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Get Started

Thank you for your interest in working with Healthfirst. This quick reference guide will help you 
navigate the Appointment and Recontracting process with Healthfirst. 

Before beginning this process, please have the following documents accessible on your computer: 
your National Producer Number (NPN), your renewed NYS Life/Accident/Health license, your 
Errors and Omissions insurance documents, your Annual AHIP Certification, and your Banking 
Information. You will need these documents to complete the onboarding and recontracting 
process.

If you have any questions or need additional assistance, our dedicated Broker Services unit is here  
for you. Please call 1-855-456-3668, Monday to Friday, 9am–5pm.

Note: The preferred browsers to complete these tasks are Internet Explorer and Chrome.
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1 �The Broker will receive an email 
from wpm@webcominc.com 
with temporary Login 
Credentials.  
 
Click Login to begin. 

2 �Enter Temporary 
Credentials provided in 
your invitation email to 
begin Onboarding. 
 
Then click Sign In.

Initial Onboarding
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3 �Follow the 
instructions to 
create a 
unique 
password. 
 
Then click 
Change 
Password.

4 �Under Open 
cases assigned 
to me, click 
Onboarding-OB.

5 �Enter Social 
Security 
Number to 
retrieve NPN.
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6 Ensure the 
NPN Lookup 
Results are 
correct. If they 
are, check the 
box “I authorize 
Healthfirst to 
request NIPR for 
a PDB Report”.  
 
Then click 
Submit.

7 �Under the 
General tab, 
some details will 
be populated. 
Enter your 
information in 
the blank fields.  
 
Once all fields are 
populated, click 
Save. 
 
Note: Do not 
click Submit until 
all tabs are 
completed.
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9 �Under the 
Background 
Questionnaire tab, 
answer the 10 
questions with ‘yes’ 
or ‘no’.  
 
Note: Some 
questions may 
require additional 
comments and 
documents.  
 
When all questions 
are complete, click 
Save. 

8 �Under the Licenses 
tab, select the 
applicable “NY” 
license (Life/
Accident Only). 
 
Then use the 
Upward Arrow to 
upload a copy of 
the License. 
 
When complete, 
click Save. 
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10 �Under the 
Insurance tab, 
complete all 
required fields 
and use the 
Upward Arrow 
to upload a 
copy of your 
E&O Insurance. 
 
Note: An error 
will pop up if the 
given value is 
less than 
$1,000,000. 
 
When finished, 
click Save.

11 �Under the Banking 
Information tab, enter 
the required fields.  
 
For Payment Type, 
pick one of the two 
below: 

1.	 ACH: Enter a Bank 
Routing Number, Bank 
Account, and Bank 
Account Type.

2.	 Check: Enter the 
address the check 
should be mailed to. 
 
Then upload the 
following:

•	 Completed W-9 
document

•	 Copy of a voided check 
 
When finished, click 
Save. 
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12 �Under the 
Certifications 
tab, upload a 
copy of your 
AHIP 
Certification and 
enter the 
Certification 
Date. 
 
Note: You 
cannot proceed 
with the 
onboarding 
process without 
uploading a copy 
of your CMS 
Certificate. 
 
When upload is 
complete, click 
Save.

13 �Under the Medicare 
Agreement tab, read 
and review the entire 
Healthfirst Medicare 
Advantage Producer 
Agreement.  
 
Then type your name 
in the Signature 
field. 
 
Note: The signature 
name must be 
identical to the name 
present in the 
general tab. 
 
When finished, click 
Save. 
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14 �Under the 
Education tab, 
complete six 
modules in 
LITMOS with a 
passing grade of 
85% or higher.  
 
Note: When all 
modules are 
complete, your 
progress bar will be 
100%.  
 
When finished, 
click Save and 
Submit.

15 �Our vendor, 
Asurint, will begin 
the background 
check once 
initiated. Please 
allow three to five 
business days for 
the email to 
appear. 
 
Click OK to close 
the message. 
 
If you have any 
additional 
questions regarding 
your onboarding 
application with 
Healthfirst, contact 
Broker Services, 
Monday to Friday, 
9am-5pm, at 

1-855-456-3668.
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Background Check

1 �You will receive an 
email from Asurint 
requesting a 
background check.  
 
Click the link in the 
email, here, to initiate 
background check.

2 �This is the Asurint 
landing page. Click 
Next when ready to 
proceed. 
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3 �Enter the last four 
digits of your Social 
Security Number. 
 
Then click Next.

4 �Complete the 
Electronic Signature 
by entering your 
information and click 
Accept. 
 
Once this is finished, 
click Next.  
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5 �Enter your 
information in the 
required fields. 
 
When finished, click 
Next.

6 �Review the 
information, sign 
the Disclosure 
Agreement, and click 
Accept.  
 
Once the signature is 
submitted, click Save 
and Exit.  
 
Note: Once this is 
complete, you will 
receive a 
confirmation email 
from Asurint.
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7 �If your application 
was approved, you 
will receive an email 
from Healthfirst with 
more information.  
 
To get started, click 
on the link in the 
email.
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Recontracting 

1 �You will receive 
Automated Email 
Notification. Click Your 
Secure Account link to 
log in to SAP. 
 

2 �Log in to your account.  
 
Note: Username is the 
email where the 
notification was received.

Thank you for working with Healthfirst. We require renewal of your License, Errors & 
Omissions Insurance, Annual AHIP Certification, and Annual Product Knowledge 
Training to maintain your appointment. 

Note: All renewals must be completed online; they will not be accepted via email.
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3 �Click on the 
plus sign 
symbol on the 
upper right 
corner of the 
screen.  
 
Then select 
Recontracting. 
 

4 �Enter Agent or 
Agency NPN. 
 
 
 
Then click Search 
for Producer to 
retrieve the NPN 
details.

License & Insurance
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5 �Under Producer 
Lookup Information, 
select the name.  
 
Then click Submit.

6 �A Recontracting 
case has been 
created.  
 
Under the General  
tab, enter the 
required fields. 
 
When finished, 
click Save. 
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7 �Under the License tab, 
select the updated 
License details. (License 
renewal) 
 
Then upload a copy of 
the license listed. 
 
When finished, click 
Save. 

8 �Under the Insurance 
tab, enter Insurance 
Information 
(Insurance renewal). 
 
Then upload a copy 
of Errors & 
Omissions Insurance 
with $1,000,000 
limits and other 
required fields.  
 
When finished, click 
Save. 
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9 �Under the Attestation 
tab, type your 
signature. 
 
Note: Signature must 
be identical to the 
signature used in the 
General tab (case 
sensitive). 
 
When finished, click 
Save. Then click 
Submit. 

10 �Your Recontracting 
Case was submitted 
successfully. 
 
Note: A Commission 
Analyst will review 
your application within 
1-5 business days. You 
may check in on your 
renewal anytime. 
Once it appears as 
“Closed”, your renewal 
was successfully 
updated.
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AHIP Certification 

1 �Log in to your account.  

2 �Click on the plus 
sign symbol on the 
upper right corner 
of the screen.  
 
Then select 
Recontracting. 
 



20   |  Medicare Broker Onboarding & Recontracting Quick Reference Guide

3 �Enter Agent NPN. 
 
 
 
 
Then click Search 
for Producer to 
retrieve the NPN 
details.

4 �Under Producer 
Lookup 
Information, 
select the name. 
 
Then click Submit.
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5 �Under the General  
tab, enter the 
required fields. 
 
When finished, click 
Save. 

6�Under the Attestation 
tab, type your 
signature. 
 
Note: Signature must 
be identical to the 
signature used in the 
General tab (case 
sensitive). 
 
When finished, click 
Save.
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8 �Your AHIP 
Certification has 
been successfully 
submitted.  
 

7 �Under the 
Certifications tab, 
upload a copy of 
your AHIP 
Certification and 
enter the 
Certification Date. 
 
When upload is 
complete, first 
click Save, then 
click Submit.
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Healthfirst Product Training

1 �Log in to your 
account and 
access the 
Healthfirst Training 
Hub.

2 �Click on the 
Education tab. 

https://social.webcomserver.com/wpm/index.jsp?tenantName=healthfirst
https://social.webcomserver.com/wpm/index.jsp?tenantName=healthfirst
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3 �Under the 
Education tab, 
click Start This 
Course to begin. 

4 �Complete all six 
modules with a 
passing grade of 
85% or higher.  
 
Note: A module is 
complete when a 
green check mark  
appears next to the 
title.
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5 �When all modules 
are complete, your 
progress bar will 
be 100%.
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Notes:
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