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Complete New Agent Onboarding Application

Complete the Application

1 Navigate to https://agent.communityhealthchoice.org/

2 Click "Become an Agent"

https://agent.communityhealthchoice.org/
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3 Click "Apply Now"

4 Click here to indicate the type of application you are completing.
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5 Click here to select the line of business you are applying for.

6 Click the "*First Name" field.
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7 Type "Your First Name"

8 Click the "Middle Name" field.

9 Type "Your Middle Name" (if applicable)
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10 Click the "*Last Name" field.

11 Type "Your Last Name"
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12 Click the "*SSN" field.

13 Type your SSN
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14 Click the "*Confirm SSN" field and re-type your SSN

15 Click the "*Agent NPN" field.
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16 Type "Your NPN"

17 Click "NIPR Lookup" to validate your NPN.
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18 Click the "*Email" field.

19 Type "Your Email Address"

mailto:angelc+2345@test.com
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20 Click the "*Street Address" field.

21 Type "Your Street Address"
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22 Click the "*City" field.

23 Type "Your City"
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24 Click the "*State" field.

25 Click "Your State"
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26 Click the "*Zip" field.

27 Type "Your Zip Code"
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28 Click the "*Phone" field.

29 Type "Your Phone"
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30 Click the "*DOB" field.

31 Click this dropdown to select your birth year.
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32 Select the month and the day of your birth.

33 Click the "*Gender" field.
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34 Select your Gender

35 Click "Next" to proceed.
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36 Click the "*Agency NPN" field.

37 Type "Your Agency NPN"
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38 Click the "*Agency EIN/Tax Id" field.

39 Type "Your Agency EIN/NPN"
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40 Click "NIPR Lookup" to validate your NPN

41 Click the "*Agency Name" field.
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42 Type "Your Agency Name"

43 Click the "*Agency Street Address" field.

44 Type " Your Agency Street Address"
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45 Click the "*Agency City" field.

46 Type "Your Agency City"
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47 Click the "*Agency State" field.

48 Click "Your Agency State"



24

49 Click the "*Agency Zip" field.

50 Type "Your Agency Zip Code"
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51 Click the "*Agency Email" field.

52 Type "Your Agency Email"
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53 Click the "*Agency Phone" field.

54 Type "Your Agency Phone"
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55 Click "Next" to continue the application.

56 Click the "*New Password" field and type your desired password.
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57 Click the "*Confirm New Password" field and re-type your desired password.

58 Click "Set Password"
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59 If the passwords don't match a warning message will appear. To clear the
message, click the "*New Password" field and re-type your desired password.

60 Make note of the email address and password combination used. It will be used as
your username and password for your account.
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61 Click "Set Password"

62 Click "Next"
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63 Click "Upload Files" to upload your W9 Tax form.

64 Click "Done"
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65 Click the "*Name of entity/individual" field.

66 Type "Your Name of Entity/Individual" as it appears on your W-9 form
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67 Click the "*Business Name" field.

68 Type "Business Name" as it appears on your W-9 form
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69 Click the "*Street Address" field.

70 Type the "Street Address" as it appears on your W9 Tax Form.
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71 Click the "*City" field.

72 Type "Your City" as it appears on your W-9 form
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73 Click the "*State" field.

74 Click "Your State" as it appears on your W9 tax form
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75 Click the "*Zip" field.

76 Type "Your Zip Code" as it appears on your W9 tax form.
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77 Click "Upload Files" to load your TDI license doucmentation.

78 Click "Done"
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79 Click the "*TDI License Number" field.

80 Type "Your TDI License Number"
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81 Click here.

82 Click here to select the Month "Your TDI License" expires.
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83 Click "The Day of the Month"that your TDI License expires.

84 Click "Next"
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85 Click the "*Carrier" field.

86 Type "Your E&O Carrier"
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87 Click the "*Policy Number" field.

88 Type "Your E&O Policy Number"
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89 Click the "*Policy Amount Per Occurrence" field.

90 Type "Your Policy Amount Per Occurrence" for your E&O policy.
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91 Click this icon.

92 Click "The Month, Day, and Year" your E&O policy is effective.



46

93 Click here.

94 Click "The Month, Day, and Year" your E&O policy expires.
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95 Click "Upload Files" to upload your E&O declaration page.

96 Click "Done"
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97 Click "Next"

98 Answer the Certification Questions.



49

99 Answer the Certification Questions.

100 Answer the Certification Questions.
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101 Answer the Certification Questions.

102 Click here.
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103 Answer the Certification Questions.

104 Answer the Certification Questions.
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105 Answer the Certification Questions.

106 Answer the Certification Questions.



53

107 Answer the Certification Questions.

108 Answer the Certification Questions.
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109 Answer the Certification Questions.

110 Answer the Certification Questions.
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111 Answer the Certification Questions.

112 Answer the Certification Questions.
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113 Click "Next"

114 Click the "*Name" field.
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115 Type "Add the Previous Name"

116 Click "Next"

Optional Save for Later



58

117 Click "Save for later" to save your progress and resume your application at a later
time.

118 Click "OK"
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119 Click "Back to Home"

120 Click "Your User" link.
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121 Click "Logout"

Login back in to Complete your application

122 Click the "Email" field to add your email and password.
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123 Click "Log in"

124 Click "Resume Application"
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125 Click "Upload Files" to your AHIP Certificate.

126 Click "Done"
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127 Click "Next"

128 Click "Submit" once you have read the screen and agree with the
acknowledgment.
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129 Click the"Quiz URL" to complete the required quiz.

130 Click "Start now" to take the quiz.
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131 Once we receive your quiz results your application will be submitted for review.
You can click "View Case" to see your submitted case details.


