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1. Go to https://vipagentsupport.com/Account/Login  

2. Log in to your portal. 

3. Look under “Quick Links” (on the left side of the screen). 

4. Click on “Order Materials Here” 

5. Click on “Click Here to Order Materials”

6. Click on Catalogs and select the Company you would like to order from.

7. Click on each individual item to add to your cart.
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Remember: You are walking them
through the steps to order, not
placing the order for them.
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Ordering Materials

Agent needs help in placing an order for materials:

o>
N

Check to make sure agent is “Ready to Sell”

Agent can order marketing materials
through the VIP portal 48 hours AFTER
agent are ready to sell.

If ready to sell, inform agent we can assist
by walking them through on how to order
materials.






Ordering Materials

Agent is getting an “allocated quantity has been depleted” message

* Inform agent you will need to send an email to your Team
Lead/Supervisor regarding issue and will call them back once
issue has been fixed.

You will need the following contact information:

- e AgentlID
- . *  Phone Number
* |ssue the agent is having
- - - Send an email to your Team Lead/Supervisor with the above
information.

* Team Lead/Supervisor will then submit a help desk ticket to
fix the issue

* Agent’s name

* Once issue is fixed your Team Lead/Supervisor will send you
a reply email letting you know, and you can then contact the
agent and assist with walking them through placing the order
if they still need assistance.





Quick Links
Agent

Certification
Messaging 0
Announcements 44
Marketing Materials

Administration

Reports

Once agent is logged in, instruct agent to:

* Click on ‘Order Materials Here” under Marketing Materials under Quick Links
* Then, click on “Click here to order materials”
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My Profile Sign Out

1-877-877-0539
ViPAgentSupport.com

Broker Material Supply Portal

HOME CATALOGS ORDERS

Freedom Health

Optimum Health ClICk the W Order Reminders
Company they
want to start

with.

Here are your saved or pending
orders awaiting completion:

User and System Saved (6

General

CustomPoint Order Entry Guide 05/29/2015
Click here to view the CustomPoint Order Entry Guide.

VIP Agent Support Team 09/09/2011
Please contact VIP Agent support team at 1-877-877-0539 to get more information about your material
allocation.

Technical Difficulties? 09/22/2008

Experiencing technical difficulties with our site? Please contact the CustomPoint Support Group @ 866-
362-3230. Available Monday through Friday from 7am to 7pm EST.

The CustomPoint name and logotype are registered trademarks of RR Donnelley and Sons, Inc. All rights reserved. RR DONNELLEY

javascript: void{0);

*  From here inform the agent to click on ‘CATALOGS’ and then select the company he’d like to

shop for first.

*  Once they have completed Freedom, then move on to Optimum if they need both. (Advise

agent it is the same process for both companies.)
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Welcome, My Profile Sign Out

1-877-877T-0539
WiPFAgentSupport.com

Broker Material Supply ortal

SATALOGS ORDERS

Caregories

Freedom Health (0 items found)

Formulary

pre-Enrolfiment Kt 4 cuckeacH iTem INDIVIDUALLY.
Provider and Pharmacy
Directory

Scope of Appointment

The CustomPoint name and logotype are registered trademarks of RR Donnelley and Sons, Inc. All rights reserved. RR DONNELLEY
CustomPoint version 8.1.8.11.1.

For pre-enrollment kit quantities, use the chart below:

Reallocation Net
Criteria Available
16

More than 1 app

Inform the agent of the blue box on the left-hand side that is titled ‘Categories’:
* Agent will need to then click on each individual item to add to cart
* 1 Formulary each
*  Multiples of 8 for Pre-Enrollment Kits
* 1 Provider Directory each
1 Scope of Appointment each (pack of 25)

More than 2 apps 32
More than 3 apps 48
More than 4 apps 64

More than 5 apps






My Profile Sign Out

1-877-877-0539
ViPAgentSupport.com

Broker Material Supply ortal

CATALOGS ORDERS

Canopyorssia Provider and Pharmacy Directory (4 items found)

This category has no

available subcategories. Selections: « Freedom Health i« Provider and Pharmacy Directory

-
ViE/Icons | Tab Text Sort By: Catalog Sequence = #* Show: 8 =] Page: 1
§rresnom $rrecoom §rmeznom
2016 Provider sna 2096 Proveder and IS Provider snd 2916 Prowider ana
Prarmacy Directory Pharmacy Pracmacy Directory
= - = = =
/ & - Q%x £ L =
CLICK/HOVER ON \ B
4 =
3 A -t > \
THE ITEM THEY LN o e 8 ol Vel
NEED FRH-Provider & FRH-Provider & FRH-Provider & FRH-Provider &
Pharmacy Directory-1 Pharmacy Directory-2 Pharmacy Directory-3 Pharmacy Directory-4
FRH16PRDI1 FRH16PRD2 FRH16PRD3 FRH16PRD4
View: Icons | Table | Tel Sort By: Catalog Sequence = * Show: 8 [=] Page: 1
The CustomPoint name and Iogotype are rew of RR Donnelley and Sons, Inc. All rights reserved. RR DONNELLEY
CustomPoint version 8.1.8. 3 B

When agent clicks on each one, a screen will appear of all the items available for that category:
* The agent can either hover over the item he wants, and a box will appear for him to add quantities

and add the item to cart;
* Or the agent can click on the item, and it will take them to the item’s page where they can click the

image to enlarge it, add the quantity they need, and the item to their cart.
(See next page for examples)






Welcome, | MyProfile | SignOut Wc.n 3 | Help? | CustomPoint80°

1-877-877-0539
ViPAgentSupport.com

If they click on it, they will be brought to
this page. They can click on the image to
enlarge, add the quantity they need, and
, compres the item to cart.

FRH-Provider & Pharmacy Directory-1 Freedom Health

Your Item: FRH16PRD1 Vendor Item: FRH16PRD1 Used: 0 of 2 (Until 12/31/2015) « Provider and
Pharmacy Directory

femecoon <w o= @ ENTER THE QUANTITY THE ADD TO CART.

Pharmacy Directory

Broker Material Supply Portal

HOME CATALOGS ORDERS

alitd

MyProfile | SignOut i i Help ?  CustomPoint 8.0°

1-877-877-0539
ViPAgentSupport.com

Broker Material Supply Portal

HOME CATALOGS ORDERS

N Show Full Size Image

The CustomPoint name and Iogotvpe are registered trademarks of RR Donnelley and Sons, Inc. All rights reserved.
CustomPoint version 8.1

Canegories Provider and Pharmacy Directory (4 items found)

This category has no . ‘ )
available subcategories. Selections: v Freedom Health | Provider and Pharmacy Directory

View: Icons | Table | Text Sort By: Catalog Sequence [=] 4 Show: 38 (5 Page: 1

pam— Ordering Options'
f o \| = FRH-Provider & Pharmacy
ra=sane Directory-2

flesoe
Units: EA of 1

If they use their mouse to hover over the ENTER THE o | -‘
. . . .ﬁ%‘ Your Item: FRH1G6PRD2

item, they can type in the quantity they QUANTITY THEN ¢
want and then add item to their cart. —

;

alimall

ADDTO CART. (I

Pharmacy Dirs
FRHIGPRDT S ERSSOPRD2 FRH16PRD3 FRHI1GPRD4

View: Icons | Table | Text Sort By: Catalog Sequence [E] 4 Show: 8 [F Page: 1

The CustomPoint name and \ogotvpe are registered trademarks of RR Donnelley and Sons, Inc. Al rights reserved. RR DONNELLEY
CustomPoint version 8.1.8.11.1.






2 Item Added to Cart

The Item "FRH- Pre- Enrollment Kit- MA/MAPD/CSNP/DSNP" has
been added to your shopping cart and is now part of your order.

CLICK HERE TO

) save Choice as Preference CO NT'NUE
=4 ORDERING.

Once they click ‘Add to Cart’, a message box will appear
e confirming the item was added to their cart and they can choose to ‘Save
Choice as Preference’ for later ordering.
choose whether they want to ‘view cart’ or ‘stay here’.






MyProle  CLICK HERE TO VIEW CART. {igvc., 3 ) Heip @ | CustomPosmt 80°

G e
1-877-877-0539
ViPAgentSupport.com G E N T
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Broker Material Supply Pbrtal
HOME CATALOGS ORDERS ‘

Scope of Appointment (1 item found)

Categories

This category has no
Selections: ¢ Freedom Mealth v Scope of Appointment

available subcategories.

View: Icons | Table | Text Sort By: Catalog Sequence =4 Show: & = Page: 1

Once the agent has added all the necessary items to their cart:
* They can click on the yellow basket at the top of the screen that has the number
of items in the cart next to it.

(Or they could have clicked on ‘view cart’ when their last pop-up appeared)






HAVE THEM

MA-B T 7F-B8BFT 7053 REVIEW ALL
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Broker Material Supply Portal QUANTITIES.

CATALOGS TODRIDERS.

1 :); Shopping Cart Contents (4 Ttens)

Tomamncm: FRH-FORMULARY - COMEBIMNED (AGENT USE) Aovrailabil ity

_— Your Item: FRH1SCOMFORM Vendor Item: FRH1& OO MFPORM

Units: E4 of 1 Qty: %

FRH- Pre- Enroliment Kit- MA/MAPD/CSNP/DSMNP M Remove Ttem Availability TBD
Youwur Itenm: FRH1SPREKIT Wendor Itenw: FRH1SPREKIT

| S [ —

Preoes FRH-Prowider & Pharmacy Directorny-1 M Fermove Tkem Aovailability TBD
= Your Item: FRH18PRD1 Wendor Iten: FRH1sPRD1

\f;l | Units: Ea of 1 Qty= <

——— FRH-SCOPE OF APPOINTMENT-SOMA M Femowve Item rs=l =led fas TREE
Wour Thann: FRH12Z2S08 Wandor Thens: FRH12 SO

Units: P of 25 QEy: é

UPDATE CART

CominuE seoreG  (CHECt O]

The CustomPoint name and logoty pe are registered trademarks of RR Donnelley and Sons, Inc. All rights reserved. RK% N
CustomPoint version 8.1.8.11.131.

Shopping Cart Contents:
* They can update their cart here if needed.
* They can save their order for future placement.
* They may continue shopping
Or they may click the green ‘CHECKOUT’ button on the bottom right hand side.
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FRN SCOPE OF APPOINTMENT SOA X Ramcve ltem

| Your Ttees FEMIZS0A  Vendor Ttem: FRM1IS0A

Units: PX of 25 Qs 2

OPT-FORMULARY - COMBINED [AGENT USE)
Your Iteme OFT1ECOMFORM  Vendor Them OPT1ECOMFORM

Units: EAcF 2 Qey: 2

OFT. Pre. Enroliment K01 MAPD, CSNP/ DS
Your Meww COTIGPREIT  Vendor Ttenw OPTLEPREXT

~J Units: EAcf1  Qey: 16
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- OFF
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Once the ‘Checkout’ button is clicked, the cart will update with whether the items in the cart are available, or

not:

* If ared bar appears that has an allocation discrepancy, advise the agent to enter the quantity given.
* If ared bar appears because the item is out of stock and will be back logged the agent can either
remove the item and order it separately when it becomes available again or they can choose to keep

the item and it will shiE seearatelx once it is restocked.
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SUPPORT

Broker Material Supply Portal

HOME  CATALOGS  ORDERS

Broker Material Supply Portal
HOME  CAINOGS  ORDERS (sach ____ 4]

L J Delivery Options Steplof3 &) Delivery Options Step1of3
Address Source Addresses Found (1) Address Source Addresses Found (1)

NN ¢ Nathar

Your Personal Address Book
Manually Enter Address
aagmpany's Master List of Approved Addresses ™ arch Personal Address Book
< Deliver To Deliver To
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Company Name
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Once the agent has clicked ‘Checkout’ from shopping cart, they will need to provide
Delivery Options (Step 1 of 3); they may:

* Choose an address source

e Or Search Personal Address Book
Have the agent click ‘NEXT’ when they are ready.
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ORDERS o

Step 20of 3

C er Information Orde - ation
Name * Phone Number * Order Placed By *
[ pathan E—— 1 (

Email Address *

| —

AGENCY ID
258

r Name *

Select User Name v
A165207
| 2165207
2029
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The agent will now be at ‘Order Details’ step 2 of 3.
* They will need to fill in all the boxes with an asterisk next to it (i.e., Name, Phone Number, etc.)
e Click ‘NEXT

(If an agent has had multiple agencies in the past, they will need to select their current agency ID, which you can
provide them.)
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L0 7 Order Summary Step 3of3

Ships To: Nathan .

Customer Information

View or Print All Details | Hide Order Detail

REVIEW THE

Order Information

INFORMATION IS = Phone Humber Onds laced

Email Address AGENCY 1D

CORRECT; s 2
MAKE SURE ALL =
ITEMS ARE ADDED . e

TO THE CART;

2029

AN D CL|CK Items Ordered
SUBMIT ORDER.

FRH-FORMULARY - COMBINED (AGENT USE)

li

Your Item: FRH1ECOMFORM  Vendor Ttem: FRH16COMFORM
Unitst EA of 1 Quantity: 2
== FRH- Pre- Enroliment Kit- MA/MAPD/CSNP/DSNP
\\_/) Your Ttem: FRH1EPREKIT  Vendor Ttem: FRH16PREKIT
| Units:EAoF1  Quantity:B

t==____| FRH-Provider & Pharmacy Directory-1
Your Item: FRH1EPRD1 Vendor Item: FRH16PRD1

e
J‘\ 4| UnitsiEACF:  Quantity: 1

I BT = ez
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CustomPoint version 8.1,

The ‘Order Summary’ is step 3 of 3. Here the agent will:
*  Confirm the ‘Ships To:’ address is correct
* All ‘ltems Ordered’ are in their cart with the correct quantities.
* If anything is missing or incorrect the agent can go ‘Back’ or ‘Cancel’ the order.
* Once everything is reviewed advise agent to click ‘SUBMIT ORDER’
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1-877-877-0539
ViPAgentSupport.com

Broker Material Supply Portal

CAIALOGS ORDERS

Order Number: 78645205

L 7 Order Confirmed Sales Reference Number: 35891637

Thank you. We will send a detailed email confirmation to NMarkowS09@acl.com. Please save the above Order Numbers, they can be used to
track your arder in our order status module. You may also wish to Print this Order Confirmation fer your records. Thank you for your

[ corv iasonoce I owe |

amPoint name and iogoty pe are registered trademarks of RR Dannalley and Sens, Inc. Al rights reserved.
<ion 8.1.8.11.3,

Cust RR DONNELLEY
stomPoint versis

Order Confirmed Page will have the order number, sales reference number, and a “thank you for placing your
order”

A confirmation e-mail will be sent to the e-mail address the agent provided; it will contain the order number, the
items ordered, and any additional info regarding the order.

The agent can click “home” to go back to the homepage or click “copy this order” to save for a later date.
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Wcm 0 | Help ? | CustomPoint 80°
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GENT

S UPPORT

bl
1-877-877-0539

ViPAgentSupport.com

Broker Material Supply Portal
HOME | CATALOGS | ORDERS [search ]

‘ Order Search
Saved Orders WY OrderReminders

Copy Recent Orders Here are your saved or pending

orders awaiting completion:
User and System Saved (6]

Quick Item Entry

General

CustomPoint Order Entry Guide 05/29/2015
Click here to view the CustomPoint Order Entry Guide.

VIP Agent Support Team 09/05/2011

Please contact VIP Agent support team at 1-877-877-0539 to get more information about your material
allocation.
Technical Difficulties? 09/22/2008

Experiencing technical difficulties with our site? Please contact the CustomPoint Support Group @ 866~
362-3230. Available Monday through Friday from 7am to 7pm EST.

The CustomPoint name and logoty pe are registered trademarks of RR Donnelley and Sons, Inc. Al rights reserved RR DONNELLEY
CustomPoint version 8.1.8.11.1
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If an agent wants to check the order status:
* They can click ‘ORDERS’ at the top of the page
* Click ‘Order Search’ and see all their previous orders this year.
If an agent wants to place a saved order:
* They can click ‘ORDERS’ at the top of the page
* Click ‘Saved Orders’ and select the one they wish to continue and place.





What to doif an
Agency calls to Order?

e Simply have an admin from the agency email
kewhite@freedomh.com and
nbryant@freedomh.com

e Verify the caller the way you normally would.

e If you are speaking to an individual agent who
is trying to order for the agency let them
know to have an administrator email Kelsie at
the address above.

e If anindividual agent states that other agents
come to them for supplies let the agent know
they must go to their FMO or complete their
individual order on the portal.







image1.png
ORDERING SALES KITS INFORMATION




image2.png
§ CareFree




image3.png
ORDERING SALES KITS INFORMATION




image4.jpeg
/4




