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Getting Started: Log In and User Registration 
 
All users will begin on the Aetna login page. 

 
 
 
If you have been provided a sign in details, please sign in with your username and 
password. Usernames and passwords are case sensitive. 
 
If you have not been provided sign in details, please click on the Create a New Account 
button. 
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Administration 
 
To access administrative features, click on the Administration link. 
 

 
 
 
You will be taken to a list of all users which can be filtered. Also notice the subfolders in 
the Site Administration column to the left of your screen. 
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Update a User Profile 
 
To look up a user account, type in the individual’s first and/or last name and then click 
the Add filter button. The search filter by default is set to “contains”. 
 

 
 
 
Search results will display in the space below. Select the edit link to the right of the 
individual’s name. 
 

 
 
 
In the Edit Profile section you can update general account information and custom fields. 
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Reset a Password 
 
To reset a password, enter a new password in the New password field. Then click the 
Update Profile button at the bottom of the page.  
 

 
 
To prompt the user to change the password on their next login, check the box next to 
Force password change. 
 

View User Certification Progress 
 
While in a user’s profile, click on the Transcript link.  
 

 
 
In the Transcript tab, information about the user’s training activities is visible. Hold your 
cursor over symbols that appear in the Status column for more information. You can also 

retrieve certificates if they are available by clicking on the Certificate symbol  in the 
Certificate column to the right of a course. 
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View User Site Activity 
 
Similar to the Audit Trail feature in the previous version of the training portal, 
administrators can view a user’s activity on the website. While in a user’s profile, click on 
the Activity reports link. 
 

  
 
 
Then click on the link for the report or log of interest. 
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Modify a User’s Certification Track 

To add a user to a learning plan, follow the steps below. 
 

Step Action 

1.  From the Medicare Course Home page, under the Site Administration section, 
select Courses, then Learning plans. 

 

 
2.  Click Edit to the right of the learning plan of interest. 

 

 
 

3.  Click the Users link. 
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4.  Select the user you wish to add from the list on the right, then click the Add 
button. You may also search for the user by entering their name in the search 
field. 

 

 
 

Mark a User Active or Inactive 
 
To mark a user as inactive, click on Administration. 
 

 
 
Then search for the user and click the delete link that appears to the right of their record. 
Please note users that have been deactivated will not be able to log in. 
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Click yes, if you are sure you would like to delete the user. 

 
 
 
If a user needs to be restored, return to the Administration page and click on the Show 
Advanced button. 
 

 
 
 
Then scroll down, check the box next to Deleted and click the Add filter button. 
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The deleted user will appear in the list displayed. Click the restore link to the right of the 
user’s record. 
 

 
 
 
Enter a username and password and then click the Submit button. Please note the 
username must be lowercase. 
 

 
 
 
The user’s first and last name will be displayed on the following page.  
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Edit Page Banners 
 
To edit the content blocks of site pages, click the Turn editing on button. 
 

 
 
 
Editing symbols for each of the content blocks on the page will be displayed. 
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For more information about the block editing symbols, please see the table below. 
 

Symbol Function 

 Assign Roles so that certain user roles can 
edit the block. Should not be used 

 Click on the eye to hide the block from 
public view. When it has been clicked the 
symbol will change to  

 Configuration 

 Delete. Please note you will not receive a 
warning upon clicking this symbol. Items 
that have been deleted cannot be 
recovered 

 Move down, Move right, Move left, Move 
up 
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Reporting Features 

 
The new portal provides numerous reporting options with useful filtering capabilities. To 
access reporting features click on the Reporting link.  
 

 
 

Generating Reports with Filters 
 
Under Filters, click on the dropdown next to Add new filter to see filter options. 
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For example, to produce a report using the completed filter, follow the steps below. 
 

Step Action 

1.  Select Completed from the Add new filter dropdown menu 

 

 
2.  Select option from Show only records completed. The between option has 

been selected in this example. 

 

 
3.  Enter the appropriate dates. Dates can be typed into fields or selected from 

the calendar that appears when clicking on the calendar symbol to the right of 
the field. 

 

 
4.  Once the dates have been entered, click the Apply filter changes button. 

 

 
5.  The reports results will display in the Results section of the page. 
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Reports by Request 
 
The following reports can be provided by AHIP: 

 AHIP Exam Attempt Report 

 AHIP Billing Detail Report 
 
An individual user’s exam attempts can also be viewed from their account. Please see 
the View User Certification Progress section of these instructions for more information. 


