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Introduction and Overview

This document provides producers who are seeking authorization with the
Maryland Health Benefit Exchange a step by step guide for accessing and
completing the required training for the 2015 plan year. Follow these instructions
to fulfill your obligations and ensure you are able to assist your clients with their
enrollments.

Major Milestones in the Producer
Authorization Training

The required training for producers seeking authorization can be described in
three major steps.

1. Create your account on the State of Maryland’s training website, The Hub.
2. Wait until the next day for your training to update on the Hub.
3. Complete the required training on the Hub.
a. For Authorized Producers, this will include:
i. MHC-MD HBX-Using the Consumer Portal Part 1, 2, & 3
i. MHC-MD HBX-Producer View of the Consumer Portal
iii. One of the ILT courses (see page 10 for options)
b. For New Producers, this will include:
i. MHC-Producer Policy Training
i. MHC-MD HBX-Using the Consumer Portal Part1, 2, & 3
iii. MHC-MD HBX-Producer View of the Consumer Portal

IV. One of the ILT courses (see page 10 for options)

Help is Available

Should you experience any difficulties, errors, or other issues in any step of this
training process, please contact our MHBE Training Team via email
at mhc.trainingsupport@maryland.gov .
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Step-by-Step Instructions

Step One: Create your Account on the Hub

If you are an Authorized Producer, click
on: https://stateofmaryland.csod.com/selfreg/register.aspx?c=srg 1

If you are a new Producer seeking authorization, click
on: https://stateofmaryland.csod.com/selfreg/register.aspx?c=srg 2

If you already have an account on the Hub, skip to Step Three for the link
to log in.

You will see a page that looks like this:
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Complete the required fields. Make sure your MHBE Self
Registration Position is “Producer”. Please make note of

your Username.

Once completed, you should see a screen that looks like
this:

= 28 hupsdstelehnaryland cood ooy LS ate oy A loome sspa Pt pegs_jd—-67 ek jd—-1 97 -1 =
= ofpma M lber jeatmahaae. BB Mavoncaee G 3 HopowocM=EEM. - MDO: Luclicorac. 3§ Ddweranse @ SalavraDotbses . [ 37 Sodelid o Mo B 0575 IF 2. B Dwew CRY e, "

Welcome to The Hub.

F oo lase omomont 1o read e fond w00 the Tevchio e pago asout TR0 usT Ulesen, Ths oy save

] L'\:—lg bz Toual ses 3 dros dowe monu that wl .:I:u.--: [
Frvowom ot Tham e Fleso Wi Tnw ] e iy e yw
N T ! U rJ|'Ir.1||n thzt i 3Nz favou nLowsetor lranng™

Welcome, Joshua, to your personalized tralf " s v s el g s e T o anans wl then s i T g

whan f': T \'. 31": MU 12 S2i0d, o) Rzed WOk 1 thz nolt oF tho Sorecn ond Soist Launch
B “hedivalsd’ ca Shetunnta” Sedeal B b g u e _

T erse S ooTpeind poamast st Lealuaee jagabo e cgoband o oguck courss ceauzhon
S

TUAlertT

I'leaze war Ty viur amall sddress onvour prehle
"meceuneensa proAleT, T incoTect U the sethrn
109 b o gocess yodr orotle and edit e passe
azzstance szarch forihe l2eeon "DER Hodw 1o Uh —_—
Fodr Emsl 1z Comactn T e Hubo L

"Pop-up Blockers” and Surfing “The Hub"
Py b sdiast wour op up Blozszr.

“"f ool Fee Zop etod 170 courss vou thou d seo tho courze spoear Az Comsdsbed 1 vout ttanzept. Bt
Trefinali” grn wzimen

[ )

el dew e

Chroma: &E1Ra o of 018 32een 1o The U B ha 161 ol the Duz D aczn
sodress ber, Jips stateatmaryland.caod.com, agat ik on e \ :
arean pedinck K00, A Mand ap=ers and under TRImISEIon: - Ej;'ﬁ":’lg'l:hf"‘"“m new [T
o wil 588 “1Pop ups . Selact e drop cown meny and seacl = Dacambar 2014 =
BbERS 00 Or 1S b [ raitr i wariz i e - Ef;i;’m'ﬂk‘nfﬂ: anz Orap nw FHene
3 1 ! ] - 5 [ o

Intarmat Fynlarar ess  lrake can fnacs suombaland cola-t

Step Two: Logout using the “wheel” at the
top right of the page and wait until the next
day when your training will be updated.
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Step Three: Complete the Required Web-
Based Training (WBT)

Begin by logging in via: https://stateofmaryland.csod.com

You should again be at your home page which looks like
this:
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Step-by-Step Instructions, Step Three:

1. Close “Welcome to The Hub” window.

2.0n the right hand side of the page you’ll see “My Training”. Click
on “Add” for the “MHC-Producer Authorization WBT” (This WBT
must be completed before you can successfully register for the ILT)

When you click on “Add”, you should see this:
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3. Next, click on “MHC-Producer Authorization WBT”

When you do, you should see this:
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4. Next, click on “Activate”

When you do, you should see this:
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5. Next, click on “Launch”
When you do, you should see this:

Note for Authorized Producers: You are not completing
the Policy Training, so your screen may look slightly
different. The steps to complete your training remain the
same though.
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6. Next, click on “Introduction”. Once you do, a popup window will
open. You will want to maximize the window if it isn’t already and
just follow along with the slides. Once the first module is
completed, continue to perform the same action for each of the
other modules. Note: Each time you complete a module, you will
see a green check mark appear next to that module on this page.

/. After you have completed all of the modules click “Back”. Once on
the home page again, click “open curriculum” under “My Training”.
You must then click “evaluate” to complete the evaluation before
continuing on to the next course.

8. Once the evaluation has been completed, click “Activate” for the
next course. Continue the same steps to complete the other
courses that are part of the WBT. Note: You must let the slides
play in their entirety (note the play bar at the bottom of the slides).



Step Four: Complete the Required Instructor
Led Training (ILT)

Step-by-Step Instructions, Step Four:

1. Now that you have completed the web-based portion of the
training, you can now sign up for the Instructor Led Training (ILT).
There are three different options for the ILT; an in-person training
session, a moderator controlled webinar training session, and a
“go at your own pace” webinar training session.

d. To enroll in the in-person ILT, go to your home page and click
“Add” next to the “MHC-Producer ILT System Training”.

b. To enroll in the moderator controlled webinar ILT, go to your
home page and click “Add” next to the “MHC-Producer
Webinar ILT System Training”

C. To enroll in the “go at your own pace” webinar ILT, skip to
page 12.

10
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When you click “Add”, you should see this:
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2. Next click “Select Session”

When you do, you should see this:

= 0 @B hupsstelesinarylamd cod ann LS
Apa [ blben jearuahise. X0 Maynsane ol

Ve Tranzunipy b
S Hopont: MBS D

L, W &
MO Lnelizerae. B Db 6 Balawealotban . [ 07 Sodliafa Ve G 05TRaan® T, KD Tww RN muee

)
a MHC-Producer Weblnar ILT System Training

Simbar| 1w bt 1 R L EIPR IR ) e
1 vty
Tncuks Saule

gt itw ficaible

LU H

Hawaa Daluda LR LY
13172014 (e inzstag] 11'|T|20|4[|‘|€ﬂm5ﬂu'l
1:30 N EST pR)
D.rricn i)
Lzeatcn werbzoAlat, A-EE_Tranng_Tarites

Languzpaizi Englch i3

shon Oz

HER

NI

Biclily =m whmr amasns: i sl lebanl

11



3. Next, scroll down and “Request” which ever session you would like
to attend. Note: If you signed up for an in-person session, please
note the date, time, location, and whether you need to bring a
laptop for your session. If you signed up for a moderator
controlled webinar, you should receive login instructions via email
the afternoon prior to your session.

Signing up for the “go at your own pace” webinar (VILT):

1. Go to your home page and click on “Featured Training”
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2.0n this screen, click on “MHC-Consumer Portal for
Professional Users VILT”
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When you do, you should see this:
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3. Next, click on “Request”

4.0nce requested, go to your home page, click on “My

Training”, and complete the VILT in the same fashion
as your other web-based courses.
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