Producer Portal — Additional appointment request

An agent has the ability to request additional appointment from the
Overview producer portal.

This document will describe the flow of requesting for additional
appointment if the agency is actively appointed.

Step Action
1 SSO to Producer portal and navigate to Requests — Additional Appointment
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2 Select appropriate option if the additional appointment is for Self or any other agent —
Click on Continue

Invitations & Authorizations Documents Repository Requests

Is the additional Appointment Request for you? Yes ~ ]
3 Agree to the Terms and conditions and proceed further
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4 Agree to the FCRA terms and conditions and proceed further
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5, he Addtional State Disclosures Form, and the

5 Validate the License info and click next
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License information need fo be added manualy.

AGENT LICENSE INFORMATION
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6 Choose the states from the list for which the agent needs to be appointed. Please note
only those states where the agency is appointed will be available in the below.

Add the applicable LOA and select the checkbox for the states you wish to appoint

Click on “Edit”

a Tier Gne Insuran. uT Individual Mon Resident Fro. No A Edit

Navigate to ‘LOA” - Select the required “LOA” - Click on Update

TierOne lnsuran .| UT Indidusl Non Resident Fro. Accident & Heath or Sickness No _ Cancel

# ihecidant & Hoalth or Sickness

Select the check box for the state you wish to appoint and proceed with Next
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Please states you wish to be the following st Please selectrequired LOA(s) by clicking on Edit opton for the appointment record.

AGENT APPOINTMENT INFORMATION
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Tier One Insurance Co. ~ MI Individual Non Resident Producer  Accident & Healtn No seat
Tier One Insurance Co.  OH Ingiidual Miajor Lnes Accident & Healt - Lite Yes =
Tier One Insurance Co.  TX Individual ‘General Lines AgncylAgnt e, Accident, Health and VO Yes seat

7 The appointments will be submitted to NIPR based on the state rules(Online
appointment or Vue only)

P.
3‘ ADDITIONAL APPOINTMENT
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Your application is complete.

The information you entered has been successfully submitted and will be forwarded for the appropriate approval

You can track the Addtional Appointment Status from 'View Appointments' Smartvue available in Producer Portal

8 Navigate to Agent Profile — View Appointments

I Home Agent Profile Invitations & Authorizations

Tasks

- = MY AGENTS View Appaintments
AL ‘b Iﬁ ¥ Agent List by Status Explring Licenses

_ My Agent Contact Informabon Writing Numbers

View Licenses
Mo reconds to dispiay.
. Fayout and Account Detais

9 Provide the Agent name or Agent code and validate the appointments and status
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