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Introduction and Overview
This document provides Producers who are seeking authorization with
Maryland Health Benefit Exchange a step by step guide for accessing The
MHBE Training Portal to complete the required training for the 2016 - 2017
plan year. Follow these instructions in order to fulfill your training
obligations and to ensure that you are able to assist your clients with
their enrollments.

Major Training Milestones in the Producer
Authorization
Accessing the required training for Producers seeking authorization can be described
in three major steps.
1. Create a MHBE Training Portal Account and Complete Producer Application
specific to your producer role.
2. Once your application has been approved; you will have access to your training
applicable to your producer role.
3. Complete the required online policy/system training (See Chart below).
Required training must be completed within in 45 days once your application is
approved.
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Step-by-Step Instructions
Step One: MHBE Training Portal Account
Creation/Application
1). Go to https://mhbe.force.com/training/CustomCommunityLogin : If
you already have a MHBE Training Portal Account skip to Step Two.
2). Click on the Register link.
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3). Complete the registration form by entering your First Name,
Last Name, Email and create a password (Password should be at least 10
characters long and a mix of characters and numbers). Click the submit button.

4). You will receive a confirmation email with the subject
“Welcome to MHBE Training Portal” The email contains the
MHBE Training Portal link:
https://mhbe.force.com/training/CustomCommunityLogin to
complete and submit an application for the Maryland Health
Connection CAW role in which you will be working.
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5). Click on the link provided in the confirmation email and enter
you login credentials you created during registration. Once logged
in, click on the Applications tab. Click on the Create New
Application button.
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6). Select your role in which you are applying for Maryland Health
Connection from the drop down menu and click continue.

7). Enter requested information into the application fields (note:
There are required fields marked in red that must be answered before you can submit;
hover over the orange question marks next to the fields for correct formats and field
details ).

After you enter in all required information, click save.
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8). Please review the entire application. You can upload any
requested information or supporting documentation by scrolling
to the bottom of the application and clicking the Attach file
button. If you are not ready to submit the application, you will be
able to log out and come back and edit any information before
submitting for approval.
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9). Once your application is ready for submission with all
requested supporting documentation, you must complete an
Application Signature. Please read, click the check box next to “I
understand”, and click the Sign button. Submit the application for
approval by clicking Submit for Approval.

9). Your application will be reviewed by the program manager assigned to your
role. Once your application has been approved, you will receive a
confirmation email confirming your application has been approved and the
next steps to proceed for the program.
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Step Two: Completing Required Training
Begin by logging in via:
https://mhbe.force.com/training/CustomCommunityLogin using the
username and password that was entered during account creation.

You should again be at your home page which looks similar to this:

1.

Click on the “ Learn ” tab
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When you click on the “Learn” tab, you should see
something similar to this:
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2.

Training Tabs: All of your annual training courses will be added to
the “not started” tab of your transcript and will be listed as
follows according to your role. Click on any of the course widgets
to begin your training course. If you do not finish the course after
launching, it will move to the “In Progress” tab. Once courses
have been completed, courses will move to the “Completed” tab.

Please Note: You will not be required to re-take the courses from
OE 16-17 that were already completed in the HUB. Your program
manager will update your profile. OE 17-18 courses will be
available September 2017.
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3.

Continuing Education Courses (CE): If you need to complete
Continuing Education (CE) training courses. They will be loaded to
your transcript on the “not started” tab. All CE courses will have a
CE at the end of the training title.

**As we develop continuing education training courses, a notice will be
sent to you via email through the MHBE Training Portal when the
course is available and how to access the training**
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4.

Course Navigation:
a. Click the “launch” button next to each course in the training
course widget. Once you finish a training module, click the
“Return to Previous Page” button to continue on with the
training curriculum on your transcript.
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b. If you are unable to finish a module all at once, you will be
able to exit the course and will have the option to return to
your last training slide. You will see a pop-up message
asking if you wish to return to your last location. Click “OK”.
If you wish to start your module over, click “cancel”.
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5.

Course Evaluations: Course Evaluations are required after
completion of each training curriculum. A Course Evaluation is at
the end of every course. Click the “launch” button and complete
the assessment. Please be sure to add any comments at the end.
If you don’t have any comments please add N/A.
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Step Three: Registering for an ILT Training
Session (If applicable)
If there are Virtual Instructor Led Training Courses (VILT) or in
person training Sessions available for your role, you will be
required to register for a session. Begin by logging in via:
https://mhbe.force.com/training/CustomCommunityLogin using
the username and password you entered when you created your
account.
You should again be at your home page which looks
similar to this:
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1. Go to the Session Registration tab on the home page of the
MHBE Training Portal. Click on the drop down and click on InPerson Training Session. You will see all training sessions
available to you. Click on the date, time and location that
works best and click the “Register” button. You will get a
confirmation email confirming your registration.
When you do, you should see something similar to this:
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Step Four: Unregister From a Session
If you are unable to attend your training or exam session, please
withdraw from the course and schedule another date and time if
applicable. Begin by logging in via:
https://mhbe.force.com/training/CustomCommunityLogin using the
username and password you entered when you created your account.

You should again be at your home page which looks
similar to this:
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1. Go to the Session Registration tab on the home page of the
MHBE Training Portal. You will see all training sessions available
to you and the sessions that you are currently registered for.
Click the “UnRegister” button. You will get a confirmation
email confirming that you unregistered from the session.
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Step Five: Job Aids
1. Go to the Job Aids tab on the home page of the MHBE Training
Portal. You will see all of the documents the MHBE training
team has uploaded for your reference. There are a few tag
filters if you are looking for a specific document. To access a
document, click on the “Click to Download” link next to the
document. Once the document is downloaded, you will be
able to view, print and/or save to your local drive of your
computer.
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Step Six: Help is Available
1. Chatter: The MHBE Training Portal has a function that allows
your Program Manager to communicate with you and other CAWs
for questions or discussion about your training. Click on the
“Chatter” tab. In the field provided, key in the @ symbol and then
the name of the person you wish to contact and click share. Please
Note: These messages are in a chat news feed and will be visible to
your followers.
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A. Chatter Feed Edits: Click the drop down next to your post to delete
it, add topic or bookmark.

Should you experience any difficulties, errors, or other
issues in any step of this training process, please contact
our MHBE Training Team via email at
mhc.trainingsupport@maryland.gov
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Step Seven: What Happens Next?
Congratulations! You have now completed your required training!
If you are a returning producer: Please make sure to sign and submit your NonExchange Entity Agreement. If you have already done so, you should now be
prepared to help your clients during the upcoming enrollment period.
If you are a new producer: Please refer to your initial authorization email for any
other requirements that you must complete. If you have completed all of the
requirements, you should expect to receive your authorization letter from us
within a week. If you have not received your authorization letter from us within a
week of completing all of the authorization requirements, please feel free to ask us
for an update on when you will received your authorization letter. You can email
us at mhbe.producers@maryland.gov . Once you receive your authorization letter,
you should be all set to help your clients during the upcoming enrollment period.
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