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Epic Scheduling is a tool used to schedule Sales Welcome Calls with the Molina Medicare Concierge team. 
 

To schedule a Sales Welcome Call 

• Open the Epic Scheduling website with the link provided. Welcome Call Scheduling Tool 
• On the first screen, enter the required details: 

o Callback Type: 
i. Sales Welcome Call 

o Requestor Name 
o Requestor Email 
o NPN 
o Rate Code 

i. Note: Any plan rate-codes not included in the dropdown are considered out of scope. 
ii. Rate Code format is listed as “Year State Contract-PBP”. Example: 2024 AZ H8845-002 
iii.  MMPs will be at the top of the list. 

o Plan Effective Date 
o Medicare ID (MBI) 
o Member’s Time Zone 
o Member’s Preferred Language 

• Once all fields have been completed, click Continue. 

https://mychart.molinahealthcare.com/MyChart/openscheduling/standalone?dept=141,142,143,144,145&vt=304
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• The Scheduling screen will appear and show available dates and times. 
o Use the section on the right side to select a specific date or to refine times by AM and/or PM. 
o DSNP/MAPD Reminder: Ensure appointments are scheduled (2) weeks after the enrollment 

date and up to (7) days after effective date. 

 
MMP Reminder: Due to compliance requirements, 

MMP appointment calls MUST be scheduled within the member's first month of enrollment. 
 

 
 

• Select the desired Date and Time for the Sales Welcome Call. 
• Once selected, a CAPTCHA window will appear. 

o Select I’m not a robot checkbox. 

 

o Follow the instructions to pass the validation. 



Epic Scheduling: Sales Welcome Call 

LAST UPDATE: 4.16.2025 Page 3 of 5 

 

 

• The Appointment Confirmation screen will appear. 
o Review the appointment details and confirm correct. 
o Enter any additional details specific to the call in the text field if needed. 
o Select Continue. 

 

• The Finish Scheduling screen will appear. 
o Select Schedule for someone else. 
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• The Member Demographics screen will appear. 
o Enter member details. 

▪ Required fields: First Name, Last Name, State, Legal Sex, Date of Birth and Home Phone. 
o Once completed, select Next. 
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• The You Information screen will appear, complete the required fields.  

o Relationship to Patient: Sales Agent 

o Select Next to Submit 

 

• The Appointment Details screen will appear with the scheduled appointment information. 


