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SEARCH FOR A BENEFICIARY 
Search Profiles 
When you log into the Connecture platform, your screen will automatically default to the Dashboard 
view.  
 
Use the Search Profiles button to see if a lead has an existing profile before entering a new one. 
Access the Search Beneficiary screen by following the steps below. 
 
1. Go to the top right side of the screen 

 

 
 
2. Click on the drop down next to the Search button 

 

 
3. Select Search Beneficiary  
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4. Start searching for the individual by entering their information in the blank fields. The more search 
criteria you enter, the more specific your results will be.    

 

 
 

**If you are unsure if the person you are speaking to has a profile built in Connecture, it is best 
practice to search. If you search for someone and enter their First and Last name, Date of Birth, 
Phone Number, and email Address, and no results are found you can create a profile from the 
information you entered. This will save you time since you are not rekeying information you already 
entered.  
 
5. If the individual that you are searching for does NOT have an existing profile, you will see the 

below message. You can proceed to create a new profile.  
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6. If the individual that you are searching for does have an existing profile, you will see the below 
message. You can proceed by clicking on their name to view their profile and access the 
application’s details: 
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Profile Page  
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The Profile page can also be found by Searching Beneficiary or using the New Profile button at the 
top of the navigation page.  
 
You are encouraged to add as much information as possible on the Profile page because information 
does prepopulate throughout the system, specifically the information in electronic enrollment form. 
 

Create Profile 
If a profile does not exist for a lead, you can create one. Creating a profile is the first step of a 
consultation and is required to send an SOA or send a link to the Consumer site through Connecture. 
 

 
 

1. To begin a new consultation, click . You can now input the beneficiary’s 
health, subsidy, and drug information into Connecture. 

 
2. After selecting Create a new profile you will be taken to the Profile tab. The only required 
     f ields are first name, last name, date of birth, and ZIP code.  
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Create/View Notes 

Notes can be added to a profile from the Profile page. To add a note, click   on 

the right navigation. Select  to add your note.  

 
You can add a note if there is anything specific that you want to mention to the beneficiary, as you 
move through the system existing notes will start to prepopulate for you as the agent.  

 

Create/View Tasks 

As with notes, Tasks can be added from any Profile. To add a note, click  on the right 

navigation panel. Select  to add your task.   
 
 

Quote History 
Within the Profile page you will also see a section called Quote History. In this section you will see 

any quotes sent to the beneficiary in the past as well as enrollment history. You will be able to view 

past enrollment in PDF form.  

 
You will also be able to continue with an enrollment that may already be in progress.   
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SUBMIT AN SOA 
Send and Complete Scope of Appointment 
 
The SOA button will be found at the bottom of the Profile page, by clicking 

 
 
1. Once on the SOA page, there are four different ways to complete the SOA.  

a. You can upload your own SOA form by clicking on the upload button. 

b.  You can print a consumer form and upload that back into the system.  
c. You can send an electronic SOA via email of electronic text.  

d. You can take the enrollment using the call recording option. Details are explained later in 

the Agent Call Recording section.  
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2. Once an SOA form has been completed by the beneficiary, you will see the below message 

appear on the SOA page.  

 
3. As the agent, you will have to finish the form by selecting Complete Form.  

 
4. Your agent first and last name will prepopulate, but you will need to populate the fields below:  
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5. Once you have filled out all f ields, click on . 
 
6. Once you submit the broker form, you will see that the SOA was completed and you will also be 

able to view a PDF of that scope.  

 
7. Once you have completed the Scope of Appointment, you will see two options at the bottom of the 

screen: Add Preference and Continue to Plan.  
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VIEWING AND COMPARING PLANS  
The plan list page will display all the plan options you can select as an agent.  
 
1. You will see the different plan types at the top of the screen. 
 

 
 

2. You will be able sort using different plan criteria. 

 
 
 
3. You can view individual plan details by clicking on Plan Details.  
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4. You can add to quote a plan. 

 
 
5. You can add a plan to your cart to begin the enrollment process.  

 
 
6. You can also select up to three plans to compare side by side.  

 
 

Adding Preferences  
On the left side of the screen, you will see the Preferences options box. At this point you can go in and 
start adding beneficiary preferences. To do this click on the Add Preferences button.  
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Get Started Page  
Once you click on Add Preferences you will be directed to the get started page.  
 
1. The beneficiary zip code will prepopulate  
2. You will be able to select what coverage type they are interested in.  
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What you answer here will be reflected on the plans list page. Also, on this page you will be able to 
enter the following:  
 
1. Health Preferences  

 
 
2. Prescriptions Preferences 
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3. Pharmacy Preferences 
 

 
 
Once your preferences are added, you will see them on the left side of the Plan Details screen. If you 
need to update the preferences, you can simply click edit next to the preference you need to edit. The 
plan cards will also be updated once your preferences are selected.  
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PLAN COMPARISON 
Compare Plans 
From the Plan Overview screen, you will have the ability to compare up to three plans to compare 
side by side by clicking on Add to Compare.  
 
1. Select the three plans you would like to compare and click Compare now.  
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This will take you to the Compare Plans page.  
 

 
 
Make sure that you check off Show Plan Differences so that you can see the plan difference 

highlighted in yellow.  
 

You will also see that the plan details are broken down in sections  

1. Costs  

2. Plan Benefits  

3. Pharmacy  

4. Prescriptions  
5. Provider Directory  
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From the Compare Plans screen you will also be able to do the following:  
 

1. Add to Cart  

 
 

2. You can also send a multi plan quote: 

 
 

3. Dive deeper into any plan by selecting Plan Details  
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Plan Details  
The plan details page will display the Plan Details tab, as well as Prescriptions and Total Costs.  

 

 
 

From the Compare Plans page, you will also be able to Add to Cart to begin enrollment process and 

send a quote.  
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1. To send a quote from the Plan Details page, just click on Send Quote. 

 

2. You can also send multiple quotes from the Plan Comparison screen by selecting Send Quote 
for up to three plans.  

 

3. When you send a quote, you will see a pop up appear that will allow you to enter the 

beneficiary’s email address and a blank field for you to enter a message to the beneficiary.  
 

4. When you click Send Quote, you will get a message letting you know that the quote was 

successfully sent.  
 

5. The beneficiary will receive two emails: one with the authorization code email, and one with 

the quote itself.  
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ENROLLMENT PROCESS  
 

1. To begin the enrollment process from the Plan Comparison page, click on Add to Cart.  

 
 

2. You will now see the Cart screen. You will have two options; 1) send to beneficiary to sign and 

submit or 2) complete and submit the form yourself. The second option should be used 
only if you are sitting face to face with the beneficiary.  
 

3. Click Continue to apply. 

 
4. You will now see the Enrollment Form appear. 

a. A progress bar will mark your progress on the application  

b. Since you entered some of the information when you created the beneficiary profile, 

that information will prepopulate on the enrollment form 
c. All required fields must be prepopulated, or you will not be able to move forward  

 

5. Once all information is filled out, you will have the option to send to beneficiary via email or 
text by clicking on Send to Beneficiary 

 

6. A success message will appear, and the beneficiary will once again receive two emails: one 

with an authorization code, and the other email with the application. 
 

7. The beneficiary will be able to submit the application from their confirmation email.   
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AGENT CALL RECORDING  
 

Use Agent Call Recording to record the shopping experience, plan comparisons, Scope of 

Appointments AND enrollments. 
 

1. For Shopping, Plan Comparisons and SOA: Agent can call the beneficiary for their scheduled 

appointment (outbound calls). For Enrollment ONLY interactions: Agent can call the beneficiary 

(outbound calls) . 
 

2. Once you are on the Profile page, the Start Call Recording button will be located on the top right 

side of the screen.  
 

 
 

3. Call recording information is clearly displayed in the sidebar on the right-hand side of the screen 

on the platform. 

 
4. Agent takes the beneficiary through Scope of Appointment, Shopping and Enrollment. Recordings 

are linked with beneficiary profile for ADMIN to retrieve and review. 

 

5. The recordings will be stored in the Connecture site for one year.  
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HEALTH ASSESSMENT FORM  
 

Health Partners Medicare is now offering an incentive payment to all brokers who complete a Health 

Assessment during a 2023 enrollment in our Special (SNP HMO) plan, Silver (HMO-POS) and 

Platinum (HMO-POS) plans. The Health Assessment can be completed and submitted 
through Connecture. 

 

Once an application is submitted, you will have the option to complete the beneficiary’s Health 

Assessment form by clicking on the Complete Health Assessment button of the Application 
Confirmation email.  

 

 
Once submitted, the Health Assessment will be transmitted to HPP’s Care Coordination team. 

 

https://medicare.healthpartnersplans.com/find-a-plan/2023-special
https://medicare.healthpartnersplans.com/find-a-plan/2023-silver-and-platinum
https://medicare.healthpartnersplans.com/find-a-plan/2023-silver-and-platinum
https://hppmedicare2.destinationrx.com/PC/2023/Account/Login
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