxo any contract or incur any expense or obigaton of any charactr invoning Company.

() represent sei 10 b, o actor Nlg itselfout 5, a spokesperson for Company n any proceeding before, or inquiy by, any Cours o governmental o regulatory authoriy:

() make any promise or representation o any Group, Subscriber, o Indvidusl Palicynolder in connection with paymen: of any cla; or

() 40 any otner at ok expresly sutnarized by s Agreement

SECTION-2 - RESPONSIBILITIES OF PRODUCER

21 Agentsof Producer,

Producer shall have the power o contract with otner icensed agents witin he imitations of he terms of this Agreement fr the purpase of having sueh agents procure appicatons or renew applcations fo Policis (nereafer “Subagents?), Company reserves
the righ o require each Subagent o obtai i or hr own 3ppainCment with the Company and o execure their own Elevance Health Producer Agreement o anather agreement it the Company or any of s duly licensed insurance companies for the purpose
of hauing such Subsgents 20l and procure agRICAtans or renew 2pplatinsfor Pacies. Producer 7l AGE, WENGLUS the expres: Wrifen permizsion of Company, Cantract i, Engage r Gtheruis enter nto  restinsnip with Subagents <o el any Policies of
Company if Company has previously terminated the appoiniment o desighation ofsuch Subagent with Company. Each Affae plan rexain, inthei sle iscrecon, he ablty T 3ppoint  Producer or Subagen: o Cerminate an appointment wih respect 0 tat
Affiace plan without such actions impacting otner affiatad pians and ther lcensed insurance entites. Company reserves the rght <o requie Producer to pay 3pPOMIMENt fees, f any,of such SUbageNts, a5 COMMUNGaKEd o Produce from time o time.
Compeny further reserves the ignt o require Producer o reimburse Comany for any 3ppoixment fees paid by Company. Company reserves the rght o require Producer to provide Names, producton f&porss, nd cher Informarion relaing <o SUbSgents Upon
executon of this Agreement and thereafer 2 requested by Campany. Producer Shll ensure that s Subagents understand nd Comply Wit the Serms of h Agreement.

22 Licensing,
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~Date

Garran0s

i "
Name of Company.

Felicia Norwood

EVP & President, Government Programs

€. Morgan Kendrick

EVP & President, Commercial & Specialty Business

Broker B4 Agreamant (Tampite revises Dcemoer 2022)Form N BKROS1

Sign Documents.

| sgree, and itz my incent,wich full knowledge and consent to ign these documents by () accessing the Elevance Health Broker Porcal using a secure password that | created; (1) elecironically checking the bax belovs and (i) submisting these

ocuments through the Elevance Health Braker Portal o Elevance Heakh, | understand that by signing and subiting these documents in this fazhion,
my actions are the legal equivalent of having placed my handuriten signature on the submiteed documens and this affirmation; and (i) agreeing to be egally bound by the terms and conditions of the documents. | il not r

am () consenting to performing business electronically with Elevance Health (1) agreeing that

e any defenses or

invoke regulatory or statutory claims axempring to nvalidate the enforceabilty of the documents to which the electronic signature s fixed.

First Name

Today's Date
21712025

[t have resd and accept il documentation presented.

Last Name




image32.png




image33.emf

image34.png
Abreakdown of your appointment fass re below. Piease make sure evenshing s correc Tl in your paymen: decals and sUDMIEyour payment

Appointment 44 Fees Summary

- _
Pr—
R Mot Applicable
S

E—

et
© Geang O seas

— E e At
[ —
I
e b et bt Nt -
10 )

Il ) [

-




image35.png
Producer Toolbox

Dashboard

*Card Type

[meces

*Name on Card

[Crobertes

*Card Number

[

Expiration Date

*Zip Code

[ [

[

Account Address.

3 5ame == Maling Address

Building Name (if applicable)

* Address Line 1

state

Back to Forms mit Payment




image36.png
Producer Toolbox @

Appointment: 9

Thank you! Your payment for Appointment 9291231114 has bee! fully submitted. Please check your email fc
\/ transaction details




image37.png
intments





image38.png
Track Status

Partially Complete

wellpaint
Simply Healt 7
Joint Venture (Msine AMH Hesicn)

ANTHEM LIFE & DISABILITY (NEW YORK)-





image39.png
Producer Toolbox * o1

fome  BookofBusness  Tools&Resources  Support

Stay informed about coronavirus (COVID-19) with our FAQs Learm More: ABCBS ABC EBCES EBC

GOOD MORNING

Frequent Tasks Start a New Quote ‘ ‘ Start an Application ‘





image40.png




image41.png
Producer Toolbox - O

[
[ORS—— [RE———

Frequent Tasks





image42.png
Producer Toolbox (a)

Home

New Products Available.

Account Details

Licenses  Exchange Certifications  CMS Certifications Relationsnips | Appointments || EFTInfo





image43.png
Producer Appointment Tool

Dasnboard  Demo Producer Tooloax

Self Initiated Appointments

You don' have any S Initstes Appaintments, Select Start a New Direct Appointment to begin. Or checkout your open Agency Appointments.

Agency Initiated

No Self Initiated Appointments

You don't have any Self Intaiced Appointments Select Start a New Direct Appointment t0 begin. Or checkout your open Agency Appointments.

(©) You have 3 pending Agency Initiated Appointment. If you start 2 new Direct (independent or PPA sub-agent) Appointment, you will NOT be a affiliated with your
upline agency.

Start a New Direct Appointment





image44.png
Producer Toolbox

Wenmworth Deangels Kaufman





image45.png
Producer Toolbox [a]





image46.png
Producer Toolbox

Principal Chang

To appointa new Ageny plesse enr . . < form s submied, an emad il b senc 0

[ — N it o sy Norber





image47.png
Producer Toolbox O

Principal Change

o appcint anew Agency Prncisl. plesse enter th new rincipls nformation below, e this form s submited, n emai il b sen

P AT

e pincpst s ama e st soc sty mber -





image48.png
Producer Toolbox (&)

This appointment (#5720928450) has been initiated. TSAI will receive an email with the next steps on how to complete their appointment




image49.png
X e ——— gy
PoB2 D0 S T SRS RRL S £2 20 2

ACTION REQUIRED: Agency Principa Appointment Reauest
Qs

[ .

Yo e ok o e 8510 ot e poreren s T
comp e e, e o e g o o Took.

+ Togmerstyto e oonine e n e Teoton s haine





image50.png
From: SoftwareSupport @anthem.com <Software support@anthem.com>
Sent: Thursday, January 6, 2022 4:31 AM

To A s E—

Com o  m——

Subject: ACTION REQUIRED: Agency Prncipal Appointment Request

Lo k.
) Your s beeniiated 2  prncipal agent for S -
Youneed totake a few moreseps o e pricipal process. To. iheappoinment,you can log n orregiserusing our Producer Toolbox.

«To go diretly o the appointment page i Producer Toolbox,usethis lnk:htps: brokerportlsit snthem o<

or

* 16you are already on your dashboard in Producer Toolbos, you can selctthe Complete Appoistment button tofinish the appointment process.
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From: SoftwareSupport@anthem com <Software support@anthem com>
Sent: Thursdav. January 6. 2022 4:14 AM
Tor

Subject: Agency Principal Appointment Incomplete:

Agent,
“The appointment " — — s the
principal agent for has been denied.

The reason for the denal of this appointment request is Negative Business Survey.

1f you have any questions about this process, please contact our Licensing and

Credentialing team at 877:304:6470.

Thank you for being a valued partner,

Licensing & Credentialing Team




