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Step-by-Step Contracting 
Instructions 
 

New Brokers 

The login used for contracting will be the exact same logins you will use when logging into your 
Broker Portal once contracted and appointed. 

 

Existing Brokers 

Current logins being used for Broker Portal access will be the same logins used for contracting. 

 Log into the Broker Portal 

 Click on the drop down arrow next to the agent’s name, select My Profile 

 Click on the In Progress Applications tab to start the contract/application 
 

 

 

Tips 
 Ensure that you enter the correct SSN/TIN that is tied to your NPN on the contract. 

 You can stop and resume contract later. The same username and password initially created  
is what you will use to do so.  

 Upon logging in to resume a contract, you will be directed to the Onboarding Contract  
Portal only.  At this point, full portal access is not granted.  
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Getting Started with the Contract 

 You will receive an email with the link to start the onboarding process. 

 Click on Get Started button in the email. 
 

 
 

 If you are a new Broker to Ambetter, you will be directed to the Registration Page to create 
a password and obtain your username 

 If you are an existing Ambetter Broker adding additional contracts, you will be directed  

to Login Page. 
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 Once you register or login, you will be redirected to the application. 
 

 

 

 You must enter DOB in this format MM-DD-YYYY, NPN and SSN. 

 If the state of Florida is selected for contracting, you must answer if you are a resident  
of Florida. 

 If the Broker is a Producer, they must answer if they are contracting through an Agency.  
If yes, the Broker has to enter the ETIN for the Agency. 
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 After you enter all the details and click on Next, the call to NIPR will be made to bring  
in all the Licenses, Appointments, Certifications and Addresses. 

 All your licenses will be displayed and there will be a green tick next to the states that you  
were invited for and have a license for in that state. 

 

 
 

 After NIPR returns the states, you can click on Continue. 

 The Contact Residence and Business Address will be returned. You can validate the address, 
make changes if needed and click on Next. 
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 Every Broker must have E&O Insurance of at least $1,000,000. 

 If you do not have E&O Insurance, the application will be rejected. 

 After entering the E&O details, click on Continue. 
 

 
 
You must answer the License confirmation Questionnaire and enter your FFM user ID then click 
on Continue. 

 FFM User ID will be your username used on the portal.cms.gov website. If you are only 
contracting in WA, NV or PA and do not have an FFM User ID, you may enter your license 
number. 

 



 

AMBCNTRTNG  8/21 6 

AMBETTER BROKER TUTORIAL 

Contracting Step-by-Step Guide 

 
 

 You must answer the Criminal History Questionnaire and click on Continue.  
 

 
 

 If you answer Yes to any of the questions you can continue with the flow, but the  
application will be set to manual review. 
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 If you select Yes for Bankruptcy, the application will be rejected. 

 If you as the Broker are a Producer, the W9 form has to be completed. The Broker has  
to fill in the missing details and sign the W9 form. 
 

 
 

 After the W9 the contract is generated for the Broker to sign. 
 

 
 

 After the Broker signs the contract and clicks on Next, the Application is successfully 
submitted. 
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Checking Status of Contract 
 

New Brokers 
 Log into the Onboarding/Broker Portal 

 On the Home page in the Applications tab is where you can see the status of your contract. 
 

 
 

Existing Brokers 
 Log into the Broker Portal 

 Click on your name on the top right then select My Profile 

 Scroll to the bottom and in the Applications tab is where you can see the status of your contract. 

 

Statuses 

New: Contract has not been started yet 

In Progress: Contract/Application has been started but not completed/signed yet 
Manual Review: Need to be reviewed by our Agency team and/or needs further information 

from Agent 
Signed: Contract has been completed and submitted 
Submitted: Contracted has been received and is in Background Check or in final review 
Countersigned: Contracting/appointment process has been completed & approved 
Rejected: Contract was declined or Agent did not complete contract within 10 days 
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FAQs 
 
Q: My In Progress Application tab on my home page is blank and there’s no link to click. 
Where can I complete or open my contract? 
A: Click on your name in the top right > My Profile > Scroll down and click on In Progress 
Applications tab to open the new contract link. 
 
 
Q: Why does my W9 have my individual name and tax ID instead of my agency?  
A: The agent did not select “Yes” in the first page of the contract. The contract will not allow 
you to go back to the 1st page so you would need to contact Broker Sales Support to send out a 
new contract link. 
 
Q: I am getting an error message indicating my NPN cannot be verified with NIPR.  
A: Please copy and paste your name from the state DOI site and make sure to enter your 
birthdate with hyphens (MM-DD-YYYY) instead of backslashes and enter your social in digits 
only. 
 
Q: The contract invitation has expired before I got to it, can you resend me a new link?  
A: Please request a new contract invitation through your up-line agency and/or speak to your 
Ambetter Sales Representative for a new contract invitation. 
 
Q: How can I add another state in my contract? 
A: You will need to contact your Ambetter Sales Representative to get approval on adding any 
other states. If you are a Sub Producer you will need to contact your Agency. 
 
Q: How long does it take for the background check?  
A: Contracting can take up to 7-15 business days with state appointments and backgrounds. 
 
Q: How long do I have to fill out the contracting on boarding?  
A: You have 10 business days to fill out our contract before the link expires and you will need a 
new one. 
 
Q: How will I know when my contract has been completed?  
A: You will receive a welcome email from contracting stating you’re ready to sell. 
 
Q: How will I know if I am being contracted with the right agency or up line?  
A: When the invitation for contracting is sent it is important to make sure the contracting 
agency name is correct in the welcome letter (1st page) to get started to being contracted. 
 


