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Storefront registration and log in 
Website: https://www.aetnahub.com/  

 

Log in to your account 
Existing users (left side) 

Your log in credentials are case sensitive. In the event you forget your password, click on the 
“Forgot Your Password?” link and we’ll send you an e-mail to reset your password.  If you can’t 
remember your user name, e-mail aetna_commhub@theygsgroup.com. Don’t create a new 
account.  
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New users (right side) 

Create a user name and password and enter the password again to confirm.  Then fill out all 
required information on the "Create New Account" page and click create account.  Be sure to 
select Accountable Care Solutions as the business unit.  If your cost center is included in the 
drop down menu, please select it.  If you don’t see your cost center, select "Add New Cost 
Center", which will permit you to proceed with self-registration.   

 

You’ll receive an initial e-mail confirmation following registration.  Your request will be 
reviewed by the site administrator, who will set up your access to the appropriate materials.  
You’ll receive a second e-mail notification when your account has been activated.  You’ll login 
on the left side of the screen under Existing users, with the user name and password you 
created when you self-registered. 
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Storefront landing page 

 

Technical questions and user support: Aetna_commhub@theygsgroup.com 

 
After you log in, you’ll see the Accountable Care Solutions landing page.  Click on a blue tab on the left 
side of the screen to get to the products you’d like to order.  
 

Overview of storefront catalog 
This is the first selection on the navigation bar at the top of the page under the Aetna logo. 
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The storefront automatically brings you to the catalog selections tab.  

When you mouse over Accountable Care Solutions (ACS), the menu will expand.  Categories 

with subcategories are indicated by the right arrow symbol.  Or you can click on the folder 
icons to navigate to the category you wish to order from. 

 

You’ll also have access to corporate products. 

 

Product types 
After selecting a product, you’ll see whether it’s available for print and ship, download only or 
print only.  Print and ship products typically have a 4-5 business day lead.  Some items are pre-
printed and stored in the YGS Warehouse as inventory.  Inventory items are usually shipped 
within 24-48 hours, unless your order also includes print and ship items.  Print and ship items 
will be shipped together with inventory items to consolidate shipping costs whenever possible.   

Choosing a storefront product 
Select the product you’d like to order by clicking on the thumbnail image.   
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Selecting product output 
After you’ve selected your product you’ll go to the “Create a Document” page. The left of this page has 
product information for you to review and sections that you’ll need to fill out to complete your order.  

You’ll need to choose an output type from the dropdown. Flyers and placemats are “Print and Ship” or 
“Download.”  Presentations and videos are for download only. 

 

 



6 
 

Selecting product quantity 
Most print and ship items have a minimum print quantity of 25. 

Zoom feature 
Our zoom feature helps you to better preview a product. 

To use the zoom feature, just hover your mouse over the area you’d like to enlarge. 
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Download only orders 
Add download items to your shopping cart. Then you can download the file from the “my orders” tab by 

clicking the link next to the  after you complete your order.  There’s no cost to download a static item 
(no customization).  
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Ordering customizable storefront products 

 

Customizing a storefront product 

Enter your variable, customizable content. Then 
preview it by clicking “PDF Preview.” 

 

How to select your output type 
 
Enter a quantity for each print and ship product. (Most 
items have a minimum print quantity of 25 required.) 
 
To use the customization tool to create a variable 
download, you’ll need to pay a $7.50 fee.  There’s no 
charge to download a static (non-customized PDF.) 

After you complete the checkout process, you can find 
your downloadable products under the My Orders tab. 

Click the link next to the .  
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Aetna Whole Health sales brochure 
The Aetna Whole Health sales brochure has its own category. 

 
Once you click on the thumbnail you’ll see the product information on the left and a dynamic preview 
on the right. The preview updates as you add or remove inserts. 
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How to save your content for a customized product 
 

1. Once you’ve typed your data into the fields, click on “Save Content.”  

 
2. Enter details about your content in the pop up box. 

a. Enter a name for your content. 
b. Enter a description of your content. 
c. Save your content to “My Library.” 

 
3. Click on the drop down arrow to see the name, date and time you saved your data. 
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If you continue filling out the form, click on the drop down arrow and select the saved data. 
Then click on “Update.” After you make your changes, just click on “Save Content.” 

 

How to retrieve saved content for a customized product 
1. Click on the drop down arrow under “Load/Save Form Content.” 
2. Select a file name. 
3. Click on “Update” which will load your saved content into the form fields.  

 

How to view or save a PDF for review 
1. Click on the PDF preview button at the top or the bottom of the left panel.

 
2. Save the PDF after it opens. 
3. Print or e-mail the attachment for review. 
4. You’ll see a proof watermark on any variable (customized) product.  This identifies it as a 

proof.  After you approve the proof and check out, the watermark will go away.   
 

Online proof approval 
 
Before you can add any product (static, variable, print or download) to your cart, approve your 
proof and check the box. This step is a reminder to make sure everything is correct, because 
we’ll process the order as soon as we receive it. 
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Adding a product to your shopping cart 
1. After completing the form and approving your proof, click the Add to Cart button. 

 

2. The product is now in your shopping cart. You can go back and edit, preview, delete, 
duplicate or save for later. 

3. When you’re ready to place your order, click the Proceed to Checkout button.   
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Save for later function 
You can remove a product from your shopping cart but save it for checkout at a later date. You 
don’t need to delete it from your shopping cart. Just click the “Save for Later” link from the “my 
cart” tab.   

 

This will refresh the page and move that product to a new section at the bottom of your 
shopping cart. When you’re ready to buy it, just click on the “Move to Cart” link and proceed 
with the checkout process. 
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Shipping and payment  
Your shipping address will display from your profile.  

You can also add and save other addresses as needed. 

 
1. Confirm your shipping address. Click on the address book icon to edit or add a new 

address.  (Tip: Be sure to edit the default address to match your own address when you 
use the site for the first time.) 

The drop down menu allows you to choose from saved shipping addresses. 

NOTE:  Delivery times represent UPS courier “in transit” times and don’t include production 
time (to print the item you ordered.) 
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Note: We send all invoices to Aetna Procurement, not your personal address. 

2. The payment information required is your department cost center. Select it from the 
drop down menu. 

• If you don’t see your cost center, select Add New Cost Center and enter your 
cost center. You can complete the checkout process on this order, but you can’t 
store your cost center for future use. To add your cost center to the drop down, 
e-mail ACS_Retail_Marketing@AETNA.com. 

 

3. Proceed to the final step and place your order. 

All invoices are issued directly to 
Aetna Procurement. 
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My profile 
Click my profile to edit your personal account information. 
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Editing your personal information 
Click the edit profile button, make your changes and hit “accept.”  You can also change your 
password by clicking the Change Password box at the bottom of the screen. 
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