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Summary 
This job aid explains the steps to complete a Medicare Supplement Application 
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How to Complete a Medicare Supplement Enrollment 

Dashboard 
The Dashboard is the main page you will see when you log in and contains 
links to each of the main working areas 
 

 
 
 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

 
Search Contacts 

To search for a contact, 
click the SEARCH 
CONTACTS button or click 

the CONTACTS icon  
on the left navigation bar 
 
You can search by last 
name or just the first initial 
of the last name 

 

 

One you find the contact 
you want, select next steps 
from the Actions menu. 
 
From there you can view 
the contact, start a quote 
or complete a scope of 
appointment.  If the 
customer had an 
enrollment, you can view 
the enrollment.  

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

Using Customer Lookup 
Before agents read/review the disclaimers with the member, they’ll need to use 
the below script. 
 

▪ “Would you like me to check whether your current medications would be 
included on the plan/plans that we’re discussing?” 

o If no, manual entry of medications would not be required, and the 
agent will continue with the call 

▪ The agent can click the Zip Code tab or continue with 
Customer Flow or View all Plans 

o If yes, the agent must state “I can manually enter each medication or 
I can access the prescription data that Humana and some of your 
previous carriers may have on file for you.” 

▪ Determine which approach is preferred, manual entry or 
access data on file 

▪ If the customer prefers the agent to use the data on file, the 
agent will then proceed to the required authorization 
language on the screen. See screenshots below and refer to 
the attached job aid for any additional questions 

First, read each disclosure to 
the enrollee.  These are 2 
different disclosures and are 
not related to each other.  
They are both optional.   
 
To view Medicare, Medicaid 
and Pharmacy Cabinet 
medications you must read 
each disclosure verbatim and 
check both boxes. The 
enrollee must agree to both.   
 
Check boxes cannot be 
unchecked once checked.   
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How to Complete a Medicare Supplement Enrollment 

 
If the enrollee does not 
answer YES to both questions, 
the medications stored in 
Pharmacy Cabinet will not be 
pulled in and prescriptions will 
have to be manually entered. 

 
Using Customer Lookup is optional and 
enrollee is not required to respond to 

the questions in this section.  To bypass this 
section enter the applicant’s Zip Code and 
click VIEW PLANS 

If the enrollee answers YES to 
both disclosures, enter the zip 
code, Medicare number and 
date of birth.   
 
Then click LOOKUP.   

 

You will see the medications 
that were pulled into the 
Humana Enrollment Platform, 
if any, under the Pharmacy 
and Medications section.  
 
Make sure to review the list 
for accuracy.   
Click EDIT to make changes or 
DELETE to remove a 
medication from the list.  
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How to Complete a Medicare Supplement Enrollment 

 
If the service is working but 
there are no medications 
saved in Pharmacy Cabinet, no 
Medications will display in the 
Pharmacy & Medications 
section. Advise the enrollee 
that no medications are 
displaying and if they have any 
medications they would like to 
add.   
 
Please follow the steps below 
to add in medications 
manually. 

 

To add a medication, begin 
entering the medication name 
in the Medication name field.  
The more letters you type, the 
more the search will filter 
down medications. 
 
After selecting the medication, 

select the dosage, quantity, 

and refill frequency.  

 

Click SAVE MEDICATION 

 
 

 
 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

The integrated customer 
lookup will retrieve CMS-
verified beneficiary 
information like: 
 

• Medicare Part A and 
Part B effective 
dates 

• If they have low-
income subsidy 

• If the customer has 
Medicaid 

• What plan the 
beneficiary is 
currently on 

 
 

 
Information retrieved will prepopulate 
application.  Agents should review 

information with applicant to verify accuracy.    

After entering any 
information on this page, a 
personal code will be 
created and displayed on 
the top.  Use the Personal 
Code dropdown to copy 
and paste the code into 
Canvas so you can easily 
locate the customer in the 
future 

 

 

Click MED SUPP 
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How to Complete a Medicare Supplement Enrollment 

The Plan Underwritting 
section will display. 
Complete the following 
fields: 
 

• Effective date 

• Gender 

• Date of Birth 

• Part A date 

• Part B date 

• Guaranteed Issue 
check box 

Tabacco? 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

Add Your Client’s 

Medication Information  

 

You will see the 
medications that were 
pulled into the Humana 
Enrollment Platform, if any, 
under the Pharmacy and 
Medications section.  
 

To add a medication, start 

typing the medication 

name.  

The more letters you type, 

the more the search will 

filter down the 

medications.  

 

After selecting the 

medication, select the 

dosage, quantity, and refill 

frequency.  

 

Click SAVE MEDICATION 
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How to Complete a Medicare Supplement Enrollment 

 

After entering all 

medications, select a 

pharmacy if the client has a 

preferred pharmacy.  

 

If the customer lookup 

feature was not used, 

select if the customer has 

low-income subsidy. (This 

option will be auto-filled if 

the customer lookup was 

used.) 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

Fill out the MS Health 

Questions.  

 

If the customer is knocked 

out by one of these 

questions, the agent will 

see an alert that states the 

customer is not eligible for 

a Med Supp except if they 

are in OEP or a GI situation. 

 

 
 
The MS Health 

Questions will not 

display if the applicant has 

Guaranteed Issue or is in 

their Medicare Supplement 

Open Enrollment period 

 

 

 

 

 
 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

 

Click VIEW ALL PLANS 

 

Process complete 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Page 13 of 38 
 

 

Humana MarketPoint for Agent Training Purposes Only (Not CMS Approved) Proprietary to Humana Inc. This information 

may be subject to changes or updates by CMS. Agents are responsible for maintaining compliance with all applicable 

laws and regulations.  Do NOT distribute. 

Revised 5-19-25 | TRN-REF-1520aa / IMO number if applicable 

How to Complete a Medicare Supplement Enrollment 

Using Zip Code 
Enter the applicant’s zip-
code 
 

 

Click VIEW ALL PLANS  

 

From the left navigation 
section under Plan Type, 
select Medicare 
Supplement 

 

Process complete 
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How to Complete a Medicare Supplement Enrollment 

 

Available Plans 
Filtering 

 

You can filter by plan type 
and/or Premium 

 

Make sure to check the 

box(es) if it is determined 

that the member qualifies 

for the Household Discount 

and/or Guaranteed Issue 

 

Click on COMPARE PLAN 

TYPES to view the Plan 

Comparison Chart 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

View Plan Details 

 

The plan cards show 

important information. 

(Monthly premium, Part A 

and Part B deductible, Plan 

deductible.)  

 

 

Click ENROLL to launch 

application 

 
 

If you are not 
licensed/certified to sell the 
plan selected, the NOT RTS 
(Not Ready to Sell) pop-up 
box will display. 
 
Click OK 
 
You will need to contact 

your leader as soon as 

possible 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

 
 

If you did not complete this 

Plan Underwriting section 

Customer Lookup page the 

Addd Customer Details 

pop-up will display.  The 

following information must 

be complete: 

 

Effective date 

Date of birth 

Part A effective date 

Part B effective date 

Gender 

Tobacco use? 

Household discount 

 

Then click SAVE 

CUSTOMER DETAILS 

 

Click ENROLL for the Med 

Supp plan the member 

would like to enroll in  

Process complete 
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How to Complete a Medicare Supplement Enrollment 

Eligibility 
First, you’ll see whether 
the applicant is applying 
during their Medicare 
Open Enrollment Period or 
if they have Guaranteed 
Issue 

 

The Eligibility section 
contains additional 
questions that will help 
determine if the applicant 
qualifies for Guaranteed 
Issue.   
 
Read each question and 
select YES or NO 

 

Click NEXT 

 

Process complete 
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How to Complete a Medicare Supplement Enrollment 

Health History 
If the applicant does not 
qualify for guaranteed 
acceptance or is not in 
their Medicare Supplement 
Open Enrollment period, 
they will need to answer 
each of the underwriting 
questions in this section.  
 
 
 
 
You will also need to enter 
their height and wright    

 

 
 

 

If the applicant answers 
YES to too many of the 
health questions or if their 
height/weight does not fall 
within the allowable range, 
they will not be eligible to 
enroll in a Humana 
Medicare Supplement plan.   

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

Click NEXT 

 

Process complete 

 
 
Doctors & Medications 

Here you will see the 
information you entered 
regarding the applicant’s 
medications.   

 

 

If you need to make any 

changes, click on the  
icon to return to the 
Customer Profile page 

 

Click NEXT 

 

Process complete 
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How to Complete a Medicare Supplement Enrollment 

Applicant Information 
Enter the applicant’s first 
name, last name and 
phone number 

 
 

Enter the applicant’s 
Residential Address 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

If the applicant has a 
different mailing address, 
select YES and enter the 
address 

 

Enter the applicant’s email 
(optional)   
 
If email is provided as 
applicant if it’s ok to email 

 
eSignature will not 
be allowed if this 

response is No 

 

Enter the applicant’s 
Medicare number and Part 
A and Part B effective date 

 
If you used the 
customer lookup, 

the Medicare section will 
already be filled out for 
you. Verify that the 
information is correct. 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

Ask the applicant if there is 
anyone they would like us 
to notify in an emergency 
(optional)  

 

Click NEXT 

 

Process complete 
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How to Complete a Medicare Supplement Enrollment 

Doctors & Medications 
Here you will see the 
information you entered 
regarding the applicant’s 
medications.   

 

 

If you need to make any 

changes, click on the  
icon to return to the 
Customer Profile page 

 

Click NEXT 

 

Process complete 
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How to Complete a Medicare Supplement Enrollment 

 

Plan Premium 
Review the Proposed 
effective date with the 
applicant 

 

First, select which payment 
option they would like to 
use for their initial 
payment: 
 

• Automatic 
withdrawal 

• Automatic Credit 
Card or Debit Card 
deduction 

 

Automatic Withdrawal 
For Automatic Withdrawal 
you will need to enter” 
 

• Financial Institution 
Name 

• Account type 

• Routing Number 

• Account Number  

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

Next, select which payment 
option they would like to 
use for their reoccurring 
payments: 
 

• Automatic 
withdrawal 

• Coupon book 

• Automatic Credit 
Card or Debit Card 
deduction 

 

Read the disclosure and 
check the box 

 

Then click NEXT 
 

 

Process complete 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Page 26 of 38 
 

 

Humana MarketPoint for Agent Training Purposes Only (Not CMS Approved) Proprietary to Humana Inc. This information 

may be subject to changes or updates by CMS. Agents are responsible for maintaining compliance with all applicable 

laws and regulations.  Do NOT distribute. 

Revised 5-19-25 | TRN-REF-1520aa / IMO number if applicable 

How to Complete a Medicare Supplement Enrollment 

 

Agree and Enroll 
Read each statement under 
the Medicare Records 
Release Authorization 
section.  Check each box to 
confirm and continue 
 

 
The Medical 
Records Release 

Authorization statements 
will not appear if the 
applicant qualifies for 
Guaranteed Issue or if they 
are in the Medicare Open 
Enrollment period 

 

 
 

Read each statement in the 
Applicant 
Acknowledgements section  
 
Check each box to confirm 
and continue 

 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

Read each statement in the 
Important Statements 
section  
 
Check each box to confirm 
and continue 

 

Read each statement in the 
Guaranteed Acceptance 
Guide section  
 
Check each box to confirm 
and continue 

 

Then enter the enrollee’s 
first and last name 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

Click the drop-down menu 
and select the plan you are 
enrolling the member in 

 

Read each statement  
 
Check each box to confirm 
and continue 

 

Agent must check the box 
to acknowledge and 
continue  

Enter your state license 
Number 

 

Continue on next page 
 
 
 
 
 
 
 
 
 
 

Commented [RB1]: Need to update this once the 
Voice Log process is in the application 
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How to Complete a Medicare Supplement Enrollment 

List all health insurance 
policies sold to the applicant 
which are still in force and 
all health insurance policies 
sold to the applicant within 
the past five years which are 
no longer in force 
 
If none or not applicable, 
write NONE 

 
 
 
 
 

Select the applicant’s 
preferred signature method 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

Text Message 
A link will be sent via text 
message to the applicant.  
The link will allow the 
applicant to pull up the 
enrollment form and review 
it. 
 
Enter the applicant’s phone 
number and click SEND 
TEXT.  Make sure to provide 
the Personal Code to the 
applicant 
 
The applicant needs to click 
the link, confirm the 
information, and accept. 
 
Once submitted you will be 
notified that the enrollment 
has been completed  

 
 

 
 

 

Once the applicant has 
reviewed and accepted the 
enrollment, click on END 
ENROLLMENT  
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How to Complete a Medicare Supplement Enrollment 

 
 

The Confirmation Page will 
display.  From here you can: 
 

• Email a confirmation 

• Save enrollment as a 
PDF 

• View PDP Plans* 

• View DVH plans* 
 
Make sure to share the 
Enrollment Code with the 
applicant 
 
*Refer to the Reminder – 
Offer to Cross Sale PDP and 
IDVH section of this 
document.  

 
 
 

Click CLOSE to return to the 
Customer Profile screen 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

 

Email 
A link will be sent via email 
to the applicant.  The link 
will allow the applicant to 
pull up the enrollment form 
and review it. 
 
Enter the applicant’s email 
address and click SEND 
EMAIL.  Make sure to 
provide the Personal Code 
to the applicant 
 
The applicant needs to click 
the link, confirm the 
information, and accept. 
 
If the applicant accesses and 
signs the enroLlment during 
your meeting, you will be 
notified that the enrollment 
has been completed  

 
 

 
 

 

If the enrollee does not wish 
to access the link during 
your appointment, they will 
have 24 to sign the 
enrollment. 
 
Click END ENROLLMENT 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

Once the applicant has 
reviewed and accepted the 
enrollment, click on END 
ENROLLMENT  

The Confirmation Page will 
display.  From here you can: 
 

• Email a confirmation 

• Save enrollment as a 
PDF 

• View PDP Plans* 

• View DVH plans* 
 
Make sure to share the 
Enrollment Code with the 
applicant. 
 
*Refer to the Reminder – 
Offer to Cross Sale PDP and 
IDVH section of this 
document. 

 
 
 

Click CLOSE to return to the 
Customer Profile screen 

 

Continue on next page 
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How to Complete a Medicare Supplement Enrollment 

 

e-Signature 
For face-to-face meetings 
and allows the applicant to 
type their name to sign the 
application. 

 

Click SUBMIT 

 

The Confirmation Page will 
display.  From here you can: 
 

• Email a confirmation 

• Save enrollment as a 
PDF 

• View PDP Plans* 

• View DVH plans* 
 
Make sure to share the 
Enrollment Code with the 
applicant 
 
*Refer to the Reminder – 
Offer to Cross Sale PDP and 
IDVH section of this 
document. 
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How to Complete a Medicare Supplement Enrollment 

Click CLOSE to return to the 
Customer Profile screen 

 

 

Signature pad 
For face-to-face meetings 
and allows the applicant to 
sign their name using a 
signature pad or your 
touchscreen device. 
 
Once applicant has signed 
click SAVE SIGNATURE 

 

Click SUBMIT 
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How to Complete a Medicare Supplement Enrollment 

The Confirmation Page will 
display.  From here you can: 
 

• Email a confirmation 

• Save enrollment as a 
PDF 

• View PDP Plans* 

• View DVH plans* 
 
Make sure to share the 
Enrollment Code with the 
applicant. 
 
*Refer to the Reminder – 
Offer to Cross Sale PDP and 
IDVH section of this 
document. 

 
 
 

Click CLOSE to return to the 
Customer Profile screen 

 

 
Continue on next page 
 
 
 
 
 
 



 

Page 37 of 38 
 

 

Humana MarketPoint for Agent Training Purposes Only (Not CMS Approved) Proprietary to Humana Inc. This information 

may be subject to changes or updates by CMS. Agents are responsible for maintaining compliance with all applicable 

laws and regulations.  Do NOT distribute. 

Revised 5-19-25 | TRN-REF-1520aa / IMO number if applicable 

How to Complete a Medicare Supplement Enrollment 

Telephonic Signature 
Call the number displayed 
on the screen to connect to 
VoiceLog 
 
At the end of each section 
of the recording use the 
following keys to advance or 
replay: 
 

• # advances the 
recording to the next 
section 

• * replays the current 
section 

 
The applicant (or legal 
representative) must 
answer with a clear 
affirmative response in 
order to proceed 
 
At the end of the recording 
you will receive a VoiceLog 
confirmation ID 
 
Enter the ID in the space 
provided and check the box 
confirming that you used 
approved scripts, tools 
and/or disclosure 
documents to finish a 
compliant plan presentation 
 
Click SUBMIT 

 
 

 
 
 
 
Note: The MAF (Member Authorization Form) 
form is currently not available in Humana 
Enrollment Platform.  In the interim, advise the 
client they can complete the form by logging 
into their MyHumana account after their plan 
goes into effect.  
 



 

Page 38 of 38 
 

 

Humana MarketPoint for Agent Training Purposes Only (Not CMS Approved) Proprietary to Humana Inc. This information 

may be subject to changes or updates by CMS. Agents are responsible for maintaining compliance with all applicable 

laws and regulations.  Do NOT distribute. 

Revised 5-19-25 | TRN-REF-1520aa / IMO number if applicable 

How to Complete a Medicare Supplement Enrollment 

 

Reminder – Offer to Cross Sell IDVH 
and PDP 
When completing an application for a Medicare Supplement plan, agents should 
ask the client if they would be interested in enrolling in a Stand Alone PDP or an 
Individual Dental, Vision or Hearing plan.  

On the Application 
Completion page, agents 
will see options for Stand 
Alone PDP and Dental, 
Vision and Hearing plans.  
 
Ask the client if they are 
interested in learning more 
about these options.  If the 
client says Yes, click the 
View Plans link to view the 
available plans in the clients 
service area.  
 
If the client chooses to 
enroll, follow the steps in 
the Stand Alone Prescription 
Drug Plan and Individual 
Dental Vision and Hearing 
job aids to complete the 
application.  

 

 
 
 

 

 


