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UnitedHealthcare Agent Toolkit 
QUICK START GUIDE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: The Quick Start Guide was created using a UnitedHealth Producers account; however this guide 
applies to both UnitedHealth Producers and Advisors.  
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Welcome to the UnitedHealthcare Agent Toolkit! 
 
The UnitedHealthcare Agent Toolkit allows you to create customized marketing materials with targeted messages 

quickly and easily. The materials are designed to help you drive leads effectively while ensuring compliance with 

regulatory, CMS and branding standards. 

 

Accessing the Toolkit through the UnitedHealth Producers Portal 
 
To access the Toolkit, type www.unitedhealthproducers.com in your Internet browser. Then, enter your UnitedHealth 

Producers username and password in the lower right corner and click “Go”.  
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Then, click on the "Product Information and Materials" tab on the top navigation bar.  

 

 
 

 
Click on the Agent Toolkit navigation bar 
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Click on the “Agent Toolkit” details in the Agent Toolkit navigation bar 

 

 
 
Click on the “click here to link to Agent Toolkit” hyperlink 
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Navigating around the Toolkit 
 
The Toolkit home page displays highlights, news and marketing best practices. Be sure to check the home page for 

updates on a regular basis.  

 

Click on the “English Material” tab to access English language marketing material. Or you may select the “Other 

Languages” tab to access other language marketing material, such as Spanish, Chinese and Korean.  
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Material is separated by Plan-specific material, comprehensive marketing programs and informational sales support 

materials.. To promote a product or benefit, such as UnitedHealthcare Medicare Solutions, select a category under 

Plan-specific Marketing. To promote a specific message or campaign, such as Medicare Made Clear, select a 

category under Comprehensive Marketing Programs. To obtain informational sales material on products and 

programs offered by UnitedHealthcare, such as ancillary programs, select a category under Informational Sales 

Support Materials.To access material select the folder icon located next to the desired category.  
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To view material options, select a message or campaign using the icons located to the left of the screen.   
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At any time you may search for material using the search field at the top right corner of the page. Enter a keyword 

and click “Search” to populate results.  
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Profile  

 
To access your Toolkit account information select the “Profile” tab. Click “Edit Profile” to update your profile 

information.  Please note your profile information is used to populate marketing pieces available on the Toolkit. 
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After changing your information, click “Accept” to save the changes.   
 

 
 
Please note changes to your profile only apply to materials you create on the Agent Toolkit. To change your 

information on file with UnitedHealthcare, please contact the Producers Help Desk. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



12 
 

You may also upload your photo and company logo (if applicable) in your Profile. Click “Upload Photo File” to locate 

and submit your photo for approval. Then click “Upload Logo File” to locate and submit your logo for approval. 

Uploads will be approved for use within 2 business days. Please note, upload requirements must be met to obtain 

approval.  
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In Progress 

 
The “In Progress” tab contains your saved orders that are not completed. Click on a thumbnail image to continue 

working on a piece. The buttons at the top and bottom of the cart allow you to proceed to checkout and continue 

shopping. Under the options column on the right side of the screen you can edit your piece, preview your piece as a 

low resolution PDF, duplicate a piece, hold a piece until you are ready to process it, or delete it.   

 

 

 

Items in the “Hold for Later” section are incomplete or are waiting to be processed. Once the items are completed or 

ready to be processed select “Move to Cart” under the options column. 
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Archive 

 
The “Archive” tab contains completed marketing pieces. Go to the “Archive” tab to re-order a piece, submit an Ad to a 

publication, download a piece, or review past order history.  Click “Details” in the options column of the piece you 

want to view.  
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On the next screen, you can submit your piece to publication, reorder a piece or download your piece for printing. 

Simply click on the action you desire under the “Options” column. 
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Building an Ad  

 
To begin, click on the “English Material” tab to access English language marketing material. Select the folder icon 

located next to the desired category.  
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Next, select a piece from the available options. You are now ready to customize your Ad using the form fill screen.   
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Beginning at the top of the form fill screen, use the pull down menu to select the desired Ad output size. Select the Ad 

size that is closest to, but no larger than, the Ad size required by the publication. You can increase your Ad size up to 

120%.     

 
Next, select the desired headline and subheadline if available. If you have selected a piece with variable information, 

fill in the box as prompted.  Please note that if there is only one headline option or no variable information, no fields 

will appear.   

If available, select the benefits you want to promote. Choose by clicking on the boxes to the left of the benefit to 

select or deselect.  
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Next, check your contact information, again making sure it is formatted correctly.  

 

Note: Depending on the piece, you may have the option to include your photo and logo. If you choose not to display 

your photo and/or logo, deselect the checkbox next to “Use Agent Photo” and/or “Use Agent Logo”. Please note, if 

you have not uploaded your photo and/or logo you may do so in your Profile.  

 

After you have completed all the information on the form fill screen, click the “Update” button located at the top or 

bottom of the screen. If any information is incorrect or if a field requiring a value is left blank, the field will be flagged 

in red.  
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Correct the information and click “Update”.   
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When your piece has no errors, click “PDF Preview”. A low resolution PDF will appear. Use the PDF to review your 

piece carefully, making sure there are no spelling or punctuation errors. Remember, this PDF proof is low resolution 

and not suitable for print. To obtain a print ready PDF without watermark you must continue through the process. 
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To continue and complete your piece, select “Next Step” on the right top or bottom corner of your screen.  The next 

screen summarizes your order. 
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You can re-name the description of your piece on this screen by highlighting the name in the description field and 

entering the new name.   
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When you are satisfied with your piece and are ready to place the order click “Add to Shopping Cart”. Then, on the 

shopping cart screen click “Proceed to Checkout” at the top or bottom left.   
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Review your order and then select “Place Order” at the top or bottom left of the screen and your piece will be added 

to the “Archive Tab”. Please note that your order is not complete until you click “Place Order”. 
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Once you click “Place Order”, you will be directed to your order summary, located in the “Archive” tab. 

 

Your piece is available for download immediately after you place your order. If you have trouble accessing your item, 

refresh the page to view an active download link. 
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To download your item, click on the item name. Click Open to view the PDF or Save to save the PDF to your 

computer. The Proof watermark will no longer appear on the document. 
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Submitting an Ad to a Publication 

 
After you place your order, you have the option to submit your Ad directly to the publication. First, click on the 

“Archive” tab to access your Ad. Locate your Ad in the order summary. Then, select the “Details” link under the 

“Options” column.  
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Next, select “Publication Submit”.  In the “publication submittal” pop up window, enter the publication’s email address 

and any special instructions such as Ad placement and specs.   
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Click “Process” to review the Ad before you submit the piece.  If everything is correct, click “Submit to Publication”.  

The Ad will be e-mailed to the publication.   
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Building a Flyer, Postcard, or Mailer 

 

To begin, click on the “English Material” tab to access English language marketing material. Select the folder icon 

located next to the desired category.  
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If available, select a message or campaign to view material options. 
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Next, select a piece from the available options. You are now ready to customize your flyer using the form fill screen.   
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Beginning at the top of the form fill screen, select the desired headline and subheadline if available. If you have 

selected a piece with variable information, fill in the box as prompted.  Please note that if there is only one headline 

option or no variable information, no fields will appear.   

 

If available, select the benefits you want to promote. Choose by clicking on the boxes to the left of the benefit to 

select or deselect.  
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Next, check your agent contact information, again making sure it is formatted correctly.  

 

Note: Depending on the piece, you may have the option to include your photo and logo. If you choose not to display 

your photo and/or logo, deselect the checkbox next to “Use Agent Photo” and/or “Use Agent Logo”. Please note, if 

you have not uploaded your photo and/or logo you may do so in your Profile.  
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After you have completed all the information on the form fill screen, click the “Update” button located at the bottom of 

the screen. If any information is incorrect or if a field requiring a value is left blank, the field will be flagged in red. 
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Correct the information and click “Update”. 
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When your piece has no errors, click “PDF Preview”. A low resolution PDF will appear. Use the PDF to review your 

piece carefully, making sure there are no spelling or punctuation errors. Remember, this PDF proof is low resolution 

and not suitable for print. To obtain a print ready PDF, you must continue through the process. 
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To continue and complete your piece, select “Next Step” on the right top or bottom corner of your screen. 
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Printing or Downloading a Flyer or Direct Mail Piece 

 
After completing the form fill screen of your flyer or direct mail piece, select “Next Step” at the top or bottom right side 

of your screen. The next screen provides two options for your completed piece --- “Download” or “Order Printed 

Items”.  
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To download a piece, select “Download” and then “Next Step”. You can re-name the description of your piece on this 

screen by highlighting the name in the description field and entering the new name. Then, select “Add to Shopping 

Cart”.  
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When you are at the shopping cart, click “Proceed to Checkout” at the top of the screen.  
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Review your order and then select “Place Order” at the top or bottom left of the screen. Your piece will now be placed 

in the “Archive” tab.   
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After you click “Place Order”, you will be directed to your order summary. Your piece is available for download 

immediately after you place your order. If you have trouble accessing your item, refresh the page to view an active 

download link. 
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To download your item, click on the item name. Click Open to view the PDF or Save to save the PDF to your 

computer. 
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To order printed items, select “Next Step” after completing the form fill.  
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At the next screen select “Order Printed Items”, enter any “Special Instructions” and select your quantity using the pull 

down menu. Then, click “Next Step”.   
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On the following screen, you can re-name the description of your piece by highlighting the name in the description 

field and entering the new name. Then, select “Add to Shopping Cart”. 
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When you are at the shopping cart screen, review your order and costs and click on “Proceed to Checkout”.  
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After you click “Proceed to Checkout” you will be automatically directed to the shipping step unless you chose the 

download option. Shipping information populates from your User Profile Address Book. To add or edit your shipping 

address select the address book icon.  
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Select your address using the pull down menu. Click “Edit” to make changes to an existing address or “Add New” to 

create a new shipping location.  
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Complete the fields and click “Accept” to save changes. Click “Back to Shipping Step” when you are finished.  
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Click “Next Step” when you have completed the shipping step.  
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Next, fill in the payment information and click “Next Step”.  
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Review all order information to make sure it is correct. Your total price for any print orders can be found in the bottom 

right corner of the page. If you are ready to place your order, click “Place Order”. 

 

 

 

After you click “Place Order”, you will be directed to your order summary. Your order will be processed, shipped and 

will arrive within 10 business days.  
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Re-ordering a Piece 

 
If you would like to re-order a previously ordered document, click on the “Archive” tab. In the order summary select 

the “Details” link under the option column. 
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In the detail summary click “Reorder”. This will add the item to “In Progress” tab  
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From there you can select Edit and return to the form filling step of the ordering process. All information from the 

previous order will be included. 
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Complete or update the fields and select “Update”. Once you have completed the form fill step continue through the 

order process. 

 

 
 
 

 
 
 
  



60 
 

Support 

 
If you have questions about using the Agent Toolkit, building a piece, material availability or would like to make a 

suggestion for improvement or site enhancements click on the “Support” tab on the top right side of the page. You will 

find customer service contact information along with other resource links.  
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Toolkit customer service is available Monday-Friday 8am to 5pm central standard time at 

customerservice@uhcagenttoolkit.com or toll free at 1-877-249-5419. For further instruction please reference the 

Demo and/or Frequently Asked Questions. 
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