
VIP Agent Support Tutorial 



Contact Information 
Our Phone Number & 

Website – https://vipagentsupport.com 



The VIP Agent Portal Home Page allows easy access to information 
without having to log in. 



Inside the Market Areas page 
you will find a link to each of 
our markets with additional 
information. 



Key Staff and Office location are 
identified for each of our service 
areas 

A map of each service area is 
available 



Inside our Plans & Products 
page you will find a link to the 
Corporate website of each Plan 
that will take you to the Search 
Tool for Plan Products.  



The Agent Tools page 
contains many helpful links 
to our corporate websites 
as well as helpful 
information that is 
available to agents in the 
VIP Agent Portal  



Learn about all our 
Member resources. 



You can reach Agent Services several different ways. By phone, email or log in and use VIP Answers 
Online! 

*Please note all Member information must be sent via VIP Answers Online for HIPPA Compliance. 



TO REGISTER: 
You will need the 3 digit Agency ID provided to you by your 
contracted TMO. Click the “Register Today” button. 



Enter the 3 digit Agency ID provided by your agency and then click to select the 
certifications available to your agency. 

You must click link after 
entering Agency ID for 
contracted lines of business 
available for your contracted 
agency. Choose those 
companies you wish to train 
and certify for. Then 
complete your agent profile.  
Please only select lines that 
you have an active Insurance 
license to market for. 

PLEASE NOTE: You will have to sign a producer 
agreement for each of the selected certifications 
(See Producer Agreement pg. 1) 



All Fields with a Red * are a required field 

DOI License/User  ID: 
Florida: P123456 
South Carolina: 23456789 
New York: 123456 

Be sure to validate your DL is in good standings 

Select Submit once Complete 

You must provide a valid Email address to receive your 
user name and password. 

Social Security # is required to be appointed 

Valid DL in good standards is required to be appointed 



Once you click submit, you will receive a message stating that your profile was created successfully. 
If you click on the link you will be directed back to the User Home Page to log-in with the password 
emailed to the email address provided. 



Once you have submitted your profile, 
you will receive a message to  check for 
your Welcome email containing your 
password at the email address provided 

Your user ID (Insurance License 
number) and your password 
will be sent to your email. 



Log in using the user ID and password received via email 



Complete the Professional 
Profile. For any “Yes” answers 
in this section, you are 
required to provide an 
explanation in the text box 
provided. 

Select to allow 
Appointment with 
State DOI 



Don’t forget to select agree. 
Your name will be inserted 
for Digital Signature.  You 
will need to add your DOI 
license number and click  
Submit. 



Completing the Commitment to Compliance agreement; read each of the statements and select 
“I agree” when complete. 

Click the check box, 
enter Your DOI License 
Number and click 
Submit 



You will need to complete a producer agreement by 
selecting the tab at the top that corresponds to the 
lines of business you will be selling: 

Freedom & Optimum: PA-Global 

AFC South Carolina: PA-AFCSC  

New York: PA-EasyChoice 

You may update either your payment option or W-9 
at a later time by revisiting you profile and selecting 
“update payment options” or “update W-9” 

You will need to sign 
the producer 
agreement, click 
submit and sign again 
and click submit in the 
pop-up box. 



Payment Options 

Mail Paper Check: 
You must provide 
name and address 
information 

Electronic Funds Transfer (EFT): 
You must enter all correct account information and  
agree to the terms  and conditions for EFT, then click 
the submit button to process. 



You must complete 
an updated W9 
form, all fields with 
a Red * must be 
completed to 
continue. 



You are ready to go to the training & 
testing section, select the company you 
wish to certify for.  You will be presented 
the Medicare General and that Plan 
specific training & testing information.  
When you are finished, you will be able to 
then select the additional plan specific 
certification you wish. 

You can opt out of the Medicare General with an AHIP Certificate.  

Click Submit once you are ready for testing 



Uploading an AHIP Certificate 

1. Click Choose File 

2. A box will open 
to allow you to 
select your AHIP 
certificate 

3. Click Upload 

Once AHIP has been loaded, 
Agent Services staff will 
Approve/Deny based on 
document loaded 

Status will update to 
Approved or Denied. 
Notes will be added 
if denied. 

AHIP Approval by Agent Services 



Select the company you want to certify 
for first.  The order of the testing will first 
include the Medicare General (unless 
you have an Approved AHIP) and then 
the Plan Specific for the company you 
selected. Then enter DOI License and 
click Submit. 
 
Click OK, when prompted if you want to 
go with the selected option? 



Click on Every link to 
download or view the 
training material. 
 
When you are done 
reviewing the training 
material, select that you 
have reviewed and click 
“Ready to Take Test”. 

Medicare General Testing 



Questions are multiple 
choice or True & False.  
There are 30 Medicare 
General questions and 
55 Plan specific.  You 
must pass with 85% on 
each.   
 
You will not be able to 
take a Plan specific test 
without either passing 
the Medicare General 
or providing a valid 
AHIP Certificate. 

Medicare General Testing, cont. 



When you have completed the 
Medicare General, then Click 
“Take Test” again, and you will be 
presented the Plan Specific 
Training Material for the company 
you selected (Sample: Freedom 
Health).  Continue this process if 
you are taking multiple company 
testing. 

Training Materials, 
acknowledgement and 
click Ready to Take Test 

Plan Specific Testing 



Your homepage will have your 
certification confirmation number, test 
scores, Clearance to Market, 
Announcements and contracted agency 
contact info.   
You do not need to send anything to 
your agency.  They have access to your 
scores and confirmation information.  
You can now use the support services on 
the left such as internal inquiries with 
plan support staff, view/order materials, 
online enrollment application, etc. 

Agent Home Page 



Welcome! 

Agent Services 1-877-877-0539 
Monday - Friday 8:00am - 8:00pm 

Saturday & Sunday 8:30am - 5:00pm during AEP 
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