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Accessing Highmark’s ShopPRO

Section 1



How to Access ShopPRO

Step 1

To order enrollment kits, log on to the Highmark Medicare Producer Portal and
click on the “New Business” tab as shown below:
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Ensure that the Medicare tab is
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How to Access ShopPRO

Step 3

Once you click on the “Enrollment Kit Supplies” link you will be directed to the
ShopPRO Order Status site and see the page shown below:

0
I M PERI U M ggﬁ:};‘;zr 53 }A{;alcome, Christopher

Power To Command
Have Questions?
el Contact your CSR
Shop "
@% Feedback

Job Status Live Orders C) Cancelled Orders | Search Jobs O
: S Shipped Orders | unapproved Orders (@ )
. Order .
Status Order/Job # Project Name Status Order Created By oreaton Actions

No orders to display, new orders can take up to 30 min to display once approved.
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How to Access ShopPRO

Step 4

Simply select the ShopPRO tab from the menu ribbon on the previous page.
Once selected you will be directed to the page shown below:
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Ordering Enrollment Kits

Section 2



Ordering Enrollment Kits

Step 1
Select "2018 Enrollment Kits" to start the kit ordering process.
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Ordering Enrollment Kits

Step 2

On the next page, select the region that you would like to order enrollment kits
for.

All Categories

2018 Enroliment Kits

1~

WX Central Pennsylvania

BROWSE BROWSE

SALES/BROKER - CENTRAL SALES/BROKER - NORTHEASTERN SALES/BROKER - WEST VIRGINIA
PENNSYLVANIA PENNSYLVANIA

BROWSE

SALES/BROKER - WESTERN
PENNSYLVANIA
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Ordering Enrollment Kits

Step 3

Then select the kit type you would like to order. Please note that the list of
counties for the respective version you select will appear on the next page.

All Categories

")~

2018 Enrollment Kits

Sales/Broker - Western
Pennsylvania

ORDER NOW ORDER NOW ORDER NOW ORDER NOW

2018 BLUE RX SALES-BROKER 2018 SW CB PPO1 SALES-BROKER 2018 SW CB PPO2 SALES-BROKER 2018 WC CB PPO1 SALES-BROKER
Max Qty: 250 Max Qty: 250 Max Qty: 250 Max Qty: 250
Finished Size: 8.5" x 11" Finished Size: 8.5'x 11° Finished Size: 8.5' x 11° Finished Size: 8.5 x 11°

MEDICARE PLANNING GUIDE. ! MEDICARE PLANNING GUIDE.

ORDER NOW ORDER NOW
2018 WC CB PPO2 ONLY SALES- 2018 WC CB PPO2 SALES-BROKER 2018 WC NO CB SALES-BROKER

BROKER

Max Qty: 250 Max Qty: 250 Max Qty: 250

EI I I' iHMARK Finished Size: 8.5" x 11" Finished Size: 8.5°x 11° Finished Size: 8.5' x 11°
&




Ordering Enrollment Kits

Step 4

Please make sure you confirm the counties listed to ensure you are ordering the
correct version.

2018 SW CB PPO1 Sales-Broker b 4

Max Qty: 250
Finished Size: 8.5" x 11"

Counties: Allegheny, Beaver, Butler, Fayette, Greeng,
Washington, Westmoreland

Reset Filters

Letter: Choose ¥

MEDICARE PLANNING GUIDE.

[ LR ]
AT W0 YRS e RO PR
Product:
- d

i—_-i Continue Shopping
HIGHMARK.




Ordering Enrollment Kits

Step 5

You can select "Custom" if you would like to order personalized kits or you can
select "Generic" for non-personalized kits.

2018 SW CB PPO1 Sales-Broker b 4

Max Qty: 250
Finished Size: 8.5 x 11"

Counties: Allegheny, Beaver, Butler, Fayetie, Greene,
Washington, Westmoreland

Reset Filters

Lefter: ‘ Choose ¥ i
MEDICARE PLANNING GUIDE. ] Choose

Custom

e —

b o

i—_-i Continue Shopping
HIGHMARK.




Ordering Enrollment Kits

Step 6

If Custom is selected, you can enter your first and last name, your daily
availability, your NPN and your phone number as is should appear within the
enrollment kit. Once completed, select “Update Preview”.

= Split Window Q, Review My Job @ Help X Close




Ordering Enrollment Kits

Step 6 - Example

Below is the cover letter, application and application submission confirmation
pages that are customized according to how the fields are completed above —
these will also be available on the preview pages.
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Checking Out

Section 3



Checking Out

Step 1

After selecting "Add to Cart" on the bottom right of the page, you will be taken
to a "Cart" page where you can confirm your order. You can change the quantity

of your order on this page and/or select “Continue Shopping” to add more
materials to your order.

Please be sure to check your shipping address.

If incorrect, you can make the change in the "Select a shipping address & shipping options” page or
you can “Edit Profile” in the upper right hand corner drop down below your name.

CART

Products Quantity

2018 SW CB PPO1 Sales-Broker
# ... ltem Name: 2018 SW CB PFO1 Sales-Broker
&

1

W Save for later

i Remove

HIGHMARK.




Checking Out

Step 2 “FIGHMARK.
(1)

After selecting "Proceed to
Checkout", the following screen R S e e e
will capture the necessary

shipping information. Please
confirm the shipping
information is correct before
placing your order.

ADDRESS

P4 - Pennayhaanda

*When you enter a shipping
address for an order, it can be _
saved to your address book to
use for future orders by clicking
the “Save to Address Book”

15222

checkbox.
.:FHGT_'MARKQ



Payment Details Page

Step 3

As the final step, the payment screen is d
payment due will be zero:

isplayed. For almost all products,

“TNIGHMARK.

Payment

Shipping

How would you like to pay?

authorization may not reflect the final total. You will only be charged for the final amount.

PAYMENT METHOD

Please select a payment type.

® Zero Payment

ZERO PAYMENT

Thank You!
No payment has to be made

4= CONTINUE SHOPPING

@ *Yourorder contains estimated amounts; final charges will be calculated upon completion of your order. If paying by Credit Card, the initial

3

Finish

Products

Freedom Blue NEPA CB1 Broker - Custom
Cover/Generic Letter

Item Name: Freedom Blue NEPA CB1 Broker -

Custom Cover/Generic Letter

PLACE MY ORDER -»

HIGHMARK.



Order Status

Section 4



Order Status

Below is an example of what you will be able to view on the order status screen.
Once your order is approved and has shipped, you will be able to click on the
“Shipped” hyperlink and view the shipping status:

I M P E R I I l M Eergimeail ®  welcome, Jenna
P To G d o hee‘tel' E Have Questions?
awer o Lomman Contact your CSR
% Feedback
SecurePRO ShopPRO ReportPRO HFIS
Job Status Live Orders. c;- Cancelled Orders D 0
Status Order/Job # Project Name Status Order Created By order Created On Actions
> [l  HM1is065CPAP0D9BOL HM SR POD - Highmark Admin Processing Matt Kuhns 09/02/2015 [oX ] E|
> HM2015_59047983 HM SR POD - None Shipped on 08/28/2015 | info@directedje.com 08/27/2015 o0
> HM2015_59047982 HM SR POD - None Shipped on 08/28/2015 | info@directedje.com 08/27/2015 o0
> M 172 HM SR POD - Storefront Processing HMTest_Admin 09/04/2015 [
> 171 HM SR POD - ShopPRO Order Order Pending Approval lollinger 09/04/2015 o
170 HM SR POD - ShopPRO Order Order Pending Approval dstest 09/04/2015 2 G
> [l  HM1is065WPAPODS12 HM SR POD - Highmark Admin Processing Darren Davies 09/04/2015 [
169 HM SR POD - Storefront On Back Order LOllinger 09/04/2015 o
.
IL/ILI.Z 3 4|L“l| 400 items in 4 pages

*To see the status of shipped orders, please ensure you click the “Shipped
Orders” toggle above which will turn green when selected.

HIGHMARK.



Order History

To view your order history, select the ShopPRO tab from the menu ribbon on the
Order Status page:

[
I M P E RI U M Bfowg;teoyeogzr % welcome, Jenna

9 Have Questions?
Power To Command Contact your CSR

@® Feedback

o

JOb Status Live Orders c Cancelled Orders | 0

Shipped Orders Unapproved Crders (/'

Statu Order/Job # Project Name Status Order Created By Order Created On Actions

HIGHMARK.




Order History

On the following page, navigate to the upper right hand corner and hover over

your name — then select the “Order History & Status” option:

# HOME @ HELP

| ORDER HISTORY & STATUS

ADDRESS BOOK

Order History & Status ORDER HISTORY & STATUS
MY SAVED FILES

My Profile

Time period Show status Sort by MY SAVED JOBS

Address Book | One Week v All v Order Date
MY DOWNLOADS

Print Shop Order # 297 User approved LoGouT

Order Date 2/8/2016 10:09:22 PM Central PA Estate Planning Educational Flyer
My Saved Files

Due Date 2/11/2016 1:30:00 PM
My Saved Jobs
My Downloads

Spending Accounts Usage

*You can click on the Order Number to view the order details

HIGHMARK.
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