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Enrollment HUB 
How to Complete an SOA Using the Electronic 
Signature (ESig) Method  

PURPOSE: This job aid explains the process to complete a scope of appointment form 
using an electronic signature. 

SCOPE: Enrollment HUB users 

 

Introduction 
Enrollment HUB will allow you to secure a signature on a scope of appointment form using 
the electronic signature process.  There are several things that you should remember when 
using this signature method: 
 

• The beneficiary must have a valid email address 
• The beneficiary must be able to access their email 
• The email must belong to the beneficiary 
 

How to Complete an SOA Form 
Accessing Electronic Signature Email - Applicant 
Completing Electronic Signature 
How to Resend Electronic Signature Email 
Agent Notifications and Signature Log 
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How to Complete an SOA Form 
Click the APPOINTMENTS 
tab. 

 
 

Then, click the ADD SOA 
button to open the form.  

 
 

Read the mandatory 
disclosures to the 
beneficiary before you move 
forward. 
 

 As you move forward 
in the SOA process, the 
progress bar will begin to fill 
and the list of sections in the 
main menu will show what 
sections you have completed. 
  

Select the corresponding 
plan(s) you will discuss 
during the appointment.   
 

Click the SHOW 
DESCRIPTION link to access 
the details of each plan. 
 
 

 
 

Continue on next page.                 Back to top 
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Click the DATE OF THE 
APPOINTMENT field or the 
CALENDAR icon and select 
the appointment date. 

 

Click the TIME OF THE 
APPOINTMENT field and 
enter the appointment time. 
 

 To select AM or PM 
click the button next to the 
time. 

 

Continue on next page.                 Back to top
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Fill in the following required 
fields: 
 

• Beneficiary First 
Name 

• Beneficiary Last 
Name 

• Applicant Email 
(required for 
eSignature) 

• Beneficiary zip code 
 

The following fields are 
optional: 
 

• Beneficiary Middle 
Name 

• Beneficiary Phone 
Number 

• Beneficiary Address 
• Beneficiary Medicare 

Number 
 

 It is recommended 
that you complete all the fields 
in this section including the 
optional ones.  This information 
will pre-populate the 
enrollment application is the 
beneficiary decides to enroll.   
 
 

 

 

 

Continue on next page.                                  Back to top 
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In this section enter your 
phone number and select 
the INITIAL METHOD OF 
CONTACT.  Your options are: 
 

• Agent Book of 
Business 

• Agent Contact 
• Beneficiary Referral 
• Agent Referral 
• Walmart Walk-In 
• Other Retail Walk-In 
• Guidance Center 

Walk-In 
• Market Office Walk-

In 
• Other 

 

If the beneficiary is the one 
that will be signing the SOA, 
select the radio button next 
to SELF.   
 
If a POA is the one that will 
be signing the SOA, select 
the radio button next to 
POA OR OTHER 
AUTHORIZED LEGAL 
REPRESENTATIVE. 
  

 

Click the radio button next 
to ELECTRONIC SIGNATURE. 
 

 The email address 
captured on the SOA form will 
be utilized for the remaining 
signature process. 
 

 

Continue on next page.                 Back to top 
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When Electronic Signature is 
selected, the CONSENTS 
section will display.  Read 
the first two questions to 
your applicant and choose 
YES or NO. 
 

The last two statements are 
meant for you, the agent, 
and are not to be read to the 
applicant. 
 

 As a reminder, you 
must confirm that the email 
address listed on the SOA form 
is valid and belongs only to the 
beneficiary completing the 
form. 
 

 

Click COMPLETE. 

 

A confirmation pop-up box 
will display notifying you 
that the SOA was 
successfully submitted.   

 

Process complete                  Back to top 
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Accessing Electronic Signature Email – Applicant 
Once the applicant receives 
the initial email “Important 
Plan Information from 
Humana” they will click on 
the link “Review & Sign 
Enrollment Form”. 
 

 

 
The applicant will be 
directed to a secure Humana 
site to confirm information 
and complete their 
signature. 
 

• Customer 
Information – 
information within 
this site must match 
exactly to what was 
provided on the 
enrollment form 

• The applicant has 
three (3) attempts to 
login.  If they are 
unsuccessful the 
applicant should 
contact you (the 
agent) so you can 
send a new link 

 

Applicant will then click 
CONTINUE TO SIGN 
 

 

Process complete                   Back to top 
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Completing the Electronic Signature 
Within the “Sign and submit 
your appointment form” 
section, the applicant will 
need to: 
 

• Enter First and Last 
Name 

• Confirm the 
disclaimer 

 

Click AGREE AND SUBMIT 

 
After submission, the 
beneficiary will receive a 
confirmation email.   

 

Process complete                  Back to top 
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How to Resend the Electronic Signature Email 
If an applicant has not 
received the email for 
electronic signature within a 
timely manner, agents can 
click on the “ReSend eSig” 
button to request a new 
email to be sent. 
 
 

 Applicants will want 
to check their “Junk” or “Spam” 
folders if they are having issues 
receiving the email. 
 

 

If you are resending the 
email to the existing email 
address, click on YES. 
 

If you are resending the 
email to a new email 
address, click NO. Enter the 
new email address then click 
SEND. 
 

 
 

 

Process complete                       Back to top 
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Agent Notifications and Signature Log 
Scope of Appointments 
pending for electronic 
signature will have a tag on 
the application card. 
 

The Pending ESig tag will 
change to SUBMITTED – 
ESIG SIGNED once the 
beneficiary submits the 
electronic signature.    

 
Agents also have a Signature 
(Sig) Log to refer to for events 
that have taken place thus far 
with the electronic signature 
flow. 

 

 

Process complete                  Back to top 
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