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Introduction
Welcome to the online counselor certification tool offered by the SHIP National Technical Assistance
Center (SHIP TA Center) at www.shiptacenter.org! You are likely receiving this guide because your
SHIP program has decided to use this tool for counselor certification. This guide is intended to assist
you in effectively accessing and using our online system. Specific certification questions, certification
timing, and other certification guidelines are determined at the state, regional, and local level.
Please follow your SHIP program’s additional guidelines for using this tool and for becoming (or
remaining) a certified counselor.

System Requirements

Before getting started, please note that it is best to use any of the following internet browsers with
Java Script enabled to access the OCCT:

Internet Explorer 9 and up, Firefox, Google Chrome, Safari

Note that all major internet browsers will likely have Java Script enabled by default.

Accessing the Certification Tool
The certification tool can only be accessed by registered users at www.shiptacenter.org.

1. Click on SHIP Login from our home page. (Please note that the photos on our home page
rotate. The photo depicted below is only one of several that appear).

Need Local Help With Medicare?
CEHlNT you! oot SHIF
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2. Registered users log in by entering their email address and password.

Login
Emclogboms [ |
/1

FOIDOT FOUr pessword”

Nat = Registered User?

Tha age s v fo- Stave Hagith iny

Asgitance Frogre (SHIF} rerresentmves yousre s
member afthe geners! pubic snd «wish 1o leam inore shout the
SHIP progrem, cink on “Learmn eboot SHIFS” oelo. P nz R e
SriP sisffrenbes oodnseinr. orvoliniee: vho nesds access,
cick o “Subrs reqeest (o oe & Reghtered Ute:

, .
$HiPs smpowar Med: res by B g free, in depth, ling snd

3. Non-registered users who need access to this tool can submit a registration request. (See
the green arrow pointing to the green registration button above.)

4. If you think you are registered but don’t remember your password, click on the blue Forgot
your password?

Brrpnt your soasword?

5. The window below will appear. Enter your email address and click “Submit.”

22| SHIP

Loaaf Help K Peogs with eavr.

Forgotten Password

i

6. After you click submit, you will be sent an email from info@shiptacenter.org explaining how
to re-set your password. If the email does not arrive, check your junk mail or spam folder.
Make sure to mark info@shiptacenter.org as a safe sender.
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7. Upon logging in, Counselor-in-Training users will automatically see the page shown below
and nothing else. All other users will have additional menu options and will need to click on
the Counselor Training menu to access the Online Counselor Certification and Training Tool
{OCCT).

a. Brief explanatory text precedes the green “Counselor Training and Certification”
button.
b. Click on the green button to procees to the certification tool.

Cpaiselos

Tewitting

Counselor Training and Certification

The State Health insurance Assi e Pi {SHIF} Mationg! Technical Assistance Center
offers oniine counselor training and certificstion for prospective and current SI4IP counselors.
An online cenification tcol has been custom built for SHIPs by the Medicare Rights Center
and wiil become avaitable here on Januery 20, 2016. Our curent ortine trsinirg tocl is
Medicare Rights University for SHIPs, aiso created by the Mecicare Fights Center. SHIPs are
welcome 1o use elther, both, or neither of these orniline toois. If you are & SHIP counselor
seeldng 1o be certified or recertified, please verify with your SHIP program that this is the
tratning andror certification platform ey require you to use.

To enter the SHIP Center’s trairing and certification room, click the greer biiten.

Flrmiy Al AN e ‘artfeaion Tool

Online Counselor Certification and
Training

Welceme to the na SHIP Center's online Med ses and online certifi
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Overview of the Certification Tool page
You will see a table with three tabs on the Certification Tool page:

- Exam List
- My Information
- My Results

Exam List

This tab displays a list of all exams for which you are currently scheduled. Exams are scheduled
by a designated SHIP staff administrator for your program. It is the role of a designated SHIP staff
administrator to alert you when you have been scheduled to take an exam. If you have not been
scheduled for any exams, the Exam List will be empty and no exams will appear in the Exam Name
column. In the example below, one exam has been scheduled, titled “Sample Recertification Exam.”
To take an exam, click on the blue Take Exam link associated with that exam (circled below).

SHIP Certification Tool

Exam Name Take Exam
Z TS = 2y
Semple Recettfication Exam K JdeExam D

Note: After you have taken an exam, it will not automatically disappear from this list. The Exam
Name will remain on the list until a SHIP staff administrator removes it.

My Information
This tab displays your Participant ID, the email address you use to log in, your state abbreviation,
and a list of exams for which you have been scheduled. In the example below, only one exam has

been scheduled for this sample participant.

Parhcipant 1D: 1971

Login Name: gpaulson@shiptecenter.org
Participant Siate: NY

Scheduted for- Sample Racerification Exam

Iy SHIP Nunanad

Te hieciil Asestance
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My Results

This tab displays results of all exams you have taken. You can see the answers you selected for a
specific exam by clicking the View Selected Answers link. The first six columns are sortable. You can
click the column name to toggle ascending or descending order.

7
Exam List My Results

Date Time Points Possible

Name Exam : Pass/Fail  Answers
Taken Spent Scored  Peints
Paulson, 2 '
< Sample 1/13/16 vy View Selected
Ginny Custom 17-08 go:05.48 ] 10 Pass A

Taking an Exam

If your administrator scheduled you for an exam, you will see the name of the exam on the SHIP
Certification Page and you will be able to take the exam from there.

1. Click Take Exam next to its name and follow any directions provided by your administrator.

Exam Name
Sample Recerification Exam

2. Selecting the correct answers is done by simply clicking on their text.

Exam Ligl

Sample Recerification Exam

Qood iuci!

Question 1. {f Lank takes advaniage of the 30-day “iree look™ pariod when switch:ng his Medigap policies, he #ili have
1o
© Notify CMS of this decision

' Disclose all of his heatth information to the Medigap before enrofling

Agree to never have a Medicare Advantage Plan again should he choose the Medigap
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3. Make sure to click the Submit button after you answer all the questions. Otherwise your exam
will not be graded.

Question 50. The Advanced Beneficrary Notice {ABN) is used 1o inform Medicare bensiicianes of vhat?

. That Original Medicare is likely to reject a claim for services in whole or in part
That a procedure is experimental
. That the bencficiary needs a referral in order to see this kind of provider

Submit

If your exam has a defined time limit, we strongly suggest completing it in one sitting. While the
system will continue to track remaining time even if you leave the page, your exam will not be
submitted for grading unless you have the exam opened in your browser when the time runs out.

If you run out of the allotted time while you’re still on the exam’s page, your exam will be submitted
automatically.

If you run out of the allotted time while you are no longer on the exam’s page, that attempt will be
counted as one of your allowed attempts, even though the exam will not be graded.

Support
Please contact you SHIP administrator with any questions related to your exam and the
Certification Tool.

For technical assistance with the software, contact the SHIP National Technical Assistance
Center at info@shiptacenter.org or 877-839-2675.

The production of this document was supported by Grant Number 905T1001 from the Administration for Community
Living {ACL). its contents are solely the responsibility of the SHIP National Technical Assistance Center and do not
necessarily represent the official views of ACL.
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