MAPA

Getting Started - External Agents

This training material is confidential and for agent use only. This training material, including any subpart(s), is
not to be used as marketing and is not to be provided to a prospect, an applicant, member group, or the general
public. Not CMS Approved.

This training material is intended to provide a general overview of agent conduct and compliance requirements.
It does NOT attempt to cover all of the laws, regulations, rules, company policies, or other requirements
applicable to you.

This document is intended to navigate external partners through downloading, installing and running Humana'’s
Medicare Advantage Paperless Application system (MAPA).

Before getting started you will need:

e Security rights to use the MAPA tool (requesting access)

e A Windows based laptop (requirements)
e High-speed internet access (3Mb or better)

e Compatible signature pad or touch screen laptop that will be used to capture client signatures
e Approximately 1-hour to complete the installation (varies based on connection and system)

Please call Humana’s Agent Support at 800-309-3163 if you require any assistance while
working through these instructions.

This training material is confidential and for agent training only. This training material, including any subpart(s), is not to be used as
marketing and is not to be provided to a prospect, an applicant, member, group, or the general public.

This training material is intended to provide a general overview of agent conduct and compliance requirements. It does NOT attempt to cover
all of the laws, regulations, rules, company policies, or other requirements applicable to you. REVISED: 9-23-19 | TRN-REF-579ae
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Introduction to MAPA

What is MAPA?

MAPA or The Humana Medicare Advantage Paperless Application system is a computer program designed to
make MA, MAPD, Medicare Supplement, PDP, OSB and FSB enrollments possible in a portable digital platform.

It will also allow you to take Member authorizations and Scopes of Appointment digitally in the field.

Why MAPA?

Medicare is not simple; it is a massive National and multi territory health system for providing services to a
growing elderly population. With governance coming from CMS, NAIC, local states and Medicaid, staying on top
of it all is challenging. In short it's complicated and confusing. We want to simplify the enrollment process to
allow you to focus on what's most important in your job: our members and their needs.

Now what if you could take the guess work out of all that complexity, make it straightforward and make it
simple? And on top of that make it faster to process your applications, get plans approved and issue them?

That is exactly what MAPA provides you. While Medicare is complex, MAPA strived to make it simpler and more
fluid to enroll a member. To do this we made the application linear based. It breaks enrolling the member down
in three main stages: determining the prospective member’s eligibility, filling out the digital application, and
finally reviewing that application and signing it.

To make it easier each section is set up in steps, simply fill in the requested information step by step until you
have completed the application.
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System Requirements

Before you can install MAPA certain criteria must be met.

System Requirements
Delegated agents must request MAPA from Agent Support and will need the following:

To install MAPA you need to meet the following requirements:

Minimum 10 GB free space is required.

Operating System: Windows 10

User’s computer cannot have an ARM processor

MAPA needs any one of the below signature pads or a built in Touchscreen.

o Topaz model: T-LBK460-HSB-R\

(0]

o Touchscreen

v" MAPA can only be installed on a Windows based PC.
e (MAC/Apple computers are NOT compatible).

v" There must be a minimum of 10 GB of free hard drive space
28 Windows 8 available. (MAPA will not take up all 10 GB.)
v" MAPA only works with Windows 10 (Mobile operating
o G Windows RT systi)ms like Windows RT and Windows 8 Mobile will NOT
work).

Signature Options

MAPA supports touchscreens as well as TOPAZ (Model: T-LBK460-HSB-R) signature pads. If you do not have a
touch screen computer you will have to have a signature pad or the client will not be able to sign the application
in MAPA.

MAZA Logn

¥ Enable Fitto Content

Medicare Advantage Paperiess Application
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Installing MAPA FAQ
Q: Can | use MAPA on my Macintosh PC?

A: MAPA is not able to run on a Macintosh Operating systems.

Q: Do | need a signature pad, if my PC has a touchscreen?
A: You can use the touchscreen on you PC for MAPA applications.
Q: Can | use MAPA without being Certified with Humana?

A: You can use MAPA 12+ without having a Medicare Advantage or PDP Certification. You will only have access
to Medicare supplements, and all proper contracts and requirements still need to be met.

Q: | have an ePad (Model: 54-65885 Rev N), can | use that instead of a Topaz signature pad?

A: The ePad is no longer certified to work with version 14.1 or above. The Topaz is the only certified signature
pad. The ePad may work with your machine, but we no longer support it.

Contacts:

NOTE: if you have any difficulty with the MAPA program during a sale, complete a paper application at
that time and contact Agent Support after your sales call. Do not contact Agent Support during your
sales call.

Agent Support: 800-309-3163 (BEFORE the sale or with installation questions)

Or your local office

MAPA Downloads

= Menu  HumanaVantage

Before you can install MAPA on your PC, you need the

. . i Licensing, a il Quote & Enroll
MAPA Download link listed on your Quote & Enroll card on Compeotons. = @ e =

. Contracts Medicare
Humana Vantage. You may check your security access for p——
. . E - Enter Online Enroliment
MAPA by logging in to the Humana Vantage agent portal at /I, Certfcations (9)
1 certifications expired . Y "

Humana.com. If the MAPA Download link is on the Quote s o > W
& Enroll card, your security has been granted. You are 5 Sales & Marketing ol >

ready to start the download.
If you do not have the link, the MAPA download cannot be accessed.

If you are going through the installation process and find that you do not have MAPA Download link, contact the
Agent Support Unit at 800-309-3163 and request that MAPA Tools be added for you. The request will take 3 to 5
business days to process.

Internet Connection
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MAPA needs a good internet connection to install properly. It is best to be hardwired into the internet. A strong
Wi-Fi connection can work as well. Internet explorer is the best browser to use when installing MAPA.

MAPA Installation

Go to Humana.com and log into T Y = o
the Humana Vantage Agent Humana

Portal. Medicare  Insurance  Health & Wellness

On the Quote & Enroll card click

on the “MAPA Downloads” link = Menu  HumanaVantage
iii Licensing, a (7] i Quote & Enroll (7]
Certification &
Contracts

Medicare

E Licenses (56)
Certifications (9)

1 certifications expired
Please renew your certification. - MAPA Downloads

- Enter Online Enrolimen

- Application Status
i Sales & Marketing Q

e Seone of Aonointment

Driver 1: INSTALL_1_UI10.5R11507setup.exe — ePad Link Driver
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You will begin the installation
process by installing the
required drivers.

Click on the first driver
“INSTALL_1_UI10.5R11507setup

”

.exe.

)
DHUMANA MAPA Downloads

MAPA is now ready for you to download.

Flease follow the instructions below to ensure the software downloads correctly.

MAPA Signature Pad Drivers are ready for you to download.

In order for MAPA to work correctly, you need to have these drivers installed.

Please follow the instructions below to ensure the software downloads correctly.
1. Make sure that ALL Microsoft programs are closed.

2. Click INSTALL_1_UN05R11507setup.exe

3. Follow the prompts given; DO NOT change anything in any field that requires a name or resp
4, Click on INSTALL_2_IntegriSignDesktop10.3_R1382 exe
5. Follow the prompts given; do not change anything in any field that requi & Or response

6. When the MAPA signature Drivers have finished installing, y
installed programs

irm that they installed correctly by going ¢

Product
INSTALL_1_UIM0.5R11507setup.exe
INSTALL_2_IntegriSignDeskiop10.3_R1382 exe

Last Updated Size(MB)
0/1/2014 5:00:38 PM 15.08
| 10/1/2014 8:00:42 PM 17.90

On the bottom of the screen a
Run, Save, or Cancel option will
appear. Click “Run”.

[T appications have Deen Upoaded prior 1o qownloading MAPA 12.1.

5 At e e ettt

Ptionsi| Do youwant to run or save INSTALL 1 UI10.5R11507setup.exe (15.9 MB) from downloads.humana.com?

% Run Save v | Cancel

the Ing @' This type of file could harm your computer,

When the ePad driver window
opens, click “Next”.

—
ePadlink ePad 10.5 - InstallShield Wizard

Welcome to the InstallShield Wizard for ePadLink ePad 10.5

ePadLink ePad 10.5 on vour computer. To co

S
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Accept the End-User License
Agreement and click “Next”.

—
ePadlink ePad 10.5 - InstallShield Wizard -

License Agreement

STANDARD END-USER LICENSE AGREEMENT

END USER SOFTWARE LICENSE

This legal document is an agreement (the “Agreement™) between you, the
end-user, and ePadLink, a division of Topaz Systems, Inc. (“ePadLink™).

1. Grant of License. The software on the accompanying diskette,
CD-ROM or which you have downloaded has been developed by or
licensed by ePadLink (the "Software"). The Software is licensed, not sold,
to you for your use only on one (1) machine or on a computer file server at
a single location within your internal network for the exclusive purpose of
internal business use in accordance with the Documentation (as defined

InstallShield

Insert your name in the User
Name field, and your company
name or your name (if freelance)
in the Company Name field.
Make sure “any...” is

selected for “Install this
application for:” and click
“Next”.

ser Mame:
_gents name here _
Company Mame:

Ing is applicati

® Only far

< Back ‘ I Mest » [ Cancel

InstallShield
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Select “Typical” and click “Next”.

—
ePadlink ePad 10.5 - InstallShield Wizard -

Browse

ePadlink.
M InstaliShicld < Back ] [ Mest > Cancel

Click “Install” to finish installing
the ePad driver. (Click “Finish” if
prompted.)

This will complete the
installation of the first driver
needed for MAPA. Return to
MAPA Download screen and
install second driver.

ePadLink ePad 10.5 - InstaliShield Wizard

Il the Program

Click Install ko begin the inztallation

pou want ko rey change any of your installation settings, click Back, Click Cancel to exit the
wizard

Driver 2: INSTALL_2_IntegriSignDesktop10.3_R1382.exe — IntegriSign Driver
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Click
“INSTALL_2_IntegriSignDesktopl

()
@
0.3_R1382.exe” “YHUMANA MAPA Downloads

MAPA is now ready for you to download.

Flease follow the instructions below to ensure the software downloads correctly.

MAPA Signature Pad Drivers are ready for you to download.

In order for MAPA to work correctly, you need to have these drivers installed.

Please follow the instructions below to ensure the software downloads correctly.
1. Make sure that ALL Microsoft programs are closed.

2. Click INSTALL_1_UN05R11507setup.exe

3. Follow the prompts given; DO NOT change anything in any field that requires a name or response

4, Click on INSTALL_2_IntegriSignDesktop10.3_R1382 exe
5. Follow the prompts given; do not change anything in any field that requires a name or,

6. When the MAPA signature Drivers have finished installing, you can confir
installed programs

installed correctly by going t]

Product Size(MB)
INSTALL_1_UIM0.5R11507setup exe 15.498

INSTALL_2_IntegriSignDeskiop10.3_R1382 exe 17.490

On the bottom of the screen a 7
. . si| Do youwantto run or save INSTALL_2_IntegriSignDesktop10.3_R1382.exe (17.8 ME} from downloads.humana.com? =

run, save, or cancel option will I —e) e
appear. Click “Run”.
When the install window comes [ Integrisign Desktop - InstaliShield Wizard (|

up click “Next”.

Welcome to the InstallShield Wizard for IntegriSign Desktop

The I

Irastall Shield
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Accept the End-User License [ Integrisign Desktop - InstaliShield Wizard
H . ‘o n
Agreement by clicking “Yes”. License Agieement

d the following

STAMDARD END-USER LICENSE AGREEMENT

END USER SOFTWARE LICENSE

Thiz legal document iz an agreement [the "“Agreement'’] between you, the end-user, and
Integrisign, a division of Topaz Spstems, Inc. [MIntegriSign"].

1. Grant of License. The software on the accompanying diskette, CO-ROM or which you have
downloaded has been developed by or licensed by Integrisign [the "Software'). The Software
is licenzed, not sold, to you for your use only on one [1] machine or on a computer file server
at a zingle location within your internal network, for the exclusive purpoze of internal buziness
uze in accordance with the Documentation [as defined below).  This license is non-exclusive
and Integrizign rezerves all rights not expressly granted to vou in this Agreement. This license
may be utilized or transferred only in connection with the accompanying Integrisign product.

Blintegrisign.

2. Licenze Fee. |n consideration of the licenses granted herein, you must pay the license fee
or other consideration for the Software and the documentation for the 5 oftware
["Documentation').

InstaliBhield

Place your name in the User rIntegriSign Desktop - InstallShield Wizard

Name field, and your company S —————

name or your name (if freelance) P you information.

in the Company Name field.

Then click “Next”. your name and the nan

L arn

e
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Leave the defaUIt options 'InlegnSign Desktop - InstallShield Wizard
checked fOf dESktOp a nd SD KS Select the Components you want to install
and click “Next”.

InstallShield Cancel

Click “Next” on the “Choose
Destination Location” window.

ta a different falder, cli

InstallShield Cancel
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H " " " ra
CIICk Next” on the SeIeCt IntegriSign Desktop - InstallShield Wizard
2 H
Program Folder” window. Select Program Folder

prograrn folder.

You may type a new folder name,

Acocessones
Administrative Tools
Advanced Tiff Editor

Blintegrisign.

r
154k ESS0 Accessfgent
Maintenance
Meafee
Microzoft Application Vitualization Client
Microzoft Dynamics CRM 2011

InstallShield < Back Cancel

H urs H ” ra
CIICk FInISh to complete the IntegriSign Desktop - InstallShield Wizard
IntegriSign driver installation.

Both MAPA drivers are installed
on the PC. Return to MAPA InstallShield Wizard Complete
Downloads page and complete
the MAPA installation.

& for pour ePad,

Cancel

Humana MarketPOINT For Agent Training Purposes Only (Not CMS Approved)
Proprietary to Humana Inc. Do NOT Distribute TRN-REF-579ae

Page 14 of 47



Save the MAPA SQL Install file on the Desktop

FO”OW the Instructions on the If you DO NOT have any versions of MAPA installed on your computer, then please follow the instructions below:

Scree n . 1) Click the MAPA Install zip. Click "Save As” and select your desktop and save

Determine whether your device
. . . 3) Double click on MAPASQL Install.zip file and unzip the file
|S 64 blt Or 32 blt- 4) After unzipping the file, open MAPASQL Install folder

IMAPA Training Manual

2) Close all applications. You mustda this prior to installing MAPA

4) Double click on the MAPASGLInstall file and then follow all the instructions. You will need to agree to the Microsoft EULA for installation.
5) When MAPA has finished installing you will see your icon reappear. Double-click and create your User ID and Password
6) Double-click on the MAPA icon again and login. You must Connect to Humana,Synchronize and download (in this order) to update your Plan Data and drop downs in MAPA,

Once the install is complete, follow the instructions in your User Guide for MAPA. Ifyou do not have a MAPA user guide, you can view it by Connecting to Humana, Clicking Help,

OTE:
1. 64 bit users please use MAPASQLInstall_64Bit.zip

2. 32 bitusers please use MAPASQLInstall_32Bit.zip

Windows 10
1. Type "Bit" in Cortana search window

Windows 8

2. In the search box, type “system information’

Windows 7

b. If you are running a 32-bit version of Windows 8,

How to determine whether your device is 64 bit or 32 bit

Use the following methods to determine which version of Windows is installed, as appropriate for the operating system that you are running.

2. Click "See if you have a 32-bit or 64-bit version of windows"

a. Ifyou are running a 64-bit version of Windows 8, x64-based PC is displayed in the System type field under the ltem heading.

based PC is displayed in the System type field under the ltem heading.

1. Swipe in from the right edge of the screen, fnu then tap Search. Or, if you are using a mouse, point to the lower-right corner of the screen, and then click Search.
3. Tap or click System, tap or click System Information, and then click System Summary.

a. Ifyou are running a 64-bit version of Windows 8, x64-based PC is displayed in the System type field under the ttem heading.

b. If you are running a 32-bit version of Windows 8, x86-based PC is displayed in the System type field under the ttem heading.

1. Click Start button , type "system” in the Start Search box, and then click System Information in the Programs list.
2. When System Summary is selected in the navigation pane, the operating system is displayed as follows:

a. For a 64-bit version operating system, x64-based PC appears for the System type under Item

b. For a 32-bit version operating system, x86-based PC appears for the System type under Item

RIGHT click the appropriate Product ot paes

Size(MB)|

Instruction

version to install, either the 32
bit OR the 64 bit version.

267.30

For 32 bit users

If you don't have any version of MAPA on your system, please download MAPASQL) Install.zip and
install SQL and MAPA

1. Click on MAPA Install.zip file and choose Save As and save it on your Desktop

2. Close all applications. You must do this prior to installing MAPA

3. Double click on MAPA Install.zip and unzip the file

4. After unzipping the file, open MAPA Install folder

5. Double click on the MAPASQL Install exe and then follow all the instructions. You will need to agree
fto the Microsoft EULA for installation.

MAPASQL Install_32Bit zip 13@2’531[5'\4
MAPASQL Install_64Bitzip 12‘%;’%31’3\4

30128

For 64 bit users

If you don't have any version of MAPA on your system, please download MAPASQL) Install zip and
install SQL and MAPA

1. Click on MAPA Install zip file and choose Save As and save it on your Desktop

2. Close all applications. You must do this prior to installing MAPA

3. Double click on MAPA Install.zip and unzip the file

4. After unzipping the file, open MAPA Install folder

5. Double click on the MAPASQLINstall.exe and then follow all the instructions. You will need to agree
to the Microsoft EULA for installation
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Select “Save target as...”
can che  Open h\PAl

Open in new tab

B sure all 12.0 T T priort

. the Install_3 Save target as... land ¢
e all applicat Print target o misI
ble click on th Cut ,8.msi
In MAPA has Copy ricon
Copy shortcut
ple-click on t Paste 1 mus{
e install is c. {_ﬁ‘ E-mail with Windows Live your U
dy,  Translate with Bing
il All Accelerators » [pdatel
Add to favorites...
Properties
MﬂPF\SQLz T3 TSI 21 | P TS -00:4

Download file to your “Desktop”
and click “Save”.

Organize v New folder
P

477 Favorites = :'“: i Librafies
‘ Bl Desktol [ System Folder
8 Downloads

4l Recent Places | Keith Pierce
System Folder

4 4 Libraries :
e / Computer
b |5 Documents 1 | System Folder

4 J\ Music

b =] Pictures Network
> B Videos System Folder

|l First Time HOD Install from
48 Computer Website

> &, 0SDisk (C:) Internet Shortcut

L s ARRTE AL Res

File name: -MAPASQL12.1.3IInstaII.zip

Save as type: [Comprssed (zipped) Folder (*.zip)

‘4 Hide Folders

Close all programs

Locate “MAPASQL###Install.zip”
on your desktop. (###
representing the most current
version).
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Extract All Files

RIGHT click on the

“MAPASQL###1Install.zip” and

click “Extract All.”

SkyDrive Pro

Extract All...
Scan for threats..\

Open with

Share with

Restore previous versions

Send to

Copy To folder...
Move To folder...
Cut

Copy

Create shortcut
Delete

Rename

Properties

Click “Extract” on the pop up

window.

Select a Destination and Extract Files

Files will be extracted to this folder:

Ci\Users\KXP2785\Desktop\MAPASQL12.1 31Install

Show extracted files when complete

Browse...

Extract ] [ Cancel
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The MAPASQL folder will unzip
and a pop up window with the
extracted files will appear.

[ ). » MAPASQLI2131Install »

Organize v Include in library v Share with v New folder =~ 0l @
T Name . Date modified Type Size
Bl Desktop . Application Files 5/13/201511:59 AM  File folder
& Downloads % | autorun.inf 9/29/2014 1:45 PM Setup Information 1KB
5l Recent Places B MAPA12.1.31vsolnstall.application 9/29/2014 1:45 PM ClickOnce Applica... 2KB
L) MAPASQLInstall.exe 9/29/2014 1:45 PM Application 524 KB

4 Libraries
@ Documents
& Music
(=] Pictures
B¥ videos

m

1% Computer
&, osDisk (C)
5% QDRIVE (\\RSC.H
3 CORP (\\RSC.HU
% VDRIVE (\\RSC.H
= Local Disk (T:)
-
53 LOUOL (\\RSCAVE
# XDRIVE (\\RSC.H

€ Network

' 4 items

Run Install File as Administrator

RIGHT click on
“MAPASQLInstall.exe” and click
“Run as Administrator.”

-~

m

N

-

st

Name Date modified Type Size
| Application Files 5/13/201511:59 AM  File folder
4 | autorun.inf 9/29/2014 1:45PM  Setup Information 1KB
F MAPA12.1 31vsolnstall.application 9/29/2014 1:45PM  ClickOnce Applica... 2KB
i L) MAPASQLInstall.exe 9/29/20141:45PM  Application 524 KB
Open
&  Run as administrator
SkyDrive Pro »
Troubleshoot compatibility
Share with »
W  Scan for threats...
Restore previous versions
Send to »
Copy To folder...
Move To folder...
Cut
Copy
Create shortcut
Delete
Rename
all.exe Date modified: 9/29, : 1:45 PM
Properties

Size: 524
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Accept the End-User License
Agreement for MAPA.

5 MAPA11.1.0vsolnstall Setup

Far the following components:

of the agreement.

.NET Framework 3.5 SP1 Client Profile

Please read the following license agreement. Press the page down key to see the rest

m

MICROSOFT SOFTWARE
SUPPLEMENTAL LICENSE TERMS

MICROSOFT .NET FRAMEWORK 3.5 CLIENT FOR
MICROSOFT WINDOWS OPERATING SYSTEM

Microsoft Corporation (or based on where you live, one of its 8

View EULA for printing

Do you accept the terms of the pending License Agreement ?

i vou choose Dont Accept, install will close. To install you must accept this

agreement.
Accept ] %on‘t Accept

b

Click “Install” on the

=

Application Install - Security Waming

“Application Install” window.

Publisher cannot be verified. ﬁi’
Are you sure you want to install this application? bt

MName:
Humana MAPA-SQL Installation tool

From (Hover over the string below to see the full domain):
Ch\Usershlacb08100 Downloadsh MAPASQL11 .1 57Instalh MAPASQL11.1 . 57Install

Publisher:

Unknown Publisher
\ l Install ] [ Don't Install

o While applications can be useful, they can potentially harm your computer, If you do not trust the
source, do not install this software, More Information...
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On the bottom left of the next
screen click “Start Installation
Process”

oot
MAPA Humana

Please read the below instructions before proceeding:

ke sure you ar ADMINISTRATOR on your system

2 beson,
3

5 Clex

0 Operatng system {05 must be Wisdows XP o sbove
NOTE
A

8 g At on oot

TG ke e s i semogs w1 100%

=

Read and accept the “End-User
License Agreement”

F=om
MAPA

EAD USER LICENSE AGREEMENT (TRA) FOR
MMORCARS ADVANTAGE PAPERLESS APPUCATION (U8APA") S0F TWARE

Thea HUBANA 0. (HMANA'Y EULA i5 # awement Setwam o - ety e b1 o Leontor) 24 AP sutme. Usasesn sccots asd e s bs bew by 8 0
gl camaat o 2oy Sty O sl mocovs s B Loraod Soheme wt Lieeate. B Ucknoto dore ot apas 1 P e o st cortamed o o LA 1 5 mt <0 1 1 Agroe” i bio 0o et 300 B icatod Sekor]
ety penon om whech € wat cotaned £ appicatie NUMANA Gumt 303 ans 6 SteReciual rapety I The Lienied Scobams. HIMANA pemcs LiCenies 15 ot P Lanied Sobeans ooy i CCORINCe wEh The e of tha LA

A Coniiential informution oe Proprietary Iwlormation The terma Corbdentat immation” or yageatary nkrstion” ks, Il ane ot deted 3. #) chemal Dusras Tachces. sobuars, homabion Conaesd o seteorks, LANS. comp
rtypes. ivactons (some of whch Sy be patwtabivl fetwd SoRCIONS. SRR SREOgh. AMIILCE. Kaowhow plans b Sewapment o tew sobume, Mchnskogy PrCKARNS. mormatonal S, Veges. Dubnes cordh eckidng Sul
urhssemy smes. FARES picng e ety f HANNAY. Gotanars i Pogecs. sy 1o o o g HALNUA eviomrs s o othr Sbudty 30 o, o W e ted 1 chies. o, Poseio
Whemaen, HAAA Y s, o0 Pronsechy, both Sutind wlirsi e e Mabac Aahrn of e irmation, sd COROBCIS O Dumant it iy e whaomar

B Do The term Duts’ shat ichude, it i st i s ot nrmution St HLAUANA rary S0t i Licamsen 30 of shch may -t e Hoan st of 1906, 2
PV 18 e by MPAK I e et of ay <00t Betman D04 e of P 6 PY8 St e WHPAN hat g ey phaptorn fondiostranifon by Ty
10 PR Dot b MPAA vt oot Tt oot ] conniions o the BN SAat g

€. Docomestation The term Docomentation” ncluden, bit i not Bested 13, Gum 90 lochencal mamsats nd JUbicatons. mchudng Lodates. which Sxcibate S use of nd relsts 1 1w Licensed Schuare 208 i jroduct edoemation. watrtont, 3pechc

Liiwasad Saltware, The lim “Licamind Sotume’ st HAMNIA Y rogrativy MAPA Computer situms iragom ot of iiatod male mpovenents o Dogumeetanon piins oniad mtansl (ate, smtaddet ted paty itums sof
p-am-t

£ Licesse Thatewm Losoas” mamms fhe betad 1gfes ouned i v ELLA Fom HIVANA 39 95 the Licsnsed Sctuae

5 Dot Do tn Dasgett ol Fosapert” ek s comtech, penasel cosomen. chots ¢ pecuey

G Sepporied Duvice. M b Supporie Deace’ or “Supposied Dewces” shal mam e foowe eaces. Aspie d (gematbont 2 and gher) Wesdows 19 and hegher lagtocn and Latiel computens
M Temmbants or Tormimation The tarms Tamests” o Tarmodon’ ol acios (ancel and SancHiatn shath i i wibint Cate

2. Sobwars Licosse.

A Grann ol Licesss. HUMANA farsdy gramts 95 Loanmes and Lontes My Sccasts Bom IMANA # o aachupms. nom bamcatie ocsol Kanie 15 4pe e Loamad Sobams m acomdance i e TULA Surmg ihe teem speciied & oy
Tt A bty Contaoa o ot ELLA. Wy 4 vt 8 Sy (oohind Lomobe Sinmindrs Tl Tt L anand Sauive o Tt rmpracary swendton aed & Vide Saint of MAVANA. 400 s ELLA grints Licimsson 0 1. gt of bweesies o o
Seewe

B Aethorind ee. L<aneen’s sne of the Lcansnd Sobeae hal te amicied o Slows
o Linie st sty HVANA snebately § Luanion s Atce Of It b S0t 50 S kb Gumrmnd aomphiy et o € Licamis AN i It Cumant g o et e B ey e (Fprnee Enghinyes'). Lom et dccummnce
Setewe

Losmsse the st oy o harmns spodica. seess ongaaw, decempie. Vonlea. ke Gnaives of 0 proe any o puty 2 S0, a9y o b opace, st angeec. dncorngt, S, o ko duatiee o o o vy po]
e

Litanere shat nax Ve Dy HRCe B e Dot LK b SoRay 3 My AN €0 S B MY L) ME 0 00 (1) BSEn Suggtnd Do

Liwnben Sha oen. i Laconion Shat oek o & Pund iy 1o, s Mberaions 1 & ey Do Lot

Licanaen sha rct lomn. pubkah, Waewter posteuieon of (whether Sy aske. nchangs, QAL cowation of bew o ODMIMIL AR BB Icenien. Wases or cfher A 0 or b the Licenaed Scllmare. of make any wie of Bhe Licansed Sctware. wewr mamcel

A

Lantan et et ke & mavean oy bchup b Susas echoey 9t o e Lienaad S

A oty e s, AP w5, oo Yo SNt IR e e 0 150 eaed Sohaire. Liwaiad Seme CO's il o iy D1th o Dimeettion whech sy Costinn s e of mariongs

Excopt Ror Bt s 3pechcaty arted herw. Lomaes 1 e 00 sher Sghts 1 or 50 e Licemsed Sotmare dabarsd purmairt tha ELLA AS 665 16 e Lioansed Sotmn. and chudng Sut ot bvied 19, itwlactest propety sghts. o

ke e aachunne svaperty of HAMA

* LCAnn b I (3 Gerioad Jppicaions Saly. yChONTE % i than weey, mital upiates 3% Sy ie oAt by HUBMANA and upicet M apphcarons By e nd of e Sy Shcuid Licwnsen Tl 15 Comgly wEh Shese repireents

FUMANA 1 81 4oke oo sy Lormmy es EALA

2

The Licwsuns Sotuams @ oo meolecho popety of 6d s owned By TASNA. The stucts. arguncsacon. and code of the Lenied Sobums The Lcansed Sckuars i ratectes by o)
Copyogpttoos Excoptov ooy #red R M ELAA drod ok P 10 4% bachol Jrepedy AP o L #a0wd S st 4 190 i auestly i ot osoved by HALIA

Uemaes aers b ey tnd ol Seivas HAMNA, £ hcon, devcios, amioyeen snd 2o Som o agmest o ityes, s, Counes o cion, ummns. damages o rdmrts b gt of e pbrt. COOPRON. rnd ko Sk
he Lconand Sobwars £ any jupoee Otber S1an the shex STvelly ed 1 tha CULA. Lcerass oa eching Sameyis | es) 985 supenaes Bcumed by HUMANA @ ¢ defvens of any duch cif
& o Venrmty,

THE LICENSED 508 TYRARE 15 BN PROVIOLD BY HUMMANA TO THE LICENSEE AS 15. MUMANA MAKE S WO HEFVESENTATION OH WASIANTY, EXIWE S HEGAROWG THE OF [ LCENSED SO8
VALANTICS OF MERCHANTAISLITY, SStTABITY, CRIGMALITY, FITNESS FOR A PARTICULAR PURPOSE, munumummmmmuuum LICINSLO SOF TWARE PROVIOLD UNCER TWS [IRA. % PARTICAAR,
FOMTARETS W TV | AR, € TIAA DR W 4 AT 4 S EMECE' S DEPYROEWENTS 0 THAT TV CRDATY o Fo0n0 Coe
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Log In Based on Agent Type

Login page will appear. Enter the

= MAPA and SQL Install S|
required log in based on your
agent type. (Delegated) MAPA

Please enter your Secured Logons User 1D and Password

Delegated - Enter Agent Portal User Id and Password

MECA - Enter Agent Portal User Id and Password

Humana User Name

|| | Login

Password

|

Once logged in, at the top of the

e e o coona v | I

that states “Click here to start
Installation process”.

MAPA and SQL Install

Click here to start Installation process
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Depending on your internet speed, the Install process can take anywhere from 30 minutes to 1 hour. The
installation will check to see if the PC has all the required programs, frameworks, and databases on the back end to
install MAPA. If the computer does not have everything needed, the installation will try and download what is
needed to the computer. User may have to restart computer to accomplish this function.

If the install is taking longer than expected, this could be an indication that the computer needs to restart. If this
happens the DOS window that runs at the bottom of the computer screen will need to be accessed by clicking on

the icon. Inside the DOS window it will prompt you to restart by typing “Y.” The screen shot bellow is an example of
this. Once the computer restarts you can continue the installation.

Gl

: EIETx]
Mnl-\n

“\TemplInstalt4APASOL \binWebpiCMD. exe Humana

The licensze agreement to *SQL Server Express 2088 R2 Service Pack 27 is auailahll’
e at ‘http:- -wm.microsoft.coms/vebsuebpirseularssql_server_20088_»r2_express.ptf’.
ficcepted Eulas.

Starting Installation

Started downloading products...

Started downloading: ‘UWindo staller 4.5°
Downloaded: ‘Windows Installer 4.5°

SyStaPted downloading: *SQL Server Express 2088 R2Z Service Pack 2’
PlStarted installing Products...
B tarted installing: ‘Wi ws Installer 4.5°
[fliDounloaded: *SQL Server Exp s 2888 R2 Service Pack 2’
D[Install completed (SuccessRebootRequired): ‘Windows Installer 4.5’
Reboot is required for product WindowsInstaller45. Install SUCCESS
C[Beginning Rehoot ...
[SfiPre—Reboot Download count: 188.58 Mb. 184 sec
Pre—Reboot Installation count: 55.79 Mb,. 184 sec

Uerifying successful installation...
Windows Install .5 False
SQL Server Expm 2888 R2 Serwvice Pack 2

False
Log Locatio progranf ilesz“\Microsoft 50QL ServersiBB-Setup Bootstrap\Log:Su
mmary . txt
Install of Products: REBOOT REQUIRED
Thisz action requires a rehoot to fknish. Would you like to restart your compute
1 now? (YrN>:

Close
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Once Install is complete, the user will receive the screen below. User will click “Close” on the bottom right of the
page to close the install program.

MAPA

MAPA and SQL Install

Click hete to start Installatica process

System has Admiristrator ights

SQLAready rstalied wih Humana prowded Lisamarme and Password Please repar o renstall MAPA

P

Completed NAPA hataliaton Please chck MAPA iton on desidop 1 open MAPA. I there are issues pleass call Agert Support at 1-800-308-3163
You must install ePad drivers in ceder for MAPA to work peoperly

. Ciimelnk ePad Driver instal to mstal ePad dnvers

OR

You must instal ePad dnvers i onder for MAPA to work properly

1 Open NAPA

i
se Read ink on MAPA work bench and follow the instructon for MAPA ePad drver nstaliation

Please wait closing....

Once the program closes the MAPA icon will be on your
desktop.
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Getting Started with MAPA

Getting Started with MAPA

When you open MAPA for the first time on your computer you will be asked to do two things:

n

Accept END—USEICENSE AGREEMENT (“EULA") FOR -
1. the End_user License Agreeme I"It. MEDICARE ADVANTAGE PAPERLESS APPLICATION (“MAPA”) SOF TWARE

This HUMANA INC. ("HUMANA") EULA is an agreement between you as an individual or an entity (and/or its agent(s)
. [P and employee(s)) (collectively, the “Licensee”) and HUMANA for the MAPA software. Licensee accepts and agrees to
NOte . that th |S II’]C|udes that yOU U nde rSta I’]d that be bound by all of the terms and conditions of this EULA. This EULA is enforceable against Licensee and any entity
that obtains access to the Licensed Software via Licensee. If Licensee does not agree to the terms and conditions
. . . . . contained in this EULA: (a) do not click the “I Agree” button below, (b) do not use the Licensed Software, and (c)
information contained in MAPA is protected under | reun e ticenssa Sofware immeciatey o he enttyiperson from which t was obtained,  applcable. HUMANA owns
and retains all intellectual property in the Licensed Software. HUMANA permits Licensee to use the Licensed Software

. el epe only in accordance with the terms of this EULA.

HIPAA. It is your responsibility to ensure the n
1. Definitions.

A Ci or Propt Yy The terms “C " or “Proprietary
Information™ include, but are not limited to, all internal business practices, software, information contained on networks,
LANS, computers or other magnetic or optical media, devices, concepts, prototypes, inventions (some of which may be
patentable), patent applications, designs, drawings. ki how, plans for of new software,
. P X plans, strategies, business records, including but not limited to information
2 * Create a MAPA U Se r N a m e a n d Pa sswo rd fo r t h e concerning members, providers, reimbursements, rates, products, pricing, the identity of HUMANA's customers and/or
Prospects, any and all data identifying HUMANA customers and/or Prospects either individually or as a group,
Com puter including but not limited to claims, rating, Protected Health Information (*PHI"), and identifiable nonpublic personal
* information, HUMANA's methods of doing business, and financial information regarding HUMANA's customers and/or
Prospects, both detailed information and the basic nature of the information, and contracts or business methods, in any

. 1 1 fi hatsoeve!
Note: that this User Name and password is used o whecooet
B. Data. The term “Data” shall include, but is not limited to certain information that HUMANA may disclose to
H Licensee some of which may constitute PHI, as that term is defined under the Health Insurance Portability and
Only on this com puter to open the program on the Accountability Act of 1996, Public Law 104-191 ("HIPAA’). The protection and/or security of PHI is governed by
HIPAA. In the event of any conflict between the terms of the EULA and HIPAA in regards to PHI, the terms and

conditions of HIPAA shall govern. Notwithstanding the foregoing, in the event of any confiict between the terms of the
computer. EULA and a signed Business Associate Agreement (‘BAA") in regards to PHI, Data or HIPAA-related issues, the terms =

= =3

confidentiality and security of this information.

(mapa Login
Medicare Advantage Paperless Application NOTE: this new account that you are creating is to access

MAPA on your computer. You will need BOTH this computer

Create Account

access account AND your Agent Portal account for
delegated agents to use MAPA.

Welcome to MAPA
MAPA requires the program password to be changed:

Create User Name: ]

e Every 90 days

Create Password:

o After Upgrading

Confirm Password: °

After Troubleshooting

The password must follow the following rules:
1. The first character must be a letter of the English alphabet
The password must be at least 6 characters and no more than 12 in length
The password must contain at least one numeric character (0-9)
The password must contain at least one of the following special characters @ # $
The password CANNOT contain your User Name (login) value

ok wnN

The password CANNOT contain any spaces (before, after, or within)
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Once you successfully create the log in you will get a message that states the MAPA user id and password has
been saved successfully. Click on the MAPA icon again and log in with the user name and password you created.

You will be required to log in every time you use the MAPA program.

MAPA Login
Medicare Advantage Paperless Application

User Name:

Password: QE@RREERA|

[7] .....forgot my Login or Password
[7] Change my User Name or Password

Touch Screen

This MAPA Login provides you access to the MAPA program and secure information saved on your laptop.

This is the first log in.

& Medicare Advantage Paperless Application - Control Center o @ %
File Information Reports Help
& MAPA Workbench Humona
Application Type
Connect To Humana ‘ Language
e T — o English Spanish
- L Humana CarePlus
G e 0sB Member Authorization
. . SOA FSB ® Humana Pharmacy
Disable State Selection  Agent Options Medicads Sisploment
Selected States:- KYNV
Single Husband and Wife
Create Blank Application
ApptTime  LastName Rt Address  City State zip Phone Productot
Nov 192014 ... Dickens Charles 333 Great E... |LOUISVILLE | KY 40202 HMO Enroll
Application Search z
SearcnBy:  © Al Complete incomplete [ copyapp | Cloneapp [ tosdnpp i <o |
Type Last Name FirstName  Address City Sate  Zp  Phone Status  Hold Status
Individual Agent Dummy 123 My STreet | Louisville KY 40202 |(502)-555-3920 | Test i
Individual Charles Dickens 333 Great Exp... Los Vegas n 89030  (502)555.9191 Test -
333 Great Exp... Louisville KY 40202 (502)-567-9191 Test

The first time you log into the program on your computer you will need to Connect To Humana and

Synchronize your program.

Humana has servers in “the cloud”. In other words, you can connect to Humana using
the internet. But these servers are protected by a firewall to prevent anyone from
getting in or from information being taken out. Before you can communicate with
Humana you will need to create a secure connection that allows information to be sent
through the firewall. This is done by clicking on Connect To Humana and entering the following:

o Delegated agents: your Agent Portal user ID and password
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lo Connect To Humana

Synchronize Download

‘ Rx Calculator Exit MAPA

[7] Disable State Selection Agent Options
| Selected States:- KY,NV |

% Humana Login

User Name st

Password Qoee@raoea@

Please enter your Secured Logons User ID and Password
Career - Enter HSS User |d and Password

MECA - Enter Agent Portal User Id and Password
Delegated - Enter Agent Portal User Id and Password

This is the second log in.

You will need to Connect To Humana every time you need to upload, download or synchronize. This is what
allows information to pass back and forth between your laptop and Humana.
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Connect to Humana — Possible Error Messages

In order to get plan data and the zip code tables you MUST have an active licenses listed in Solar. Without it you

may get one of the error messages below.

License information missing in Solar
You will receive the message below instructing you to call Agent contracting

Medicare Advantage Paperless Application

We are not able to locate an active license for you at this time. Please contact your
MSA or email your license information to Agent Contracting at
MP CaptiveContracting@humama.com or fax to 502 508-2633.

Licensed for more than one territory but User Access is not updated

Medicare Advantage Paperless Application

We currently do not have territories assigned for KY state(s). Please contact CS5 at
800457 4708.

There may be times when you try to connect to Humana and you receive and error message.

If SOLAR is down or AXTA is down

"Unable to Connect to Humana at this time, Please try again later."

IF there is any timed out or SL is down

"SL or Login does not respond, Please try again later"

IF the password is incorrect
"Incorrect Password"

IF there is a license issue, but may be SOLAR is up and running
License message - "you are not licensed, appointed, certified, please contact ASU, MSA,

etc, etc.
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To check system status when an error message is received click on Information from the MAPA workbench.

N

A Medicare Advantage Paperless Application - Control Center = =

Reports  Help

Workbench Humana

Application Type

Language
L.@ English ) Spanish
Synchronize. Download Plan Type
L& Humana ) CarePlus
) AEF * Group > Individual
© 0SB ~) Member Authorization
© SOA T FSB  ® Humana Pharmacy

[] Disable State Selection Agent Options

) Medicare Supplement

[Qalantnd Contan- L/VART
Information
e T N
o Information ==
Speak Pause Resume Stop O Expand

>

Information

Maintenance Information

*You may experience Log-In problems due to SOLAR DOWNTIMES as follows:
NIGHTLY -2 AM EST - 2-30 AM EST
SUNDAYS - 12 noon EST - 5 PM EST and 2 AM EST - 2-30 AM EST

During these times MAPA may not be available for SYNCHRONIZATION,
DOWNLOAD, OR UPLOAD.

* If you attempt to SYNCHRONIZE after receiving a message that you are not
Licensed or certified. Your plan data will be erased. Please wait for a successful
| |lconnection before attempting a sync.

User Information

Agent Information

MECA Agents:
MECA agents must use their AGENT PORTAL UserName and Password.

Career or Captive:
Career or Captive agents should use their HSS UserName and Password

Delegated Agents:

Delegated agents must use their AGENT PORTAL UserName and
Password

Enroller:
Enrollers must use their HSS UserName and Password
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Fit to Content MAPA Login

A new feature added to MAPA 14.1 is the Fit to £ Enable Fit to c‘,mem@
Content button. This button gives MAPA users the edicare Advantage Paperless Application
ability to change the font size in MAPA to a desired
level while keeping their DPI settings at 100%.
That warning link will display a message letting
MAPA users know that changing their computer’s User Name:
DPI setting will result in a loss of functionality. To

. . . . P rd:
avoid having to adjust the DPI setting, users can aeSwe
1. Enable Fit to Content (below, red arrow) [ forgot my Login or Pas ©DEv  OTest
and then [7] Change my User harg®r Password ©os OFnd
Enter 5L Userld
2. Click on the green Fit to Content button S

(below, blue arrow) to adjust font size. aming Click Here

Once the user clicks on the Fit to Content button
the following box will pop up:

| Fit to Content I

ot Zoom

Measurement Unit
@ Point
) Pixel

Font Size 14
Scaling

=
Aﬂe‘ ')the font si(JE’e close MAPA and reopen for char
—

1-2. Users need to click on the “Increase” or “Decrease” to select font size.

3-4. Once the desired font size has been selected, click on “Save” and “Close”.
Users can then log in to MAPA and see their font size has been changed.

The Fit to Content selection is available from the MAPA Workbench. If a user wants to make changes they can
do it there and save. The next time they open MAPA they will see the changes.
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Synchronize

When to Synchronize:

Synchronize and Download

e First time users need to update plan data and zip code tables before creating their first application.

e Any time operations sends an email advising of plan changes.

e Once a week

o During AEP it is recommended that you Synchronize at least 2-3 times a week.
e  When something doesn’t work within an application, such as a drop down menu doesn’t show any

information.

To activate Synchronize you need to first Connect to Humana.

When the top button says Disconnect, then it is ready to synch. This indicates that you are currently connected

to Humana.

| Disconnect ‘

Download

Exit MAPA ]

Download

Synchronizing Data. Please Wait...
Downloading MedSupp Rate...

' Medicare Advantage Paperless Application - Controlg

-

—
Downloading Upgrade Data...
[ & ]
To activate Download, you need to first File Information
Connect to Humana. & MAPA Workbe

When the top button says Disconnect, then it
is ready to synch. This indicates that you are
currently connected to Humana.

Connect To Humana
2y NChro | | id ‘
‘m| Rx Calculator Exit MAPA

Fit To Content
nc

Application Type

Language

L@ English  © Spanish
Plan Type

L@ Humana © CarePlus

© AEF

fat-1-1

® Groupl
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Installation Errors

Installation Errors

If you encounter any of these errors contact the Agent Support Unit Tech Team at
800-309-3163.

From time to time MAPA and SQL will encounter errors during installation.

If you see any of the following errors contact the Agent Support Tech Team at 800-309-3163.

1. Error in in SQL installation.

2. XML file not found.

3. System does not have administration rights.

4, Any other error or any complications you have with the install of the MAPA program on your PC.
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Creating an Application

Creating an Application Application

Language Q
Spanish

To create a blank application or enroll a member, l_a, Englisk,

@ CarePlus

) ) l-m» Human
1. Language (English or Spanish) Group " ndividual

2. Plan Type (Humana or CarePlus)

identify the three parts of the Application Type: Plan Type

3. Applicat ) OSB *) Member Authorization
. Application Type
© SOA ) FSB @ Humana Pharmacy
(0 Medicare Supplement
Single Husband and Wife

Types of Applications:

AEF - Abbreviated Enrollment Form - use this application only when your member is making a plan to plan
change (the contract numbers will be the same)

Group — use this application only for members that are associated with the groups you are eligible to write.
Individual - use this application for your basic MA enroliments

OSB - Optional Supplemental Benefits — use this application when you are enrolling a member in an OSB after
you have uploaded the original application

Member Authorization — By completing the MAF, Humana’s health plan members (including MA/PDP members)
are giving Humana the right to use a member’s personal demographic information in the marketing of non-
health related products and services, based on their specified selections on the form, for a period of 2 years

SOA - Scope of Appointment — use application when you have an extra person at your appointment, your
member wants a different presentation or you are creating a future appt.

FSB - Free Standing Benefits — use this application to enroll someone in the dental or vision plan that is not tied
to the Medicare plans.

Humana Pharmacy MAF — gives permission for the new member’s contact information to be sent to Humana
Pharmacy so Humana Pharmacy can contact them. Humana Pharmacy will send them information and
instructions on registering.

Medicare Supplement — use this app for all med supp products — not all states are allowed to submit
electronically at this time
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Application Type

Connect To Humana Language P - ;
‘ L@ English @ Spanish s ,

31 1 2 3 4 2 b
L© Humana ) CarePlus (23 8T o " 12 1

1 Ml Rxcalculat Exit MAPA ©) AEF © Indivi 1415 16 17 18 19 2

A 2
© 0SB ) Member Authorization A9 B 21 2 3 4
) SOA X 5 6. % 08 9 30 1
["] Disable State Selection  Agent Options Sl BFSB @ HumanaPhanmacy ‘ (] Today: 6/10/2015

) Medicare Supplement

[ Selected States:- KY,NV |
Single Husband and Wife
Contact Search
Search By: All v Find: ] A Create Blank Application I
. First - ; T Broduct of

Appt Time Last Name Name Address City State Zip Phone R
Nov 19 2014 ... Dickens Charles !333 GreatE... LOUISVILLE KY 40202 HMO B Enroll

To Create a Blank Application

0Select the Application Type (Language, Plan Type and Application Type)

Q ) Create Blank Application ]
Click on

To Enroll a member from an appointment or contact

0Select the Application Type (Language, Plan Type and Application Type)

®CIick on Enroll to the right of the member’s name/appointment

Humana MarketPOINT For Agent Training Purposes Only (Not CMS Approved)
Proprietary to Humana Inc. Do NOT Distribute TRN-REF-579ae
Page 34 of 47



Common Errors that Pend an Application

Common Errors that Pend an Application

Avoid these common errors that will pend an Application or cause it to be denied.

Entering a PO Box as the Physical Address

Yes, even with MAPA asking if this was done as a reminder not to do it, this still occurs. In fact it is one of the top
reasons applications in MAPA pend.

Incorrect enrollment period or SEP

The use of ICEP for PDP members is another common error that pends both MAPA and paper applications.

Invalid Election Type Code for Market Receipt Date

Each Election Type Code has specific rules around when they can and can’t be used. Be sure to familiarize
yourself with the more commonly used ones such as IEP, ICEP, SEP NON. It is also important to submit your
applications timely to ensure proper Market Receipt Dates.

Misspelled name

The name must match how it is spelled on their Medicare Card. It is important when the review page is
displayed that the name and address are checked.

DOB/Gender is invalid or missing (or missing first page of paper application)

The date of birth and gender must match what is on file with Medicare. The gender is noted on the Medicare
card, and you should be sure to confirm the date of birth with the member. Confirm all pages make it through
your faxes without overlapping pages.

Incorrect Medicare Claim Number

Do NOT copy and paste the Medicare Claim Number into the second verification field. MAPA requires the
Medicare Claim Number to be entered twice to ensure typing errors were not made.

Invalid Group/BSN on paper applications

This is a common error on paper applications. Thankfully MAPA ensures this does not happen on an electronic
application.

Missing Signature or missing last page on paper applications

The signature is important. Confirm all pages make it through your faxes without overlapping pages.
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Uploading

To upload completed applications first click Connect to Humana then click Upload from the MAPA Workbench.

You must upload completed applications every day

Remember The UFO Model
e UPLOAD - Every Night

e FAX -Same Day or Next Day
e OVERNIGHT - When All Else

1. Connect to Humana

2. Upload

o Connect to Humana
(2) wwoss T smamvoniee [{oomnors
[ e ome J rx oo [ escren

[ Disable State Selection Agent Options
Selected States:-KY

Humana MarketPOINT For Agent Training Purposes Only (Not CMS Approved)
Proprietary to Humana Inc. Do NOT Distribute TRN-REF-579ae

Page 36 of 47



Copying vs Cloning an Application

Copying vs Cloning an Application

Application Search

SearchBy: @ All () Complete ) Incomplete [ Copy App } [ Clone App } [ Load App ]

T ‘ Last First
ype Name Name

Address City State Zip Phone Status

Hold
Status

[ »

RightSourceMAF | John Smith 123 My... |Louisvi... |KY

m

40212 |(502)-555-1111 | Test

RightSourceMAF Charm... Cinder... 123 Ca... Louisvi... KY
DA - - o e 0

40202 (502)-555-2468 Test 5

4020 0 4444 Pending App atio

Sometimes you will be working with a client and need to complete another application for a related family
member or the member may be purchasing more than one type of insurance for themselves. It would be easier

to open the second application with all of the pertinent

information already filled out to avoid duplicate work.

This can be done using the Copy App and Clone App features. But it is important to know the difference

between the two:

Copy App — use for the Same Person, Different Product
(example: John Smith is getting both a Med. Sup and PDP plan)

Clone App — use with a family member (Different Person at the same address)
(example: husband and wife both getting individual Medicare plans)

Copied Application

Cloned Application

Last Name First Name
|Me|vi||e |Herman
Address 1 (No PO Box Allowed): Address 2/Apt#
[77 White Whale Court Z ]
City State Zip County
| [Louisite ] KY ~ [40202]  [JEFFERSONKY
PlanYear: 2015

Last Name First Name

[Melville |

Address 1 (No PO Box Allowed): z Address 2/Apt#

[77 White Whale Court ]

City State Zip County

Louisville kY -~ [s0202 |  [EFFERSONKY |
PlanYear: 2015

e

Copied Application contains ALL demongraphic
information from the first applcation including name,
date of birth, and medicare claim number. A copied
application contains all of the personal identifying
information(PHI) that would not be shared with
another person.

The Cloned Application copies over the last name,
address and telephone number, but no personal
identifying information as in the copied applcation. A
cloned application only clones the information two
family members might share if living at the same
address.
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You can make any additions or changes to the applications and process it the same way as you would for all
applications.

To Copy or Clone an application:
1. Click on the completed application to copy or clone in the Application list; this will highlight the

application in blue indicating that it has been selected.
2. Select the Application Type to be copied or cloned TO
3. Click the appropriate Copy App or Clone App button

{2 Medicare Advantage Paperless Application - Control Center (= |8

% )

File Information Reports Help

Application Type
Con Language

() English ) Spanish
N e e o
s e = Lo Humana © CarePIuse’
1_ ) AEF ) Group > Individual

@& MAPA Workbench Humana

Application Search 9

© 0SB ) Member Authorization
© SOA ) FSB @ Humana Pharmacy
“1Di 3 H : =
Disable State Selection Agent Options © Moticuie Supplesient
I Selected States:- KY.NV |
Single Husband and Wife
Create Blank Application J
First Product of
Appt Time Last Name e Address City State Zip Phone litorast
Nov 19 2014 ... Dickens Charles 333 Great E... \LOUISVILLE KY 40202 HMO Enroll

SearchBy: @ Al ©) Complete © Incomplete Copy App_|fl| Cone App LoadApp |l ©.oi:0 |

Type Last Name First Name Address City State Zip Phone Status Hold Status

-~

Individual Agent Dummy 123 My STreet | Louisville 40202 |(502)-555-3920 | Test

KY
Individual Charles Dicken, 333 Great Exp... Los Vegas NV 89030 191 Test
HumanaPharmacy Dickens Charle ea p 0 - 4020 0 67-919 e
PHI Charles Dickens 333 Great Exp... Los as NV 89030 91 Incomplete

& il
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Delete an Application

Delete an Application

You can only delete incomplete or unsigned applications. Once a member has signed the application it is a legal
document that must be submitted.

You cannot delete a signed application!

To delete an incomplete or unsigned application, select (click on to highlight) the application in the Application
List at the bottomof the MAPA Workbench and click Delete App.

Application Search

SearchBy: @ All (©) Complete () Incomplete Copy App Clone App

191
Load App Delete App 9

| Type | Last Name First Nan_ _ Address City State Zip Phone m Hold Status =
Individual Stoker Bram o 99 Dracula St Louisville 40202 (502)-123-12% ' Incomplete U
RightSourceMAF | John | Smith [123 My Street | Louisville |KY 140212 [(502)-555-1111 Nreumpige |

NOTE: Only applications with the Status
Incomplete can be deleted.

A message will open asking you to confirm that you are sure you want to delete the application. Click Yes.

~

p
MAPA

Are you sure you want to delete this application?

" — = =

Finally a message will open confirming that the application has been deleted. Click OK.

~

-
MAPA

Application Deleted
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Cancel an Application

Cancel an Application
Once an application is signed it can be cancelled but note that it will still upload.

An application can be CANCELLED at any time BEFORE it is uploaded. Once it is uploaded the member must call
customer support to cancel the enroliment. As the agent, once an application is uploaded there is nothing you
can do to retrieve or cancel an application. Do NOT call ASU or CSS to retrieve or cancel an application after it

has already been uploaded.

A cancelled application will be marked as MAPA Cancelled in the Status. Enrollment won’t process a MAPA
Cancelled application.

Reasons to cancel includes the potential member changed their mind and either no longer wants to enroll or
they wants a different plan.

To CANCEL an application:

1. Select the Completed application in the Application list at the bottom of the MAPA workbench.
2. Click Cancel App button

Application Search
SearchBy: @ All () Complete ) Incomplete Copy App Clone App Load App Cancel App @’

Type Last Name First Name Address City State Zip Phone Status Hold Status
Individual | Melville |77 White Whal... | Louisville |KY (40202 |(502)-5554444 | Test \
Individual Stoker

— emseel o o

-

[Herman

99 Dracula St Loulsvnlle KY 40202 (502)-123- 1234 Complete

Once an appllcatlon has been signed it is marked Complete
and can only be Canceled (not deleted).

3. MAPA will confirm you with to Cancel the application. Click Yes.
4. A message will confirm that the application has been deleted. Click OK.

The status will change to MAPA Cancelled.

Application Search

SearchBy: @ All () Complete ) Incomplete Copy App Clone App Load App

Type Last Name First Name Address City State Zip Phone Status Hold Status [+

Individual Melville Herman 77 White Wh... |Louisville KY 40202 144dm : 5‘
Individual Stoker Bram 99 Dracula St Louisville KY 40202 =
RightSourceMAF | John Smith 123 My Street | Louisville KY 40212

All Cancelled applications must still be uploaded.
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Member Receipt

Member Receipt

All of the information you need to complete the member receipt is on the application.

To quickly view application information for completing the receipt, simply double click on the application in the
application list at the bottom of the MAPA Workbench. This will open in summary window.

2 Medcare Advantage Pageriess Appication - Control Center =
File  Information  Reporss  Help
2 MAPA Workbench Humunu
B _ Application Type
TP NG 1] . -
G [ N
ApplicationlD:  JSONZS1TCTIZNW

L% Humano

xit MAPA | F
e TN i | [

0S8
SOA
i Disable S Selecton __AgentOptions el 2hem

| Selected States - KY J Address; 99 Dracula St
City: Louisville

Xy

4202

(02)123.9234

NEVER add PHI (Personal Health Information, e.g. SSN,
DOB) to a receipt.

The Application ID number mm“ enara emcers ood %The Plan name and Medicare plan

can quickly be found by Aoplecton 10 reer 3605Z517C7329KW s o, H1036-234 Contract-PBP is found at the top of the

double clicking on the Mo nome. Bram Stoker E :(2){9)_?9?5 T Demographic tab with the selected

application at the bottom of Proposed effective dote  Glaper plan in the Individual Application. This

the MAPA Workbench. ey s i Zﬂm MUST match what is on the Summary of
7CP phne (f '— g ey o Benefits presented!

The Proposed Effective Date adelit = EEZ‘E&‘"‘_"

can be found at the bottom of ‘ Sl Customer Carec 1:800-457-4708 (TTY: 711) The GR and BN are found on the Agent

the Determine Eligibility tab o e sam m.m'&nmmu.m, \th, Only tab in the Individual Application.

in the Individual Application.

The Primary Care Physician
(PCP) can be found at the
bottom of the Plan Specific
tab in the Individual
Application.
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Troubleshooting

Troubleshooting

Time Out

There are two forms of timing out: 1. Your connection to Humana may time out and 2. You’ve been inactive in
the MAPA application.

Connection to Humana
You only have to be connected to Humana during downloading (morning), uploading (evening) or
troubleshooting.

After 15 minutes, you will be disconnected from Humana.

This does not prevent you from completing applications!

-
MAPA

Your session has timed out.

When you get the Your session has timed out message, you will need to reconnect to Humana
using your Agent Portal username and password.

Inactive
When not directly using the MAPA application you should close the application to protect all member
information and application stored.

But it you leave the application running while not in use, the application will lock due to inactivity after 15
minutes.
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This screen will fill the entire computer screen and nothing can be done in MAPA until you log back into the
system.

Application Locked due to inactivity

MAPA application is locked due to inactivity. Please enter your MAPA username and password to unlock it.

User Name: |

Password:

When you receive the Application Locked due to inactivity screen, you will need to log in using
the Application username and password. The same one you use when you open the program.

If you do find your way back to the MAPA screen, MAPA will just ding with every key and mouse stroke to inform
you that something is wrong. Check the task manager bar at the bottom of the screen if MAPA stops responding
to check for the locked message.

Medicare Advantage Paperless ... | (B Application Locked due to inact...

Humono

NOTE: In the taskbar at the
bottom of the screen you
will see that the MAPA icon
has two windows indicated.

@ 9 v B %9
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Agent Info > Please Read

If you experience any issues with the MAPA
application not opening properly, or receiving
an error message regarding the ePad driver
registry, then you may need to install or
reinstall the ePad drivers in order for MAPA
to operate correctly, even if you are not using
an ePad.

The instructions and links are found under
Agent Options in Please Read.

Troubleshoot MAPA

o0l Please Read =B

Attention Career Users

If you experience any issues with the MAPA application not opening properly, or receive an error message regarding the ePad
driver registry, then you may need to install or reinstall the ePad drivers in order for MAPA to operate correctly.

Please do the following
1. Close all applications except for MAPA, including Outlook
2. Click on the "Get Drivers" button below

3. Get Drivers button will launch the MAPA downloads page

W

4. Right click on the INSTALL_1_UI10.5R11507setup.exe and select SAVE AS and store the file on your desktop

6. Right click on the INSTALL_2_IntegriSignDesktop10.3_R1382.exe and select SAVE AS and store the file on your
desktop

7. Double click on INSTALL_1_UI10.5R11507setup.exe and install
8. Once the installation is completed for INSTALL_1_UI10.5R11507setup.exe
9. Double click onthe INSTALL_2_IntegriSignDesktop10.3_R1382.exe and install

Note:

Before installing the drivers from your desktop please close MAPA. After successful installation of both files, please open
MAPA and immediately sync and download to ensure all drivers are installed correctly.

Get Drivers

There may be times with agents cannot perform various operations through MAPA, such as Upload or Download

applications. The Troubleshoot option in MAPA will resolve such issues. It will also fix missing database objects.

machine.

Troubleshoot will not erase any data from the agent’s

The following are issues that indicate the use of Troubleshoot:

e Unable to Sync or Download
e Unable to upload applications
e Applications upload issues/errors

e Agent has certification and is unable to see the plans

e MAPA fails to load an application

There are two ways to run the troubleshooting program for MAPA. The first is from within MAPA; and this will

NOT require you to recreate your username and change your password. The second is from the start menu, this

WILL require you to recreate your username and change your password. With that in mind it is recommended

that you run the internal troubleshoot first to attempt to resolve issues.
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Troubleshoot from MAPA Workbench
Running the troubleshoot program inside of MAPA Workbench will not require you to re-enter your username
or change your password.

To run the troubleshoot from within MAPA click the Agent Options link and select Troubleshoot

% MAPA Workbench

Welcome ! Please remember to Synchronize
Application Type

L:é) English ) Spanis.
= L‘@) Humana ) CarePly
) 0SB ) Mei
) SOA @ ESI
[7] Disable State Selection Agent Ontions =
I Selected States:-KY,NV Please Read
Agent Info
SAN Based Info from Connet to Humana
Troubleshoot B
- SyncOption >
Appt Time Last Name :;:s:le Set Text ZOONQ

You will be asked if you want to continue with the Troubleshoot, click Yes.

' =™\
Troubleshoot L"_bj
MAPA will troubleshoot and fix the mismatching objects. It will not lose

any data. Please Synchronize and Download after the completion of
troubleshoot

Do you want to continue?
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Troubleshooting my take several minutes, please be patient during this process.

- N Troubleshoot Mi

Please wait...Configuring...

Please wait... Configuring MAPA 12.1.31 Troubleshoot completed

1 % Completed...

( —

When Troubleshoot complete, connect to Humana, Synchronize and Download again.

Troubleshoot from Start Menu
Running the MAPA Troubleshoot from the start menu will require you to enter you username and create a new

password.

Before running the TroubleShoot from the Start menu make sure MAPA is not running.

Go to Start > All Programs > Humana > MAPA > TroubleShoot

. Humana
. Canvas DMS
. MAPA
2 MAPA121.31.exe
% Restore
),?4 TroubleShoot
& Uninstall “\aPA
. IntegriSign Des
' Intel Help and Support
. ISAM ESSO AccessAgent
. iTunes

Computer

Control Panel

Devices and Printers

Default Programs

. Lexmark

. Maintenance
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Troubleshooting my take several minutes, please be patient during this process.

s 1 [ Troubleshoot ﬂ;

Please wait...Configuring...

Please wait... Configuring MAPA 12.1.31 Troubleshoot completed

1 % Completed...

| e —

- A

After troubleshooting MAPA:

1. Open MAPA

2. Create a new UserlID and Password for the MAPA application
3. Reopen MAPA and log in

4. Connect to Humana and Synchronize and Download
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