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Computer Assistant Name_________________________________     Date________________ 
 

Medicare Plan Finder Training 

 
Entering Client Information 

1.  Go to the Medicare website, www.medicare.gov.  You will see two places 
where you can click to begin a prescription drug plan comparison.  Click on one of 
the following— 

• Medicare Prescription Drug Plans—2009 (2010) data 
• “Compare” in the blue Prescription Drug Plans box 

 

 
 
 

2.  On the next screen click “Find and Compare Plans” to continue. 
 
 
 
 
 
 
 
 
 
 

http://www.medicare.gov/�


Medicare Prescription Drugs  Page 2 

 
 
PICK TYPE OF SEARCH 
 

3.  You can do a Personalized Search or a General Search for a client.  You will 
need the Medicare card information and the person’s birthday to use the 
Personalized Search.  The personalized comparison will tell you the person’s 
present drug plan and also if they receive extra financial assistance.   
 
The General Search is used when you do not have the necessary information from 
the client.   
 
TIP:

 

  Sometimes you will enter the information for the Personalized Search and 
the Plan Finder Tool will not accept your search.  Re-enter the client’s information.  
If it doesn’t work the second time, go to the General Search. 
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OPTION I:  BEGIN PERSONALIZED SEARCH 
 
We will go through a Personalized Search first. 
 

4. This is the first screen 
for a personal search.   

• The top line is the 
Medicare number. 

• Fill in one

• The third section needs 
last name, birth date 
and the client’s zip 
code. 

 of the two 
Medicare dates on the 
second section of this 
screen.  Do not fill in 
both dates. 

• The fourth line is a 
request for Health 
Status. This piece of information has no affect on the results and is not 
required. 

• Click Continue
 

 at the bottom of the page. 
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5.  The next screen explains the client’s current coverage and their level of 

subsidy, if any.  
 
 
 

  
Click Continue at the top of the page to proceed.
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OPTION 2:  BEGIN GENERAL SEARCH 
As mentioned previously, if you do not have the information necessary to do a 
Personalized Search, or you cannot get the Personalized Search to work, go ahead 
with a General Search. 
 

6.  This is the screen you 
will see when you do a 
General Search. 

A.  The zip code (box A) 
should be filled in with 
the zip code for the 
address where the 
client files taxes.  You 
will run into this when 
they live part of the 
year in Iowa and part 
of the year in another 
state.   

B.  Drop down box that 
does not affect final 
results and does not 
have to be completed. 

C. Drop down box that 
does not affect final 
results and does not 
have to be completed. 

D. Clicking on the Yes 
button at D will result in several options appearing below in the same 
section.  Click in the appropriate buttons or click 

E. Clicking on the Yes button at E will result in several options appearing 
below in the same section.  Click in the appropriate buttons or click on 

I don’t know. 

F. Section F will allow the computer operator to force the comparison tool to 
calculate plan comparisons with appropriate prices for clients with extra 
help from Social Security or the Department of Human Services.  We will 
click “no” for this example.  Later we will select “yes” and show the impact 
of that selection. 

I 
don’t know.   

• Click the Continue
 

 button. 
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7.  The next screen contains general information because you did not enter 
personalized client information.  Click on the Continue
 

 button. 

 
 
 
PRESCRIPTION SELECTION 
 
It is EXTREMELY important that you enter the exact drug name, dosage and 
quantity the client is taking or the comparison will be inaccurate.  The client may 
wrongly choose a plan that does not cover his/her drugs.  When in doubt, call the 
client or pharmacy to verify information. 
 
 

8.   In most cases you will 
be entering drug information 
for the first time.  In this case, 
click on the Enter My Drugs

 

 
button in item 1.   
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9.  You will not necessarily enter each prescription drug the individual takes, 
i.e. do not enter over-the-counter drugs.  You can enter drug names in two ways: 
 

A. Type the complete drug name in the box following “Enter Drug Name”.    
After you type the name and click on Search for Drug or hit your Enter

B. A list of drugs beginning with the letters you typed will appear.  Click on the 
appropriate drug name and it will be highlighted in blue.   

 key, 

C. Click on Add Selected to Your Drug List
                                                                                         A 

.                                                     C 

                        B 
                                         

 
 
 

D.  A new blue box will appear on your screen called “My Drug List.”  As you 
add drugs to the list, they will appear here. 
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E.  If the drug cannot be found, try clicking on the button to browse drugs 
alphabetically.  Sometimes it is possible to recognize a drug that you have 
not spelled correctly.   

F. When a drug is found, there may be several choices to pick from.  Pick the 
correct drug and click on the Add Selected Drug to Your List

 
 button.   

         E 

                     
     F 
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10.  After finding the first drug, be sure to click on the little box below the 
drug so that the green check mark in the box disappears.  If the check 
mark is left in the box, the program will automatically

 

 substitute generic 
drugs for brand name drugs.  Generics appear in capital letters.  

 
 
 
 

11.  To add drugs to the list, click (put your cursor) in the Enter Drug Name 
box. Type the next drug name then click on the Search for Drug

 

 button again.  
Continue this process until all drugs are entered.   

12. In this example: 
A. These two brand 

name drugs have 
generics and the 
generic names 
are given in the 
middle column. 

B. These two drugs 
are already 
generic. 

C. These two drugs 
have no generic 
equivalent. 

 
If you have a drug on the list which you need to remove, click on the Remove

 

 
button in the right-hand column. 

 
13.  When finished entering drugs click on the Continue

 

 button in the bottom 
right corner.   
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DOSAGE INFORMATION 
 

14.  The next screen allows the user to input the correct dosage for each drug 
and the number of doses per month.  The information entered here is critical for an 
accurate comparison.  Check the accuracy of this information as you enter it and 
after you have completed entering all information.   

A. Some of the drugs have drop down boxes to allow the user to select the 
correct dosage. 

B. Box B allows the user to tell the program how many doses are used per 
month.   

C. Box C allows one to change the time period for the quantity.  In some 
cases, a prescription may only be filled once every six months or even once 
a year. 

D. For some prescriptions, a client may need to take different doses of the 
same drug.  For example a person may need one 5 mg pill and two 1 mg 
pills per day.  Click on the Add Doses

E. Sometimes you may need to remove a drug at this stage.  The 

 button.  This will result in the drug 
showing up on the list twice.  Select a different dose for each listing. 

Remove

F. The 

 
button will accomplish this. 

Add More Drugs

G. Click on the 

 button will take the user back to the add drugs 
screen. 

Continue
 

 button when this screen is finished. 

  A                                  B               C                                                               D     E 
 

 
 
    
 
                                                                        F                                                  G 
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15. The next screen allows the user to save the list of drugs entered.  Select a 
date to put into the drop down boxes (we use the client’s birthday) and click on the 
Continue
Always save the list.   

 button.    

 

 
 
 
 
The next screen provides the Drug List ID # and the Password Date you selected.  
Record this information immediately on the client’s Part D Information Form. 
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RETRIEVING SAVED DRUG LISTS 
Some clients may have had their drugs entered previously and only need to update 
the list.  In this case you can use the Drug List ID and Password Date to retrieve 
their list.  Enter this information under #2 and click on Retrieve My Drug List
 

.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PHARAMACY SELECTION 
 

16. The next screen gives you a choice of picking one or two Pharmacies or 
skipping this step.   Click on the Yes button if you want to specify a pharmacy and 
click on the No button if you do not or if the patient is going to use mail order.  
Then click on the Continue

 

 button. 
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17. Pharmacy selection: 
A. Most of the time there 

will be a large number 
of pharmacies from 
which to choose.  Click 
in the box in front of 
one or two pharmacies 
the client uses.  The 
comparisons will factor 
costs at these 
pharmacies. 

B. This box will allow the 
user to change zip 
codes.  This is particularly helpful when the pharmacy used by the client 
falls outside the radius of the zip code where s/he lives.   

C. The drop down box at C will offer an extended range to search for 
pharmacies.  This is handy when the pharmacy is too far away from the zip 
code entered and does not appear on the list. By increasing the miles, more 
pharmacies will be shown. 

D. Use the Update List button after the Pharmacies Within

E. The button at E will list all of the pharmacies on one page if there is a long 
list. 

 box has been 
changed.   

F. Use the Continue
 

 button to go to the next screen. 

PLAN LIST 
 

18. The top of the next screen provides a summary of current coverage, 
eligibility for the low income subsidy and the Save Work Information. 
 
 

 
 
 
 

19. This screen presents the plans in order from lowest annual cost to highest. 
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A. The first row 

shows the 
present plan 
in which the 
person is 
enrolled.  
This will only 
appear if you 
do a 
Personalized 
Search and 
the client is 
actually 
enrolled in a Part D plan already.  If the person is currently enrolled in a 
stand-alone drug plan, the list of plans which comes up will be stand-
alone drug plans.  If they are enrolled in a Medicare Advantage plan with 
drug coverage, the list of plans which appears will be Medicare 
Advantage plans.  

B. The first column shows the name of the plan and the name of the 
Insurance Company.  Most companies have more than one plan. 

C. The second column shows the total annual cost of the plan and the cost 
remaining for the year assuming the client signs up for the plan during 
this month.   

D. The third column shows the annual cost of the plan using the mail order 
option and the cost remaining for the year assuming the client signs up 
for the plan during this time period. 

E. The next column shows the monthly premium 
F. The fifth column shows the deductible. 
G. Click on this button if the client wants to enroll in this plan. 
H.  A new column has been added--Summary Rating of Prescription Drug 

Plan Quality (not shown).  Up to five stars may appear in this column, 
indicating a measure of quality. 
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20. This shows the bottom of the 
plan list.  The original screen shows 
the five lowest cost plans.  Clients 
will usually pick from these five 
plans.  However, there are more 
than fifty plans available and if a client asks for a particular insurance company 
you will need to see the entire list of plans.  The buttons at A, B and C will allow 
the user to scroll through the plan options.   
 

21.  Before you begin comparing plans, go to the bottom of this screen and 
verify that the list of drugs, dosages and quantities is accurate, as well as the 
pharmacy.   

 
 
 
 

22.  The plan list screen offers much information. 
 

A.  If you want to switch screens between the list of stand alone drug plans and 
Medicare Advantage plans with drug coverage, go to the top of the screen 
and Click on bracketed information which states the number of drug plans or 
Medicare health plans in the area. 

 

 
 
 
COMPARE PLANS 
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There are two ways to share plan information with clients.  You can show a 
comparison of 2-3 plans side-by-side or you can show detailed information for 
each plan separately.  SHIIP feels the detailed information is more beneficial to the 
client and that this is what should be printed and given to the client.  It can be 
overwhelming to give the client both the side-by-side print-out and the detailed 
print-out. 
 
We will explain the side-by-side process first. 
 
SIDE-BY-SIDE COMPARISON OF PLANS 
 

23. It is possible to compare up 
to three plans side-by-side with this 
program. 

A. The first column contains a 
small check box.  Click in the 
boxes in front of the plans 
your client wants to compare.  
They can choose up to three. 

B. Click the compare button at 
the top. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
[An example of the results is too long to show in this document.  ] 

A.  The top shows the plan name. 
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B. Below the plan name is the contact information.  This will allow the client to 
call the plan and enroll if he/she so chooses. 

C. Various parts may be hidden if the counselor wishes.  Too much information 
may be distracting to some clients.  If a section is hidden, clicking on the 
Show

 
 button can show it. 

24.  To print the side-by-side comparison click on the Print This Page

 

 box in the 
upper right hand screen. 

 
 
 
 
 

25. Click on the Return button at the bottom 
of the screen to return to the Personalized Plan 
List. 
 
  
 
 
 
 
 
DETAILIED PLAN INFORMATION 
 

26. From the Personalized Plan list, click on the 
plan name to get detailed information. 
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27. This is a copy of the 
top part of the detail screen.   

A. This arrow points to 
the contact information 
for this plan. 

B. This section rates the 
plan on a few topics 
with a possible five 
stars.  Few plans rate 
five stars. 

C. This section gives the 
monthly premium and 
the deductible.  

D. This section gives the total annual cost at the selected drug store and the 
annual mail order cost. The right column gives the costs for the rest of the 
year. 

 
28. This is farther down the page.   

A. The second column shows the drug pricing system. 
B. This column tells if the user needs prior authorization from the insurance 

plan before using the 
drug. 

C. The fourth column 
tells if there is a 
quantity limit on the 
drug. 

D. The last column tells 
if step therapy is required before the company will pay for the drug. 
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29. This section of the 
page gives the cost. 

A. The second column 
shows the full cost of 
the drugs. 

B. This column shows the 
cost during the 
deductible period.  This 
column will be missing if there is no deductible for this plan. 

C. The fifth column shows the cost of drugs during the initial coverage period. 
D. This column shows the cost of drugs during the gap. 
E. The last column shows the cost at the catastrophic level if the client reaches 

that point. 
 

30. This section is near the 
bottom of the page.  This graph 
is very good to explain the 
monthly cost to clients.  Part of 
the cost for each month is the 
premium and the rest is the co-
pay at the drug store. 

A. This is the initial 
coverage period.  This 
plan has no deductible. 

B. This is the gap during which few or no drugs are covered. 
C. This bar indicates that this client will hit the catastrophic level in December.   

 
PRINTING COMPARISON FOR CLIENT 
 
SHIIP prefers that you print the detailed comparison information for the client.  
You can provide detailed comparisons for up to three plans.   Be sure to staple all 
pages for each plan together, in order.  DO NOT print both the side by side and the 
detailed comparison.  This is too much information for a client and might  
overwhelm them.   
 
Print two copies of each comparison.  One is for the client and one is kept at the 
local SHIIP site.  Staple the site copy to the client’s Information Form. 
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