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Welcome to the SilverScript Enrollment App for iPad 
 

Thank you for downloading the SilverScript iPad app. With this app, you 

can quickly enroll your clients in a SilverScript Medicare Part D plan 

without the need to fill out a paper application and send it to us. 

 

The app securely sends your enrollments to our Enrollment Portal where 

they are processed and submitted to Medicare for approval. You’ll receive 

confirmations via email for your records. 

 

We’ve built sophisticated error checks into every screen in the enrollment 

process to help eliminate mistakes. You and your client can both sign the 

application, which also saves you time. 

 

In addition to the enrollment module, there’s also SilverScript plan 

information, a pharmacy lookup tool, and a drug formulary within the app. 

 

With the SilverScript enrollment app, you’ll save time and effort and 

provide a superior experience to your clients. 
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Before You Start 
 

The SilverScript Enrollment App for iPad was developed as a highly 

secure, easy to use mobile app. It enables you to complete an enrollment 

application whether or not you’re connected to the Internet. But you must 

be connected to the Internet in order to update the app’s data and to 

submit the application to SilverScript.  

 

When your client signs the application, the app will time stamp that event 

as the client’s intent to enroll in our plan. 

 

The Agent Information page provides the status of unsubmitted 

applications. You should make all good efforts to connect to the Internet 

within 24 hours of writing an application while offline. This ensures proper 

service to your client and compliance with CMS guidance on submissions. 

 

If you’re offline when you write the application, it’s imperative that 

you connect to the Internet as soon as possible to transmit the 

application to SilverScript. 

User Guide v1.1 



4 

Quick Start — It’s as easy as 1,2,3 and 4. 

1. Download the SilverScript Enrollment App from the Apple Store and install 

it on your iPad. 

2. Launch the app and log in with your SilverScript Enrollment Portal user 

name and password. 

3. Fill out the enrollment application, make sure you and your client sign it, 

then submit. 

4. Don’t forget -- You must send all pages of the signed, completed Scope of 

Appointment to SilverScript within 24 hours of your iPad entry. Please 

clearly write your client’s HICN at the top of the form. 

 Choose one of the following options: 

• Upload: Upload a scanned copy of the Scope of Appointment via 

the enrollment Portal secure mailroom 

• Email: enrollmentverification@caremark.com 

• Fax to: 1-866-552-6205 

• Mail:  SilverScript Insurance Company 

 Attn: Agent Processing 

 P.O. Box 52134 

 Phoenix, AZ 85072 

Contents 
User Guide v1.1 

mailto:enrollmentverification@caremark.com


5 

Contents 

Logging In to the App 

 

Navigating the SilverScript Enrollment App 

 

Agent Info 

 

Filling Out and Submitting the Part D Application 

 

Oops! How do I Cancel an Enrollment? 

 

Confirmation 

 

SilverScript Plan Descriptions 

 

Pharmacy Directory 

 

Drug Formulary 

User Guide v1.1 



6 

You’ll see these icons at the bottom of each screen. You may move in and out of the 

modules at any point in your session. If you tap Plan Design when you are filling out an 

application, then return to the Enrollment module, you’ll return to the screen on which 

you were working. 

 

The icon turns red when you’re using that module. 

Navigating the SilverScript iPad app 

 

• Tap the “Next” button to go to the next 

screen. 

• Tap the top-left corner to go back to 

the previous screen. 

• If you skip a field or enter invalid 

information, the field title turns red. 

• Tap “Done” when you’re finished filling 

out the screen and want to review 

everything before moving to the next 

screen. 

• Use these buttons to go back and 

forward among the form fields. 
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Login Screen 
 

This is the first screen you’ll 

see when you launch the 

app. Use your SilverScript 

agent ID and password to 

sign in. 

 

The app performs a Good 

Standing check every time 

you sign in. 
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Login Failed 
 

You’ll see this message if the 

app is offline the first time 

you launch it or if there’s a 

problem with your login 

credentials. 

 

After your first use, you’ll be 

able to login successfully 

even if the iPad is offline.  
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Synchronizing 
 

To be sure you're always 

working with the latest data, 

we synchronize and update 

the app’s data files when the 

iPad is connected to the 

Internet. 

 

If it’s been six days or more 

since the last synchronization, 

you’ll see this message. 

 

If synchronization has 

occurred less than six days 

from the current date, you 

may use the app when the 

iPad is offline. 
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Agent Information 
 
From October 15 to January 

31, you can tap Plan Year to 

select the year you want.  

 

From February to September 

30, only one Plan Year is 

available and the button is not 

active. 

 

This screen summarizes your 

agent information as well as 

the status of the app. 

 

If “Enrollments Unsubmitted” 

is zero, it means that there are 

no unsubmitted applications 

waiting to be transmitted to 

SilverScript. 
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If “Enrollments Unsubmitted” 

is one or more, you’ll see a 

number in the status area 

and on the Enrollment 

module icon in the dock at 

the bottom of the page. 

These numbers appear only 

when the iPad is offline. 

 

Once the iPad is connected 

to the Internet, the app will 

automatically transmit the 

enrollments and the 

numbers will reset to zero. 
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Enrollment 
 
CMS guidelines require a 

Scope of Appointment (SOA) 

48 hours in advance of your 

client meeting. The app 

includes a SOA for those 

instances where you’re unable 

to send the form in advance of 

your meeting. 

 

When you start a new 

enrollment, you’ll be asked if 

you need to fill out a SOA. If 

you already have one, tap No. 

 

If you use the SOA built into 

the app, you won’t have a 

copy of it, as it’s transmitted 

electronically with the 

application. 
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Scope of 
Appointment 
 

CMS stipulates that you complete a 

Scope of Appointment with your 

client in advance of your meeting. 

 

For situations where it was not 

practical to send the SOA ahead of 

time, the app includes a Scope of 

Appointment forms to cover all types 

of plans you might discuss with your 

client. 

 

IMPORTANT -- Once you start an 

application on the iPad, you 

cannot go back to the start and fill 

out the SOA -- you’ll have to 

submit the paper version. 

 

Tap the SOA that best describes the 

meeting you’ll have with your client, 

tap Next, then fill out the form on the 

next page 

Contents 
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Scope of 
Appointment Detail 
 

Make sure you fill out all the 

detail on this screen.  

 

Note: You’ll have to 

explain why the SOA was 

not completed prior to the 

meeting. 

Contents 
User Guide v1.1 



15 

Enrollment Types 
 

The app only presents the 

types of applications that are 

appropriate for the date of 

your meeting. The “Annual” 

button is only available from 

October 15 to December 7. 

 

Some of the date fields will fill 

in automatically when you 

select the enrollment type. 
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Using the Picker 
 

There are two ways you can 

input information. This 

screen shows the picker, a 

list that pops up when you 

tap on a blank field to make 

a selection. 

 

Don't forget to check the 

effective date – make sure 

it’s correct. On some 

screens, the app will fill in 

the earliest possible date on 

which the new plan can be 

effective according to CMS 

rules. 
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Client Information 
 

This is where you’ll enter the 

plan your client has selected 

and the personal details.  

 

Having your client’s 

Medicare card handy will 

help complete this screen 

quickly. 
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SilverScript Plans 
 

The app will display plan 

designs according to your 

selection of a state in which 

you are licensed to sell. 

 

Tap the buttons at the top of 

the screen to view the 

different plans. 
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Client Information 
 

On some screens, the 

keyboard will slide up to 

enable you to fill out a 

text field. 

 

On pages like this, you 

may use the navigation 

buttons to move between 

fields on the form. 

 

Tap “Done” when you 

have completed the form 

and “Next”  at the top to 

move to the next screen. 
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Client Information 
 

In some fields, the picker will 

pop up from the bottom of 

the screen so you can select 

from pre-defined options, 

like dates, or plans. 

Contents 
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Client Information 
 
When you tap the Next button 

to move to the next screen in 

the form, the app will check to 

make sure you didn’t overlook 

any required information. 

 

If you did, you’ll see this 

message. The missing or 

invalid information is indicated 

in red. 

 

“Invalid” means you used a 

number where a letter is 

required, or an incorrect 

format – not enough numbers 

in a HICN, for example. 
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Contact Information 
 

Having primary and cell 

phone numbers – as well as 

an email address – makes it 

easier to quickly reach your 

client. 

 

If your client resides in a 

long-term care facility, this 

screen is where you enter 

that information. And if your 

client prefers to receive mail 

at a secondary address, 

additional fields will drop 

down so you can provide 

that address. 
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Payment 
Information 
 

The content of this screen 

changes according to the 

payment method selected by 

your client. Tap the Payment 

Type field to see the 

choices. 

 

Be sure to review the text on 

this screen with your client; it 

contains important 

information. 
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Payment 
Information 
 
Tapping the Payment Type field 

brings up the picker at the 

bottom of the screen. Scroll 

through the choices to select the 

one preferred by your client. 

 

If Automatic Bank Draft 

Withdrawal is selected, you’ll 

complete the fields that appear. 

 

Be sure to review the text that 

appears on the screen with your 

client. It’s different for each 

option. 

 

Do not send a photo of a bank 

check, as it’s not necessary. 

Contents 
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Other Coverage 
 

If you select No as your 

response, no other 

information appears on this 

screen. 

Contents 
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Other Coverage 
 

If you select Yes as your 

response, additional fields 

appear. Please supply as 

much information as 

possible. 

 

Do not take photos of the ID 

card(s). 
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Terms 
 

These are the terms of your 

client’s application. It’s 

important that you read 

these to your client and that 

she or he fully understands 

the plan. 

 

Your client will sign on the 

next page to attest to these 

terms. 
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Beneficiary 
Signature 
 

On this signature page, the 

picker pops up with choices 

that indicate the presence of 

an Authorized Representative.  

 

If there’s no Authorized 

Representative present, tap 

the screen for Beneficiary 

Signature. 
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Beneficiary 
Signature 
 

The signature panel will pop 

up so your client may sign 

the application. 

 

Signatures should be made 

with a fingertip, not a 

fingernail. 

 

When you tap Done, the 

panel drops down. You can 

tap “Touch here to view” to 

view the signature again. 

Contents 
User Guide v1.1 



30 

Agent Signature 
 

For your signature, follow 

the same steps as the 

previous page. 
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Enrollment 
Summary 
 
You cannot edit any of the 

information on the Summary 

page. You and your Client 

should carefully review all of the 

information for accuracy. 

 

Be sure and scroll down to the 

bottom of the form so you can 

see the signature date. 

 

Using the buttons in the top-left 

of the screen, you can go back 

to any screen to correct an error 

you see in the Summary. 

 

If everything is accurate, tap 

Save to submit the enrollment 

application. 
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Enrollment 
Summary with 
Tracking Number 
 
Make a note of this tracking 

number. It will also appear on the 

email confirmation you receive. 

 

If the iPad is online at this point, 

your application will be securely 

sent to the SilverScript Enrollment 

Portal for processing. 

 

If the iPad is offline when you tap 

Save, the application is securely 

saved on the iPad. 

 

A number will appear in red on the 

Enrollment module icon to show 

the number of applications that 

need to be transmitted to 

SilverScript when the iPad is 

online again. 
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IMPORTANT — Don’t Forget! 
 

You must send all pages of the signed, completed Scope of Appointment 

to SilverScript as soon as possible. Please clearly write your client’s 

HICN at the top of the form. 

 

Choose one of the following options: 

 

• Upload: Upload a scanned copy of the Scope of Appointment via the 

enrollment Portal secure mailroom 

• Email: enrollmentverification@caremark.com 

• Fax to: 1-866-552-6205 

• Mail:  SilverScript Insurance Company 

 Attn: Agent Processing 

 P.O. Box 52134 

 Phoenix, AZ 85072 

 

If you’ve used the electronic SOA form included in this app, it will be sent 

to SilverScript along with your enrollment application. Once you start an 

application on the iPad, you cannot go back to the start and fill out 

the SOA -- you’ll have to submit the paper version. 
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Confirmation Email 
 

Within minutes of transmitting the application, you’ll receive an email 

confirmation of each enrollment submitted from your iPad. 
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What’s Next? 
 

After you submit the enrollment application, make sure you check off 

these next steps. 

 

 From the enrollment kit, be sure to discuss and give your client: 

 

• The New Enrollee Quick Reference Guide. This describes what 

the client can expect next. 

• SilverScript star ratings. 

• Summary of Benefits 

• Plan and Enrollment Guide 

• Flyer describing SilverScript plans 

 

 If you used a paper Scope of Appointment, be sure to send it to 

SilverScript.  

 

 Let your client know that he or she will be receiving materials 

directly from SilverScript. 
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Oops. How do I cancel 

an enrollment? 
 

If you need to cancel an 

enrollment application at any 

point in the process, just 

double-tap the Enrollment icon 

 

 

then tap Yes. The app will erase 

the enrollment and all the data. 

Contents 
User Guide v1.1 



37 

Pharmacy Lookup, 
State Level 
 

You may search for 

pharmacies by using the 

search field at the top of the 

screen. 

Contents 
User Guide v1.1 



38 

Pharmacy Lookup 
with Legend 
 

Tap the Legend button to see 

definitions of the codes that 

appear under each 

pharmacy. 
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Formulary 
 

The formulary tool on the 

iPad doesn’t provide prices. 

It’s intended to indicate 

whether or not a drug is on a 

SilverScript formulary. 

 

It does show the drug tier 

levels, with tier pricing 

information available on the 

plan design page. 

 

You can find prices using the 

drug lookup tool on the 

SilverScript Enrollment 

Portal. 
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Formulary with 
Legend 
 

Tap the Legend button to 

see definitions of the codes 

that appear under the name 

of each drug. 

 

If you tap the Choice 

Formulary or Plus Formulary 

buttons on the legend, you’ll 

go to the full formularies 

online. 
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