Agent Onboarding — Send Invitation Process
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Onboarding process is to onboard new producers/agencies with Tier One.
Overview This document will describe sending invitation and the flow of Onboarding
for all different roles.

e An agency/agent can send the invitation from the Portal
application.

Below are the different scenarios of Send invitation processes.

e Portal- Send Invitation
e Portal - Bulk Invitation

Send Invitation Process Flow (Producer Portal)

Send Invitation

Producer Portal VUE

Send Invitation
Single/Bulk

Start Onboarding
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Agent Onboarding Process Flow (Producer Portal)

! ]
Click the URL Demographics: Background
received in the email Agent/Corporation Questionnaire/
Documents
License Info
Welcome Contract Verification

|

Appointments

l

Certification/Trainings

Primary Info: (If any) Onboarding
Agent/Corporation | Completion

Terms & Conditions Authentication

Producer Portal - Send invitation

Producer has the option to send the invitation

1 Navigate to ‘View Sent Invitation” as shown in the below screen

@ VUE Producer Portal powered by X +

& cC 0 & aflacpreprod.vuesoftware.com/Portal/Common/Home

2 Apps @ Aflac-Lerning Place @ TierOne - INTG TierOne RWD Claims

Af iac
Agent Profile Invitations & Authorizations Documents Repository

Send invitations for agent appointment, give approval and manage tasks

Tasks

INVITATIONS & AUTHORIZATIONS

’a I.H ¥ U Send Invitation

View OnBoarding Invitations Sent

ME R ey View Tasks Assigned To You or By You

2 Select Yes for Does the new agent/agency directly report to you?, Click on NEXT
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Agent Profile Invitations & Authorizations Documents Repository Requests

Send Invitation

the questions below for

-
Do you want to invite an agentiagency?” [, cne o

Does e new agenagencydescty rport o you?* [ "
3 Input all the relevant fields and click Continue
Upchain's Channel* | Tier One v Upchain's Role* | Agency v
Invitee’s Contract Type* | Tier One v Invitee's Requested Role* | Producer - Non-Commissioned v
Carriers* 1 of 1 Selected = Corporation Name
Tax ID Corporation NPN
Principal Agent First Name Principal Agent Last Name
Principal Agent NPN Principal Agent SSN
RA Amangements* | AA27374-001 L3 e.%. Payee* [RA ~ ]

4 System navigates to recipients email address page, input the recipients mail id and
Click FINISH

Recipient Email Address(esy

Email Subject”  Welcome to Aflac Contracting

Email Body"

B 7 U | Fortfomy - FortSz - AW -

B | % | B e

On behalf of Aflac, T'd ks to invite you to partner with us.

Wa have providad

¥ (elow) t bagin the contracting and sppointment process. You il be guided through = sariss of scrasns to complats. Pleass follor the onscrasn instructions. IF you have any qusstions or nesd furthar assistance, do not hasitats to contact SELECT BENEFIT
SOLUTION LLc, at k23g:

Plaase click on the scurs link below to completa the enbosrding process. This link vill sxpirs 30 days from the date recaived. Wa ars excited to partner vith you!
Click her %o start anbearding

Sincarely,
Afiac Partner Relations Team

Path: p Words:103

® send Invitation

5 Invitation will be sent successfully

Success

Invitation sent successfully
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Producer Portal - Send Bulk invitation
Producer has the option to send bulk invitation

1 Navigate to 'View Sent Invitation’ from Invitations and Authorization tab - as

shown in the below screen

Invitations & Authorizations Documents

Send invitations for agent appointment, give approval and manage tasks

. INVITATIONS & AUTHORIZATIONS I
Send Invitation

€9 Send Bulk Invitation

View OnBoarding Invitations Sent
View Tasks Assigned To You or By You H

2 Select Yes - Does the new agent/agency directly report to you? And click on

Continue

Agent Profile Invitations & Authorizations Documents Repository Requesis

Please answer the questions below for sending invitation

Does the new agent/agency directly report to you? ves -

3 Input all the relevant fields and click Continue

Agent Profile Invitations & Authorizations Documents Repository Requests

Upchain‘s Channel* | Tier One ~ Upchain's Role* | Agency ~
Invitee’s Contract Type* | Tier One - Invitee’s Requested Role” | Producer - Non-Commissioned ~
carmiers 1 of 1 Selected . RAArrangements®  AA27374-001 L) 5%
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4 System navigates to next screen where User needs to upload the file with the
required agents information.
There is also a sample invitation file template, Agent details needs to be updated

in the similar format and browse to uEIoad the data file. click on Continue

‘Send Bulk Invitation

Please upload the excel file containing the Agent/Agency Details

SendBulkinviation (2)xisx X

sample Invitation File

Previous Continue

5 Email subject and Email body will be displayed

Email Subject”  Welcome to Aflac Conracting
B Z U & | FontFamiy = FortSize =~ A-%-| EZFE |[=-1=-| = Paagraph  ~ | | e
b ; T
Path: p ‘Words:103
® Send Invitation
6 Invitation will be sent successfully
Success
Invitation sent successfully
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4 System navigates to next screen where User needs to upload the file with the
required agents’ information.
There is also a sample invitation file template, Agent details needs to be updated
in the similar format and browse to upload the data file.
Below are the details of the data field
Agent/Agency Agent This field indicates whether the invite is for
agent/agency.
Agency
Corp. Name Agency Name. In case of agency Invitation
need to provide the agency name.
TaxID Agency Tax ID
Agent First First Name of the agent.
Name
Agent Last Last Name of the agent.
Name
SSN SSN of the agent.
Agent/Agency NPN of the Agent or Agency
NPN
Principal Agent In case of agency onboarding this represents
NPN Principal agent’s NPN.
Payee Agent Payee of the agent/agency.
RA
Email ID Email ID of the agent/agency
Field Office This field is not mandatory for Tier One
contracts.
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