Blue KC 2024 MA Recertification Guide — AHIP & Blue KC’s Process

AHIP / Government Mandated recertification process:

This typically launches in the ladder half of June (for Calendar Year 2023, it launched on 6/21/2023) and begins the
recertification period.

AHIP - Blue KC Discount Link:
If you have yet to complete the CMS required AHIP testing, please use our partner link below to save $50 off the
AHIP course fee:

https://www.ahipmedicaretraining.com/clients/bcbskc

Note: If after clicking the link, you are sent to a page to reset your password, please reset your password, and
then click the above link AGAIN to go into the site to receive our $50 discount. BlueKC does not have a direct
promo code, one must use the referenced link to receive the discount.

AHIP Navigation and Support:

AHIP has provided an illustrative guide to help navigate their website, which is located on pages 2-20 within
this file. Outside of the guide, if you have issues with completing the AHIP course or any other AHIP issues then,
please reach out to AHIP Support as BlueKC cannot assist with AHIP’s systems.

AHIP Support - Support@AHIPInsuranceEducation.org or 866-234-6909.

Regarding the BlueKC specific recertification process:

In the coming days, we will send invitations out for our MA recertification process, so please keep an eye out for that
email. Our recertification process should be simple, you will be asked to confirm your contact information, take a
brief quiz, and possibly electronically sign a new contract for the year.

The emails will come from producerinfo@bluekc.com; the invitation emails will contain all the information
needed, but we will outline some of the details below for future reference:

The direct link to our recertification system: https://social.webcomserver.com/wpm/mt/bcbskc/

Username: Will be your email address associated with your BCBSKC profile

The password will match what you used for this system the last time you logged in. If you do not recall, please
use the “Forgot Password” function.

Notes to assist with general issues:
e The system doesn’t like copying and pasting into the login fields.
e Passwords are case sensitive.
e This system is not tied to the agent portal, so your username and password may differ.
e If you receive an error message saying user not found or cannot be recognized, this means you are
inputting the incorrect login information for the username, password, or both.
e On pages 21-31 of this file is an Agent Guide & on pages 32-39 is an Agency Guide for our
recertification process
When you feel that you have completed all information within the application, be sure to hit the blue “Submit”
button in the top right otherwise we will not get the application. If you need further assistance, please reach
out to producerinfo@bluekc.com and someone will assist when able.
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AHIP Online Medicare Training Course
User Guide

This guide will help you to navigate the online system. You may print this document and use it to
assist you in the process.
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This online format allows you te study at yaur awn pace by viewing learning modules made up of centent slides
interspersed with review questions.

Each module culminates with a practice review, which iz designed to reinforce learning and prepare you for the Final Exam.

Instructions

The AHIP Medicare Training Certification is capable of being shared amongst numerous health plans. Please be sure ta
contact your intended health plan to determine the maost appropriate methad for transmitting your results.

Certain health plans may alse have additional reguirements or limitations in place, as such we strongly recommend talking
ta your health plans prior to praceeding with yaur training
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Final Exam

The Final Exam coReists of fifty (50) randomly selected questions from all five (5) Parts of the tsining modules, You must achieve a ninety percent (90%) passing grade for successful compie(i

1
You will have the opportunity to take the Final Exam three (3) times as part of your enroliment package. If you fail the Final Exam three (3) times, you will be required to re-enroll and purchag
Upon re-enrollment, you will have to repeat the required training modules before gaining access to the Final Exam again, Please be aware that some companies do not accept exam complety
initial enrollment package. Please contact your carrier before re-purchasing. In addition, some companies may wish to know how many attempts were required to pass the exam. To view yol

the upper navigation, |

e following scenarios represent attempts/submissions that count against the 3 included in your enrollm:

Each Final Exam attempt/submission must be completed with(n one 2-hour sitting.

¢ Beginning the Final Exam and allowing the timer to expire will result in an automatic submission
¢ Clicking the Submit button to submit your answers to the questions

Note:

Simply closing the Final Exam window does not count as an attempt/submission, If you close the window, your answers will not be saved and you will need to restart the exam.

If you navigate away from the exam in the same tab/window, the system will remove the attempt and you will have to start over. If your session is still active, close the exam window befor!
fresh attempt. (If you continue with the attempt, this will be marked as a valid exam attempt)

You should not open multiple tabs/windows on the AHIP training site while taking the exam. Doing so will cause your attempt to remain active and automatically submit your exam after rg
For ADA testing accommodations, please email support@ahipinsuranceecucation.org.

To protect the integrity of the AHIP Medicare Exam, all exam submissions are final and cannot be released and or redistributed.

If you are a re-certification user, it is strongly recommended that you review Parts 1-3 before taking the Final Exam as it covers all parts of the course - recommended and required.

If you have not yet opted for CE credits, you can click here to apply now.
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Medicare Training Certificate: || el Tl e R

Step 6: Non-
Discrimination
Training

[ Nondiscrimination Training

L.

Once you have achieved a
passing score on the Final
exam, a green checkmark
will appear on the
homepage.

. Medicare Fraud. Waste, & Abuse

L

General Compliance

Not available unless:
+ The activity Nondiscrimination Training is complete and passed
* The activity Medicare Fraud, Waste, & Abuse is complete and passed

This will unlock the next
section focused on
Nondiscrimination.

Click the link for
Nondiscrimination to begin
the next section.
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Welcome

Medicare Fraud, Waste, and Abuse Training

Developed by the
Centers for Medicare & Medicaid Services

Have you completed Combating Medicare Parts C & D Fraud, Waste, and Abuse Training through the CMS Medicare Learning Network

(MLN)?

If you have NOT completed this portion of the training through the CMS Medicare Learning Network (MLN), please select NO below to

complete the training through AHIP,

Requirements for this Module: Completion of Combatjag
Review questions are not counted towards the

v
1
Yas Mo !

Final Exam

This is your Final Exam. This ascessmenl asks vou 10 questions abaut Medicare Pams C ard D Frawd Waste, and Abuse [Péwda)], i should take abaut 10 minubes 0o comglete, Yoo wil

Grading method: Highest grade

Medicare Parts C & D Fraud, Waste, and Abuse Train

g and Review Questions.
Aise Final Exam.

Step 7: Fraud, Waste, &
Abuse Final Exam

You will be asked if you
need to complete the
Combating Medicare Parts
C & D Fraud, Waste and
Abuse training for the
current plan year. If you
need to complete the
training, click the
appropriate response to
open the training module.
If you have already
completed the Combating
Medicare Parts C& D
Fraud, Waste and Abuse
training for the current plan
year through CMS site,
click the appropriate
response and proceed to
the Attestation
Questionnaire.

To begin the Fraud, Waste,
and Abuse Training, click
on “Attempt now”..

There is a test at the end of
the training. You have
unlimited attempts to
achieve a 70% passing
score.



Step 8: General
Compliance Training

Begin the Medicare Parts C
and D General Compliance
training after you have
completed the Fraud,
Waste, and Abuse training.
The link to the Compliance
Training will be unlocked.
Click on the link to begin.

You will be asked if you
need to complete Medicare
Parts C and D General
Compliance training. If you
need to complete the
training click the appropriate
response to open the
training module. If youhave
already completed Medicare
Parts C and D General
Compliance training for the
current plan year through
CMS site, clickthe
appropriate response and
proceed to the Attestation
Questionnaire.



Final Exam

This is your Final Exam. This assessment asks you 10 questions about Medicare Parts C and D Fraud, Waste, and Abuse (FWA). It should take about 10 minutes to complete. You will need a passing score of 70%.

Grading method: Highest grade

-----------------------------
Step 8: General

Compliance Training

< Previous

To start the Compliance
Training, click on the Medicare
Parts C & D General
Compliance Training link.

Click on the Attempt now
button. This will take you into
the training.

Medicare Training Certificate

Congratulations! You have completed the "FWA" portion of this course,

You can now move on to the "Certificate” portion. You can navigate there by clicking the "Certificate" tab in the menu at the top of the page or by clicking the button below.

[ - — 1
‘ Continue to Certificate Step 9: Completion

1
1
1
1
Click, "Continue to 1
Certificate,"to access |
your certificate of !
completion for AHIP’s
Medicare Training. X

1



Step 9: Completion

Choose to save or print
your certificate

Step 10: Transmission

Click, “Transmit,” to the right of “XYZ Health” to
transmit your certificate



Blue KC 2024 MA Agent Recertification Guide

Getting into the 2024 BlueKC Recertification System:

Accessing the System:
When recertification begins, you will receive an email from Blue KC MA Recertification:

Click on the “Workflow URL” in the email above, which will take you to the login screen. Illustration of the login screen is below:

SAPSS

User Name *

Password *

Domain

bcbskc

Remember Me Forgot Password?

Here you will type in your username & password in the boxes and VERIFY the “Domain” box contains bcbskc

Note:
e DO NOT COPY AND PASTE into these fields. There are security features that prevent that feature from allowing you to login.
e If you have disabled the ability to click on links in your email, you can click the following link or copy and paste the link into
your browser:
o  https://social.webcomserver.com/wpm/mt/bcbskc/



https://social.webcomserver.com/wpm/mt/bcbskc/

Forgotten Password:
If you have forgotten your password, please click the link in the lower right “Forgot Password” (as illustrated in the previous

screenshot). This will take you to the following screen:

Forgot your password?

Please enter user name or email address to change your
password

User Name

Email

bcbskc

3 Request Password

Return to Sign-In

Here you will enter your username (usually your email address) and the email address where you want to receive the reset link.
Once you have entered the data, click the blue box: “Request Password” button, causing a password reset email to be sent.

Note:
e Be sure to check your spam or junk folder, email systems often put password reset emails in these folders.

Navigation in the System:
After you have logged in, you will be presented with the “Open cases assigned to me”.
It is possible that you will have more than one case assigned to you; for example, if you are also the principal of an agency and you

use the same email for both.

Click on the “Producer Service Request-PSR-xxx"

Kansas City

7 Home

® Help

Open cases assigned to me

dk

Case Key
Producer Service Request-PSR-353

One item found.

Congratulations, you can now access the system and can begin completing recertification!




Completing the Recertification:

The below sections illustrate the various tabs that you must review and update to successfully complete and submit your
recertification.

Note:
e Onany given tab, at the top of your screen there are two buttons:
o “Save” Button - This allows you to save your work, logoff, and later resume where you left off.
o “Submit” Button - This fully submits your application to Blue KC. ONLY click this AFTER all tabs are completed.
= |mportant Note: Blue KC will NOT receive your recertification if the “Submit” button is not hit upon
completion of the recertification

Click the button below to save your progress, if you do not click SAVE your information will not be saved to the case. Once you have FINISHED updating all of your information, please click the button below.

e =3

1. General Tab
e  Within this tab you will presented with information to verify or correct, then click “Next”. lllustration below:
¢ Note: You must input an answer for “Does your Upline information look correct?”

@]u Kansas City Q| =
&

® Please complete your AHIP Certification prior to starting your Recertification Case.

Please comnphbéte the application below. You may click “Save” al any time io Save the application and log back in later, Once the application ts completed, cick “Submit”. B
your did pot complete B Cab, the ward “Iincomplete” in ned will display.

Click thip Bution Balow 1o Rived pour progresd., i you 30 not cick SAVT your inforsration will rot b iineed 15 th Ciie S you Fuve FINISHED updating ol of your information, pladds click th Button Esplow.

Please review all fields and update any information i desired.

. Feaidency hdoress Line 1% |3 reg sy 57
LE Address. |
+ AGENT
i Resioency OO | vapsas €Ty
oLoe Bmidency Su° | g =
MM Gyour MPM hare] .
55N weves FHHTEET lpanca
. LN et com
Upline Information
s Uptne ame ABC AGENCY Does your Liphne infonsation -

MOTE: Any MA overidas eamed are pald io this MA Agency

Cormamercan Liplng Flams

Additional Addresses

@ ACTESS T Sane ik Yoo Resaency Adde O Yes Pladii Somment badian

T 123 MAIN ST

" EANSAS CITY
M .

T




2. E&OTab
e This tab will populate with the current E&O data that Blue KC has on file, make any needed changes, and then click “Next”.
Illustration below:

e If you want to change your current E&O data, click “Yes”, and follow the additional steps.

1. Note: If ERO data is updated then a copy of your E&O (at least the disclosure page) must be uploaded into
the system

2. Note: The Per Occurrence Limit and Aggregate Limit both must be at least 1,000,000

e If your current E&O data is correct click “Next” at the bottom of the screen.

Lansas City

iw
n

Please complete your AHIP Certification prior to starting your Recertification Case.

Please complete the application below. You may dick *Save” at any time to save the application and log back in later, Once the application is completed, click “Submit®, i
i did med complete a b, the woed “Incomgplete” in red will display:

Colici; o buamon beiow DO S yOUr progress, B you oo not dick SAVE your information will not be sived To B ciss, Cncn you hana FINISHED updating ol of your infomation, phass click the bomion bedow.
Geeneral E&O Certificate Blasniing indormation Certifications Education eSgnatune

Please update your E&O insurance information if it |s expired or

Do you wish 10 update &y indemation on this tab7 Vel
Enter your insurance information below . -
EAD INSiaancs Carmks Ham Eipa aton Gate 10001/202 ™
O InSUance Car e AR
L g b P Oxepurrange Livel ® 1
T poLcY123458 00000
aber |, .
Effecine Date L2020 | A0
E&C Uplzad = x
4 Prevacis Hest

Lt MesPrevionn buttons abowe 10 sandy move beteben 1atn

To upload a copy of your E&O follow these steps: 1. Click within the blank E&O box 2. Navigate to your wherever you
saved your copy of your E&O, 3. Click the Open Icon

e Open % Once you have FINISHED updating all of your information, please clic
N <« Desktop » Scans v O 2 Search Scans m
Organize « MNew folder =~ M 0
R L
= | 2
g m . k Aggregate Limits are
|
a e
E Expiration Date ™ [ 0000009 |E
E . .
Per Occurrence Limit *
E |.1000000 |
£ Aggregate Limit * |'1oooooo |
- |pload *
: N T X
&V

File name: | E&0 Copy v | [aufiles v

3 o
.




3.

Banking Tab — Note: If you a LOA agent and pay directly to your upline then this tab will not appear, proceed to the next.

Within this tab banking information is updated. Input, update, and review your banking information for all applicable lines
of business aW-9 and then click “Next” when finished. Illustration below:
o Note: For agents under LOAs, where your Upline Agency determines pay, nothing is needed here so you can just

click “Next”.
@@ Ransas City
(o) - - . information will o
Click the button below to save your progress, if you do not click SAVE your information will no
@ Save
General E&Q Certificate Banking Information Certifications Education eSignature

Ple

Do you wish to update any information on this ab? 7] yae

Please enter your MA banking information below.

Paid: Directly
Bank Account Type Checking
Bank Name Test Bank

Bank Routing Number Test123456
Bank Account Number Test123456

MWame on Bank Account Test Agent

Please enter your Commercial/ACA banking information below.

Paid: Directly
Bank Account Type  Checking
Bank Mame Test Bank

Bank Routing Mumber Tast123456
Bank Account Number Test123456

Mame on Bank Account Test Agent

Please enter your W-9 Address below.
W-9 Address Line 1 123 Test 5t.
W-9 Address Line 2
W-9 Ciry
W-9 State PO

W-8Zip 64050

Previous MNext »

) Use the Next/Previous buttons above to easily move between tabs.




4. Certifications Tab

This tab will populate with the certification data Blue KC has on file, review and update where needed. lllustrations below:

Do you wish to update any information on this tab? Yes

AHIP Score * [
Link to AHIP Certification www.ahip.com

Is your AHIP Certification complete? Yes

AHIP Completion Date * |

Do you authorize Blue KC to pull @ Yesg

AHIP Certificate *
our AHIP data? *
Y O No

AHIP Year* (O 2022
O 2023




Note: If you have commercial, you can enter your FFM certification OR opt out:

Do you wish to update any information on this tab? Yes

Link 10 AHIP Certification www.ahip.com

AHIP Score * |
Is your AHIP Certification complete? * Yes

AHIP Completion Date * | | ]
Do you authorize Blue KC to pull your AHIP (@ vag

data? *
O No AHIP Certificate *

AHIP Year * O 2022
O 2023

Do you wish to sell individual products on The Federally (@ yag
Facilitated Marketplace (FFMJACA? This requires you to 0]
complete an annual FFM Certification. No

Is your FFM Certification complete? * Yes FFM Year 2022

Da you authorize Blue KC to pull your FFM (@ vygg

FFM/CMS Login User ID * |
data? *
O No

[required]

5. Education Tab

e This tab will load into another system where you will complete a 10-question exam. Illustration screenshots below:

o Note: You will get 3 attempts to pass the exam with a score of 85% or higher.

When you first log in a system message will popup; simply click “Continue to my dashboard”

Click the 2024 Blue KC MA Training icon below. After you view the training guide, you will see the Exam!




Note: If you are also recertifying for ACA, you will see the ACA Training as well.

O Cartificats Banking Infacmation Cortfication:

Please complete all training courses below.

Content Library Achiewvermenis Live Seasions

Welcome,

Al In Frogreas Chvercl uie Mot Started Completed == fi:

load more

Z02ZZ Blue KC MA Training

Click “Start this course”

Once inside, click the yellow “NEXT” on the upper right to start your exam.

”

Go through each question, selecting the bubble next to whichever answer you believe is correct and then clicking “Next Question
After you answered all the questions, you will be brought to a page where you can review your answers.
1. Ifyou would like to change your answer for any given question, click the “Change this answer” under the question
2. Scroll to the bottom of the questions/answers list and click on “COMPLETE” to submit your answers for grading.

10. Question

- —~ .
t Change this answer

2I |
N
After receiving a passing grade, click “Continue” at the bottom of the page

022 Bhse KC MA Exam

Complete/
Passed




You will be taken to another page to verify that you have passed the test, from here click “Next” at the bottom of the page

6. eSignature Tab
e This tab will allow you to electronically sign certifying that you are who you are, that you have completed the work, etc. You
will have to type / sign your name and information multiple times throughout the document before you are finished.
e Important Notes:

1. This process is done through Adobe Sign, so you might be prompted to update your browser to become
compatible with the software. Typically, we find Chrome to be the most compatible web browser.
2. You might have to click the blue button “Load Documents” a few separate times for the documents to
appear.
3. If the eSignature documents loads but the below error message appears at the top of the page then
please disregard or close the message (click the X near the prompt) and then complete the eSignature and
move onto the next step.

@ » Action can not be completed. Script execution failed. Please
contact your administrator.




1. This tells you how many more signature fields are found within the document.
2. Ifyou click “Next”, then it will take you to the next signature field or required input within the
document.
3. By clicking within the signature field, your established signature will be input.
e The first time you click within the signature field, you will receive a prompt asking you to create
a digital signature (for its simplicity we recommend the “Type” option, but feel free to use
whatever option you desire).
o Signature Options:
= You will have the option of typing it out
=  Drawing it with your mouse
= Uploading a scanned image of your actual signature
= Syncing with a mobile device to create a signature)

e Once you are done creating your signature click “Apply”

E g @ =

Type Draw Image Mobile

Agent Test

4. These are Abode shortcut icons to perform various tasks (from left to right: page up, page down, X
current page / total pages, zoom in, zoom out, & download)




Once you have signed & completed all the required fields you will be able to “Click to Sign”, finalizing that document.

BAA — June 2019 Page 10 of 10

By signing, | agree to both this agreement and the . My use of Adobe
Sign is governed by the , ok

When the document is complete you will receive a confirmation message like the below:
KEI @ Kansas City

&

@ - POWERED BY
l@l @ Kansas City Adobe Sign

Please complete and sign all forms below.

° You're all set

You finished signing ' Test Agent
Next, Producer Administration will approve.

We will email the final agreement to all parties. You can also download a copy of
what you just signed.

Repeat the previous process if you have any additional document, otherwise return to a previous tab, or proceed to the next step.

7. “Submit” Button
e  When you have completed all relevant information and no longer see “Incomplete” next to any tab, click the “Submit”
button, near the top of the page.

Once you have FINISHED updating all of your information, please click the button below.

e If everything was performed correctly, you will see the below message:

Your changes have been submitted for review. Expect an email from
Blue KC within 2 business days. Click the Blue KC logo in the upper
left to exit.

At this point you are free to logout, close your browser, etc.

Thank you!




Blue KC 2024 MA Agency Recertification Guide

Getting into the 2024 BlueKC Recertification System:

Accessing the System:
When recertification begins, you will receive an email from Blue KC MA Recertification:

Click on the “Workflow URL” in the email above, which will take you to the login screen. Illustration of the login screen is below:

SAPSS

User Name *

Password *

Domain

bcbskc

Remember Me Forgot Password?

Here you will type in your username & password in the boxes and VERIFY the “Domain” box contains bcbskc

Note:
e DO NOT COPY AND PASTE into these fields. There are security features that prevent that feature from allowing you to login.
e If you have disabled the ability to click on links in your email, you can click the following link or copy and paste the link into
your browser:
o  https://social.webcomserver.com/wpm/mt/bcbskc/



https://social.webcomserver.com/wpm/mt/bcbskc/

Forgotten Password:
If you have forgotten your password, please click the link in the lower right “Forgot Password” (as illustrated in the previous

screenshot). This will take you to the following screen:

Forgot your password?

Please enter user name or email address to change your
password

User Name

Email

bcbskc

"3 Request Password

Return to Sign-In

Here you will enter your username (usually your email address) and the email address where you want to receive the reset link.
Once you have entered the data, click the blue box: “Request Password” button, causing a password reset email to be sent.

Note:
e Be sure to check your spam or junk folder, email systems often put password reset emails in these folders.

Navigation in the System:
After you have logged in, you will be presented with the “Open cases assigned to me”.

It is possible that you will have more than one case assigned to you.

Click on the “Producer Service Request-PSR-xxx"

Kansas City

7 Home

® Help

Open cases assigned to me

dk

Case Key
Producer Service Request-PSR-353

One item found.

Congratulations, you can now access the system and can begin completing recertification!




Completing the Recertification:

The below sections illustrate the various tabs that you must review and update to successfully complete and submit your
recertification.

Note:
e Onany given tab, at the top of your screen there are two buttons:
o “Save” Button - This allows you to save your work, logoff, and later resume where you left off.
o “Submit” Button - This fully submits your application to Blue KC. ONLY click this AFTER all tabs are completed.
= |mportant Note: Blue KC will NOT receive your recertification if the “Submit” button is not hit upon
completion of the recertification

Click the button below to save your progress, if you do not click SAVE your information will not be saved to the case. Once you have FINISHED updating all of your information, please click the button below.

e =3

1. General Tab
e  Within this tab you will presented with information to verify or correct, then click “Next”. lllustration below:
¢ Note: Comments will be reviewed during the verification process, they will not have a direct impact on the
data entered.

23

Please complete the application below. You may click “Save” at any time to save the application and log back in later. Once the application is completed, click *Submit”. If you did not complete a tab, the word “Ir

Click the button below to save your progress, if you do not click SAVE your information will not be saved to the case. Once you have FINISHED updating all of your information, pleas

General E&O Ceriificate Banking Information eSignature

Please review all fields and update any information if desired.

Entity Name  Test Group LLC C.DI'\

ma\t “ | test@testgroup test |

Entity NPN 123456789

Business Phone * | 193456788 |

Addresses
Wailing Adaress Line 1.* | 123 TestLn | Please comment additional changes
Mailing Address Line 2 | |
A ot
Valling Ciy |0VERLAND PARK |
4
Mailing State * | Ks v‘
Mailing Zip * |85212 |
Next

Use the Next/Previous buttons above to easily move between tabs.




2. E&O Certificate Tab
e This tab will populate with the current E&O data that Blue KC has on file, make any needed changes, and then click “Next”.
Illustration below:

e If you want to change your current E&O data, click “Yes”, and follow the additional steps.

1. Note: If ERO data is updated then a copy of your E&O (at least the disclosure page) must be uploaded into
the system

2. Note: The Per Occurrence Limit and Aggregate Limit both must be at least 1,000,000

e If your current E&O data is correct click “Next” at the bottom of the screen.

Lansas City

iw
n

Please complete your AHIP Certification prior to starting your Recertification Case.

Please complete the application below. You may dick *Save” at any time to save the application and log back in later, Once the application is completed, click “Submit®, i
you did not complete a tab, the word “Incomplete” in red will display.

Colici; o buamon beiow DO S yOUr progress, B you oo not dick SAVE your information will not be sived To B ciss, Cncn you hana FINISHED updating ol of your infomation, phass click the bomion bedow.
Geeneral E&O Certificate Blasniing indormation Certifications Education eSgnatune

Please update your E&O insurance information if it |s expired or

Do you wish 10 updaie ary Inlomation on this tab7? Wi
Enter your insurance information below . -
ERD INSLTanos o & Expiration Dabe 00 o |
O Inurance Can R
T Pt Cveprpnce Ll " 1
T poLcY123458 00000
aber | -
chectie Date ™ | 1omuze20 = [eeeiii]
E&C Uplzad i
B ¢
4 Prev Hest

Lt MesPrevionn buttons abowe 10 sandy move beteben 1atn

To upload a copy of your E&O follow these steps: 1. Click within the blank E&O box 2. Navigate to your wherever you
saved your copy of your E&O, 3. Click the Open Icon

e Open % Once you have FINISHED updating all of your information, please clic
N <« Desktop » Scans v O 2 Search Scans m
Organize « MNew folder =~ M o
R L
= | 2
g m . k Aggregate Limits are
|
a e
E Expiration Date ™ [ 0000009 |E
E . .
Per Occurrence Limit *
E |.1OODOOU |
£ Aggregate Limit * |'1ooooon |
- |pload *
: N T X
&V

File name: | E&0 Copy v | [aufiles v

.




3.

Banking Information Tab

Within this tab banking information is updated. Input, update, and review your banking information for all applicable lines
of business aW-9 and then click “Next” when finished. Illustration below:
o Note: For agents under LOAs, where your Upline Agency determines pay, nothing is needed here so you can just
click “Next”.

@@ Kansas City

PN
() Click the button below to save your progress, if you do not click SAVE your information will no!
@ Save
General E&Q Certificate Banking Information Certifications Education eSignature
Ple

Do you wish to update any information on this ab? 7] yae

Please enter your MA banking information below.

Paid: Directly
Bank Account Type Checking
Bank Name Test Bank

Bank Routing Number Test123456
Bank Account Number Test123456

MWame on Bank Account Test Agent

Please enter your Commercial/ACA banking information below.

Paid: Directly
Bank Account Type  Checking
Bank Mame Test Bank
Bank Routing Mumber Tast123456
Bank Account Number Test123456

Mame on Bank Account Test Agent

Please enter your W-9 Address below.
W-9 Address Line 1 123 Test 5t.
W-9 Address Line 2
W-9 Ciry
W-9 State MO

W-8Zip 64050

Previous MNext »

) Use the Next/Previous buttons above to easily move between tabs.




4. eSignature Tab
e This tab will allow you to electronically sign certifying that you are who you are, that you have completed the work, etc. You
will have to type / sign your name and information multiple times throughout the document before you are finished.
e Important Notes:

1. This process is done through Adobe Sign, so you might be prompted to update your browser to become
compatible with the software. Typically, we find Chrome to be the most compatible web browser.

2. You might have to click the blue button “Load Documents” a few separate times for the documents to
appear.

3. If the eSignature documents loads but the below error message appears at the top of the page then
please disregard or close the message (click the X near the prompt) and then complete the eSignature
and move onto the next step.

ﬁ » Action can not be completed. Script execution failed. Please
contact your administrator.

1. This tells you how many more signature fields are found within the document.
2. Ifyou click “Next”, then it will take you to the next signature field or required input within the
document.
3. By clicking within the signature field, your established signature will be input.
I The first time you click within the signature field, you will receive a prompt asking you to create
a digital signature (for its simplicity we recommend the “Type” option, but feel free to use
whatever option you desire).
a. Signature Options:
e  You will have the option of typing it out
e Drawing it with your mouse
e Uploading a scanned image of your actual signature
e Syncing with a mobile device to create a signature)




E g @ =

Type Draw Image Mobile

Agent Test

o Once you are done creating your signature click “Apply”
4. These are Abode shortcut icons to perform various tasks (from left to right: page up, page down, X
current page / total pages, zoom in, zoom out, & download)
Once you have signed & completed all the required fields you will be able to “Click to Sign”, finalizing that document.

BAA — June 2019 Page 10 of 10

By signing, | agree to both this agreement and the . My use of Adobe
Sign is governed by the

When the document is complete you will receive a confirmation message like the below:

@9 Kansas City
~ Please complete and sign all forms below.
()
® . POWERED BY
@ @ Ransas City Adobe Sign

0 You're all set

You finished signing ' Test Agent
Next, Producer Administration will approve.

We will email the final agreement to all parties. You can also download a copy of
what you just signed.

Repeat the previous process if you have any additional document, otherwise return to a previous tab, or proceed to the next step.

5. “Submit” Button
e  When you have completed all relevant information and no longer see “Incomplete” next to any tab, click the “Submit”
button, near the top of the page.

Once you have FINISHED updating all of your information, please click the button below.




e If everything was performed correctly, you will see the below message:

Your changes have been submitted for review. Expect an email from
Blue KC within 2 business days. Click the Blue KC logo in the upper
left to exit.

At this point you are free to logout, close your browser, etc.

Thank you!






