
Action
Click the Brokers 
link in the upper 
right corner of 
the screen.

https://Blueshieldca.com



Action
Click the 
Resources 
dropdown to 
display Resource 
quick links.



Action
From the Public 
Links section on 
the right, click Be 
a Blue Shield of 
CA Broker



Action
Already 
registered with 
BlueShield? Click 
log in link

Need to establish 
account? Click 
Get started link. 



Action
Complete the 
Producer Type 
field (Individual, 
or Group).

Fill in the rest of 
the form to 
create account.

Select the box to 
accept Terms 
and Use, Privacy 
Policy.

Click Sign Up
button.



Action
Once registered, 
check email for 
confirmation. 

Click link to Go to 
Login Page



Action
Enter username 
and password 
from the email 
received when 
setting up your 
account.

You will change 
your password in 
the next step.

Click Login 
button.

***********

user@email.com



Action
Follow the on-
screen 
instructions to 
change 
password. 

Click Submit

***********

***********

***********

user@email.com



Action
Registration in 
complete. 

Click Go to Login 
button.



Action
Login Screen -
Enter new 
username and 
password 
combination 
established 
during 
registration. 

Click Login
button

user@email.com



Action
This is the 
application 
landing page 
seen after a 
successful login.

Optional - Click 
Required 
Documents link to 
see the list of 
documents you 
will need to start 
the application 
process. 



Action
As required, 
review the list of 
required 
documents 
needed to 
complete and 
submit 
application.

Click Start my 
application link 
under My 
Application on 
the left side of the 
screen.



Action
Complete all 
information in 
Producer 
Information 
section. 

Required fields 
are shown with 
an (*) asterisk.



Action
Once complete, 
all data is 
validated for 
accuracy. 

Click the Validate 
button.

Insurance Agents of America, Inc

953389410 3389410 0D12941

123 A Street, Foster City, CA USA

505 Vantage Park Drive123 A Street



Action
This is the 
beginning screen 
of the Electronic 
Appointment 
Form. 

Complete all 
required fields. 

It may be necessary 
to use the scroll bars 
on the right side of 
the browser to 
complete all 
information.

953389410 Insurance Agents of America



Action
Complete all 
required fields 
under the 
Contact 
Information and 
License 
information
sections of the 
screen.

123 A Street

PO BOX 6588

0D12941



Action
Important - Both 
Life License and 
Accident &
Health License 
are required 
selections before 
proceeding.

Bank Information:
Enter Bank 
account Type, 
Bank Name, Bank 
Routing Number, 
and Bank 
Account 
information. 

Error & Omission 
Information: Add 
coverage 
amounts for E&O 
(specific and 
aggregate). 
$1,000,000/minim
um for each.

Click Next button. 

0D12941



Action
Click Next to 
advance to the 
next screen in the 
application 
process. 

Previous button 
goes back one 
screen.

Navigating to 
another page or 
closing the browser 
before submitting 
the application 
requires application 
process to start over. 
Nothing is saved 
before the Save and 
Resume Later button 
is clicked.  



Action
Line of Business: 
Select the type of 
plans to sell by 
clicking the box 
next to each Plan 
type (Medicare, 
Medicare 
supplement, 
Individual, Small 
Group, Large 
Group)

953389410 Insurance Agents of America



Action
Review and 
confirm the 
information 
entered.

Complete the W-9
form in the next 
step. 

123 A Street

123 A Street

PO BOX 6588

License Number*
0D12941



Action
Click the Review 
and Sign button.



Action
A DocuSign 
window launches 
to complete the 
W-9 form 
electronically.

Click the box 
agreeing to use 
the e-signature 
screen. 

Click Continue
button. 



Action
Click Start button 
and fill in any 
needed W-9 
information.

The form should 
automatically 
advance to the 
next required 

123 A Street,
Foster City, CA



Action
Click the Sign
button to apply 
electronic 
signature to the 
form.

123 A Street, 
Foster City, CA



Action
By default, only 
first name and 
initial is 
considered for 
the signature. 

To accept 
default, click 
Adopt and Sign.

To change 
default, enter full 
name in the Full 
Name field. 

When done, click 
Adopt and Sign.



Action
Once e-signature 
is applied, click 
Finish button on 
the top of the 
form.

123 A Street
Foster City, CA



Action
A confirmation 
appears when 
successfully 
signed. 

Either close this 
window or view 
the PDF copy of 
the W-9 by 
clicking the 
buttons on the 
bottom of the 
screen.



Action
Click Next button 
to upload the 
required 
documents 
(Health License 
and E&O 
Coverage 
certificate).

If needed, click 
the Save and 
Resume Later 
button to finish 
later.



Action
Click Upload Files 
button, or drag 
and drop 
supporting 
documents to 
upload.



Action
Select files from 
computer to 
upload and click 
Open button.



Action
Click Done and 
repeat to upload 
both files.



Action
With all 
documents 
uploaded, click 
the Next button



Action
It’s necessary to 
e-sign the 
Producer 
Agreement. 

Click the Review 
and Sign button 
to begin.



Action
Click Continue
button.



Action
Click Start button.



Action
Click the Sign
button to apply 
e-signature.

123 A Street

PO BOX 6588

0D12941



Action
Click the Sign
button to apply 
e-signature.



Action
Click Finish
button.



Action
System displays 
completion 
message.

View the 
completed 
Producer 
Agreement in 
PDF or click Close 
button to close 
the window..



Action
Click Next to 
review and 
submit the 
application



Action
Use the browser 
scroll bar on the 
right to review 
the application 
before 
submitting.

Insurance Agents of America, Inc



Action
If satisfied that all 
information is 
accurate, click 
the Submit button 
to send the 
application the 
BlueShield’s 
Producer Services 
team for review 
and approval. 



Action
Congratulations, 
you have 
submitted an 
application!



Assigned tasks for correcting information.



Action
As soon as 
appointment 
processor pends 
the application 
for a correction 
needed, an 
email is sent to 
the broker.  The 
email will 
contain the link 
to log back into 
the application 
and see what is 
needed.

NOTE: Check email for application pend status.



Action
1. The status of 
the application 
shows as Pending. 

2. A new task now 
appears all on the 
Community Home 
page for 
application. 

Read Detailed 
Description 
section to 
understand what 
is needed.  

3. Click link in My 
Open Task subject 
field and fix 
application.

1.

2.3.



Action
System opens to 
screen where 
action is 
required. In this 
example, Broker 
must upload 
supporting 
documentation. 

Click Upload 
Files button, 
browse 
computer to 
select file to 
upload.

Click Next 
button



Action
Click Done
button once 
video uploads.



Action
Confirmation 
message 
appears on 
screen.



Action
Community 
Home Page 
shows 
“Pending” 
status until 
newly 
submitted/corr
ected 
document is 
reviewed and 
accepted. 

Once new 
document is 
reviewed, 
status changes 
to “In-Review”.
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