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Overview: Medicare Line of Business Tools 
 

1. Scope of Appointment (SOA): 
Select this link to access the form 
that must be completed before 
MAPD/PDP appointments. 

2. Applications & Membership: 
This tool allows you to view and 
access incomplete online 
applications, view and track the 
progress of all submitted 
applications and see details about 
members/clients. 

3. Plan Select & Enroll: The online 
quoting, application and 
submission process allows for 
real-time processing and faster 
enrollments. In addition, it 
automatically links your 
information to your client’s 
application. 

4. Product Information: This 
links to Medicare Supplement, 
MAPD and PDP product 
information. 

5. Express Link: Here you can 
access a URL specific to you for 
use when emailing clients. When a 
client selects the link with the embedded code, it ensures your information is attached to your client’s shopping 
and enrollment experience. 

6. Certify to Sell: If you aren’t certified to sell MAPD and PDP, select this icon to access certification information. 
7. Producer Services: This gives you the opportunity to submit basic Producer Administration questions. 
8. Help Desk: Every page of Blue Access for Producers includes Help Desk contact information. 
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1. Scope of Appointment Confirmation Form 
 
The Centers for Medicare and Medicaid 
Services requires agents to document the 
scope of a marketing appointment prior to 
any face-to-face sales meeting to ensure 
understanding of what will be discussed 
between the agent and the Medicare 
beneficiary (or their authorized 
representative).  
 
All information provided on this form is 
confidential and should be completed by 
each person with Medicare or his/her 
authorized representative.  
 
Be sure to complete a new SOA form 
before every MAPD and PDP client 
appointment. 
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2. Applications & Membership Tracking Tool 
 

Overview 
The Application & Membership 
tracking tool will allow you to view the 
status for all MAPD, PDP and Medicare 
Supplement applications started and 
submitted online via the Plan Select & 
Enroll tool (see section 3) as well as 
the membership status for all of your 
active MAPD, PDP and Medicare 
Supplement clients, regardless of 
enrollment method. 
 
This tool allows you to view and access 
incomplete online applications so that 
you can contact clients and continue 
the enrollment process. In addition, 
you can view all submitted online 
applications and track progress. 
Submitted applications are saved for 
easy downloading. Membership 
functions allow you to see detailed 
information about your clients. 
 
Only the writing 
producer/subproducer can see initiated and submitted applications and membership data associated with his or her own 
personal producer ID number. General agents and agencies cannot access this data for their associated 
producers/subproducers in this tool. 
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Incomplete Applications 
The Incomplete Applications tab will 
allow you to see all of the Medicare 
Supplement, MAPD and PDP online 
applications linked to you that have 
been started but still must be 
completed and submitted. 
 
If an application is incomplete, simply 
click on your client’s name to: 
1. Get your client’s contact 

information 
2. See an application summary  
3. Click on the blue Resume 

Application button to continue 
the enrollment process 

4. Delete incomplete applications 
that will not be submitted by 
clicking on the trash can icon 
under the Delete header 

 
 
 
 
 
 
 
 
 
 
Only applications initiated online are displayed in the “INCOMPLETE APPLICATIONS” tab.  
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Submitted Applications 
The Submitted Applications tab 
displays all of the Medicare 
Supplement, MAPD and PDP 
applications submitted online that 
are linked to your producer ID 
number.  
 
When you click on a client’s name 
you can: 
1. See the applicant’s name and 

contact information 
2. View a summary of the plan 

selected 
3. Track the application status: 

• In Progress 

• Submitted 

• Pending 

• Complete 

• Canceled  

• Disenrolled 
 

4. Download a PDF file of the 
finished submitted application. 

5. See the last time the 
submitted application was modified by our processing teams. Note that the submitted application data is enabled 
for new applications. Historical data is not displayed. 

 

Only applications submitted online are displayed in the “SUBMITTED APPLICATIONS” tab. Applications submitted via 
fax and mail are not displayed.  
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Membership 
The information in the Membership tab displays all 
of your Medicare Supplement, MAPD and PDP 
clients, regardless of how the member enrolled 
(online, mailed and faxed applications).  
 
When you first click on the Membership tab, you’ll 
see a general overview list of your clients, their 
products and the application status and coverage 
dates. If you click on a client’s 
name, you’ll see even more details 
about that specific client: 
1. Contact information 
2. Application information 

• Identification Number 

• Application Origin 

• Receipt Date 

3. Member Number  
4. Plan Information 
5. Coverage Start and End Dates 
6. Paid To Date 
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3. Plan Select & Enroll 
 
You can access the online enrollment application 
process for Medicare Supplement, MAPD and PDP 
plans from Blue Access for Producers.  
 
The online enrollment process provides form-entry 
validation throughout each step of the process. The 
front-end validation ensures more accurate and 
quicker transfer of information downstream, 
resulting in much faster turnaround times. 
 
While you can still complete paper apps, online 
enrollments are faster and more error-proof. What’s 
more, online applications 
can be tracked in the 
Application & Membership 
tool.  
 
When you click on the Plan 
Select & Enroll icon, a new 
shopping window opens. 
Simply follow the prompts 
and enter required 
information. If you don’t 
complete the application, 
you can save it and return 
to it later through the 
Application & Membership 
tracking tool. 
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4. Product Information 
 
The Product Information icon links to Medicare 
Supplement, MAPD and PDP product information. 
You must be certified to sell MAPD and PDP to 
have access to these products. 
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5. Express Link 
 
There are two pathways to enrolling your client in an over 65 
product that automatically links you to a client’s application: 
• The producer pathway. You access the online enrollment 

process via the Plan Select & Enroll icon through your Blue 
Access for Producers account.  

• The subscriber pathway. Your client accesses the online 
enrollment application via your Express Link code, received 
by your client in an email. 

 

Express Link is a URL or web 
address link that’s specific to 
you. While the link takes users 
to our online shopping 
experience for over 65 products, 
it’s embedded with your 9-digit 
producer number and attaches 
your information to their 
shopping and enrollment 
experience. 
 

To get started, select the 
Express Link icon. A shopping 
cart window opens. Your 
producer-specific URL will be 
displayed in the address bar of 
the browser window. Note that 
the URL shown in the image at 
right contains a Producer ID number. Your link will include your ID number. Copy your URL and paste it into an email that’s 
addressed to your client. When your client clicks on the link to begin shopping, your information will be captured. 
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6. Certify to Sell 
 
If you are not certified to sell MAPD and PDP policies, 
simply select the Certify to Sell icon for details on the 
certification process. 
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7. Producer Service Request Tool 
 
You can submit and track requests 
for service for a variety of common 
producer administration inquiries. 
Here’s how: 
1. Select the Producer Services 

link to access the service tool. 
2. Click on the Request 

Assistance icon.  
3. Select a service area for 

assistance. They cover: 
• Submitting commission 

inquiries 
• Making Producer of Record 

changes (not applicable for 
MAPD and PDP policies) 

• Changing your Electronic 
Funds Transfer information 

• Updating your contact 
information 

• Changing your password or 
security challenge question 

• Submitting errors and 
omissions insurance 
documentation 

• Updating affiliation information 
4. Select the Existing Request 

Tickets icon to track the progress 
of your submitted issues.
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8. Service & Support 
 
Internet Help Desk 
To contact the Blue Access for Producers internet Help Desk, call 888-706-0583, Monday through Friday, 7 a.m. to 10 p.m. 
CT and Saturday, 7 a.m. to 3:30 p.m. CT. 
 
Over 65 Producer Help Desk 
For producer support with Medicare Supplement, MAPD and PDP enrollments, benefits and disenrollments, call  
888-723-7423, 8 a.m. to 5 p.m. CT. 
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