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Agent Onboarding – Accessing onboarding link, and choosing states for 
appointment 

This document outlines and illustrates the steps required for agents to complete 
their onboarding link with Tier One Ins. Co. (Aflac’s direct sales subsidiary) 

Note – Do not choose the following states for appointment, as there is not product 
availability: NY, NH, NJ, GU, PR, VI.  

Note – When asked for “Individual Applicant email ID”, be sure to use your agency email 
address. This is critical to your profile setup and accessing the enrollment platform. The 
system will not accept personal email addresses, and if personal email addresses are used, 
your access will not work.  
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Once the Home Office user or the Agency sends the invitation, the Agent will receive a link via 

email to login and update the information required for contracting. 

1 

Email Content 

The agent will receive an email similar to the email below. Click on the hyperlink to 

start the onboarding process. 

2 Below is the initial Welcome Page, click Get started. 
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Validate the Terms and Conditions and Check I Agree to proceed then click Next 

 
4 Update the Agent Primary Information – either update [SSN + Last] name or 

[NPN]. This will validate the agent’s identity into their onboarding flow.  
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5 Update the Agent Demographic information  

The VUE system connects with NIPR and fetches all the relevant details matching the 

NPN or SSN & Last name (Please validate the information retrieved from NIPR is correct 

and matches your name and SSN) 

 
 

6 Update the Address Information – Make sure to update at least one address as 
Primary 
 
Note – click the pencil icon to activate editing, check box for ‘Is Primary’ for applicable 
address, then clck the pencil again to accept edits.  
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7 Update the Contact Information – 
Individual Applicant Email is a mandatory input field.  
 
Note -Very important on this step: Agent must use their agency email address. 
The system will not allow personal emails or Aflac email address.  If any other 
email is used access will not work.  

 
 
 
8 

 
 
System navigates to Credentials tab make sure all active license info for the agent is 
reflecting in the below section. Then click next. 

 
 

9 Navigate to Appointment information – update the LOA for state  
(LOA = Line of Authority)  - Refer to the LOA Cheat Sheet to aid in this process. 
 
Both the agent and pricipal agent must have at least one licensed state in common. 
(Principal agent must have appointment in any state a downline agent is to be 
appointed in) 
 
 
Note - For Accident/Cancer/Critical Illness products, LOA will usually = Health. 
However, this could vary slightly by state. 
 
To select states for appointment: 

• Click on the edit button 
• Click the LOA box to activate and choose the appropriate LOA from the 

dropdown menu  
• Check the box under Select to the far left column of the state abbreviation 

 
This must be done for each state individually. 
 
Once all state edits are complete, click next. 
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10 Navigate to Authorization screen to answer the Background verification questionnaire, 

choose the appropriate options and click Next 
 
Note – favorable response to question 8.a = yes 

 
11 The contract verification documents will be available for view and download 
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12 Authentication screen will be loaded to update the full name and signature date(auto 
populate) 

Note – agent must sign using name as it appears with NIPR/on insurance license. 

14 Onboarding Completion page 

Agent info is processed and the system will activate or pend (depending on state) all 
requested appointments.  

Next Steps: 

1. Agent will get welcome email
2. Once contracting complete the agent will need to use their network email address to
access the producer portal.
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