
Individual Medicare
Producer 
World 
Tour 2023



2 ©2023 Aetna Inc.

General Navigation

Individual Medicare Tab Navigation

Producer Guide

Contracting and Ready-to-Sell Status

Ordering Aetna MAPD Enrollment Kits

Ordering SilverScript PDP Enrollment Kits

Compensation

Generate Reports

Member Application Search

Commission Reports

Pending Application Report and Medicare Book of Business Report

Exporting Reports

Provider/Pharmacy Network

Miscellaneous

Click to jump to any section

Contents



General Navigation



4 ©2023 Aetna Inc.

Registration and Login

Returning 
brokers

Log in with your 
username and 

password

To get started, you will need to access the Producer World site.

https://www.aetna.com/insurance-producer.html

New to 
Producer World?

Select “Register for 
Producer World”

Click on the purple “Login” button or select the 
“Log in to Producer World” link.

https://www.aetna.com/insurance-producer.html
https://www.aetna.com/insurance-producer.html
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Accessing Individual Medicare

Producer World houses multiple lines of business.

Access Individual Medicare information by clicking on 
Individual Medicare on the top menu bar.

The gray menu on the left 
displays functions for all 

lines of business. 

This menu can be used 
for compensation 

statements, managing 
report access, and 

updating EFT 
information.

For accurate and 
complete Individual 

Medicare information, 
use the Individual 
Medicare Section

Use the Quick Links menu or navigate to the 
appropriate tab to access the desired information



Individual Medicare Tab Navigation
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Listed below are some key items available on each tab. Make sure to take some time to navigate 
through each section and see that there is also much more information available! We will go over 
a few high traffic items in more detail. 

Plans 
What we offer 

• Plan Guides 

• First Looks 

• Plan Tools 

• SilverScript Portal 
 

Requirements to Sell 
RTS and Compliance 

• RTS and requirements 

• Market Specific Training 

• Onboarding/Contract Changes 

• Compliance & Oversight 

• CMS Marketing Guidelines 

Learn 
Agent-use only materials 

• Marketing/sales tools 

• Training Videos/Presentations 

• Quick Reference Flyers 

• Guidance for Marketing 

• Broker Newsletters 

• Video Podcasts 

• SEP announcements 

Share 
Client-use materials 

• MMS Marketing Studio 

• Enrollment Kits 

• Sales Presentations 

• PTC/SOA Forms 

• Educational items for clients 

• Member Forms 
 

Network 
Where to go for services 

• Provider directories in PDF 

• Online provider search tools 

• Online pharmacy search tools 

• Online dentist search tools 

Enroll 
Enrollment info and tools 
• Think Agent Virtual Sales App 

• Enrollment Kits 

• Enrollment Reports 

• Mail or Fax Enrollment 

• Upload Applications 

• Health Risk Assessment (HRA) 
Information 

• Forms, Guidance & Instructions 
­ SEP Guide 
­ Broker Attestation Form 

Reports 
Sales related reporting 
• Access Reporting 

­ Commissions 
­ Pending Enrollments 
­ Book of Business 

• Reporting Help 

• Reports Information 

• Enrollment Termination Codes 

• Licensing Reports 

Compensation 
Compensation support and AOR 

• Commission Eligibility 
Requirements  

• Forms, Guidelines & Instructions 

• How and when we pay 

• Reports and Statements 

• Agent of Record Information 
­ Agency acquisition 
­ Agent Death 
­ General Info & Policies 
­ AOR Changes 
­ Upline Mgmt of LOAs 

 

Individual Medicare – Tab Navigation
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Quick Links Menu

Use the Quick Links menu for direct access to the most utilized areas of Producer World

Quick Links choices include links to the certification site, the Broker Ordering Module 
(BOM) to order enrollment kits, and SilverScript Agent Portal. 

It also provides direct access to Individual Medicare reporting for book of business and 
commission reports and the Onboarding platform for contracting.



Producer Guide



10 ©2023 Aetna Inc.

The Producer Guide is located as a hyperlink in the Quick Links Menu on the Plans tab.
When you click on the Producer Guide link, the guide automatically opens. 

Producer Guide
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Introduction

Key Terms

Ready to Sell

Marketing materials

The Enrollment Process

Compensation

Upline Obligations & Administrative 
Services

Confidentiality & Record Retention 

Compliance & agent oversight

The Producer Guide is separated into sections.
Each section within the Table of Contents contains hyperlinks to take you directly to any subject matter.

Producer Guide



Contracting and Ready to Sell Status
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Requirements to Sell

Contracting information can be found in the 
Requirements to Sell tab or the Quick Links Menu.

Complete annual certification

Have completed onboarding

Verify your RTS Status

You can also find the following on this tab.

Market-specific training (how to sign up for 
an in-person or webinar as well as self-
study options.

Onboarding new producers (for uplines)

Contract changes
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AHIP Medicare training

Certification option #1

• This option includes AHIP Medicare training.

• AHIP Medicare training is discounted if taken 
directly through 
AetnaMedicareProducerCertification.com.

• Cost: $125.

Aetna Medicare Compliance Training
AHIP Alternative

Certification option #2

• This new option allows you to bypass the AHIP 
Medicare training component and complete an 
alternative Aetna/SilverScript-only training instead.

• This no-cost certification option will not transfer to 
other carriers and applies only for Aetna 
MA/MAPD or SilverScript PDP products.

• Cost: $0.

We offer two options to choose from to begin Aetna/SilverScript certification. 

Certification

The certification site can be accessed through the link on the Requirements to Sell tab or go to AetnaMedicareProducerCertification.com

Click here to learn more about annual certification

Once you complete AHIP or AHIP Alternative, you must complete the remaining 
three modules (Core, PDP, MA/MAPD) to be fully certified for Individual Medicare.

http://links.comms.aetna.com/els/v2/YGaaJV8YL6Qj/c1Zpamk3OXQ2UkdWNDhhYkEySTdEWVkrdHpnNTRrNGdKK2p6Z2ZId0hnVTZyRzhlRDd1R3hDYVBuK1JUTE55ZS84RWRZMGNhb2VrbFI3ZkkyQW1JK2NkQk5ZeWJCYU5FdFpoeUV4aVlJMlU9S0/
http://links.comms.aetna.com/els/v2/d3--B6wP9NF-/c1Zpamk3OXQ2UkdWNDhhYkEySTdEWVkrdHpnNTRrNGdKK2p6Z2ZId0hnVTZyRzhlRDd1R3hDYVBuK1JUTE55ZS84RWRZMGNhb2VrbFI3ZkkyQW1JK2NkQk5ZeWJCYU5FdFpoeUV4aVlJMlU9S0/
http://links.comms.aetna.com/els/v2/Eq33t_Dya3CV/c1Zpamk3OXQ2UkdWNDhhYkEySTdEWVkrdHpnNTRrNGdKK2p6Z2ZId0hnVTZyRzhlRDd1R3hDYVBuK1JUTE55ZS84RWRZMGNhb2VrbFI3ZkkyQW1JK2NkQk5ZeWJCYU5FdFpoeUV4aVlJMlU9S0/
https://aetna.cmpsystem.com/ext/ahip/login.php
https://www.aetna.com/producer/Medicare/certification_overview.html
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Contracting

Learn more in the Producer Guide

https://www.aetna.com/producer/Medicare/documents/producer_guide/medicare-producer-guide.pdf
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Contracting Information

Onboarding:  manage downline cases
This link will take you to the contracting site, Callidus.

This is where upline and downline agents can 
manage their contracting cases. 

Onboarding: complete your case
This link will take you to the Medicare Contract 

Maintenance page, this will allow you to review any of 
your contracting cases. You can see the progress and 

status of the case from here. 

Onboarding invitations are sent via email with a URL to click to start the onboarding process.  You can also access your onboarding 
cases through the Quick Links menu.  Note:  You must have clicked the URL at least once to view open onboarding cases.

Contracting



17 ©2023 Aetna Inc.

When you click the link to verify your 
Ready to Sell (RTS) status, you are taken 
to an interactive map.  

Be sure to click the year you are wanting 
to check on the top left.  

RTS status is color-coded by product.  

You can hover over each state to verify 
the date you were RTS each product.

If you are not RTS in any states, you may 
need to complete the contracting 
process or check if your licenses are up 
to date.  

Ready to Sell Map Tool
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Market-specific training
Sign up for market, product, or program trainings 
or find self-study resource materials

Onboarding new producers 
Uplines can send the Onboarding Guides to any 
peers or downlines. Instructions on how to 
contract as agency can be found here, as well. 

Contract changes 
The Transfer Release Policy and Forms can be 
found here.

Compliance and agent oversight
Resource documents including Scope of 
Appointment  requirements

CMS Marketing Guidelines
Resources documents outlining CMS 
requirements for marketing compliance

Additional Requirements to Sell Information

The remaining resources on the Requirements to Sell tab include:



Ordering Aetna MAPD Enrollment Kits
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There are four ways to access the Broker Ordering Module through Producer World:

Accessing the Broker Ordering Module (BOM) 

Quick 
Links 

Share 
Tab

Plans 
Tab

Enroll 
Tab
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If you cannot log in, you may not be Ready to Sell.
Contact your Market Associate 

or Broker Support for assistance

Ordering Enrollment Kits on BOM

The username and password for the 
BOM is the broker’s NPN. 

Selections can be made for year, 
state, product, and language. 

Once the desired selections are 
made, click “Next.”

2024 PDP kits are available on the Broker Ordering Module. 
2023 PDP kits will still need to be ordered on the SilverScript Agent Portal.

The top right-hand corner of the home screen shows a navigation menu. 

Need Help – Submit issues or download the User Guide

Account Profile – View/Update personal details and view order history

Shopping Cart – View, Edit, Save, or Submit pending orders

Log Out – Log out of Broker Ordering Module
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Ordering Enrollment Kits on BOM

The left side menu provides 
the ability to filter to only 
specific types of documents. 
Check or uncheck boxes 
depending on the materials 
desired.

Hover over the Item Description to select the 
quantity and add items to your cart.

Click on “View Counties and Contract/PBPs”  to see what 
counties and contracts are available for the plan, send a 
digital kit through Think Agent, download a pdf of the 
enrollment kit, and add the kit to the shopping cart. (See next 
slide for more detail)

Click this icon 
to add to your 
cart one kit at 

a time 
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Sending Digital Kits or Downloading a PDF

Clicking on View Counties and Contract/PBPs (as shown in previous slide) opens a 
more expansive menu of options for the selected materials.

Suggested items 
that correspond 
to the selected 
materials can be 
added to your 
cart from this 
section.

Send a digital 
kit through 
Think Agent.

Download a 
PDF copy of 
the selected kit 
to your 
computer.

Select the quantity of selected 
materials desired and add to your cart.
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Go to your shopping cart to review and/or place your order. 
Click “Check Out” when your order is ready to submit.

Ordering Enrollment Kits on BOM

Verify the Shipping Address is accurate and the correct 
location for the kits to be delivered. 

*This can not be a PO Box.*

Click “Place Order”. 
Failing to click “Place Order” means the order will not be 

processed and the items will remain in your cart.  

The Order Confirmation page provides the order 
number, status, delivery address, and lists items 

ordered. It can be printed by clicking the printer icon.  



Ordering 2023 SilverScript PDP Enrollment Kits
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Ordering 2023 PDP kits is still completed on the SilverScript Agent Portal.  
Clicking the SilverScript Agent Portal option on Quick Links will automatically log you into your Agent Portal account. 

Ordering 2023 PDP Enrollment Kits



Compensation General Information
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There are three primary 
resources available for 
commission 
information:

1. Individual Medicare 
statements 

2. Aetna compensation 
statements

3. Individual Medicare 
commission reports

Next, we’ll explain the 
benefits of each option.

Individual Medicare 
Statements

Aetna Compensation 
Statements

Individual Medicare 
Commission Reports

Recommendation Individual Medicare statements are 
best suited for individuals who do 
not have downline

Aetna Compensation statements are 
best suited for individuals who do not 
have downline

Individual Medicare Commission Reports 
are the most comprehensive and they 
are easy to filter and sort

Delivery Emailed systematically Producer World on-demand Producer World on-demand

Frequency Arrives weekly on Thursday Updated weekly on Monday Updated weekly on Monday

Lines of business Medicare only Medicare, Commercial Medicare only

Available formats PDF only PDF, Excel PDF, Excel, Word, RTF, CSV, XML

Special notes Automatically delivered Does not provide writing agent 
information or extensive member detail.

The Commission Payee Detail 
Report provides full member and 
producer detail for downlines

Does not include HRA

Currently only available in PDF 
format

Always aligns to your bank deposit. Download period is by month which may 
be filtered and sorted by check date and 
writing agent.

Now includes HRA Payments

Navigation N/A – received via email Compensation (left menu) Individual Medicare > Reports

Compensation – General Information
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On the Compensation tab you will find the 
following information related to commissions:

• How and when we pay (explains the first-year 
commission and true ups)

• Commission eligibility requirements
• Agent of Record information – how to change, 

retention policy
• Reports and statements – additional information 

on how to run and view reports

You can also find information about Agent of 
Record (AOR) and how to manage or change this 
data. 

General information and policies will explain our 
retention policy and duplicate application process 
in regard to an AOR. 

Compensation – General Information
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A guide to how we pay commissions
You'll receive compensation as set forth in the compensation schedules provided by Aetna, assuming all 
applicable requirements for receipt of payment are met. The First Year Commission (FYC) payment is always 
made at the Initial FYC (Not New) rate. Then, after the Centers for Medicare & Medicaid Services (CMS) deems the 
member is new to Medicare, the first payment is reversed, and the CMS New rate is paid.

Understand how you are compensated for new business (true-up)
The first payment is always made at the Initial FYC (Not New) rate. Then, if CMS confirms to us the beneficiary is 
new to Medicare, meaning not in the Medicare system before the current policy, the first payment is reversed, 
and the CMS New rate is paid. You're paid the full year amount on new business, regardless of the effective date.

Understand how you are compensated for unlike plan changes (true-up)
The first payment is always made at the Initial FYC (Not New) rate. If it is determined the beneficiary is making an 
unlike plan change such as switching from PDP to MA/MAPD or vice-versa, the first payment is reversed, and the 
CMS New rate is paid. You're paid a prorated amount based on the new effective date, when the effective date is 
February 1st or later.

The compensation year is January 1 through December 31.
• You'll be paid the full CMS New rate for a beneficiary deemed by CMS as "New to Medicare," regardless of the 

effective date.
• You'll be paid the full CMS New rate for a beneficiary making an "Unlike Plan" change when the effective date is 

January 1st.
• You'll be paid a prorated CMS New rate for a beneficiary making an "Unlike Plan" change when the effective 

date is February 1st or later.

Compensation – General Information
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New to Medicare - Not Prorated
Effective date doesn’t change the rate

Prior 
plan 
type

Current 
plan type

Unlike 
plan 
change

Compensation 
report 
indicator

Rate paid 
after true 
up

Effective 
date

Number of 
months 
paid

First Year 
Commission

Amount 
Due

True Up 
Amount 
Paid

None MAPD No CMS True-Up CMS New 01-Jan 12 $         300.00 $ 600.00 $ 300.00 

None MAPD No CMS True-Up CMS New 01-Feb 12 $         300.00 $ 600.00 $ 300.00 

None PDP No CMS True-Up CMS New 01-Mar 12 $           40.00 $    80.00 $    40.00 

None PDP No CMS True-Up CMS New 01-Apr 12 $           40.00 $    80.00 $    40.00 

Unlike Plan Change – Prorated
Effective date changes rate (Rate / 12 * #of months)

Prior 
plan 
type

Current 
plan type

Unlike 
plan 
change

Compensation 
report 
indicator

Rate paid 
after true 
up

Effective 
date

Number of 
months 
paid

First Year 
Commission

Amount 
Due

True Up 
Amount 
Paid

PDP MAPD Yes PRONEW CMS New 01-Jan 12 $         300.00 $ 600.00 $ 300.00 

MAPD PDP Yes PRONEW CMS New 01-Feb 11 $           40.00 $    80.00 $    40.00 

PDP MAPD Yes PRONEW CMS New 01-Mar 10 $         250.00 $ 500.00 $ 250.00

MAPD PDP Yes PRONEW CMS New 01-Apr 9 $ 34.00 $   69.00 $ 34.00

Samples of how commissions would pay based on New to Medicare vs Unlike Plan 
Changes as an AG4 contract. 

Compensation – General Information
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Clicking on Compensation in the left-hand gray menu will take you to the Compensation Services 
page. From here you can access compensation information (additional information than what is 
included in the Compensation tab on the Individual Medicare homepage), included but not limited 
to:

• Actual Statements for each payment including the VBE.
• Request a change to your EFT information.

Compensation Statements
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Compensation Statements will show 
you the exact statement for the date 
paid.  

It will include your Aetna MAPD/PDP 
commissions and renewals as well as 
any VBE payments you receive.  

If you sell commercial products, they 
may also be included. 

Compensation Statements
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Compensation Statements

Individual Agents

Select the date of the compensation 
statement you wish to view and click 

the arrow to open the report.

Agency Principals and Designees

Agency Principals are automatically 
granted access to the agency’s 

compensation data.

Use the drop-down menu to select the 
desired agency, then select the date of 
the compensation statement and click 

the arrow to view.
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When you view your statement, you can use the blue navigation 
bar at top. 

• First, Prev, Next, Last and Goto allow you to navigate through 
page numbers.  

• You can see total number of pages and current page. 

• Use Download to download a PDF copy of the statement. 

• Use Excel to download a copy into Excel format for easier 
sorting and filtering. 

Each statement is broken into two section the Summary and 
Detailed sections.  

• Summary shows you the payment amount on this check.  

• Detailed shows you how that amount was determined. 

Compensation Statements
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Compensation Statements
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Below shows how the HRA payments will show on your statements using the HRA Key.  They 
will be found alphabetically within your clients under the state specific code.

Compensation Statements
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EFT/Direct Deposit Information

Click on the 
“Direct Deposit” 

button if you 
wish to verify or 
update your EFT 

information.

Verify the EFT information is accurate and update, as needed. 
Changes will impact all lines of business and can take up to two business cycles to take effect.

If necessary, payment will occur by paper check until bank information is confirmed. 

Agency principals have the 
capability of selecting any 

agency they are principal of 
using the drop-down menu 

on the Direct Deposit 
Authorization form
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Ordering Compensation Statements

Click on the 
“Order 

Compensation 
Statements” button 

if you wish to 
receive a statement 
no longer available 
on Producer World.

Compensation Statements remain on 
Producer World for one calendar year. In 

cases where a statement is needed, but no 
longer available on Producer World, a 

request can be submitted.

Agency principals have the capability of 
selecting any agency they are principal of 

using the drop-down menu on the 
statement request form.
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Additional resources and summaries of 
each report are available on the 
Reports tab home screen, including

• Enrollment Termination Codes

• Member Search tutorial

• RTS Map tool link

Generating Individual Medicare Reports

Individual Medicare Reports can be accessed under the Reports tab or on the Quick Links menu. 

You can access 
membership and 

commissions 
reports through the 
Access Reporting 

button.

Help with 
reporting 

topics can be 
found by 

clicking the 
Reporting 

Help button.
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Generating Individual Medicare Reports

From the Individual 
Medicare Reports 

menu, you can:

• Search for a 
member

• Check status of 
pending 
applications

• View your Book 
of Business

• See monthly 
commission 
information (for 
AG4 and above)

• Confirm RTS 
status

• Verify license 
information.

If you are the 
principal of an 

agency, or have 
been granted 

access to reports, 
use the drop-
down menu to 

select the correct 
broker/agency for 

the desired 
information.
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Click “Search for a member application” to find details about a specific member. 

Search by name, MBI, member ID, or application ID. Results provide member 
status, demographic information, plan information, and Writing Agent.
For AG4 and above, the last six months of commissions paid on the member can 
be found on the “Commission Details” tab.   

Medicare Member Search
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Pending Application Report shows applications submitted, but not yet enrolled. 

Book of Business Report show demographic and plan information for active members, as well as any member 
terminated within the last 12 months. 

Information on the Book of Business includes:

Pending Applications Report and Book of Business

“Pre-Subman Status” provides additional information about why the application has not yet been 
completed. Reasons could include awaiting CMS reply or request for additional information.

• Member ID number
• Medicare Number
• Name
• Date of Birth
• Address
• Phone number

• Application signed date
• Application submission date
• Coverage effective date
• Member status
• Termination date
• Termination reason code

• Plan Name
• Plan Effective date
• Writing Agent NPN
• Writing Agent name
• Plan Contract number
• Plan PBP code
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To manipulate data, it is highly 
recommended to export the information 

into a Microsoft Excel Document.

Exporting Pending Applications Report and Book of Business

Pending Application and Book of Business reports open utilize a format called Crystal Reports. 

1. Click the “Export this report” button.

2. Click on the drop-down menu to 

select the format.

3. Select “Microsoft Excel Workbook 

Data-only”

4. Click Export

The information will open in an Excel file to be filtered, sorted, or otherwise personalized to your specifications.
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Click on the 
corresponding month for 

the requested report. 

The information for 
commission paid to date 

for that month will 
download in Microsoft 

Excel format.

Commission Monthly Reports

Commission reports are available for the last 12 months. 

Click OK to open the Excel 
file or open the report from 

your recent downloads.
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Updated Field Names 

Payment Date

Medicare Number

Member ID

Legacy Member ID

Member Name

Member State

Sales Event

Product

Market

Plan ID

Additional Payment Field

Coverage Period

Effective Date

Term Date

Writing Agent NPN

Writing Agent Level

Writing Agent Name

Payee ID

Payee Level

Payee Name

Payee Amount

CMS New

Member Sig Dt

1099 Year

Removed Fields

× ATN

× Reg

× Downline Amount

Renamed Fields

All Receiving Agent fields 
are now Payee

Individual Medicare Market 
field is now Market

Other Description field is 
now Additional Payment

Added Fields

CMS New Indicator

Member Signature Date

1099 Year

Commission Report Fields

Commission Report information was updated 09/22/2023. Below are the changes in available 
fields and field names.
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Requirements to Sell Reports

Click “Ready to Sell?” to access your 
Ready to Sell map tool. This allows you 
to verify your RTS status in each state.

Click here for more information 
about the RTS map tool.

The License Status Report will provide 
information on each state license on 
file with Aetna Individual Medicare. 

This report provides the license status 
and expiration date.



Provider Network
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You can search for in-network providers, dentists or pharmacies by accessing the Network tab on the Individual Medicare home page 
of Producer world. There are separate links for Aetna and Allina Health.   Selecting any of the links will take you to our 
aetnamedicare.com website.  You can either search as a guest or if you are with an Aetna member, they can login to search. 

Provider Network Search
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When you choose Guest, you will 
be directed to key the zip code 
for the client.

The next screen will let you search for the 
provider directly or do a random search by 
physician type.

If you are unable to locate a physician, you may 
reach out to your Sales Account Associate or 
BSD to verify as many physicians choose to not 
print in the directory or may not be accepting 

new patients yet still be in our network.

The next screen will direct you to choose the 
plan and determine medical or dental.  You can 
choose to skip, but you will want to verify the 
plan later.

If you choose “Dental,” you will be redirected 
to our Aetna Medicare Dental PPO Search 
screen.  All our plans use this network.

Provider Network Search - Medical
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To find dental providers, 
click the Dental radio 
button.  

Key in the Zip Code or 
location and Search

After you search, you can 
filter further by Dentist 
name or Specialty

Provider Network Search - Dental
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You can search for in-network providers by accessing the Network tab on the Individual Medicare home page of 
Producer world. Like the Provider search, there are separate links for Aetna and Allina Health. 

Provider Network Search - Pharmacy
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Think Agent:  Individual Medicare > Enroll > Enroll with Think Agent > our virtual sales office app

Medicare Marketing Studio:  Individual Medicare > Share > Sales and Marketing Materials to help you 
stay compliant

AOR Change Information:  Individual Medicare > Compensation > Agent of Record 

Benefits Check-up: Individual Medicare > Learn > Tools to help you market, sell & retain

Permission-to-contact form or Scope of Appointment (SOA) Form: Individual Medicare > Share 

Notice of Intent-Transfer Release Form & Policy: Individual Medicare > Requirement to sell > Step 2: 
Contract with us (forms & guidelines)

Upload Enrollment Applications: Individual Medicare > Enroll > Upload an enrollment application

OTC Catalog:  Individual Medicare > Share > Educational Items for clients

Aetna Medicare Broker Manager contact list:  Individual Medicare at the bottom of every tab.  Use this 
to find the Broker Manager for any state.

Where to find other helpful documents &/or information

Additional Information 
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Thank you
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