
Agent Guide to Entering Your Enrollment Applications Online 
 
 
What you need to know about Entering Enrollments- 
 A Scope of Appointment – if applicable – must have been signed prior to completing the 

enrollment per the SOA rules.  * SOA is not required where Enrollment Applications are 
mailed to agents.  Refer to the Enrollment Application for more information. 

 Agents must confirm that the client has signed the completed Enrollment Application. 
 Agents must sign and date the completed Enrollment Application. 
 Within 24 hours of receiving completed application: 

o You must data enter the enrollment application directly into the Enrollment Portal 
o You must submit the backup documentation after you have data entered the 

enrollment into the Enrollment Portal. Please send all pages of the signed, completed 
application and the Scope of Appointment to SilverScript Insurance Company within 24 
hours of portal entry.  

o Choose one of the following options: 
• Fax: 1-866-552-6205 
• Upload: Upload a scanned copy of the documents via the Enrollment Portal 

Silver Mail Secure mailroom  
•     Email: enrollment.verification@caremark.com  
•     Mail: SilverScript Insurance Company 

    Attn: Agent Processing 
    PO Box 52134   
    Phoenix, AZ 85072 

 
Note: Make sure to use the same Agent ID on the paper enrollment form that you used to log 
in to the Enrollment Portal. 
 

 
. 
 
 

 
 

 
 

ALL signed applications must be submitted to SilverScript for audit purposes.   
The method of submission varies by SNMO.  Specific instructions appear on the 

SilverScript Enrollment Portal enrollment page. 

mailto:enrollment.verification@caremark.com


 

 
 
 
The online enrollment form has several screens to complete.  All you will need to do is enter 
the data into the online form just as it appears on the signed, paper enrollment form.  
 
 Note: Remember, IEP is different for Med D PDPs than Med Supplemental plans; the 

difference for PDPs is that the IEP is either Part A or Part B, whichever comes first. If 
they have had Part A for several months or longer, and are just beginning their Part B, 
then this does not qualify as an IEP for PDP plans. Please select the appropriate SEP. Do 
not use “New to Medicare”.  

 
The first screen will request the way you received the completed enrollment application, and 
whether you have a Scope of Appointment. The Plan Year is displayed on the top, after your 
name. 

 
 

 
Clicking the 

enrollment link will 
open a new browser 

enabling you to enter 
an enrollment 



The next screen will have options to choose the desired plan and the Election Period. Make 
certain that the Plan you select matches the plan on the paper enrollment form.   

 
 
When you select the Election Period of Initial or Special, you will see a new text for Reason 
Codes appear in red.  

 
This will bring up a Pop up window. Select the correct Election Reason and if necessary, enter 
the date using the calendar that pops up. 



 
 

 
 
Scroll all the way down to the bottom, and then click on “Select & Close”.  
 



 
 
 
Enter the application date and effective date of enrollment, using the calendars.  
 

 
  



A few Helpful tips for entering an enrollment: 
1. Make certain to choose the correct Election Period from the Pop up box that appears 

when selecting “Initial” or “Special”. (Annual is ONLY used between Oct 15th and Dec 
7th.) 

2. Watch the Member Name: It’s entered as Last Name, Suffix, and then First Name, 
Middle Initial, and title.  

3. Phone numbers and Medicare/Railroad Retirement Claim Numbers must not have 
dashes in them or a space after the last number/letter.  

4. It’s not complete until you have a Confirmation number.  
5. Don’t forget to submit the paper application, and SOA if applicable, as soon as you 

have the confirmation number. If entering the enrollment application directly into the 
portal, submit the printed copy with the client’s signature and date. 

 
 Note: ALL names and addresses and data used below are FICTIONAL. 

 

 
 



 
 
If Automatic Bank Draft Withdrawal is selected, there will be a new section added to enter the 
Account information.  
 
If the client’s premium is going to be automatically deducted from their SSA or RRB check, make 
certain to ask which one. If you select the wrong one, the deductions will take even longer to 
process than the usual 2-3 months.  
 
 Hint – If the Letter is at the beginning instead of the end of their claim number, they are 

probably collecting RRB benefits instead of SSA benefits.  
 
 



  
 

 
 

 

Please do NOT use any 
punctuation, as it will not 
accept the data.  



 
 

 
 



 
 
Click on Continue to go to the next screen.  



 



 
 
The enrollment is almost complete, please read and review the information on this screen with 
the client to make certain that everything is understood, check the box to acknowledge that the 
client has signed the application. If there is a legal guardian or POA then this information can be 
entered in the light blue box.  Once you are at the bottom of the page, click on the Red “The 
Applicant has read and agrees to the Terms of Agreement” button to proceed.   
 
Confirm all the enrollment data was entered correctly from the application on the following 
screen, if there is an error, you may click on “Go Back and Make Changes” or click on Submit to 
receive the confirmation number. 



 



 



Once the Submit button has been clicked, the next page will provide you with the enrollment 
confirmation number.  
Note: If you do not receive a confirmation number, the enrollment has not been submitted.  

 
 
If the enrollment was entered directly into the Enrollment Portal, print a hard copy of the 
enrollment form for the member’s records and another for submitting with the Scope of 
Appointment per the directions on Step 2 on the Enrollment main screen. 
 
For paper copies of the enrollment application form, use the space provided on the bottom of 
page 6 of the enrollment for the confirmation number. 
 
 
 
 
 
 
 
 
 
 
 

The last screen in the online application process displays a confirmation number.  
Again, we encourage you to print the screen or write the confirmation number onto 

the signed paper enrollment application form.   

Make note of this Enrollment 
Confirmation number on the 
paper application.  



Instructions on how to submit a copy of your completed enrollment through SilverMail 

First, scan and save the enrollment as a PDF document on your computer where you can easily 
locate it later. 

From nearly any screen in the SilverScript Enrollment Portal, in the upper left corner, you’ll see 
“SilverMail”.  

 
 

 

 
Click on Compose 



Select the Category “New Enrollment Docs” from the drop down box, and then create a 
subject. Most Agents like to just enter the client’s name so they can look for it later in their sent 
items folder within SilverMail.  

 
 
Click on Browse to locate the saved file 

 
 
 



Then select Open, it will bring that file name to the Message 

 
 
 
Then click on Attach to complete that action: 

 
 
 
You can then enter the confirmation number and attach that number to link the attached pdf 
to the enrollment you have just entered.  
 
Leave a brief message, like “For your records” or whatever you prefer to say. Then, click Send, 
and move on to the next enrollment. We will reply once we have received and archived it for 
our records.  
 
  


