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

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

Below are the different scenarios of Send invitation processes. 

• Portal- Send Invitation
• Portal – Bulk Invitation

Send Invitation Process Flow (Producer Portal) 
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Agent Onboarding Process Flow (Producer Portal) 

Producer Portal – Send invitation  
Producer has the option to send the invitation 

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

2 Select Yes for Does the new agent/agency directly report to you?, Click on NEXT 
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3 Input all the relevant fields and click Continue 

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

5 Invitation will be sent successfully 



Tier One_Agent Onboarding Process_Send Invitation 5 

Do Not Print or Save 

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 

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

Continue 

3 Input all the relevant fields and click Continue 

E15481
Cross-Out
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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. click on Continue 

5 Email subject and Email body will be displayed 

6 Invitation will be 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  

Field Name Allowed 
Values 

Field Description 

Agent/Agency Agent 

Agency 

This field indicates whether the invite is for 
agent/agency. 

Corp. Name Agency Name. In case of agency Invitation 
need to provide the agency name. 

TaxID Agency Tax ID 

Agent First 
Name 

First Name of the agent. 

Agent Last 
Name 

Last Name of the agent. 

SSN SSN of the agent. 

Agent/Agency 
NPN 

NPN of the Agent or Agency 

Principal Agent 
NPN 

In case of agency onboarding this represents 
Principal agent’s NPN. 

Payee Agent 

RA 

Payee of the agent/agency. 

Email ID Email ID of the agent/agency 

Field Office This field is not mandatory for Tier One 
contracts. 
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