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Registra on 
Your first step in becoming cer fied to sell Aetna’s Medicare products 
is to register on the site. Just follow these few steps and you’ll be 
ready to get started: 

1) Click Create a New Account 

2) Alert the system if you are an Aetna employee, Front Runner, 
or telesales agent: 

• Aetna employees: add your Aetna ID number into the first text 
box and click Submit 

• 2015 Individual Medicare Front Runners: add your NPN into the 
second text box and click Submit 

• Individual Medicare call center agents: add your employer’s Aet-
na telesales access code into the second text box and click Submit 

• All other users: leave the text boxes empty and click Con nue 
Producer Registra on 

Aetna Employees 

Front Runners 
Call Center Agents 

All Others 
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3) Fill out the Confiden al Informa on sec on of the registra on 
form and click Submit. 

4) Complete the rest of the personal informa on fields and click 
Register 

• You will create a password as part of crea ng your profile. Be 
sure to make a note of your password for future reference. 
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5) Make a note of your Username, which you’ll use when logging 
into the site the next  me, and then click Con nue to Home 

XXXXXXXXX 

Your registra on is now complete. You only have to fill out this infor-
ma on once. 
 
The next  me you visit the site, you can use your Username  and pass-
word to log on and return to your cer fica ons. 
 
Now you’re ready for your next step: selec ng a cer fica on. 

♦ Please note: users who registered using a telesales agent ac-
cess code will skip the following step. 
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Select your cer fica on 
As soon as you register on the site, you can sign up for your Aetna 
Medicare cer fica on.  
 
Just select the Medicare plan year and the line of business that you 
want to sell. 
 
Be sure the cer fica on is checked and then click Place me in the se-
lected learning.  

You’ll move to the main training page and can start working on the 
steps to complete your cer ficate. 
 
Note: Field agents should select 2016 Individual Medicare: Internal/
External Producers. Uplines and other non-producers should select 
2016 Individual Medicare: Uplines & Payees.  If you are both an Up-
line and a Producing Agent, you will need to complete only the training 
for Uplines & Payees. 

Field Agents 

Uplines 
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 Start your cer fica on 
Your cer fica ons are listed on the main training page under the My 
Cer fica ons sec on. 

Your cer fica on is based on the requirements for the line of business 
you selected. Your cer fica on requirements might have more or less 
steps than shown above. Here are some highlights to consider:  

 

A. You can look at the details of your cer fica on by clicking on 
the  tle or the plus sign on the right side of the  tle bar. 

B. Some cer fica ons require that you complete AHIP Medicare 
training before taking the Aetna training. If you have already 
completed that training as part of another cer fica on, this 
will be marked as complete here as well. 

 

A 

B 

C 

D 

E 
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C. You’ll walk through the cer fica on process one step at a 
 me. Once you complete a step, the next sec on becomes 
available to you. 

D. You’re asked to fill out a short survey about your cer fica on 
experience. The survey is locked un l all sec ons are com-
plete, but is not part of the cer fica on requirements. You can 
obtain your cer fica on without filling out the survey. 

E. The symbols next to the sec on  tles change as you progress 
through the cer fica on. You can find out what the symbols 
mean by clicking on the Course symbol key at the bo om of 
your cer fica on. Here’s what you’ll find: 

 

 

 

 

 

 

So now that you’re familiar with the layout of the cer fica on, how  do 
you get started?  

Simply click on a blue course  tle to access the training materials for 
that sec on. If a course name is shown in black, it cannot be accessed 
un l all prerequisites are complete. 
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 Course  ps 
Your cer fica on has two types of sec ons: training courses and mas-
tery tests. When you click on the sec on  tle, the training course or 
mastery test begins. Here are some  ps to help you get the most out 
of your training  me. 

 

Training courses 

Use the forward and back bu ons to move through the training cours-
es. You can also use the table of contents (TOC) to go back to any of 
the pages that you’ve already seen. 
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Some pages in the course allow you to explore the content even more. 

A. When you see a blue colored word, you can click on it to see 
more details. 

B. When you see an underlined word, you can click on it to open 
content in another window or tab. 

 

 

 

 

 

 

 

 

 

When you get to the end of a training course, you can review the 
course, or you can return to the main training page by clicking the link 
to the le  of the training. 

 

A 

B 
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 Mastery tests 

You’ll want to be sure that you understand each training course. This is 
done by taking the mastery test. 

 

It’s so important that you understand this informa on that you’ll need 
to get a score of 90% or be er on the mastery test. Once you get a 
passing score, the test is marked complete on your cer fica on. 

 

You have three a empts to pass each mastery test. 

 

If you leave the test before you finish, your answers will not be saved 
and you will have to start the test over from the beginning. However, 
you will not be charged an a empt. 
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 Individual Medicare Market Training 

If you are a field agents comple ng 2016 Aetna cer fica on, you are 
required to complete the local market training for each Aetna Individu-
al Medicare Market in which you wish to sell. 

 

For 2016, all Individual Medicare Market training modules are available 
online through the Aetna Cer fica on website. You must complete the 
2016 Medicare Advantage Prescrip on Drug training, then click on 
2016 Individual Medicare Market Training. 
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You will be presented with a list of available Individual Medicare Mar-
ket training modules. Click on the name of the module you would like 
to complete.  

Once complete, you can access your transcript to print a cer ficate or 
return to the main training page to access addi onal market training 
modules. To access addi onal training modules, click on 2016 Individu-
al Medicare Market Training and simply click on the name of the next 
module you’d like to complete. 



 

Medicare Producer Cer fica on Site User Guide  Page 14 

 Profile Updates 
When you register on the site, you record details about yourself and 
the cer fica on you want to complete. 

You can change any of those details by clicking on Profile at the top of 
the screen. 

You can look at and change your informa on stored on the site in your 
profile. This includes changing your password. 
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 Changing your password 
To change your password, simply click on Profile at the top of the 
screen. 

 

1) Under the profile link, click Change password. 

2) You can now type in your new password informa on, confirm, 
it, and click Save changes. 

 

XXXXXXXXXX 
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 Seeing what you’ve completed 
You can see what you’ve completed by clicking on Transcript on the 
bar below the Aetna banner and in your profile. 

 

Select the training period you want to review. 

 

Once you have completed a cer fica on, you can view your cer ficate 
from your transcript at any  me. 
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 To print your cer ficate, click on the cer ficate icon to the right of the 
completed cer fica on in your transcript. Once the document is 
opened, you can print by clicking the printer icon or opposite click 
(right click) with your mouse to see the print op on. 
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 Signing up for another Aetna cer fica on 
Do you sell more than one line of Medicare business? You can add ad-
di onal cer fica on plans to your profile. 

 

1) Click Profile at the top right of the site screen 

2) Click Registra on wizard 

3) Check off addi onal cer fica on op ons and click Place me in 
the selected learning 

 

 


