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Getting Started 
Thank you for  

Before You Begin 

To successfully onboard with Gateway Health, you’ll need the following: 

 Your name as it appears on your insurance license(s); 

 Your NPN number; 

  2017 AHIP certification.  

Later in the process you will be asked to scan and upload copies of your AHIP, W-2, banking 

form and agent agreement (links to these documents are all provided in the onboarding 

process.) 

Gateway Health     

Agent Support 

888-871-0417 

Mon - Fri 8:30am - 6pm  

 



Pg. 02 
 

 
   

 

Create Your Profile 
Your agency will send you a link to register with Workflow. It should look something like this:  

Click the link in the email. This starts the Onboarding process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

XXXX 

Need to find 

your NPN? Visit 

the National 

Insurance 

Producer 

Registry. 

http://www.nipr.com

/PacNpnSearch.htm  

http://www.nipr.com/PacNpnSearch.htm
http://www.nipr.com/PacNpnSearch.htm
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You’ll be directed to the following screen. Enter your first and last name, your email address, 

NPN, agent code (which you’ll find in the email from your agency), and your desired user ID. 

Note that the system will automatically add the suffix 2017 to all user IDs. After you’ve filled in 

all the fields, click the Submit button. 

 

After you enter your information, you’ll see a screen with the following warning. Close out of the 

application and look for your login email in your Inbox. 

 

 

 

 



Pg. 04 
 

 
   

 

Login to Workflow 
After you hit the submit key, you’ll receive an email similar to the following from 

agspec@gatewayhealthplan.com (be sure to check your spam folder if you don’t receive it). 

Select the Click Here link in the email to move to the login screen. 

 

 

 

 

 

XXXX 

 

agent2017 

mailto:agspec@gatewayhealthplan.com
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The link in the email takes you to the Workflow login screen, as shown in the screenshot 

below. Using the information from the email, enter your login name, the temporary password 

and the domain.  

 

 

 

 

Next, you’ll be prompted to enter a new password. Confirm the password and click the Change 

Password button. 

 

 

 

 

 

 

 

 

 

 

The domain is always 

GatewayHealthPlan. It is 

not case sensitive. 

agent2017 
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Select States for Appointment 
After you change your password, you’ll be directed to a screen similar to the screenshot below. 

Click on the blue link to go to the next step, selecting your states for appointment.  

The next screen allows you to select the states in which you are licensed and would like to be 

appointed to sell for Gateway Health: Pennsylvania, Ohio, North Carolina and/or Kentucky.  

 

Enter your name as it appears on your insurance license and select the box for each of your 

chosen states. Then click the Review Information icon. Unsure how your name appears on 

your insurance license(s)? Visit http://www.nipr.com/ and to see your license in each state.  

 

 

 

 

agent2017 

Agent2017 17 Certifications xxxx-Agent2017-

20160715 

http://www.nipr.com/
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Enter Your Information & Upload AHIP  
Now it’s time to enter your personal information and upload your AHIP, agent agreement and 

other forms. After you select your states for appointment, the following screen appears, with 

some of the fields already filled in – review the pre-populated fields for accuracy. Complete the 

empty fields and click on the NEXT button (not Submit) once everything is complete.  

 

 

 

 

 

 

 

 

 

 

 

Agent 

2017 

xxxx 

1234566 

2017agent@isellgateway.com 412-555-1212 
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Clicking Next moves you the Agreement and AHIP Uploads tab.  

First, select your agent type. 

 Captive – agents contracted through an upline agency; 

 Non-captive – agents contracted directly with Gateway Health; 

 Internal – Gateway Health employees. 

Click on the red links to download the appropriate forms. 

 Captive – Agent Acknowledgement and Assignment Signature Pages; 

o Sign and upload the Signature Pages; 

 Non-captive – Agent Contract and Agent Signature Pages; 

o Sign and upload the Signature Pages; 

 Internal – n/a. 

Read, scan and save the signed forms to your computer. Click on the icon to submit the 

signed document to Gateway.  

 

 

 

 

 

 

  

 

 

 

 

 

Need help 

accessing or 

uploading forms?  

Gateway Health     

Agent Support 

888-871-0417 

Mon - Fri 8:30am - 6pm  

If you do not have 

uploading 

capabilities, you 

may fax your 

documents 

directly to Agent 

Support at  

844-207-0335. 
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Now it’s time to upload your completed AHIP certificate. If you haven’t yet completed your 

certification, click on the blue link. Save your AHIP certificate to your desktop and submit it to 

Gateway by using the  icon. Then type in the date you completed your AHIP certification 

and click on the Next button (not Submit). 
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Code of Conduct & Authorization for 
Consumer Reports 
The next step is to read and accept Gateway’s Code of Conduct and Authorization for 

Consumer Reports. You’ll also attest to having errors and omissions coverage. First, read the 

Code of Conduct and click on the Accepted box – you should see a check mark appear. 
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Now scroll down to read the Authorization for Consumer Reports and click the Yes box. Again, 

you should see a checkmark. Do the same for the Attestation of Errors and Omissions 

Coverage. 

 

 

Now click the Next button to move to the next tab, Banking Information. 
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If you’ve uploaded your ACH and W-9 information in the past, and nothing has changed, click 

submit. If you need copies of the forms, click on the links in red to download them, then scan 

click on the icon to upload the completed forms.  
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Certification Training in Litmos 
After you’ve entered your information and upload your documents, you’ll receive an email from 

agspec@gatewayhealthplan.com with a link to the Litmos system. This is where you’ll 

complete the Gateway Medicare Assured 2017 product training. You must score 85% or higher 

on each module for your certification. 

 

Click the link provided in the email. You’ll be taken to a screen similar to the following. Select 

the Gateway Medicare Assured 2017 Product Training link and click through to get started. 

 

 

 

 

 

 

 

 

 

 

clickheretocertify 

 

agent2017@isellgateway.com 

agent2017 agent2017 

mailto:agspec@gatewayhealthplan.com
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There are six modules to complete, each with two parts. The first part is the training 

component, the second is an assessment. Note that you must read each training component in 

full and pass all six assessments to be certified.  
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Appointment 
After you’ve passed your certification training, Agent Support reviews your information to 

ensure all details are accurate and that we have everything we need to get you appointed to 

sell for Gateway. You’ll receive a welcome email within 24 and 72 business hours and you’re 

now ready to sell Gateway’s 2017 products.  
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CRM 
 

If you’re new to Gateway, once you’re appointed you’re ready for CRM training. CRM is the 

system we use to store leads and upload enrollment applications. You’ll receive a welcome 

email from xxxx@gatewayhealthplan.com within 24 to 72 business hours of completing your 

Litmos certification; if you don’t receive it, be sure to check your spam folder. It contains 

registration details for the next CRM training webinar. Once that’s completed, Agent Support 

will activate you in the CRM system and you’ll be ready to sell Gateway’s 2017 products! 

 

 

 

 

 

 

 

 

mailto:xxxx@gatewayhealthplan.com
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Contact Information 
 

 

Eric Fleming 

Director of Sales 

Tel (724) 831-6317 

Fax (412) 918-8603 

efleming@gatewayhealthplan.com 
 

 

 

Rob London 

National FMO Manager 

Tel (412) 651-5523 

Fax (724) 550-4255 

rlondon@gatewayhealthplan.com  

Company Information 
Gateway Health 

444 Liberty Avenue 
Pittsburgh PA 15222 

 

medicareassured.com 

gatewayhealthplan.com  

 

Member and Provider Services 

800-685-5209 

 

Fraud and Compliance  

800-685-5235  

 

mailto:efleming@gatewayhealthplan.com
mailto:rlondon@gatewayhealthplan.com
https://medicareassured.com/
http://gatewayhealthplan.com/

