Add Principal Agent in Application: Step-by-Step
Guide
1 Select Agency Services in the dropdown.

Home Agency Services « Cases My Account

COMMUNITY & 3
HEALTH CHOICE

CHC for Brokers




2  Click "Add Principal Agent"

canaicic Agency Services ~ Cases My Account
HEA |

Add Sub Agent

Add Principal’Agent

Re-Certification
Update Agent Demographics

I I f r B Broker Contracting/Cradentialing

Terminate Agent Workflow

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  Ifyou are appointed with a single LOB it will be selected by default. Click Next.

COHNECT WITH US
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5  Click the "*First Name" field.

Agent Information

* First Name @ Middle Mame @ E
(| D | | (e
*55N @ *Confirm 55N © ﬂ

Validate Agent

@ Piease click on Validate Agent.



6

7

Type "The Agents First Name"

Click the "*Last Name" field.

o

Middle Name ©

Enter Name, 558

*|ast Name ©

]

| | Joyinthe+marning@test.com

*Caonfirm SSN @

*Agent NPN ©

]

8

Type the "Agent Last Name"



9  Click the "*SSN" field and type the agents SSN

- -

Agent Information

*First Name @ Middle Mame @ *La
| Principle | | | Af
*S5N © *Confirm SSN @ * Ag
Error: Please enter 55N Using ordy numoers and no SpELla =
charactars

Validate Agent

@ Please click on Validate Agent.

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

Enter Mame, 5

1t Information

Mame @ Middle Mame @ *Last Name @
iple | | | | Agent 2
o *Confirm 55N @ *Agent NPN @

Validate Agent

Please click on Validate Agent.



11  Click the "*Agent NPN" field.

Enter Mame, 558

Middle Name © *Last Mame @
| | | Agent2 |
*Confirm S5N O *Agent NPN ©

3] e N l '

.jr ul.li.:‘ = “

12  Type "Agent NPN"



13 Click "validate Agent"

Agent Information

*First Name © Middle Mame @ o
| Principle | | | |
*55N © *Confirm SSN @ ’

Validate Agent

@ Please click on Validate Agent.

14 Click "Next"

B Middle Name @ *Last Name @
] | [ Agent2 |
B *Confirm 55N © *Agent NPN @
e | | 7779311 |
Previous

CONNECT WITH US

4 o f




15 Click the "*Email" field.

] -] ] (o]

Agent Information

Agent Information

*Email © pos @ * G
| /| |
*Phone @ Phone Extension @ Fax ©

| | |

Street Address @ Apt

| [

City @ State © Zip

| /| -] [

16  Type "Principle agent email "


mailto:principleagent2+test@test.com

17 Click this icon to select the date of birth

o o o .
Agent Informaticn

pog @ *Gender @

/| s )| v
Phone Extension @ Fax ©

/| | |

Apt/ Suite ©
/| |

State © Zip ©

| ] |

18 Click this dropdown to change the year and then select the day and the month.

e & o) .
Agent Information
poe @ *Gender @
| & | | v
4 June [ | 024
| |
Apt/ Suite ©

Zip ©

8 10 11 12 13 | | l




19 Click the "*Gender" field.

o o o +
Agent Information
poe @ *Gender @
| [ 06-01-2006 s | | v |
Phone Extension @ Fax ©@
| | |
Apt/ Suite ©
| |
State ©@ Zip @
| v | |
20 Click "Female"
pos @ *Gender ©
| [ 06-01-2006 s ||| v
Phone Extension @ Fax © — tlrar-
| | | | Male
Femala
Other
State @ Lip
| v | |

Previous

10



21 Click the "*Phone" field.

Agent Information

Agent Information

*Email © pog @ * G
principleagent2 +test@test.com ‘ | 06-01-2006 ﬁ‘ E
*Phone @ Phone Extension @ Fax ©

Street Address @

City ©

State ©@ Zip

| -] [

22 Type "Add the agents phone number"

11



23

Click "Next"

Fhone Extension @

Fax ©

Apt/ Suite ©

State @

Zip ©

24

Click "Done"

+ application.

Previous

CONNECT WITH US

4 o f

CONNECT WITH US
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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"

Application In Progress

ﬂ 04566082

Case Type: New Principal Agent Association
Case Status: Application In Progress

Continue Application

ﬂ 04562618

Case Type: Sub Agent Association
Case Status: Application In Progress

Resume Application

26 Review the Date previously entered and add any additional data for the agent

=
] w Principal Agea 1
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27  Click "Next"

! FTHn | | peincipleapentd sieabiite.mm
Phone Extensian @ Fax O

*=ender

O | Famals |

Srate O Tip @

COMMELCT WITH US

28  Click the "*Agent TDI License Number" field.

] O- _®_ o _®_

Upload Documents

Upload Documents

* Agent TDI License Number *TDI Expiration Date

*Agent TX Department of Insurance License

. Upload Files Or drop files

ve for later

(a0



29 Type "12345678"

30 Click here.

O % o % o

Jpload Docurments

*TDI Expiration Date

Bt

pr tl.li.:‘ i “
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31 Click this dropdown.

0 . _ . _ &
Jpload Documents
*TDI Expiration Date
| 5
-
4 June b | 2024
2 28 moo3 N
. 4 5 & 7 8
9 11 2. 13 4 15
16 18 9 2 21 &
23 5 ¥ I7 @ 29
32 Click"7"
*TDI Expiration Date
| @
4 June b | 025
b 3 a 5 & 7
& g 0 1213 14
15 16 17 18 18 2 A
2 2@ M 2 22 7 I8
2% 30 2
" s B CONNECT WITH US
) 10 ¥

16



33 Click "Upload Files"
Upload Documents

Upload Documents

*Agent TDI License Number *TDI| Expiration Date
| 12345678 | | 06-07-2025

*Agent TX Department of Insurance License

oY Upload Files Or drop files

COMMURNIT

34 Click "Done"

Upload Files

Asspssments. png

17



35 Click "Next"

*TDI Expiration Date
| | 06-07-2025

Bt

Fravious

CONNECT WITH US

L > f

36 Click the "*Carrier" field.

2 [ ~] O_ — . _

Errors and Omissions

Errors and Omissions

The Errors and Omissions documentation and information provided on this screen will be utilized for the Agenc

*Palicy Number

*Carrier
* Palicy Amount Per Occurrence * Aggregate Policy Amount
* Effective Date * Expiration Date

| 8 | |

@ Expiration Date should be a future date and greater than Effective Date

*E&O Declaration Page



37 Type "Insurance Provider"

38 Click the "*Policy Number" field.

o & O . ® ®

Errors and Omissions

ans

imentation and information provided on this screen will be utilized for the Agency Account.

*Policy Number

B *Aggregate Policy Amount

* Expiration Date

s |

[uture date and greater than Effective Date

39 Type "1234567"

19



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

Errors and Omissions

-rrors and Omissions

he Errors and Omissions documentation and information provided on this screen will be utilized for the Agency Acc

Carrier *Policy Number

|| 1234567

Insurance Provider

Policy Amount Per Occurrence

Effective Date

*Agaregate Policy Amount

*Expiration Date

@ Expiration Date should be a future date and greater than Effactive Date

E&O Declaration Page

24 Upload Fites  Or drop files

41 Type "300000"

20



42 Click the "*Aggregate Policy Amount" field.

Errors and Omissions

ind information provided on this screen will be utilized for the Agency Account.

*Policy Number

| | 1234567

* Agaregate Policy Amount

|

* Expiration Date

greater than Effective Date

43  Type "2000000"

27



44 Click here.

LT B B B ) LA R

lissions documentation and information provided on this screen will be utilized for the Agency Account.

*Policy Number

er

| | 1234567

ar Qccurrence

*Aggregate Policy Amount

| | $ 2,000,000.00

* Expiration Date

te should be a future date and greater than Effective Date

Page

Or drop files

45 Double-click this icon.

Previous

Ihe ktrrors and Umissions documentation and informaticn provided on this screen will be utilized Tor the Agenc

*Carrier

*Policy Number

| Insurance Provider

| | 1234567

* Policy Amount Per Occurrence

* Aggregate Policy Amount

| $ 300,000.00

| | $ 2,000,000.00

* Effective Date

* Expiration Date

(]
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9 10
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20
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2024

i1
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* s and greater than Effective Date
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46  Click"1"

* Policy Amount Per Occurrence *Aggregate Policy Amaount
| $300,000.00 | | $2,000,000.00
* Effective Date * Expiration Date
| 5 | |
4 January po2024 D

* eand greater than Effective Date

3 1 2 3 i 5 &
7 8 4 o] 11 12 13
14 15 1& 17 12 149 20
2 ¥ 23 24 25 26 27
2B 29 30 Ed ] 1 . 3

47 Click here.

nation provided on this screen will be utilized for the Agency Account.
*Policy Number
| | 1234567 |

* Aggregate Policy Amount
| | $2,000,000.00 |

* Expiration Date

s | |

=]]

in Effective Date

:r iy “
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48 Click this dropdown.

nation provided on this screen will be utilized for the Agency Account.
*Palicy Number
| | 1234567 |

*Aggregate Policy Amount
| | $2,000,000.00 |

* Expiration Date

EH a|
i Effective Date 1 ans | 4 2024
F 2z 2 29 30 3 1
2 3 4 5 " 7 g
15 18 L B S § 2

_ 13 A e R 7 el £ 141 _

49 Click "30"

* Expiration Date

s | |
: 4 une |13 025
future date and greater than Effective Date = |
2 3 1 5 & !
-] G 10 11 12 13 14

15 16 17 18 19 20 21 Previous -

CONNECT WITH US
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50 Click "Upload Files"

" POHLY NUrmoer

= Ldrrier
‘ | 1234567

| Insurance Provider

* Aggregate Policy Amount

* Palicy Amount Per Occurrence
% 2,000,000.00

$ 300,000.00 |

* Expiration Date

* Effective Date
- | | 06-30-2025

| 01-01-2024

*ER&O Declaration Page

&2 Uplead Files  Or drop files

Save for later

COMMUNITY

51 Click "Done"

Upload Files

Asspssments.png




52 Click "Next"

* Expiration Date
& | | 06-30-2025

Bl

&

Previous

CONNECT WITH US

[ f

53 Click here.

o o & (o] 4

Certification

Certification

= 1. Are you currently a registered representative with FINRA (Financial Industry Regulatory Authority)?
) Yes
) Mo

=2. Do you satisfy FFM registration and training requirements for the 5tate of Texas?
() Yes

() No

=3. Is your Agency/Agent license in good standing?

() Yes

() No

=4, Are you willing to execute the FFM data Privacy Security Agreement?

() Yes

26



54 Click here.

Certification

Certification

=1. Are you currently a registered representative with FINRA (Financial Industry Regulatory Authority)?

(®) Yes

() No

=2. Do you satisfy FFM registration and training requirements for the State of Texas?
() Yes

' No

=3. Is your Agency/Agent license in good standing?

() Yes

() No

+4._ Are you willing to execute the FFM data Privacy Security Agreement?

() Yes

() No

+5. Have you ever had an insurance and/or securities license or registration under another name?

() Yes

55 Click here.

Certification

+1. Are you currently a registered representative with FINRA (Financial Industry Regulatory Authority)?

(®) Yes

() No

+2. Do you satisfy FFM registration and training requirements for the State of Texas?

(®) Yes

() No

= 3. Is your Agency/Agent license in good standing?

() Yes

J No

=4. Are you willing to execute the FFM data Privacy Security Agreement?

() Yes

() No

+5. Have you ever had an insurance and/or securities license or registration under another name?

() Yes

() No

*6. Have you ever been discharged or permitted to resign from your employment appointment because yol
propertv. violating investment-related or insurance-related statutes. regulations. rules or industrv standard

27



56 Click here.

(@) Yes
() No
+2. Do you satisfy FFM registration and training requirements for the State of Texas?

(@) Yes

() No

+3. Is your Agency/Agent license in good standing?

(®) Yes

() No

*4_ Are you willing to execute the FFM data Privacy Security Agreement?

() vyes

{J No

*5. Have you ever had an insurance and/or securities license or registration under another name?
() Yes

() No

*6. Have you ever been discharged or permitted to resign from your employment appointment because yol
property, violating investment-related or insurance-related statutes, regulations, rules or industry standard

() Yes
() No

=7. Within the past 10 vears have vou ever initiated bankruntcv oroceedings or declared bankruptey?

57 Click here.

(@) Yes
() No
=3. Is your Agency/Agent license in good standing?

(®) Yes

() No

+4._ Are you willing to execute the FFM data Privacy Security Agreement?

(@) Yes

() No

*5.Have you ever had an insurance and/or securities license or registration under another name?
() Yes

) No

*6. Have you ever been discharged or permitted to resign from your employment appointment because yol
property, violating investment-related or insurance-related statutes, regulations, rules or industry standard

() Yes
() No
=7. Within the past 10 years have you ever initiated bankruptcy proceedings or declared bankruptcy?
() Yes
() No

=8. Do you have any knowledge of an indebtedness to an insurance carrier or financial organization that im

28



58 Click here.

+4._ Are you willing to execute the FFM data Privacy Security Agreement?

(®) Yes
) No
+5. Have you ever had an insurance and/or securities license or registration under another name?
(®) Yes
() No

*6. Have you ever been discharged or permitted to resign from your employment appointment because you
property, violating investment-related or insurance-related statutes, regulations, rules or industry standards

()-Yes

() No

=7. Within the past 10 years have you ever initiated bankruptcy proceedings or declared bankruptcy?

() Yes

) No

+8. Do you have any knowledge of an indebtedness to an insurance carrier or financial organization that inve
been associated with, or do you have any unsatisfied liens or judgments?

() Yes
) No
+9, Within the past 10 years, has any insurance carrier canceled your contract or appointment for any reasor

() Yes

59 Click here.

) No
+5. Have you ever had an insurance and/or securities license or registration under another name?
(®) Yes
() No

*6. Have you ever been discharged or permitted to resign from your employment appointment because you
property, violating investment-related or insurance-related statutes, regulations, rules or industry standards

() Yes

() No

«7. Within the past 10 years have you ever initiated bankruptcy proceedings or declared bankruptcy?

() Yes

' No

+8. Do you have any knowledge of an indebtedness to an insurance carrier or financial organization that inve
been associated with, or do you have any unsatisfied liens or judgments?

() Yes
) No
+9, Within the past 10 years, has any insurance carrier canceled your contract or appointment for any reasor
() Yes
() No

*10. Within the past 10 years, have you ever had a complaint filed against you that resulted in a fine, penalty

29



60 Click here.

property, violating investment-related or insurance-related statutes, regulations, rules or industry standards

() Yes
() No
+7. Within the past 10 years have you ever initiated bankruptcy proceedings or declared bankruptcy?
(@) Yes
() No

+8. Do you have any knowledge of an indebtedness to an insurance carrier or financial organization that inve
been associated with, or do you have any unsatisfied liens or judgments?

)-Yes
() No
=4, Within the past 10 years, has any insurance carrier canceled your contract or appointment for any reasor
() Yes
() No

=10. Within the past 10 years, have you ever had a complaint filed against you that resulted in a fine, penalty
der or disciplinary action?

() Yes
() No

*11. With the exception of routine traffic vielations, have you ever been charged with, convicted of or pled gu
demeanor or felony?

61 Click here.

i st T R I e T

() Yes
() No
+7. Within the past 10 years have you ever initiated bankruptcy proceedings or declared bankruptcy?
(®) Yes
() No

*8. Do you have any knowledge of an indebtedness to an insurance carrier or financial organization that inve
been associated with, or do you have any unsatisfied liens or judgments?

() Yes
() No
=9, Within the past 10 years, has any insurance carrier canceled your contract or appointment for any reasor
{Yes
) No

=10. Within the past 10 years, have you ever had a complaint filed against you that resulted in a fine, penalty
der or disciplinary action?

() Yes

) No

=11. With the exception of routine traffic violations, have you ever been charged with, convicted of or pled g1
demeanor or felony?

() Yes

30



62 Click here.

) Yes
) No

+8. Do you have any knowledge of an indebtedness to an insurance carrier or financial organization that inve
been associated with, or do you have any unsatisfied liens or judgments?

) Yes
() No
+9. Within the past 10 years, has any insurance carrier canceled your contract or appointment for any reasor
() Yes
() No

*10. Within the past 10 years, have you ever had a complaint filed against you that resulted in a fine, penalty
der or disciplinary action?

() Yes
) No

=11. With the exception of routine traffic violations, have you ever been charged with, convicted of or pled g1
demeanor or felony?

() Yes

) No

+12. Are you involved in any pending or current litigation, investigations, complaints, or E&O claims or has ar

celed your coverage?
e, YL

63 Click here.

+9. Within the past 10 years, has any insurance carrier canceled your contract or appointment for any reasor

() Yes
() No

=10. Within the past 10 years, have you ever had a complaint filed against you that resulted in a fine, penalty
der or disciplinary action?

(®) Yes

() No

=11. With the exception of routine traffic violations, have you ever been charged with, convicted of or pled gu
demeanor or felony?

{).Yes

() No

*12. Are you involved in any pending or current litigation, investigations, complaints, or E&O claims or has ar
celed your coverage?

() Yes
) No
=13. Have you ever been named as a defendant or codefendant in a lawsuit, or have you ever sued or been s
() Yes
() No

*14. Has a bonding company ever denied, paid out on, or revoked a surety or fidelity bond for you, or is thers



64 Click here.

(®) Yes
() No

*11. With the exception of routine traffic violations, have you ever been charged with, convicted of or pled g1
demeanor or felony?

() Yes

() No

=12, Are you involved in any pending or current litigation, investigations, complaints, or E&O claims or has ar
celed your coverage?

(). Yes
() No
=13. Have you ever been named as a defendant or codefendant in a lawsuit, or have you ever sued or been s
() Yes
() No
*14. Has a bonding company ever denied, paid out on, or revoked a surety or fidelity bond for you, or is there
() Yes
() No

+15. Have you ever been charged with or convicted of or pled guilty or nolo contendere (no contest) to violati
state securities, or investment related regulations or statutes, or have you ever had your insurance license ol
investigated, audited or had a license denied?

65 Click here.

v ] - e ' ] ar

demeanor or felony?

() Yes
ORI

*12. Are you involved in any pending or current litigation, investigations, complaints, or E&O claims or has ar
celed your coverage?

() Yes

() No

=13. Have you ever been named as a defendant or codefendant in a lawsuit, or have you ever sued or been si
{)Yes

() No

=14. Has a bonding company ever denied, paid out on, or revoked a surety or fidelity bond for you, or is there
() Yes

() No

+15. Have you ever been charged with or convicted of or pled guilty or nolo contendere (no contest) to violati
state securities, or investment related regulations or statutes, or have you ever had your insurance license o1
investigated, audited or had a license denied?

() Yes
() No

32



66 Click here.

=12, Are you involved in any pending or current litigation, investigations, complaints, or E&O claims or has ar
celed your coverage?

() Yes

(e) No

=13. Have you ever been named as a defendant or codefendant in a lawsuit, or have you ever sued or been si
O Yes

® No

*14. Has a bonding company ever denied, paid out on, or revoked a surety or fidelity bond for you, or is there
() Yes

() No

*15. Have you ever been charged with or convicted of or pled guilty or nolo contendere (no contest) to violati
state securities, or investment related regulations or statutes, or have you ever had your insurance license o
investigated, audited or had a license denied?

() Yes

O Ne

Save for later

67 Click here.

celed your coverage?

() Yes

(® No

=13, Have you ever been named as a defendant or codefendant in a lawsuit, or have you ever sued or been s
(O Yes

(®) No

=14. Has a bonding company ever denied, paid out on, or revoked a surety or fidelity bond for you, or is there
() Yes

(®) No

+15. Have you ever been charged with or convicted of or pled guilty or nolo contendere (no contest) to violati
state securities, or investment related regulations or statutes, or have you ever had your insurance license o1
investigated, audited or had a license denied?

() Yes

O Neo

Save for later



68 Click "Next"

aodefendant in a lawsuit, or have you ever sued or been sued by an insurance company?
n, or revoked a surety or fidelity bond for you, or is there any reason you cannot secure a bond?

of or pled guilty or nolo contendere (no contest) to violating state insurance department, federal or
r statutes, or have you ever had your insurance license or securities registration suspended, revoked,

69 Click the "*Name" field.

Certification, supplermental information

Certification, supplemental information

You answered Yes to question:
5. Have you ever had an insurance and/or securities license aor registration under another name?

Please provide that name.

*Mame

You answered Yes to the following guestions:

7. Within the past 10 years have you ever initiated bankruptcy proceedings or declared bankruptey?

10. Within the past 10 years, have you ever had a complaint filed against you that resulted in a fine, penalty, cen
disciplinary action?

15. Have you ever been charged with or convicted of or pled guilty or nolo contendere (no contest) to violating «
securities, or investment related regulations or statutes, or have you ever had your insurance license or securiti
investigated, audited or had a license denied?

You must attach an explanation with all relevant information and supporting documentation.

34



70  Type "Principle Jones"

71  Click "Upload Files"

You answered Yes to the following questions:

7. Within the past 10 years have you ever initiated bankruptcy proceedings or declared bankruptcy?

10. Within the past 10 years, have you ever had a complaint filed against you that resulted in a fine, penalty, cen
disciplinary action?

15. Have you ever been charged with or convicted of or pled guilty or nolo contendere (no contest) to violating <
securities, or investrnent related regulations or statutes, or have you ever had your insurance license or securiti
investigated, audited or had a license denied?

You must attach an explanation with all relevant information and supporting documentation.

*Supportive Documentation

ot Upload Files Or drop files

35



72 Click "Done"

Upload Files

Assessments - Details.png

73  Click "Next"

or pled guilty or nolo contendere (no contest) to viclating state insurance department, federal or state
tes, or have you ever had your insurance license or securities registration suspended, revoked,

information and supporting documentation.

CONNECT WITH US

36



74  Click "Next"

present that:
nis true, correct and complete.
bligation to approve this Application, and | release Community for any and all liability for failure to appoint

al laws with regard to solicitation of business prior to appeointment and contracting, including all state and
5, rules and regulations

Previous MNext

CONNECT WITH US

 J L5 f

75 Click here.

2024 - Marketplace Quiz

Jun 13, 2024

Comminky Health Choie Annuad Broker Juiz
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76

Click "Save and Exit"

TAwcxc2PAbR
tion details. Once we receive your passing quiz score, your application will be automatically submitted for
o reach out to us.

Save and Exit

CONNECT WITH US

77

Click "Case Status: Application In Progress"

Application In Progress

ﬂ 04566082

Case Type: New Principal Agent Association
Case Status: Application In Progress

Resume Application

ﬂ 04562618

Case Type: Sub Agent Association
Case Status: Application In Progress

Resume Application

InP

InP
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