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Add Principal Agent in Application: Step-by-Step
Guide

1 Select Agency Services in the dropdown.
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2 Click "Add Principal Agent"

3 The Current Application Year will be selected by default until once you
re-credential for the next year after September 1st. Click Next to continue.
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4 If you are appointed with a single LOB it will be selected by default. Click Next.

5 Click the "*First Name" field.
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6 Type "The Agents First Name"

7 Click the "*Last Name" field.

8 Type the "Agent Last Name"
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9 Click the "*SSN" field and type the agents SSN

10 Click the "*Confirm SSN" field and re-type the SSN.
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11 Click the "*Agent NPN" field.

12 Type "Agent NPN"
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13 Click "Validate Agent"

14 Click "Next"
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15 Click the "*Email" field.

16 Type "Principle agent email "

mailto:principleagent2+test@test.com
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17 Click this icon to select the date of birth

18 Click this dropdown to change the year and then select the day and the month.
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19 Click the "*Gender" field.

20 Click "Female"
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21 Click the "*Phone" field.

22 Type "Add the agents phone number"
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23 Click "Next"

24 Click "Done"
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25 The Application has been created. Either you can complete the application on the
Principle agent will receive notice to complete the application. To complete the
application on behalf of the principle agent Click "Continue Application"

26 Review the Date previously entered and add any additional data for the agent
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27 Click "Next"

28 Click the "*Agent TDI License Number" field.
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29 Type "12345678"

30 Click here.
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31 Click this dropdown.

32 Click "7"
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33 Click "Upload Files"

34 Click "Done"
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35 Click "Next"

36 Click the "*Carrier" field.
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37 Type "Insurance Provider"

38 Click the "*Policy Number" field.

39 Type "1234567"



20

40 Click the "*Policy Amount Per Occurrence" field.

41 Type "300000"
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42 Click the "*Aggregate Policy Amount" field.

43 Type "2000000"
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44 Click here.

45 Double-click this icon.
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46 Click "1"

47 Click here.
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48 Click this dropdown.

49 Click "30"
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50 Click "Upload Files"

51 Click "Done"
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52 Click "Next"

53 Click here.
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54 Click here.

55 Click here.
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56 Click here.

57 Click here.
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58 Click here.

59 Click here.
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60 Click here.

61 Click here.
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62 Click here.

63 Click here.
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64 Click here.

65 Click here.



33

66 Click here.

67 Click here.
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68 Click "Next"

69 Click the "*Name" field.
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70 Type "Principle Jones"

71 Click "Upload Files"
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72 Click "Done"

73 Click "Next"
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74 Click "Next"

75 Click here.
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76 Click "Save and Exit"

77 Click "Case Status: Application In Progress"


