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Completing the Appointment and Contracting Forms 
The section will describe how to complete the required forms to become appointed and contracted. 

1 To complete new appointment and/or contracting forms the below steps must be completed. 
 
The first question will be to identify the states that the agent needs to be appointed and 
contracted in. (Note:  Only state that have an active license can be selected) 
 

 Choose the State that the agent would like to be appointed in.  
 

 Then, select the Commission method 
 

 
 

 
 If requested, enter the Agency tax id and confirm the Agency name. 

 
 Click Save and Proceed to proceed. 
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2 This will lead you back to the home page.  The forms needed will be populated in the Forms 
section.

 
3 The first step is to complete the Business Practice Questions.  Click on the link and it will lead 

you to the below: 
 

 
 
Note: Click Agree to proceed or Save Draft to save and complete at a later time. 
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4 Proceed to complete the remaining forms 
 

 
5 Click on Please click here to add (or view) attachments necessary.   

 
The user will be able to determine if an attachment is necessary based on the verbiage in this 
section.  Example: You have attached 0 of 1.  This will indicate that 1 attachment is necessary 
to proceed. The required documents will populate based on the responses provided to the 
Leading Questions and Business Practice Questions. 
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6 Click Browse to locate the designated document, Provide a Descriptive Name, and click Add 
Attachment to upload the required documents. 
 
Note: All attachments must be loaded as a PDF format. 
 

 
7 Once all applicable documents have been attached, click Done to proceed. 
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8 Click “Return to Forms” for the attachment to be electronically sent to Anthem/Empire. 
 

 
9 Select the State of Residence, determine Payment Option and click Calculate Fees to 

determine the amount of the Appointment Fees. 
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10 View the Total Fees and click Accept Fees and Continue to proceed. 
 

 
11 Enter Payment details, Check boxes authorizing Applicant Insight to debit the card option 

selected and agreeing to the Terms & Conditions, and click Submit Payment to proceed.  
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12 Click Continue to Forms if already appointed in the selected state.  

 
13 Complete all required forms and click Submit Forms. 
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14 Enter Password to digitally sign the completed documents and click Submit Forms.  
 

 
15 Confirm all steps have been completed and click Submit Forms. 
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16 Complete final review and click Submit Forms. 
 

 
 
Note: The Submissions Confirmation Number will populate. 

 

Resources 
 Contact Licensing & Credentialing by email at anthem.brokers@anthem.com or by phone at  

<1-877-304-6470> with any questions 
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