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Objectives

At the end of this webinar you should be able
to:

 Understand Training, Certification, and
Recertification Process

* Prepare Your Computer System

* |dentify Steps to Create CMS Secure Portal
ID/Login

* Login to CMS and Request Access to MLMS
* Enroll for Required Curriculum
 Complete Training

* Print a Training Completion Certificate

* Re-launch Course

e Complete Feedback

* Locate Additional Resources




Training Completion Requirements

New Navigators, CACs, EAPs Returning Navigators, CACs
SBE-FP Assisters, & Other *  Required: 7 courses and

. corresponding assessments
* Required: 8 courses and with an 80% pass rate
cqrrespondmg assessments s Optional: 5 optional courses
with an 80% pass rate are included in the curriculum
*  Optional: 4 optional courses

are included in the curriculum

* Some states have imposed additional
state-specific assister requirements,
including additional training
requirements

* Assisters should reach out to their
state’s Department of Insurance
(DOI) (or other regulating entity) to
familiarize themselves with their
state’s requirements

Assisters must fulfill all training and certification requirements prior to the start of Open Enroliment on November 1, 2023
Note: If you did not complete your training last year, you will be required to take the FULL assister training



What’s New in the MILMS for PY2024?

MLMS is fully supporting the use of mobile devices. (iPad,
iPhone, and Android phones and tablets.)

Enrollment Assistance Personnel (EAP) curriculum for
certification.

Social Security Numbers are now a required field during the
identity verification process



Steps to Certification Completion
Prepare Your Device

Prepare Your Computer System
Register for CMS Secure Portal ID
Request Access to MLMS

Access MLMS

Launch and Complete Required Training
Print Certificate

Relaunch Completed Course

Assister Evaluation

Optional Training

Resources




Prepare Your Computer System

Company Device vs Personal Device

Some company networks restrict access to certain websites
and/or internet browsers

Some company computers have additional security controls or
software that may interfere with MLMS access

If you experience technical issues on a work computer,
complete your training on your personal laptop or computer

If you don’t have access to a personal laptop, computer, or
mobile device, we suggest you visit your local library



Steps to Prepare Your System

(Before Launching Content)

Allow Pop-up windows

Your browser must be configured to allow pop-ups for the courseware

to function correctly. Click the links to be taken to the instructions for
your device.

Android Devices (tablets or phones)
Chrome

@ iPad/iPhone

Chrome Safari

/S PC/Mac
Chrome Edge Firefox Safari



https://support.google.com/chrome/answer/95472?hl=en&co=GENIE.Platform%3DAndroid
https://support.google.com/pixelbook/answer/95472?hl=en-GB&co=GENIE.Platform%3DiOS
https://support.apple.com/en-us/HT203987
https://support.google.com/chrome/answer/95472
https://support.microsoft.com/en-us/microsoft-edge/block-pop-ups-in-microsoft-edge-1d8ba4f8-f385-9a0b-e944-aa47339b6bb5
https://support.mozilla.org/en-US/kb/pop-blocker-settings-exceptions-troubleshooting
https://support.apple.com/guide/safari/block-pop-ups-sfri40696/mac

Steps to Prepare Your System

(Before Launching Content)

Clearing Browser Cache
It is best practice to clear your cache prior to launching the training. If you
don’t clear your cache and later experience any issues such as course
loading or completion then we suggest clearing your cache at that time.
Follow the links to see instructions for your device.

Android Devices (tablets or phones)
Chrome

@ iPad/iPhone

Safari Chrome

=-/' PC/Mac
Chrome Edge Firefox


https://support.google.com/accounts/answer/32050?co=GENIE.Platform%3DAndroid&oco=1
https://support.apple.com/guide/ipad/clear-your-cache-ipad0bb843d8/ipados
https://support.google.com/accounts/answer/32050?co=GENIE.Platform%3DiOS&oco=1
https://support.google.com/accounts/answer/32050?hl=en&co=GENIE.Platform%3DDesktop
https://support.microsoft.com/en-us/microsoft-edge/view-and-delete-browser-history-in-microsoft-edge-00cf7943-a9e1-975a-a33d-ac10ce454ca4
https://support.mozilla.org/en-US/kb/how-clear-firefox-cache

Steps to Certification Completion
Register for CMS Secure Portal

Prepare Your Device

Register for CMS Secure Portal ID
Request Access to MLMS

Access MLMS

Launch and Complete Required Training
Print Certificate

Relaunch Completed Course

Assister Evaluation

Optional Training

Resources




Steps to Register for CMS Secure Portal ID

0 N O Uk W E

as a NEW User

Select New User Registration link

Select Federally Facilitated Marketplace application
Agree to the Terms and Conditions

Register Your Information

Create a unique User ID and Password

Choose a Challenge Question and Answer

Review Registration Summary

Set up Multi-Factor Authentication (MFA)

Complete these steps if you do not already have a CMS Secure Portal
account and/or have never logged in to MLMS.

11



Select New User Registration Link

CMS.gOV | Enterprise Portal 28 Applications @ Help @ About

Login with PIV Card

CMS.gov |Er1Terprise Portal

B ! agree to the Terms & Conditions

Login

Forgot your User ID or your Password?
Need to unlock your account?

The CMS Secure Portal is the entry point for CMS Assister training. Select New
User Registration link to create an account.

12



Step 1: Select MLMS Application &

Agree to Terms and Conditions

1. Select Step #1: Select Your Application

Fe d e ra I Iy Step 1 of 3 - Select your application from the dropdown. You will then need to agree to the terms & conditions.

afo I Federally Facilitated Market Place (FFM)/Request for MLMS Training Access v
Facilitated

Marketplace Terms & Conditions

OMB No.0938-1236 | Expiration Date: 03/31/2021 | Paperwork Reduction Act
Consent to Monitoring
By logging onto this website, you consent to be monitored. Unauthorized attempts to upload information and/or change information on this web site are strictly

prohibited and are subject to prosecution under the Computer Fraud and Abuse Act of 1986 and Title 18 U.S.C. Sec.1001 and 1030. We encourage you to read
the HHS Rules of Behavior.

| agree to the Terms & Conditions
Next Cancel

2. Check the box
to agree to 3. Click
terms Next

13



Step 2: Register Your Information

Step #2: Register Your Information

Step 2 of 3 - Please enter your personal and contact information.

All fields are required unless marked "Optional'.

Enter First Name Enter Middie Name (opional) Enter Last Name Suffe (optional) v Make sure you are
entering your personal

information; HOME
e address, Social Security
Number, etc. You will not
pass validation with your
v oo Ener Zp otion) work information.

Enter Social Security Number (optional) Birth Month v Birth Date v Birth Year v
Enter Home Address #1 Enter Home Address #2 (optional)

Enter E-mail Address Confirm E-mail Address

Enter Phone Number

Click Next

Complete each required field as indicated.
Your Social Security Number is required. 4



Step 3: Create Unique ID and Password

Step 4: Answer Challenge Questions

Step #3: Create User ID, Password & Security Question/Answer

Step 3 of 3 - Please create User ID and Password. Select a Security Question and provide Answer.

All fields are required unless marked (optional).
Create a user ID and

Password. (this can be anything
Enter Password ‘& Confirm Password ‘Q you WISh)

Enter User ID

Security answer to be used in case you forget your password or you need to unlock your account.

Select Security Question v

Enter Security Answer

Select a security questions
and provide answers.

Back Next Cancel

If you forget your User ID or password, you will need to know the answer to the
Security Question. Write down this information and keep it safe. 15



Step 5: Review Registration Summary

New User Registration Summary
iy SA—

O Application Description : ¢
Name ame
d Suffix {oy
e poe s
lllll 1969
Heme Address Line
123 Main mter Home Address  (optiomal)
City bate P Code
Pluto Virginin v 23188 Enter 2IP+4 Code (optional)
— —
ey me 4 H
Py @ Confirmation X
Iheow hember Your User |D has been successfully registered with CMS Enterprise Portal. An email has been sent to your registered email address.
553-333. 4444
You can no! ‘;
\ds are required unless marked (optional)
User 1D
once Passworl Confiemn Py vord
. = O, =

After verifying your information click Submit User. The Confirmation page will

open, as shown above. Use the login link to login to the CMS Secure Portal. 16



Setting up Multi-Factor Authentication (MFA)

Select a device/method from the drop
down. Enter the code just sent

to whichever device

Click Send MFA Code
you selected

Login with PV Card

CMS.gov |Enterprise Porta
CMS.«,;U\."|" terprise Portal

Click Add Device to
finalize your selection

@ Register Multi-Factor
Authentication (MFA) Device

Select the MFA device type to register

Select the MFA device type to register associated with your account.

¥ Select MFA Device

Interactive Voice Response (IVR)
Ema Sending To: k...1@pm.me
Text Message (SMS)
Google Authenticator

Okta Verify © The MFA code has been sent to your MFA Device. If

you are having trouble, we can resend the MFA code in

MNew User Registration

30 seconds.

Add Device

If you use email to validate the MFA code,
the code will be sent to the email address
you registered your account with.

Cancel

Important! You will need to use MFA each time you log into the CMS Portal. You

can click Re-send MFA code if it is not received within about 1 minute.
17



Steps to Certification Completion
Request Access to MLMS

Prepare Your Computer System
Register for CMS Secure Portal ID

Request Access to MLMS
Access MLMS

Launch and Complete Required Training
Print Certificate

Relaunch Completed Course

Assister Evaluation

Optional Training

Resources




Steps to Request Access to MLMS

1.
2.
3.
4.

Login to CMS Secure Portal
Select Request/Add Apps
Search for FFM/Training
Select Assister Role

19



Step 1: Login to CMS Portal

B= An official website of the United States government Here's how you knowv

CMS.gOV | Enterprise Portal 28 Applications @ Help © About

Login with PIV Card

CMS.gov |EnTerprise Portal

v | agree to the Terms & Conditions

Login

Forgot your User ID or your Password?
Need to unlock your account?

New User Registration

Input your unique User ID and Password to gain access to the portal. Check the
box to agree to the Terms and Conditions. Then select Login 20



Step 2: Select Request/Add Apps

My Portal

@Wwelcome to CMS Enterprise Portal.

Welcome David Roct t0 O

o regtrati o = 3ppeti
" age MFA Devices sec
° Select an Application v
L v Federally Facilitated Marketplace (FFM)/Request for MLMS Training Access J
© Select aRole
- o - a3 Ageets o snc et bers whs e acces o Seerl taeirg
o asizing comaumers i the Fegerall-Facltated waretps

(3) Complete Identity Verification

(%) Enter Reason for Request

© SelectaRole

SelectaRole

o Complete Identity Verification

@ Identity Verification
o

ontity varification

Click “Add Application”

Select “Federally-Facilitated Marketplace
(FFM) Request for MLMS Training Access”

Select “Assister” from the drop-down menu
and hit next

“Access assister training” when asked to give
a reason for your request.

To start the ID verification
process, Click “Launch”

21



Step 1: Complete Identity Verification

Step #1: Identity Verification Overview

To protect your privacy, you will need to complete Identity Verification successfully, before requesting access to the selected role. Below are a few items to keep in mind.

1. Ensure that you have entered your legal name, current home address, phone number, date of birth and email address correctly. We will only collect personal information to verify your identity with Experian, an

external Identity Verification provider.
2. Identity Verification involves Experian using information from your credit report to help confirm your identity. As a result, you may see an entry called a “soft inquiry” on your Experian credit report. Soft inquiries

do not affect your credit score and you do not incur any charges related to them.
3. You may need to have access to your personal and credit report information, as the Experian application will pose questions to you, based on data in their files. For additional information, please see the Experian
Consumer Assistance website - http://www.experian.com/help/

If you elect to proceed now, you will be prompted with a Terms and Conditions statement that explains how your Personal Identifiable Information (PIl) is used to confirm your identity. To continue this process, select
‘Next’.

Read the instructions very carefully. Click next. Then enter all the
required personal information on the next page (this is the
information contained in your credit report).

Before you begin the process of identity verification, we strongly encourage you to download a copy of your free credit
report from Experian. If the information you provide does not match the information in the credit report, YOU WILL NOT
BE VERIFIED until the data matches. Your free credit report can be requested at Annualcreditreport.com.

22


https://www.annualcreditreport.com/

Steps 2 & 3: Complete Identity Verification -

Continued

Step #2: Accept Terms & Conditions

OME No. 0681230 | Expratior Date: 312021 | DN

Protecting Your Privacy
Pt

Read the Terms &
Conditions, then if you
agree check the box and
click “next”

Step #3: Enter Your Information

Enter your legal first name and last name, as it may be required for Identity Verification.
All fields are required unless marked (optional).

o == . Enter all the required
— JFTT ] personal information.
Social Security Number is a
e required field.
e = Click Next
-1}

Be sure you have entered all of your information accurately. Remember to use your home address, not
your work address. If you use your work information, you will not pass verification and will not be able
to access the MLMS so that you can take the training.



Steps to Certification Completion
Access to MLMS

.

Prepare Your Computer System \/

Register for CMS Secure Portal ID
Request Access to MLMS

Access MLMS

Launch and Complete Required Training
Print Certificate

Relaunch Completed Course

Assister Evaluation

Optional Training

Resources



Steps to Access MLMS

Login to CMS Secure Portal (https://portal.cms.gov)

Select MLMS Training tile

Review information on Profile Page and use Assigned
Navigator ID/CAC ID/EAP ID

4. Access MLMS Assister Welcome Page

If you used the MLMS last year, you should already have a
CMS Secure Portal ID and password to access MLMS. If not, follow these steps.
25


https://portal.cms.gov

Step 1: Login to CMS Portal

Access MLMS

EE An official website of the United States government Here’s how you know v

C Ms,gov | Enterprise Portal 22 Applications @ Help @ About

Login with PIV Card

CMS.gov | Enterprise Porfal

v | agree to the Terms & Conditions

Login

Forgot your User ID or your Password?

Need to unlock your account?

New User Registration

Enter your User ID, Password,
check the Terms and Conditions
box, and click Login

If you have forgotten your User ID or password, click the
appropriate link for assistance.



Steps 2 & 3: Select MLMS Training & Complete Profile Fields and

Use Assigned ID (Navigators/CACs/EAP/SBE-FP)

After logging in, click the Marketplace
Training - Assister tile and then select
MLMS Training

If you serve in multiple
il ot ol e g S i s o roles (CAC & NAV or CAC & EAP),
be sure to check each
assister type and enter the
corresponding IDs. You will

only need to take the
training once but you will
receive credit for both

O ear & SBEFP | 33333 r0|es.

(86
Marketplace Training -
Asslster

When you complete the curriculum the completion date will be transferred
automatically to HIOS (Navigators), your CAC Roster (CACs), or EAP Leadership



Step 3 continued: Complete

Profile Fields and Use Assigned ID

Wakcorve o 5 Sarkipiace Laeming Madegarmar Syetact (MLE)
A o ekl (A i A ek S KO o M o IMPORTANT! If you get an error that your ID
reentEnm is not valid, please check with your
organization to ensure you are listed in their
system. Navigators need to be listed in HIOS.
CACs and EAPs need to be listed on their
organization’s Roster in the Organizational

e Maintenance web form. You will not get
o o - credit for training if you are not listed!
O eap SBE-F

5=

DO NOT select OTHER for
your assister type if you are
Select Save. You will be a Navigator, CAC or EAP! You

taken to the Welcome page will not get credit for your
training if you do this.

If you are a returning Assister, the field names in red with an asterisk should
already contain your ID number. Confirm the information is correct. 28



Step 4: MLMS Assister

Welcome Page

surance Marketplace

You are currently logged in as Mohamed

[ Training Options

PY2024 Assister - Other

Training Instructions

Training Options: The box above lists the training options available to you as an assister

In Progress Training: The box to the right lists your current training that you are in the process of completing. Your detailed transcript
page is here: Your Transcript (In-Progress Training)

Certif After the required Assister Ci
from the Completed Transcript page. Click the hyperlink C
Completed Transcript

Training and
ipt and select C

you can access your certificate
from your status drop-down:

If assistance is required during your training, please check out The MLMS Interactive Learning Assistant (MILA). MILA is our Artificial-

Imelliience driven chatbot available to assist you with your MLMS questions 24 hours a day, 7 days a week. Click the button

Visit the Assister Training Resources page
Contact the MLMS Help Desk for the following:

« Can't print certificate

« Can'tfind curriculum

« Training not launching

« Modules not advancing

« Can't take exams

« System not recording progress

Assister Spe: (Non-MLMS)
Navigators Contact your Navigator Grant Program Officer
CAC Contact the CAC HelpDesk: cacquestions@cms.hhs.gov

Assister in State Based Exchange using the Federal Contact your State Department of Insurance
Platform
Contact your State Di of

Organization

and/or O

Assister (Other)

@ cornerstone

Welcome to Federally-facilitated Assister Marketplace LMS

Please reference below for training i

guidance, resources, questions and technical assistance.

TIP: As you complete each course and successfully pass the exam, save a screen shot with proof of course completion (exam score or
end screen) for each module. While we do not anticipate any issues, in the rare event the system does not recognize course
completion, screen shots can speed resolution. If, after completing all modules, you have issues with receiving credit for completion
of a module(s), send the screen shots to the MLMS team at MLMSHelpDesk@cms hhs.gov as proof of completion. In addition,
please provide your user name in the email so the MLMS team can more easily resolve the issue.

2023 Assister Certification Training on the Mar!
Dark”

Learning M. System (MLMS) “Go-

As we prepare to release the 2024 Assister Certification Training, the 2023 Assister Certification Training
that is hosted on the Marketplace Learning Management System (MLMS), will be taken offline at 6:00 p.m.
(ET) on Wednesday, August 2,2023. During this “go-dark” period, assisters will not be able to access the
certification training. We anticipate that the 2024 Assister Certification Training will be available later this
summer.

@ Your Transcript (In Progress Training)

No assigned training

Powered by Cornerstone OnDemand, Inc. ©2000-2017
All Rights Reserved. Terms - Privacy - Cookies - Help Desk

This is the MLMS Welcome Landing page.

To return to this page at anytime, select Home from the menu in the upper right-hand corner..

29



Steps to Certificate Completion
Enroll in Curriculum

Prepare Your Computer System

Register for CMS Secure Portal ID
Request Access to MLMS

Access MLMS

Enroll in Curriculum

Launch and Complete Required Training
Print Certificate

Relaunch Completed Course

Assister Evaluation

Optional Training

Resources




Steps to Enroll in Curriculum

Step 1: Select Link To Enroll

Select the
curriculum title
link in Training

Options

{(. Health Insurance Marketplace

You are currently logged in as John Doe

) Training Options.

Training Instructions

Training Options: The box above lists the training options available to you as an assister

In Progress Training: The box to the right lists your current training that you are in the process of completing. Your detailed transcript
page is here: Your Transeript (In-Progress Training)

Certificates: After successfully completing the required Assister Curriculum Training and examinations, you can access your certificate
from the Completed Transcript page. Click the hyperlink Completed Transcript and select Completed from your status drop-down:
Completed Transcript

If assistance is required during your training, please check out The MLMS Interactive Learning Assistant (MILA). MILA is our Artificial-

Inteluience driven chatbot available to assist you with your MLMS questions 24 hours a day, 7 days a week. Click the button

Visit the Assister Training Resources page
Contact the MLMS Help Desk for the following:

« Can't print certificate

« Can'tfind curriculum

« Training not launching

« Modules not advancing

« Can'ttake exams

« System not recording progress

Assister Specific Help Desk Resources (Non-MLMS)
Navigators Contact your Navigator Grant Program Officer

cAc Contact the CAC HelpDesk: cacquestions@cms.hhs.gov

:l:";z‘r:’"" State Based Exchange using the Federal 11,4 your State Department of Insurance

Contact your State Department of Insurance and/or Overseeing

Assister (Other) Organization

@ cornerstone

Welcome to Federally-facilitated Assister Marketplace LMS
Please reference below for Marketplace certification training information, guidance, resources, questions and technical assistance.

TIP: As you complete each course and successfully pass the exam, save a screen shot with proof of course completion (exam score or
end screen) for each module. While we do not anticipate any issues, in the rare event the system does not recognize course
completion, screen shots can speed resolution. If, after completing all modules, you have issues with receiving credit for completion
of a module(s), send the sereen shots to the MLMS team at MLMSHelpDesk@cms.hhs.gov as proof of completion. In addition,
please provide your user name in the email so the MLMS team can more casily resolve the issue.

2023 Assister Certification Training on the Marketplace Learning Management System (MLMS) “Go-
Dark”

As we prepare to release the 2024 Assister Certification Training, the 2023 Assister Certification Training
that is hosted on the Marketplace Learning Management System (MLMS), will be taken offline at 6:00 p.m.
(ET) on Wednesday, August 2, 2023. During this “go-dark” period, assisters will not be able to access the
certification training. We anticipate that the 2024 Assister Certification Training will be available later this
summer.

@ Your Transcript (In Progress Training)

No assigned training

Powered by Cornerstone OnDemand, Inc. ©2000-2017
All Rights Reserved. Terms - Privacy - Cookies - Help Desk

If you have updated your profile page with the correct Assister type(s) and ID(s), the Curriculum for your assister
type(s) will appear automatically in the

Training Options

widget.

31



Step 2: Select Open Curriculum

CURRICULUM

PY2024 New FFE CAC

Last Updated 07/11/2022
Details
LOAD 2 PY2023 Assister
Show More
Contents
REQUIRED COURSES
ONLINE CLASS 001 Training Overview
ONLINE CLASS 002 Health Coverage Basics
ONLINE CLASS 003 Affordable Care Act Basics

CURRICULUM

PY2024 New FFE CAC LOAD 2

Select Open

[ e it

The curriculum will appear, and you can open it directly from this page.

32



Step 3: Select View Details

Step 4: Select Launch

PY2024 New FFE CAC

0%

CURRICULUN PROGRESS
PY2024 New FFE CAC LOAD Optional Courses©®
2 0° Completed Min Required : 5 Total ltems : 5

O riquik YURSE
O OPTIONAL COURSES

04D 29¥: ‘R;ui‘,;dcﬂ??o‘ R
Select View Details

Required Courses®
Compieted Min Recuired

o | ltems
sttt
Bl oo Ow ¢ ate

et Select Launch — the content
08 Mirkba Con At ks, will open in a new window/tab

004 Privacy Security and Fraud Prevention Standards
Staten - - Oue e Date

005 Marketplace Assister Essentials
Staten T 0 e Date

O
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Steps to Certificate Completion
Complete Required Training

Prepare Your Computer System

Register for CMS Secure Portal ID

Request Access to MLMS

Access MLMS

Enroll in Curriculum

Launch and Complete Required Training
Print Certificate

Relaunch Completed Course

Assister Evaluation

Optional Training
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Steps to Complete Required Training

1. Once inside the course, select Right Arrow to Advance to the next
page of the Training

2. You must click on ALL Links on the screen to move to the next page

3. Simply Exit by clicking the Exit button at the end of the course in the
learning content window when finished

— If you need to exit before completing the course, your location will be
bookmarked and you can return to this spot when you return to the course.
Close the window via the red X in the corner of the browser window.
4. Review Completion Status on the launch page. It will say Completed
if you successfully passed the exam.

HINT: The system will log you out after 30 minutes if you do not
interact with the screen. You will be required to log back in if you
experience a time-out.

s

35



Step 1: Click Right Arrow to Advance Training

© mimspilot.csod.com @

Course ntroduction Be sure to open
every link on a page

You need to be aware of these training Section 1557 of the Affordable Care Act (ACA):

qlsclalmgrs. jihe2siappiviiclevelyicotrze Section 1557 of the ACA is a nondiscrimination provision that prohibits discrimination based on 1
in the training. Aiiiets 5 i e 3 = 5 5 I
) disability, race, color, national origin (including limited English proficiency), sex (including sexual
ielelq each menu item below to read each orientation and gender identity), and age in covered programs and activities.
isclaimer. 5 R A A
As of May 10, 2021, the Department of Health and Human Services (HHS) will interpret and f I I
enforce Section 1557's prohibition on discrimination on the basis of sex to include: (1) aCI n a rrOW WI
discrimination on the basis of sexual orientation; and (2) discrimination on the basis of gender .
. . identity, consistent with Title IX of the Education Amendments of 1972 and the Supreme Court's b I bl
D|SC|a|merS decision in Bostock v. Clayton County, GA (140 S.Ct 1731 (2020)). eCOl I le aval a e

° Assister Training Content I 4 a n d yO U Ca n
) Coronavirus | advance to the next
@  section 1557 of the Affordable Care Act | pag e.

Click the arrows to
move forward and
back through the

content.

On the Training course window use the right arrow button to advance
through the course and the left arrow button to
return the previous page. 36



Step 2: Exiting a course

O B == htpsymimspiot.csod.com spilo SLXILTHD
FFM Consumer Assistance Entities Roles and Responsibilities Module 3/ 4
Key Terms Used in this Training Tano«ly Page3/14
If yOU a re prog reSSIng The basic terms to know include:
t h ro u g h a co u rse a n d Select each term for more information before selecting Next and proceeding.

want to exit before —

completing it simply Gonsumers |

close the window.

Your page will be

bookmarked, and you |

can restart where you |
|

In this training, the term consumers refers to individuals and families whe may get coverage
through the individual market FFMs. It also refers to small employers who can offer coverage
to qualified former and of or former

through a F f Small Health Options Program (FF-
SHOP) Marketplace.

Consumer Assistance Entities

Agents and Brokers

left off.

Facilitate Enroliment |

Marketplaces

@ Mozilla Firefox

W h en yO u get tO t h e O 8 =8 httpsyjmimspilot.csod.comyims/scorm/clientLMS/LMS3 aspx2rNum=3&aicc_sid=2730mImspilot&packageld=CourselD-org&qs=""*iZLIUCC14JyK7mnlyatXZ8h9ZLvOr8WKOVIMpdfosyUTAMKInkQQm 88 ¥
end of the course Gonclasion v @ © -
Conduslon Text Only
SI m p Iy CI I C k t h e I In k to Congratulations! You leamed about the purpose of health coverage and how heal!h ooy e works. You can now describe various types of private and public health coverage options that
might be available to including plans, Medi: e

Sta rt t h e eXa m . You've finished the learning portion of this course. Select the link to take

B Health Coverage Basics Jixam, or you can close the course and return to the exam later.

The exams are included in the same module as the learning. So, you can take an
exam immediately from within the course. 37



Step 2: Select Exit

[ ] € mimspilot.csod.com @

Conclusion
Conclusion

Great job! In this course, you reviewed what courses make up the assister curriculum, learned important terms, clarified your roles and
responsibilities as an FFM consumer assistance entity, and studied how to provide fair, accurate, and impartial information to consumers.

You have successfully completed this course!

Select 'Exit' to leave and receive credit for this course.

Help Glossary @ Map {@} Resources

To ensure you get proper credit for all your modules, please take a screenshot at
each completion page and save it in your computer. After completing the exam,
be sure to click the Exit button to leave the course.

38



Step 3: Review Completion Status

After completing the exam
successfully, you will see on
the course launch page that

Status has changed to
Complete.

If you have successfully completed
the course and the status hasn't
changed, try refreshing your page.

If that still does not work, contact the
Help Desk or use the MILA chatbot
to start a ticket.

This is where the screenshots can be
helpful, you might need to send these to
the Help Desk to get credit for your
modules.

PY2023 New FFE Navigaior
L)

PY2024 New FFE Navigator
PY2024 New FFE Navigator

PY2024 Required Assister Courses ©
Completed : 3 Min Required : 3 Total tems : 8

]

aRSe Tateh R 001 Training Overview
- | Statue  Compiecad B Due : No Due Date
O8d o

o PY2024 Assister 002 Health Coverage Basics
Status : Competad Due : No Due Date
Load 3

Q PY2024 REQUIRED
ASSISTER COURSES

@ Py2023 OPTIONAL
ASSISTER COURSES

In Progress Training: The box below lists your current training that you are in

the process of completing. Your detailed transcrpt page is here: In Progress

Training

Certificates: After successfully completing the required Assister Curriculum
Training and examinations, you can acoess your certificate from the Completed
Transcripl page. Click the hyperlink Completed Transcript and selecl
Completed from your status drop-down: Completed Transcript

If assistance is required during your training, please check out The MLMS

Interactive Learning Assistant (MILA). MILA is our Artificial-Intelligence
miboi-chaibatouailoblodnttintpyanaitbaualdldS questions 24 hours a

day, 7 days a week, Click the button IEIEIEXIIETS

Visit the Assister Training Resources page

Contact the MLMS Help Desk

Options ¥

MLMS Help Desk

MLMSHelpDesk@cms.hhs.
gov

* Can’t print your

certificate

e Can’t find curriculum
* Training is not

launching
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How to get Credit as Multiple Assister Types

(NAV/CAC or CAC/EAP)

Announcements

[ Training Options

EnrOII in One ' I;V2024NowFFECAC

Welcome to Federally-facilitated Assister Marketplace LMS

Pleose referencs bow for Markatplacs Oafication anng miormebon. Udonce. MEOWoRs. QUEStons 0nd WMchncal 555885008

cu rri cu I u m’ PY2024 Returning FFM Navigator
complete the g
courses. Yraining Optioms: The bax above lists the raining options avalabie 10 you 25 an aseister
[ Change Active to Completed to view your Completed learing, and change Completed to Active to view your In Progress le:
After completing the first curriculum, \f
then enroll in the additional training.
Next navigate to the completed —
section, of your Training Options and e "
print your next certificate. e
(vou will not need to complete both -
types of training) M TS o e

You will be credited for prior course completion. If taking similar curriculum (e.g., New EAP/New
CAC) you can navigate to the “Completed” section of the transcript. If taking a different version of
training (e.g., New EAP/Returning CAC) in the “Active” section of transcript you must complete the
remaining required courses to receive credit.
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Steps to Certificate Completion
Print Certificate

Prepare Your Computer System

Register for CMS Secure Portal ID
Request Access to MLMS

Access MLMS

Launch and Complete Required Training
Print Certificate

Relaunch Completed Course

Assister Evaluation

Optional Training

Resources
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Steps to Print Certificate

1. Select Your Transcript
2. Find Completed Curriculum
3. Print Certificate
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Select Completed Transcript

Select View Certificate from Drop-down

PY2024 Assister - Other

Training Instructions

Training Options: The box above lists the training options available to you as an assister

In Progress Training: The box to the right lists your current training that you are in the process of completing. Your detaied transcriol
page is here: Your Transcript (In-Progress Training)

Certificates: After successfully completing the required Assister Curriculum Training and examinations, you can access your certificate

ript page. Click the hyperiink Completed Transcript and select Completed from your status drop-down:

If assistance is required during your Iraining, please check out The MLMS Interactive Learning Assistant (MILA). MILA s our Artificial-

Inlellince driven chatbot available to assist you with your MLMS questions 24 hours a day, 7 days a week. Click the button

Visit the Assister Training Resources page

Contact the MLMS Help Desk for the following:

Can't print certificate

Can't find curriculum

Training not launching
Modules not advancing

Can't take exams

System not recording progress

Assistor Specific Help Desk R
Navigators Contact your Navigator Grant Program Officer
cAC Contact the CAC HelpDesk: cacquestions@cms.hhs.gov

Assister in State Based Exchange using the Federal

ool Contact your State Department of Insurance

Contact your State Department of Insurance and/or Overseeing
Assister (Other) Organization

@ cornerstone

Filter by Training Status Sort by Filter by Training Type

Completed ot Completion Date ¥ All Types A

Active

ew FFE Navigator
Archived 1:8/1/2022 Status : Completed

Removed

Welcome to Federally-facilitated Assister Marketplace LMS
Please reference below for Marketplace certification training information, guidance., resources, questions and technical assistance.

TIP: As you complete each course and successfully pass the exam, save a screen shot with proof of course completion (exam score or
end screen) foe each module. While we do not anticipate any issues, in the rare event the system does ot recognize course
completion, screen shots can specd resolution. If, after completing all modules, you have issues with receiving credit for completion
of a module(s). send the screen shots to the MLMS team at MLMSHclpDesk@cms.hhs.gov as proof of complction. In addition,
please provide your user name in the email so the MLMS team can more casily resolve the ssue.

2023 Assister Certification Training on the Marketplace Learning Management System (MLMS) “Go-
Dark”

As we prepare to release the 2024 Assister Certification Training, the 2023 Assister Certification Training
that is hosted on the Marketplace Learning Management System (MLMS), will be taken offline at 6:00 p.m.
(ET) on Wednesday, August 2, 2023. During this “go-dark™ period, assisters will not be able to access the
certification training. We anticipate that the 2024 Assister Certification Training will be available later this
summer.

@ Your Transcript (In Progress Training)

No assigned training

Powered by Cornerstone OnDemand, Inc. ©2000-2017
Al Rights Reserved. Terms - Privacy - Cookies - Help Desk

View Completi... v

View Completion Page
| Open Curriculum
View Training Details

Move to Archived Transcript

Under Training
Instruction click
“Completed
Transcript”

Then select
“Completed” from
the drop-down
menu.

Then Select View
Certificate.
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Step 3: Print Certificate

Federally Certified Marketplace Navigator

i /‘ HOG Fauranos Mokl

Jason Richards
Qrganization
Nawvigator 1D

Acquired on. MWDOYYYY
Exgied cn: MWIDOIYYYY

The Usited States Department of Hoalth and Haman Services recogrizes Navigator First Last o
Navigator Grantee Organization i & fede s ipcartind Mirketplaie NaoGatcr, certbed 10 ahsis! Consurmmns i
Wderstanding new oroorams, Wing 2d0vantage of ConsUMEr ProRCHcns, and Navigating e hoalth insurance sysiem w §nd the
07/12/2023 et w¥0rdalin Covernge Hut masts e Cormame & Ny

Comgiaton of the Nardgator Quricafum may nat L5 114 Qunaements 10 S6rwe 5 NavRIIor undar stato ‘aw. To be fuly casfod
35 3 fodary hy-cortfed Navigotorn, Inchviduals must 2lso meat any loreing. cortfication, or other stancards prescrbed by the
SN, ¥ app cadie, 50 107g 35 such Slandards 00 Nt peovent the apzicaton of the provions of 5o | of the Aflcrdabie Care Act
Ploaso consuft wihh your state’s Depariment of Irsurance 1o ansure you am in compl ance

<4 7\ _. Jeftrey D. Grant
7, /—J}QM 7 Depty Dwector for Opsradons
= : A Carter $or Consumer iformaton & Insurance Oversght

Corners for Madicare 8§ Madicaid Senvices
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Steps to Certificate Completion
Relaunch Completed Course

" N
Prepare Your Computer System \/
Register for CMS Secure Portal ID

Request Access to MLMS

Access MLMS

Launch and Complete Required Training
Print Certificate

Relaunch Completed Course

Assister Evaluation

Optional Training

Resources



Steps to Relaunch Completed Course

Find the curriculum to re-take
Select the course and Register
Request and then open the curriculum

-l A

Take the course
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Step 1: Find the curriculum to re-take

Training Options

PY2024 Assister - Other

Training Instructions

‘Training Options: The box above lists the training options available to you as an assister

In Progress Training: The box to the right lsts your current training that you are in the process of completing. Your defaied transariot
age s here: Your Transcript (In-Progress Training)

Certificates: After suc

sfully completing the required Assister Curriculum Training and examinations, you can access your certificate
Click Transcript and select Yo -down

[Comploted Transcript

I assistance is required during your training, please check out The MLMS Interactive Learning Assistant (MILA). MILAIs our Artifcial-
In!ﬂ-ince driven chatbot available to assist you with your MLMS questons 24 hours a day, 7 days a week. Ciick the button

Visit the Assistor Training Resources page
Contactthe MLMS Help Desk fo the following:

Can't prnt certfcate
an't find curn

Training not launching

Maddes not dvanchy

Canttake

Syearm ok racaring progeees

Assistor Specific Help Desk Resources (Non-MLMS)

Navigators Contact your Navigator Grant Program Officer
cAc Contact the CAC HelpDesk: cacquestionsg@cms. hhs.gov
Assister in State Based Exchange using the Federal

Platform Contact your State Department of Insurance

Gorincl you Blle Deparntof b e ecor Oveseog
Assister (Other) Organ

@ cornerstone

‘Welcome to Federally-facilitated Assister Marketplace LMS

Please ref Marketp i d technical assistanc.

Select “Completed
Transcript”

TP As you complete each cours nd sucestully pas the exam. ave 8 e sht with proo of couse conpleion (eam s or
end screen) for each module. While we do not anticipate any issues, in the rare event the syste

completion eren s cam pcod resultion, I, e compltig ol sodale, o bave s it rveiving crodit o completion
of a module(s), send the MLMS team at ML a5 proof of completion. In addition.
please provide your user name in the email 5o the MLMS team can more casily resolve th issus.

2023 Assister Certification Training on the Marketplace Learning Management System (MLMS) “Go-
Dark”™

As we prepare to release the 2024 Assister Certification Training, the 2023 Assister Certification Training
that is hosted on the Marketplace Learning ment System (MLMS), will be taken offline at 6:00 p.m.
(ET) on Wednesday, August 2, 2023. During this “go-dark” period, assisters will not be able to access the
certification training. We anticipate that the 2024 Assister Certification Training will be available later this
summer.

@ Your Transcript (In Progress Training)

Filter by Training Status Sort by Filter by Training Type

No assigned raining

Completed v Completion Date ¥ All Types w

Active

« Completed .
£ New FFE Navigator
Archived 1:8/1/2022 Status : Completed

Removed

Powered by Comersione OnDemand, Inc. €2000-2017
A Rights Reserved. Terms - Privacy - Cookies - Help Desk.

Next Select Completed

Be sure to change the filter to Completed in order to find the curriculum you wish

to take.
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Step 2: Select the course and

View Training Details

Filter by Training Status Sort by Filter by Training Type Search by Keyword

Completed = Completion Date ¥ All Types hd ‘ Search

Search Results (2)

PY2024 New FFM EAP View Completio...
g Completed : 10/24/2022 Status: Completed Training Type : Curriculum

View Completio... ¥
Completed : 10/24/2022  Status : Completed Training Type : Curriculum

= PY2024 Assister - Other _

View Completion Page
View Certificate
Open Curriculum

Evaluate

| View Training Details I

h . ..
S.elect the Select View Training
curriculum name

Details

This will allow you to review the content for a quick refresher 48



Step 3: Open the details page and click Launch

TITLE (CLICK ON & TO SEE COURSE DESCRIPTION) TYPE DUE DATE EXCUSED STATUS OPTIONS DETAILS

Required Courses (Min. required: 7) o Section None
¥ 001 Training Overview (L3.1) Online Class None to Registered 28
¥ 004 Privacy Security and Fraud Prevention Standards (L3.1) Online Class None No Registered Launch -
¥ 005 Marketplace Application Essentials (L3.1) Online Class None No Registered Launch -] |
¥ 006 Serving Vulnerable and Underserved Populations (L3.1) Online Class None No In Progress Launch LA |
¥ 007 Cultural Competence and Language Assistance (L3.1) Online Class Nore No Registered Launch 23
¥ 008 Working with C with Disabilities (L3.1) Online Class None No Registered Launch = E
¥ 011 Complex Application Issues (L3.1) Online Class None No Registered Launch 25

Optional Courses (Min. required: 0) ‘U Saction None
¥ 002 Health Coverage Basics (L3.1) Online Class None No Registered Launch - E]
¥ 0032 Affordable Care Act Basics (L3.1) Online Class None No Registered Launch 28
¥ 009 Customer Service Standards and Community Outreach (L3.1) Online Class None No Registered Launch 25
¥ 010 Coverage to Care Assistance (L3.1) Online Class None No Registared Launch 25

Select Launch

Take the course as normal when it is launched
49



Steps to Certificate Completion
Assister Evaluation

\ N
Prepare Your Computer System \/
Register for CMS Secure Portal ID

Request Access to MLMS
Access MLMS

Launch and Complete Required

Training
Print Certificate
Relaunch Completed Course

Assister Evaluation
Optional Training

Resources



Steps to Complete Assister Evaluation

1. Complete Curriculum

2. Launch Evaluation (survey)

51



Step 1: Select Launch and Begin Evaluation

After completing the curriculum, you have the option to evaluate the learning content

Click the Options drop

down menu
ick Vi : Options ~
Click View Completion ptions
Page View Completion Page
lculations View Training Detai '\'

Hide Expired Training

@ > Barybew > Tanscript » Training Completion

Click Evaluate this
Training

Training Completion

You have completed PY2023 Assister-Other!

This is an opportunity to provide your thoughts and opinions about how to
improve the training. 52



Step 2: Complete the Evaluation

Assister Feedback

Question 1.
Select the Assister roles you will be performing this year. (Select as many as applicable.)

) FFE Centified Application Counselor
J FFE Navigator
Returning FFE Certified Application Counselor
Returning FFE Navigator
) SBEFP
O other

Question 9.

Please list additional topics you'd like to see discussed on the annual certification training on the MLMS (in 250 characters or less)

[ Save / Return Later J I Submit Final Answers I}
4fm

Evaluation - PY2023 Assister-Other

Answer the questions

Submit your
answers or
save to come
back and
complete it at
a later date.

The Evaluation is launched to allow course feedback. Read the questions and

answer accordingly. 53



Complete Optional Training

Prepare Your Computer System
Register for CMS Secure Portal ID
Request Access to MLMS

Access MLMS

Launch and Complete Required
Training

Print Certificate

Relaunch Completed Course
Assister Evaluation

Optional Training

Resources




Complete Optional Training

Each of the Assister curriculum modules contain optional courses. If you choose

to take the optional courses simply navigate to the optional section and launch
the courses.

PY2024 Returning FFM Navigator (L2) Options ¥

Click Launch next to the course

Optional Modules ©
Completed : 2 Min Required: 0 T

ofal items : 5

002 Health Coverage Basics (L2)

- Status : Registered Due : No Due Date
Course Description Goes Here

003 Affordable Care Act Basics (L2)
e Ry
PY2024 Returning FFM Navigator (L2) Options ¥

009 Customer Service Standards and Community
- Outreach (L2)
ered D N Due Dat

CDpG

g b
e e
H H]
= s
4 ]

Required Modules ©

Completed : 2 Min Required : 7 Total Items : 7

o 001 Training Overview (L2)
Sl tus C mp ete d D : No Due Date
oul criptior es Here

Launch the optional courses
just like all the other courses.
You can take individual
courses or all courses. Note:

These courses are not e
mandatory. | SR

004 Privacy Security and Fraud Prevention Standards
(L2)

Status : Registered Due : No Due Date

Course Description Goes Here

Launch

005 Marketplace Assmer Essenhals (L2)
Sta t : Rey q stered Due D
Course Description Goe: H

006 Serving Vulnerable and Underserved Populations IIneh
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Resources

Prepare Your Computer System
Register for CMS Secure Portal ID
Request Access to MLMS

Access MLMS

Launch and Complete Required
Training

Print Certificate

Relaunch Completed Course
Assister Evaluation

Optional Training

Resources




Resources

Help Desk Information

MLMS Help Desk
Email: MLMSHelpDesk@cms.hhs.gov
* Can’t print your certificate

* Can’t find curriculum
* Training is not launching

CAC Questions Help Desk
Email: cacquestions@cms.hhs.gov

* Error message; CAC ID not valid

* Issues that cannot be resolved by the
other help desks

Manual ID Verification Help Desk
Email: FFMProducer-AssisterHelpdesk@cms.hhs.gov

*  You have provided your personal information during the
identity verification process, but the system cannot identify you

*  Request a manual ID verification and provide a copy of your
driver’s license

Include the following information:
—  Screenshot(s) of issue
— Device and Browser

CMS Enterprise Portal Help Desk
Email: CMS FEPS@CMS.hhs.gov
* Phone: 855-267-1515
e User ID / Password Issues
* No access to MLMS

Navigators

Email: navigatorgrants@cms.hhs.gov

For any other issues, or if you cannot get your
issue resolved, please email your project
officer

EAP Help Desk
. Email: eapquestions@cms.hhs.gov

*  Error message; EAP ID not valid

* Issues that cannot be resolved by the
other help desks
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Resources

uick Reference Guides

Quick Reference Guides are available on Marketplace under CMS Training for
navigators, agents, brokers, and other Assisters

https://marketplace.cms.gov/technical-assistance-resources/training-

materials/training.html CMS gy vt s e =
e ]

Training for navigators, agents, brokers, and other assisters

Coronavirus disease 2019 (COVID-19) Resources

« 2021 Special Enroliment Period in Response to the COVID-19 Emergency - June 2021 (slides)

« COVID-19 Vaccine Fact Sheet - posted April 28, 2021

« COVID-19 Vaccines: Who, What, Where, and Why - posted April 28, 2021 (slides)

« COVID-19 Fact Sheet for Assisters - posted October 28, 2020

« Tip Sheet on Health Coverage Option for Employers Helping their Employees During the COVID-19 National Emergency
« Marketplace Information for Businesses Impacted by COVID-19

{023 Federally-facilitated Marketplace (FFM) Assister Training )
« CMS Enroliment Assister Bulletin 2022-01: Guidance Regarding Training, Certification, and Recertification for Navigators and Certified Application

Counselors in the Federally-facilitated Exchanges - posted August 2022

Launch of Plan Year 2023 FFM Assister Certification Training - September 2022 (slides) (video) (transcript)

Quick Reference Guide: Plan Year 2023 Computer C ted August 26,2022

Plan Year 2023 Marketplace Learning Management System (MLMS) Browser Pop-Up Guidance for Successful Completions - posted August 26, 2022
« Quick Reference Guide: Plan Year 2023 FFM Registration with ID Verification for Assisters - posted August 26, 2022

Quick Reference Guide: Plan Year 2023 Assister ID Validation - posted August 26, 2022

Navigator and Certified Application Counselor (CAC) Training Courses - posted August 2022

Assister Readiness Webinar Series

« Marketplace Assister Microlearning

Complex Case Web Form Presentation for Assisters - February 5, 2021 (slides)

Complex Case Web Form User Guide - posted June 2021

. . = How to View Your CMS Profile - posted June 2021 (video) (transcript)
o u ca n a so I n e p e re . « How to Validate Your Assister ID on MLMS - posted June 2021 (video) (transcript)

o_Remote Identity Proofing (RIDP) Tips for Success J

REGTAP: For job aids, FAQ documents, reference guides, and pre-
recorded webinar demonstrations, please visit REGTAP |
Registration for Technical Assistance Portal (cms.gov
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