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2023 Molina Medicare Contracting Process Job Aid 
 
For Agencies 
 
1) Agency Invitation 

• Complete all fields as shown below and click Create. 
 

 
 
 
 

2) The Agency will receive an email to log into the Workflow Onboarding system. They will be 
instructed to change their password after signing in with the credentials provided in the email. 
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3) Once you have logged in, click on the Onboarding case assigned to you. 
 

 
 

 
 

4) Enter the TIN/FEIN for the Agency and the Principal SSN in the fields below.  
5) Check the box to authorize Molina Healthcare to request a PDB Report. 
6) Click Submit. 
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7) Using the General tab, complete all required fields (*). 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
8) On the Licenses tab, you will select the states you wish to be appointed in. 

• Please note: You will only see states you are licensed in, and your direct upline is 
appointed in. 

 

 

 

 

 

9) The Appointments tab, shown below, will show which states you currently have appointments for 
Molina in. 



 

 

10)  On the Background Questionnaire tab, you will respond to the eight Yes/No questions listed. 

• This is for the Principal Agent. 
 

 
 

 
 

11)  On the Background Agreement tab, you must sign the Principal Agent name as it appears on 
the General tab to the three attestations which are as follows: 

• FCRA Agreement 

• Disclosure Agreement 

• Authorization Agreement 
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12)  On the E&O Insurance tab, please complete all fields listed below. 
 

 

 
 

 

13)  On the Banking Information tab, complete all fields for administrative fees to be paid. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

14)  On the eSignature tab, please sign all DocuSign agreements. 
 

15)  On the LOA Acknowledgement tab, please read through the acknowledgement and then click 
Accept. 



 

 

 
 

 
16)  Complete the Principal Certification during the onboarding process. 

17)  On the Certification tab, you will click the icon to complete the required certification. 

18)  Lastly, you will navigate to the Submit tab and click Submit. This will send the contract to 
the Broker Support Unit for review. 
 

 
 

For Agents 
 

1) Agent Invitation 

• Complete all fields as shown below and click Create. 

• Agent Types: 
o Participating Producer – Independent Producer 
o Licensed Only Agent (LOA) – Employed Agent 
o LOA Telesales – Employed Telesales Agent 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 

2) All agent levels will receive an email to complete their contracting. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
3) Once you have logged in, click on the Onboarding case assigned to you 

 
 
 
 
 
 
 
 
 
 
 
 
     4) On the Licenses tab, you will select the states you wish to be appointed in. 

• Please note: You will only see states you are licensed in, and your direct upline is appointed 
in. 

 

 

 

 

 

 

 

      5) The Appointments tab will show which states you currently have appointments for Molina in. 



 

 

6) On the Background Questionnaire tab, you will respond to the eight Yes/No questions    
listed. 

• This is for the Agent. 
 

 
 

7) On the Licenses tab, you will select the states you wish to be appointed in. 
• Please note: You will only see states you are licensed in, and your direct upline is appointed 

in. 
 

 

 

 

 

 

 

 
8) The Appointments tab will show which states you currently have appointments for Molina in. 
 
9) On the E&O Insurance tab, please completed all fields listed as shown below. 
 



 

 

 

 
10) On the Banking Information tab, the Participating Producer will complete the Banking 
Information tab fields listed below for compensation to be paid to. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11) Agents will complete their certification during the onboarding process. 
 
12) On the Certification tab, please click the icon to complete the required certification. 
 
13) Participating Producers are required to sign all DocuSign agreements which can be found on the 
eSignature tab. 
 
14) For Licensed Only Agents (LOA) and LOA Telesales Agents, click on the LOA Acknowledgement 
tab. Please read through the acknowledgement and then click Accept. 
 
15) Lastly, navigate to the Submit tab and click Submit. By clicking Submit, this will send the contract to 
the Broker Support Unit for review. 


