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Objectives

At the end of this webinar you should be able to:

Understand the training, certification, and recertification
process

Prepare your computer system
Identify the steps to create a new Enterprise Portal account
Login to CMS and request access to MLMS

Locate and enroll into the appropriate Assister curriculum
Complete training

Print a training completion certificate

Locate additional resources




State Certification and Training

Requirements in FFM States

* Inaddition to being aware of the federal training and
certification requirements, assisters should be aware that
some states have imposed additional state-specific assister
requirements, including additional training requirements.

 Assisters should reach out to their State’s Department of
Insurance (DOI) (or other regulating entity) to familiarize
themselves with their state’s requirements.



Certification Requirements for FFM Assisters

* FFM assisters are required to complete CMS training courses and
assessments to satisty federal training requirements (in addition to all
other necessary requirements for certification) prior to being certified
to provide consumer assistance in a FFM:

— All FFM Navigators and in-person assisters must complete the 14 online
required Navigator Curriculum courses and their corresponding assessments

with an 80% pass rate. One additional optional course has been added to the
curriculum.

— All FFM certified application counselors (CACs) must complete the 6
online CAC Curriculum courses and their corresponding assessments with an

80% pass rate. All other courses are optional but recommended for CACs to
review.

Assisters must fulfill all training and certification requirements by
the applicable deadline, and are strongly encouraged to complete
these requirements prior to Open Enrollment, which begins
November 1, 2015.



Steps to Certificate Completion

Prepare your system
Obtain an Enterprise Portal ID
Login to CMS Portal

Access MLMS

Enroll in Curriculum

Complete appropriate training
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Print certificate




Preparing Your System

Allow Pop-up windows for the following URL
— Open up your browser (Firefox, Chrome, or IE).

— Firefox instructions: From the toolbar select, Tools -> Options->

Content -> Exceptions and then, type portal.cms.gov in the
Address of website field.

— Ifyour version is different, here's the support link for pop-up blockers
Chrome Instructions / Firefox Instructions

Download latest version of Adobe Flash
— https://get.adobe.com/flashplayer/?promoid=JZEFT

— Follow the onscreen instructions. (You do not need to select the
antivirus software. That is a personal preference.)

JavaScript needs to be enabled for successful use of the
Enterprise Portal.


https://support.google.com/chrome/answer/95472?hl=en
https://support.mozilla.org/en-US/kb/pop-blocker-settings-exceptions-troubleshooting
https://get.adobe.com/flashplayer/?promoid=JZEFT

Steps to Certificate Completion

=

Prepare your system

. Obtain an Enterprise Portal ID
Login to CMS Portal

Access MLMS

Enroll in Curriculum

Complete appropriate training

N oV AW N

Print certificate
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Creating Enterprise Portal ID Steps

Select the New user Registration Link

Review and accept the terms and conditions and select
Next

Enter all *required” profile information, and select Next
Create a unique user ID and password

Select three challenge questions and provide answers
Select the OK button to complete the procedure




Step 1: New User Registration

Home | About CMS | Mewsroom | Archive | €3 Help & FAQs | [} Email | [2, Print

CMS . g OV |Enterprise Portal

" . . . i %
Centers for Medicare & Medicaid Services Learn about your healthcare options | | Search CMS.gov |

Health Care Quality Improvement System Provider Resources

CMS Portal > Welcome to CMS Portal

CMS Secure Portal

To log into the CMS Portal a CMS user

Welcome to CMS Enterprise Portal

The CMS Enterprise Portal is a gateway being offered SEIECt New account is required.

to allow the public to access a number of systems

related to Medicare Advantage, Prescription Drug, and Usel‘ 8 Login toPngasl S
other CMS programs.

Registration.

CPC [ Innovation Center § MLMS § CU

Forgot User ID?
FOI’gOt Password?
|’ New User Registration u

CMS Enterprise Portal § MACBIS | Medicare Shared Savings Program J Physician Value | ASP | Open Payments | QMAT

. _ : Get E-Mail Alerts
CMS PI'OVldeS Health Coverage fOI' 100 w— Medicare open enroliment, and benefits. Non-Production

Million People... gov

- Information for people with Medicare,

Environments

The CMS Enterprise Portal is the entry point for CMS assister training. If you
do not have a CMS Enterprise Portal account, you must first create one. o



Step 2: Accept Terms and Conditions and

Select Next

CMS Portal > New User Registration

Screen reader mode Off | Accessibility Settings
-
Terms and Conditions
OMB Mo. 0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act
Consent To Monitoring

By logging onto this website, you consent to be monitored. Unauthorized attempts to upload information and/or change information on this web site are strictly prohibited and are
subject to prosecution under the Computer Fraud and Abuse Act of 1986 and Title 18 U.5.C. Sec.1001 and 1030. We encourage you to read the HHS Rules of Behavior for more
details.

Protecting Your Privacy

Protecting your Privacy is a top priority at CMS. We are committed to ensuring the
Statement which describes how we use the information you provide.

ing to EIDM. Please read the CMS Privacy Act

Select the checkbox 1
agree to the terms
and conditions.

Collection Of Personal Identifiable Information

"Personal” information is described as data that is unique to an |

CMS is very aware of the privacy concerns around Pl data. In fa
system. We may also use your answers to the challenge question®

| have read the HHS Rules of Behavior (HHS RoB), version 2010-0002.00
violations of the HHS RoB or information security policies and standard
work on Federal contracts or projects; and/or revocation of access tg/
imprisonment. | understand that exceptions to the HHS RoB mu
that violation of laws, such as the Privacy Act of 1974, copyri
may result in imprisonment.

Select Next
when it
appears.

—g(il advance in wntmg bythe OF'DIV Chlef Information Officer or{
g USC 2071, which the HHS RoB draw upon, can result in monetary

B

| agree to the terms and condition4

= e

Read the Terms and Conditions, select the checkbox, and then click the active
Next button. u



Step 3: Enter Required Profile Information

CMS Portal > New User Registration

omplete the required
fields that are identified
by the asterisk *

Screen reader mode Off | Accessibility Settings
=

S 2 ks

“four Information Your Information Your Information
Your Information

Enter your legal first name and last name, as it may be required for Identity Verification. .
Middle Name:

= First Name:

= Last Name: Suffix:

[=]

Enter your E-mail address, as it will be used for account related communications.
+ E-mail Address:

Re-enter your E-mail address.

= Confirm E-mail Address:

Enter your full 9 digit social security number, as it may be required for Identity Verification.

Social Security Number:

You do not need to complete the Social Security Number field.

12



Step 3: Enter Required Profile Information

Enter your date of birth in MM/DD/YYYY format, as it may be required for [dentity Verification.
+ Date of Birth:

@ U.S. Home Address ) Foreign address
Enter your current or most recent home address, as it may be required for Identity Verification

+ Home Address Line 1:

Home Address Line 2:

= City: = State: + Zip Code:

[+]

Enter your primary phone number, as it may be required for ldentity Verification.

= Primary Phone NMumber:

Cancel

Finish completing the
required fields.

Zip Code Extension:

Country: USA

Next

Make sure you complete each field as indicated in the written instructions on

the page.

13



Step 4: Create Unique ID and Password

Step 5: Answer Challenge Questions

Create a
Choose User ID And Password [  UserlD Select
and questions,
UserD Password. provide
« Password answers,
= Confirm Password then
select
Select your Challenge Questions and Answers: Next
Your challenge questions and answers will be required for password and account management functions. )
* Question:1 = Answer:1
Flease choose one Question El
* Question:2 * Answer:2
Please choose one Question El
* Question:3 « Answer:3
Fleaze choose one CQuestion El
Cancel Next

If you forget your User ID or password, you will need to know the answer to
these questions. Write the answers down and keep them safe. ”



Step 6: Select OK

Choose User ID and Fassword  Complete Registration

Account Successfully Created

You have now successfully created an account on the CMS Enterprise Portal. You will receive an e-mail acknowledging your successful account creation, and the e-mail will include
the User ID that you selected.

If yvou are requesting access for a specific role in a system, please log on to the CMS Enterprise Portal using your new User ID and password. Please wait 5 minutes before logging
in. Selecting the ‘OK’ button will direct yvou to the CMS Portal Landing page.

You completed Step 2 in the Steps to Certificate Completion process. You

now have an Enterprise Portal ID and password. .



Steps to Certificate Completion

=

Prepare your system
Obtain an Enterprise Portal ID

Log in to CMS Portal
Access MLMS

Enroll in Curriculum
Complete appropriate training
Print certificate
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7. Select OK

Log in to CMS Portal

Select Login to CMS Secure Portal

. Review and accept the terms and conditions by selecting I
Accept

. Type your Portal User ID and password and then select
Log In

. Select Request Access Now

. Type FFM in the Access Catalog field, and then select
Request Access

. Select Assister role, and then select Submit




Step 1: Select Login to CMS Secure Portal

Select Login
to CMS
Secure Portal.

Home | About CMS | Mewsroom | Archive | €3 Help & FAQs | [} Email | [2, Print

CMS . g OV |Enterprise Portal

Centers for Medicare & Medicaid Services

ut your healthcare options | | Search CMS.gov |

Health Care Quality Improvement System Provider Resources

CMS Portal > Welcome to CMS Portal

CMS Secure Portal
To log into the CMS Portal a CMS user
\ accountis required_
Login to CMS Secure

8 Portal

Forgot User ID?

Forgot Password?
CMS5 Enterprise Portal | MACBIS | Medicare Shared Savings Program J Physician Value | ASP | Open Payments § QMAT | CPC J Innovation Center § MLMS § CU New User Registration

Welcome to CMS Enterprise Portal

The CMS Enterprise Portal is a gateway being offered

to allow the public to access a number of systems
related to Medicare Advantage, Prescription Drug, and .

other CMS programs.

- Information for people with Medicare,

Medicare open enrollment. and benefits. Get E-Mail Alerts

Non-Production
Environments

CMS Provides Health Coverage for 100
Million People...

Medicare
.gOV

If you already have an Enterprise Portal ID, this is where you start in the
process. 18



Step 2: Accept the Terms and Conditions

Health Care Quality Improvement System  Provider Resources

Select I
Accept.

Terms and Conditions

OMB Mo.0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act

You are accessing a U.S. Gavernment information system, which includes (1) this computer, (2) this computer netwark,
network, and (4) all devices and storage media attached ta this network or to a computer on this network. This infor

provided for U.S. Government-

authorized use anly.
Unauthorized orimproper use of this system may result in disciplinary action, as well as civil and crimi

By using this information system, you understand and consent to the following:
You have no reasonable expectation of privacy regarding any communication or data transit
At any time, and for any lawful Government purpose, the government may monitor, inter

dred on this information system.

d search and seize any communication or data transiting or stored
on this information system.

Any communication or data transiting or stored on this information syste ~0e disclosed or used for any lawful Government purpose.

To continue, you must accept the terms and conditions. If you dech« your login will automatically be cancelled.

The Terms and Conditions page appears every time you log in to the Portal.
Accept the terms and conditions in order to proceed. 9



Step 3: Type Your Portal ID and Password,

then select Log In

Welcome to CMS Enterprise Portal Type your User ID

and Password

User ID

Password

Forgaot Fasswoaord®

Select Log In

Forgot UserID?

Meed an account? Click the link - Mew user registration

If you need assistance with a forgotten User ID or Password select the
appropriate link on this page for further instructions.

20



Step 4: Select Request Access Now

Select
Request
Access Now.

CMS Porial > My Portal

Welcome to CMS Enterprise Portal

Request Access

e the link below fo request access to Systems/Applications

l Request Access Now

Contact Help Desk

FFE [ HIOS | Agents & Brokers Help Desk - Contact the
Exchange Operations Support Center [XOSC] at
CMS FEPS@cms.hhs.gov or 1-855-CMS-1515

The Enterprise Portal combines and displays content and forms from multiple applications, supports
users with navigation and cross-enterprise search tools, supports simplified sign-on, and uses

role-based access and personalization to present each user with only relevant content and applications.

The vision of the Enterprise Portal is to provide "one-stop shopping” capabilities to improve customer

experience and satisfaction.

Application Access

There are several ways to manage access to

applications in the CMS Enterprise Portal ,./

You will only need to request access to FFM Training/MLMS one time.



Step 5: Search for FFM/Training

My Portal

CMS Portal > EIDM user menu page = My Access

Access Catalog M REQUEST ADMIN ROLE

Start typing the application
name to begin your search

SHOWALL

Agents and brokers must first request access to
“FFM™ and then request the Agents and Brok

Mere...

Next, select
Request
Access.

Help Desk Information
BEE 8T AE{FE

Request Access

Several items appear on this page initially. By typing the letter “f” in the
Access Catalog field, only the items that match the letter are revealed.

N
N



Step 6: Select Assister Role and then Submit

Select
Assisters
from the list
of roles.

CMS Portal = EIDM user menu page > My Access

creen reader mode Off | Accessibility Settings
1

My Access
Request New System Access

Reguest New System
Access

View and Manage My Select a System and then a role to request access.
Access

o satisfy system security requirements you may need to complete |dentity
Gur password the next time you login to the system. This may require you to
dse note that your request cannot be fuffilled until Identity Verification is complete

Depending on your Level of Assurance (LOA) and the role that you request accesy
Verification, establish credentials for Multi-Factor Authentication (MFA), or chang
provide additional information as part of the role request process. If applicable, g
and Multi-Factor Authentication (MFA) is established.

7 = System Description: FFI'\-1."TrE|ining—AgEnE-'EIl:m:—ls-'AssistElEl

Select
Submit.

Please select a role

+ Rale: Assisters [=]

— W

Assisters do not need to complete Identity Verification.

23



Step 7: Select OK

CMS Portal = EIDM user menu page > My Access

Screen reader mode Off | Accessibility Settings
=

My ACCESS Successful Completion!

Reauest New Svstem To complete your access request for the Marketplace Learning Management System (MLMS), please log-out by clicking the "OK” button below, wait two minutes,
Access and then log back in. To log back in, please click the “Login to CMS Secure Portal” button on the right side of the CMS Enterprise Portal homepage.

View and Manage M “

Access

After selecting OK, wait 2 minutes before logging back into the Portal.
When you log back in you will see an MLMS tab in your Enterprise profile. 9



Steps to Certificate Completion

=

Prepare your system

Obtain an Enterprise Portal ID
Log in to CMS Portal

. Access MLMS

Enroll in Curriculum
Complete appropriate training
Print certificate
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Accessing the MLMS Steps

Select Login to CMS Secure Portal

Review and accept the terms and conditions by selecting I
Accept

Type your Portal User ID and password and then select
Log In

Select MLMS > Training
Complete Profile Information fields on Welcome page
Select Next




Step 1: Select Login to CMS Secure Portal

Select Login
to CMS
Secure Portal

\ Home | About CMS | Newsroom | Archive | @) Help & FAQs | () Email | [} Print

CMS . g OV |Enterprise Portal

Centers for Medicare & Medicaid Services

but your healthcare options [ | Search CMS.gov |

Health Care Quality Improvement System Provider Resources

CMS Portal > Welcome to CMS Portal

CMS Secure Portal

To log into the CMS Portal a CMS user

\ account is required.
Login to CMS Secure

8 Portal

Forgot User ID?

Forgot Password?
CMS5 Enterprise Portal | MACBIS | Medicare Shared Savings Program J Physician Value | ASP | Open Payments § QMAT | CPC J Innovation Center § MLMS § CU New User Registration

Welcome to CMS Enterprise Portal

The CMS Enterprise Portal is a gateway being offered

to allow the public to access a number of systems

related to Medicare Advantage, Prescription Drug, and . /_d‘//

)
y/

other CMS programs.

- Information for people with Medicare,

Medicare open enrollment. and benefits. Get E-Mail Alerts

Non-Production
Environments

CMS Provides Health Coverage for 100
Million People...

Medlca.re
.gov

If you log back in too soon after selecting FFM Training, your Portal page will
not show the MLMS tab. Be sure and wait two minutes before logging backin. ..



Step 2: Accept the Terms and Conditions

Health Care Quality Improvement System  Provider Resources

Select I
Accept.

Terms and Conditions

OMB Mo.0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act

You are accessing a U.S. Gavernment information system, which includes (1) this computer, (2) this computer netwark,
network, and (4) all devices and storage media attached ta this network or to a computer on this network. This infor

provided for U.S. Government-

authorized use anly.
Unauthorized orimproper use of this system may result in disciplinary action, as well as civil and crimi

By using this information system, you understand and consent to the following:
You have no reasonable expectation of privacy regarding any communication or data transit
At any time, and for any lawful Government purpose, the government may monitor, inter

dred on this information system.

d search and seize any communication or data transiting or stored
on this information system.

Any communication or data transiting or stored on this information syste ~0e disclosed or used for any lawful Government purpose.

To continue, you must accept the terms and conditions. If you dech« your login will automatically be cancelled.

The Terms and Conditions page appears every time you log in to the Portal.
Accept the terms and conditions in order to proceed. -8



Step 3: Type Your Portal ID and Password,

then select Log In

Welcome to CMS Enterprise Portal Type your User ID

and Password

User ID

Password

Forgaot Fasswoaord®

Select Log In

Forgot UserID?

Meed an account? Click the link - Mew user registration

Type the required information and select Log In.

29



Step 4: Select MLMS > Training

Select MLMS,
and then
Training

@ Portal Help & FAQs 5 Print

CMS
.govV

Enterprise Portal

My Portal| MLMS ¥

Training

CMS Porte.
e ———

Welcome to CMS Enterprise Portal

The Enterprise Portal combines and displays content and forms from multiple applications, supports
users with navigation and cross-enterprise search tools, supports simplified sign-on, and uses
role-based access and personalization to present each user with only relevant content and applications.
The vision of the Enterprise Portal is to provide "one-stop shopping” capabilities to improve customer

experience and satisfaction.

After requesting access to the FFM, the MLMS tab appears on your Portal page.

30



Step 5: Complete Profile Fields

‘Welcome to the MILMS
Prior to navigation to the MLMS homepage, you are required to enter/validate your assister profile information.

New users: Please enter you assiter information and click the "Save/Update' button at the bottom of the screen to be
re-directed to the MLMS Homepage.

Existing users: You may update your profile and click the "Save/Update" button or click the "Next" button if your |
information is valid. ‘

Complete the
necessary fields
based on your
Assister type

Note: Navigators/Federal IPA users, your organization information will be obtained from HIOS and does not

_require manual entry

Email:

Aszsister Type: * -Select One- IZ|

Training Language Selection: * English IZ|

How Many Years Have You Been

an Assister. * -Select One- El

‘When Did You Last Complete

Federal Assister Training: * -Select One- IZ|

Select
Save/Update
when complete

Organization Type: * -Select One- |z|

Organization Name:

Organization Street Address:

Organization City:

Organization State: -Select One—|z|

Organization Zip Code:

Organization Phone Mumber:

Save/Update

The field names in red with an asterisk are required by all Assisters. Additional
fields appear or disappear after you select the Assister Type.

31



Additional Fields for Assister Types

Federal In
Navigator ID Person
Assister ID

. Federal
Navigator [PA

State [PA

Field names in red are required. Field names in black are optional, but you are
encouraged to complete these. Navigator and Federal In Person Assisters do

Y not have to complete the Organization information fields since they are
obtained from HIOS.

W
N



MLMS Welcome Page

* The Welcome page appears every time you access the
MLMS. Update the fields when necessary and select
Save/Update, or select the Next button if none are

needed. Advancing from this page displays the MLMS
Home page.

@) Portal Help & FAQs & Print

Welcome to the MILMS
Prior to navigation to the MLMS homepage, vou are required to enter/validate vour assister profile information.

New users: Please enter yvou assiter information and click the "Save/Update" button at the bottom of the screen to be
re-directed to the MLMS Homepage.

Existing users: You may update vour profile and click the "Save/Update' button or click the "Next" button if vour
information is valid.

Note: Navigators/Federal IPA users, vour organization information will be obtained from HIOS and does not
require manual entry.

Email:
Azsister Type: * -Select One- |E|

33



Steps to Certificate Completion

=

Prepare your system

Obtain an Enterprise Portal ID
Login to CMS Portal

Access MLMS

Enroll in Curriculum

Complete appropriate training
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Print certificate.




Enroll in Curriculum Steps

1. From Training Options, select the Actions link, and then
Enroll

2. Select Complete Enrollment
3. Select Go To Current Learning
4. Select Launch




MLMS Home Page

e This is the MLMS Home page. To return to this page at
anytime, select Home on the left navigation bar.

Portal Help & FAQs =} Print [$ Logout  welcome CACTesterDKJ Johnson ~

o m—] |

Personalize
~ I Assister Announcement I Assister Resources
g z [ "™Need Help? See the Help Desk link at the bottom of the page. | CMS Pertal Assister
— . Current Learning { Curriculum Status
Na items found. No items found.
Learning |
All Curriculum
Training Options ! elai
gvp I Disclaimer
Recommendation Recommendation Type Sources Recommended On Actions ! The Cnters for Msdicass & Madicid Services (CMS) smplovess, agents, 2nd st make mo represensation, warrary, or
Euaramtes that this :nmpiJm:in_u l?ﬂ{!_ﬁ:m!_ifm'n:_zf_qn is_m'm—fmemdmﬂ bearno msp_om:ibri;igm _mbu_mﬁmﬂl.ermhs
CAC - Real Curriculum (1)CAC 0712012015 AONS [ e ot Secmros 7ot ofare Mt P s g et e e
regulations, and ralings
CAC - Mock Curriculum (1)CAC  07/20/2015 Actions
Wiew All..



Step 1: Select Actions and then Enroll

§ CACTesterDKJ Johnson

Hover mouse over
Actions link, and
then select

Assister Resources

|]_ Training. & at the bottom of the page.

in o e
. . Current Learning Curriculum Status
Home s Retion Name Version Status
Loamng CAC - Mock

FIMAL Assigned

g CAC - Mock (FINAL) Enrall (FINAL)
Training Options Disclaimer
: z . Actions
Recommendation Recommendation Type Sources Recommended On Actic p
figw Distail o
Assisters UL EumCORIN . oo (1)CAC  0T/30/2015 Actiol ;o
(FINAL) =
! Enroll |
CAC - Real (FINAL) Curriculum (1)CAC  O7130/2015 Actions .

Look in the Training Options portlet for the curriculum in which to enroll.

37



Step 2: Select Complete Enrolilment

Register for CAC - Real (FINAL)

ah
\ Q To register for CAC - Real (FINAL), verify the path, select modules and leamning elements Complete Enroliment
) within the module that you would like to complete. See complete registration guidelines.
v -
Path: CAC (FINAL)
Mote: Actual seat availability might vary at the time of registration, due to existing registrati
Home 1y mig v g ' greg 7 SEIECt
Learning CAC - (FINAL) (Complete 6 of 6 Required) NECELIIED

Complete
Enrollment.

@ o Offering ID: 00001306 Offered As: Web Based Training ——
== Language: English

i 001 Training Overview (Course : 00001207, Version FINAL)
Suggested Change Offering

i 005 Marketplace Eligibility and Application Assistance (Course : 00001211, Version FINAL)

@ = Offering ID: 00001314 Offered As: Web Based Training

== Language: English Suggested Change Offering

i 006 Marketplace Plan Section Enrollment and Appeals (Course : 00001212, Version FINAL)

The curriculum is displayed. Some of the modules include both a course and
an assessment that needs to be completed. 38



Step 3: Select Go To Current Learning

Order Items

Title Learners Delivery Type  Status Actions

= CAC - Real (FINAL} CACTesterDK.)
Johnson S l t G t

IO - ; Web Based

001 Training Cwverview Training Confirmed [otes Current
(R 005 Marketplace Eligibility Web Based L 2

and Application Assistance Training Confirmed  otes eal‘nlng
i+ D06 Marketplace Plan . _—

Section Enrollment and _.rﬂ.fep Eased Confirmed Motes

raining

Appeals
“+-- DOT Marketplace Affordability Web Based

and Assistance Programs Training Confirmed  Notes
feee 012 Marketplace Exemptions Web Based

Assistance Training Confirmed Hotes
‘- 013 Privacy, Security, and Web Based

Fraud Prevention Training Confirmed Hotes
i+ 008 SHOP Marketplace Web Based

Assistance Training Confirmed Hotes

Go to Curriculum Details Go to Current Learning

Once you select, Go to Current Learning, the Current Learning page is
displayed. -



Step 4: Select Launch

Current Learning

/ \
f j All | Courses | Curriculum |
i
L
] | Sort By ;
/, A Alphabetical El Go
Name Actions
Home
SETIE 001 Training Overview Confirmed View Drop and
Current Learning :‘ (00001306, Version:FINAL) Registration Date: D Details Request Learning
i —— Dwration: 00:00 hours
= ey
TR Hide Learning Assignments &
T EETTTE AR ST TE Training Content: 001 Training Overview
Status: Mot Evaluated (Unlimited attempts) Launch
005 Marketplace Eligibility and Application Assistance Confirmed View rop Drop and
:\ (00001314 Version:FINAL) Registration Date: 07/30/2015 Details Request Leamning
Duration: 00:00 hours
Hide Learning Assignments A
Training Content: 005 Marketplace Eligibility and Application Assistance
Status: Mot Evaluated (Unlimited attempts) Launch
Training Content: Marketplace Eligibility and Application Assistance Assessment
Status: Not Evaluated (Unlimited attempts) Launch

To begin a course or assessment, select the Launch button. A new window

opens on top of this page displaying the training course or assessment. 40



Steps to Certificate Completion

=

Prepare your system
Obtain an Enterprise Portal ID
Login to CMS Portal
Access MLMS
Enroll in Curriculum
. Complete appropriate training

Print certificate.
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Complete Appropriate Training Steps

Select Next to advance through the training
. Select Exit button on training window when finished.

. Select OK to complete exit or window closes
automatically.

. Review Completion Status on the Learning Assignments
tab of the Current Learning page to ensure it states
Successful




Step 1: Select Next

@ Saba - Mozilla Firefow: [BM Edition s
| il a https://portalval.cms.gov/Saba/Web_wdk/Main/content/players/ContentServerDispatcher.rdficaller=2.2Fcontent%2FcontentDetail rdf 8tcontextld= ctcbd000000000 * v

Training Overview Course

Select Next to
advance the
course

Course Introduction

WELCOME TO THE

TRAINING OVERVIEW
COURSE

s e,
*;a oy

g -/(C > /( Health Insurance Marketploce
‘L%"“’V-m

Text Description of Image or Animation

,/( Health Insurance Marketpioes

This is the Training course window. You may use the Back button on the

course window to return to a previous page in the course. e



Step 1: Select Next (contq)

Exit

What is Fair, Accurate, and Impartial Information?

You must always provide fair_accurate_and impartial information. This
means that if you have a|non-disqualifying relationship yith a health

insurance company offering a particular healih plan, yo st generally :
disclose that relationship to consumers. This also means th ushould | S i
provide help to consumers that focuses only on their best inter nd not o

your own interests or the interests of any health insurance compa
which you have a relationship.

Providing fair, accurate, and impartial information includes providing
information that assists consumers with submitting the eligibility
application; clarifying the distinctions among health coverage options,
including QHPs; and helping consumers make informed decisions during
the health coverage selection process. As a best practice, you should help
consumers choose health coverage that best meets their needs, including
but not limited to the following: -

: Select every link

* Their ability to afford paying for health coverage

+ Their health care needs, such as coverage of treatments for any on the page to
heal_th conditions . ) _ ; .
. Eﬂ:il%c?r?we to keep a certain doctor or see doctors in a certain aCtIV&lte the NeXt

+ Their families' health coverage needs, if applicable

button.

/( Health Insurance Marketplace Menu Help Glossary Resources BA

The Next button does not appear until all links, Knowledge Checks, Tool tips

and Key tips, etc. on a page have been selected. 44



Step 2: Select Exit

Training Overview Course

Exit

Providing Fair, Accurate and Impartial Information Page 11 of 11

—_—

.- l -
Key Points — N
o

* Assisters are responsible for providing fair, accurate, and impartial information. SEleCt EXlt tO

= Assisters must tell consumers about all of the qualified health plan options and insurary
programs for which they are eligible, so that they can choose coverage that meets thel leave the
needs.

» Assisters are responsible for providing assistance that is accessible to all types of consunms course

necessary, referring consumers to resources that can best meet their needs.

You've successfully completed this course.

Click EXIT to leave the course.

When you complete the training or if you need to leave the training before
completing, select the Exit button on the Training course window.
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Step 3: Select OK

Are you sure you want to exit?

If you haven’t completed the course, the MLMS marks the spot in the course
where you left off and presents this page to you upon restarting the training.




Step 4: Check Completion Status

001 Training Overview (00001306, FINAL) “

“Note the
Successful
completion

Available From 07/24/2015

¢ )
\') { D‘ Language English

Description Web Based Training

@ ming

Home
Learning

Current Learning

Completed Learning
eI m Learning Assignments | Associated Learning

Recommendations

Completion Status  Successful Score

Learning Assignments Modify Table
Module Assignment Type Requirement Details Completion Status Completed On Actions
Launch
001 Training Overview Training Content Required Attempts Allowed: Unlimited Successful 0713002015
more actions

The Current Learning page Learning Assignments tab shows Successful
completion of the training as well as the date the training was completed. e



Steps to Certificate Completion

=

Prepare your system

Obtain an Enterprise Portal ID
Login to CMS Portal

Access MLMS

Enroll in Curriculum

Complete appropriate training

N ow s W

Print certificate




Print Certificate Steps

1. Select Curriculum from left navigation bar

2. Hover your mouse over the Actions link and then select
Print Certificate

3. Select Print

4. Follow your system’s print window instructions to
complete printing.

Note: You may need to select the
Activate Adobe Acrobat link on your screen
in order to see and print the certificate.




Step 1: Select Curriculum

Completed Learning

F Y
Ij All | Courses | Cerifications | Curricula
9

# - Name

From  05/02/2015 & To  07/31/2015

Home
Learning

Current Learning

Completed Learning - Modify Table
H Curriculum — |
= poe Name Assigned By Marked Complete By Actions
ecommendations
001 Training Overview Successful View Details
= On: 07/30/2015 View Leaming
= Registration Date: 07/30/2015 Assignments
Print Certificate
001 Welcome Successful View Details
® On: 07/20/2015 View Learning
= Registration Date: 07/20/2015 Assignments
Print Certificate
005 Marketplace Eligibility and Application Assistance Successful View Details
» On: 0713012015 View Leaming
= Registration Date: 07/30/2015 Score: 83 Assignments

Print Certificate

After completing all training and assessments for your Curriculum, select
Curriculum on the left navigation bar. -



Step 2: Select Print Certificate

To print your certificate, please click on the “Actions” link (below and to the right), and then click

0N . . .

Jj' - “Print Certificate”.

( }

] { View the curriculum that have been assigned to you. For suggestions of additional curricula you can complete, recommendations.
[ mermal | exernal Hover mouse on
Home - View | Active E
= Actions, and then
ST T Mame Show Required Curriculum Cnly

Select Print
_Certificate

Completed Learning Configure | Save Search Query

Curriculum ok

Recommendations Actions

Internal Curriculum
Showing 3 out of 3 results

Wiew Curriculum History
View Progress for All Paths
A diooyintian Hict ry
Print Certificate
Target Date Actidre

Name Version Selected Path (% Complete) Mastery Score Status Assigned By

CAC - Real (FINAL) MOCK CAC - Mock - 100% Completed NIA Acquired CACTesterDKJ Johnson

Actions

| Actions

You must complete the entire curriculum in order for the Print Certificate

option to appear on the curriculum Actions list. -



Step 5: Print Certificate

Certificate of Completion

This 1s to certify that

CACTesterDKJ Johnson

A

Has successfully completed the following:
: ' ;g* CAC Curriculum

%%
& e

07/20/2015

=
'f

_«1- a f:n?a a- T

S

This is an example of the CAC Cert1f1cate of Completion. Select Prlnt and
follow your print window instructions to print the certificate to your printer. .



Step 5: Print Certificate

Certified Marketplace
Navigator

John Smith
Fed org name 0430 and KS
4302015

The United States Department of Health and Human Services recognizes
John Smith of Fed org name 0430 as a
Marketplace Navigator, certified to assist consumers in understanding new
programs, taking advantage of consumer protections, and navigating the
health insurance system to find the most affordable coverage that meets
the consumer's needs.

04/06/2015 - 09/15/2015 y
Vil o2 DAL

fvm B. 1%
Performance Period (effective/expiration date) Marilyn B. Tavenner, Administrator

{ J@ ,/(’ Heaith Insurance Markefpiace

This is an example of the certificate that appears when a Navigator or Federal

IPA completes the Navigator curriculum. .



Don’t Print Course Certificates

Completed Learning

g } All | Courses | Certifications | Curricula
- - Name

From  05/02/2015 = To  07/31/2015 =

Home
Search
Leamin g
Currenf it Learning g
Completed Learning Completed Learning Modify Table
Curriculum
Name Status Assigned By Marked Complete By Actions
Recommen dations
001 Training Overview Success ful View Details
On: 07/30/2015 View Leaming

Registration Date: 07/30/2015 Assignments

001 Welcome Success Tul View Details
» On: 07/20/2015 View Leaming
= Registration Date: 07/20/2015 Assignments

005 Marketplace Eligibility and Application Assistance Success ul Print
= On: 07/3012015 i
Score: 83

= Regisiration Date: 07/30/2015

Keep up the great work!

07/30/2015

If you see the Certificate of Achievement, it means you selected Print
Certificate from a training course on the Completed Learning page. 9



Launching a Completed Course

From the Home page of the MLMS, select Learning from
left navigation bar

. From the left navigation bar, select Completed Learning

Locate the course that you want to review and select the
View Learning Assignments link in the right most
column.

. Select Launch and then Cancel.




Step 1: Select Learning

@ Portal Help & FAQs 3 Print

o L ﬂ @ content TestingTen
Assister Announcement Assister Resources
f ’} "Need Help? See the Help Desk link at the bottom of the page.
9 :
)
_ . & "
Current Learning Curriculum Status
Home

Name 77 Action Name Version Status

BT CAC-Real ppa N
o ) ) Progress
Select Learning i :
1 006 Marketplace Aﬁurda fl‘OlTl left
=" Location: Online . .
navigation bar
3 t:_t{])?;ii\,t"liirlhet[;}llﬁﬁi Enrollment and App&ame _ 7 Disclaimer

If you want to review training content that you've already completed, you will

need to navigate to the Completed Learning page to find the course. 56



Step 2: Select Completed Learning

___qug e e e Meskikea _‘ﬂ § Content TestingTen

Current Learning

Learning from left

| All | Courses | Curriculum |

Status
Home
LR 005 Marketplace Eligibility and Application Assistance  Confirmed
Current Learning :‘ (00001314 Version:FINAL) Registration
Completed Leamning Duration:  00:00 hours
Curriculum ' Hide Learning Assignments &
Recommendations Training Content: Marketplace Eligibility and Application Assistance

Status: Not BEvaluated (Unlimited attempts)

Training Content: Marketplace Eligibility and Application Assistance Assessment
Status: Mot Evaluated (Unlimited attempts)

By default, the Current Learning page is displayed when you select Learning.

Note that the oo1 Training Overview course is not displayed since it’s already
been completed. 57



Step 3: Select View Learning Assignments

§ Content TestingTen

. Completed Learning

All | Courses | Certifications | Curricula

NS

Select View

Learning
From  05/14/2015 & To  08/12/201 AS

Name
.-"_-

Home

Learning

Current Learning

Completed Learning | Completed Learning Modify Table
Curriculum
i Name Status Assigned By Marked Complete Actions
Recommendations
001 Training Overview Successful View Details
On: 081272015

| View Leaming Assignments
Registration Date: 08/12/2015

Navigate to the course that you want to review. You may need to scroll or select

the Next button at the bottom of the page to find a course. 58



Step 4: Select Launch and Cancel

Select
Launch

You have previously been in this lesson.
Would you like to return to the lastvisited location in the lesson? ing Overview

’ Cancel ]

[ Learning Assignmen Modify Table
Home
Learning I Module Completion Status Completed OnV Actions
Current Learning |
. | o Launch
Completed Learnin
P = | &ae'xlg?‘v dwed: Unlimited  Successful 08M2/2015
Curriculum maore actions
Recommendations
Cancel

When you select Launch, the training content window appears. The
bookmarking message also appears. Select Cancel to start the content from

the beginning. -
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Topics

* Browser Types

e Prepare your system

 Home Computer / Public Computer
e Portal Timeout

* Print Last Page for Verification

e Contact the Help Desk for assistance
 “Remember to” Summary

e Do’sand Don’ts
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Browsers

* Browsers - Assister training is currently not supported by
Internet Explorer. Please do not use that browser at this
time. We're working to resolve this issue.

e USE one of the following Browsers:
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Preparing Your System

Allow Pop-up windows for the following URL
— Open up your browser (Firefox or Chrome).

— Firefox instructions: From the toolbar select, Tools -> Options->

Content -> Exceptions and then, type portal.cms.gov in the
Address of website field.

— Ifyour version is different, here's the support link for pop-up blockers
Chrome Instructions / Firefox Instructions

Download latest version of Adobe Flash
— https://get.adobe.com/flashplayer/?promoid=JZEFT

— Follow the onscreen instructions. (You do not need to select the
antivirus software. That is a personal preference.)

JavaScript needs to be enabled for successful use of the
Enterprise Portal.


https://support.google.com/chrome/answer/95472?hl=en
https://support.mozilla.org/en-US/kb/pop-blocker-settings-exceptions-troubleshooting
https://get.adobe.com/flashplayer/?promoid=JZEFT

Home or Public Computer

e Some company networks are very restrictive as to what
Websites an employee may visit or what browsers may be
used at work. Some work machines have additional
security controls or software which could interfere with

MLMS.

 Ifyou are having multiple issues, try taking your training
from your home laptop or computer. If you don’t have a
laptop or computer at home, try using a computer at a
library.



Portal Timeout 30 Minutes

Enterprise Portal times out every 30 minutes

Click the Portal window every 28 minutes and look for
pop-up box to continue the current session.

Don'’t get distracted while taking training. Set a timer for
28 minutes.

If you timeout, you may need to log back in twice in order
to see the MLMS > Training link on your Portal page.



Capture Screenshot of Last Page of Course

Training Overview Course

Providing Fair, Accurate and Impartial Information Page 11 of 11

Key Points

* Assisters are responsible for providing fair, accurate, and impartial information.

= Assisters must tell consumers about all of the qualified health plan options and insurance affordability
programs for which they are eligible, so that they can choose coverage that meets their budget and specific
needs.

+ Assisters are responsible for providing assistance that is accessible to all types of consumers and, when
necessary, referring consumers to resources that can best meet their needs.

You've successfully completed this course.

Click EXIT to leave the course.

!

This is the last page of a course. Take a screen shot of this page. Press PrtScn.
Open Paint by clicking the Start button , clicking All Programs, clicking
Accessories, and then clicking Paint. In Paint, on the Home tab, in the

Clipboard group, click Paste. For Windows 8 users, press the Windows key +

Prt Sc. 66



View Completed Learning

Some users do not see an updated course completion right away in
MLMS. Please navigate to “Completed Learning” after completing
each course to verify status. Click “Learning” in the Left Navigation,

then Click “Completed Learning’.

Completed Learning

e |
] [ All | Courses | Curriculum |
J )
) W
j
B Mame
o :

o . | e =

e & From  05/26/2015 (= To 08242015 =
Home Search
Learnin [+ NG 1

Curren tLeaming )

. “ompleted Learning Modify Table

Completed Learning <5

Cumiculum Name Status Assigned By Marked Complete By Actions

Recommendations

001 Training Overview Successful View Details
= On: 08/19/2015 View Learning Assignments
= Registration Date: 08/19/2015 Print Certificate




Help Desk Assistance

 Ifyou encounter an error, or your course doesn’t show
complete even though you completed a course, open a
ticket with the Help Desk

e Include in your ticket the following information:

— Browser Type

— Operating System

— Print screens

— Third party security software installed

— Whether settings like Pop-up's, Javascript, and Flash are enabled
with your browser

68



Remember To

Only use Firefox or Chrome as your Web browser.

Prepare your system before accessing the MLMS (turn off
pop-up blockers, load Flash, and turn on JavaScript).

Take your training on a home computer/laptop or public
computer (such as the library).

Take training in 28 minute intervals, and/or check the
portal window to ensure you have an active session

Print a copy of the last page of a course for verification
Contact the Help Desk for assistance. Provide Browser
Type, Operating System, any third party security software
installed, and whether settings like Pop-up's, Javascript,
and Flash are enabled with your browser.



Final MLMS Do’s

Prepare your system before accessing the MLMS.
There’s no place like Home. There’s no place like Home.

— Select the Home button on the left navigation bar to return to the
Home page of the MLMS.

Use Firefox, Chrome, or Internet Explorer as your Web
browser.

Select each and every link on the training content page to
activate the Next button to appear.
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Final MLMS Don'ts

Don’t click the browser’s Back button.

— Ifyou click the Back button you will need to refresh the page and
navigate to your previous location.

Session Timeout - Don't get distracted while taking
training. The Enterprise portal/ MLMS will time out in 30
minutes when no activity is present.

You don'’t need to print the training course certificates on
the Completed Learning page.

Don'’t think the course is finished until you see the words

You've successfully completed this course.

Click EXIT to leave the course.
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Help Desk Resources

e CMS Enterprise Portal Help Desk

— 855-267-1515
— CMS FEPS@CMS.hhs.gov @ 3 NS

e User ID / Password Issues
* No access to MLMS

e MLMS Help Desk i
— MLMSHelpDesk@cms.hhs.gov { 4 © | asout || HelpDesk
e Can't print my certificate e

e Can't find curriculum

 Training is not launching
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mailto:MLMSHelpDesk@cms.hhs.gov

Questions?
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