Add Sub Agent Info & Complete Application
Submission

Add the Sub Agent

1  Login to your account.

2  Click the "Agency Services" dropdown.
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3  Click "Add Sub Agent"
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4  Click either "On Exchange" or "Off Exchange"

Sub Agent Information
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5 Click the "*First Name" field and add the first name
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6 Click the "*Last Name" field and add the Last Name.
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Click the "*NPN" field.
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Click the "*Email" field.

Enter the Email.
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11 Click the "*Gender" field.
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Confirm 554 O
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12 Select the Gender.
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13  Click "Next"
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14 Click here.
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15 Click "Done"

CONMECT WITH US

Complete the Application on behalf of the Sub Agent

16  Click "Continue Application"

Application In Progress
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Casze Status: Application in Progress
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17  Click "Upload Files"

Lippoad Dhsfuments

Upload Documents

*T¥ Department of Insurance License
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*TDI License Number *TDI Expiration Date

18 Once the required files are uploaded, click done.
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Click the "*TDI License Number" field.
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*T¥ Department of Insurance License
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21 Click here.
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22  Select the "TDI Expiration Date"
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23  Click "Next"
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24 Click the "*Carrier" field.
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Type the "Carrier Name"

Click the "*Policy Number" field.
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Type the "Policy Number™
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Click the "*Policy Amount Per Occurrence" field.
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Test

* Policy Amount Per Oocurrence
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Click the "*Aggregate Policy Amount" field.
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Type the "Aggregate Policy Amount"
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Click this calendar icon.
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34 Click the calendar icon.

* Policy Numbser
12345678

* AFEregate Policy AmoLnt
& 3U0

* Experation Date
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* Policy Mumber

12345678

*Aggregate Folicy Amount
% 300,00

* Expiération Date

= i
4 anri I3 Mg 2
1 ) ] g g .
& 15 3 7 E 1 M
21 22 23 . 5 2 a7

17



36 Click "Upload Files"
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37 Once the required files are uploaded, click done.
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38 Click "Next"
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39 Answer all the Certification questions.
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Certification

1, Are you currently a registered representative with FINRA [Financial Industry Regulal
Yes
Mo

«2 Do you satisfy FFM registration and training requirernents for the State of Texas?
Yl

-

Mo

=3, Is your Agency/Agent license in good standing?
vag
Mo
4, Are you willing 0o execute the FFM data Privacy Security Agresment?

Yieg

Optional Save for Later

19



40 Click "Save for later"

* Mo

*13. Hawve you ever been named as a defendant or codefendant in a lawsuit, or have yo
Yies

' Mo

*14, Has a bonding company ever denbed, paid out on, or revoked a surety or fidelity be
fes

® Mo

*15. Have you ever been charged with or convicted of or pled guilty or nolo contendere

investment related regulations or statutes, or have you ever had your insurance license

cense denied?
s

| Mo

Sawe for later

41 Click "OK"

Confirm

ATE YoU sure you want 1o save it for later?

Cancel QK
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Resume Application

42

Click "Resume Application”

Application In Progress

ﬂ 04562441

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

Besume Abplication

Displaying page 1 of 1
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43 Click "Next"

v band for you, or i% there any FEASON YOU Cannot Secure a bBand?

fere (no contest) to violating state insurance departmaent, federal or state securities, or
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44 If Applicable, click "Upload Files" to submit any required additional
documentation.
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Certification, supplemental information

You answered Yes 1o the following questions;

7. Within the past 10 years have YO BT initiated bamkruptoy ;-:nn:e_'r'rl:"utll:\. or declared bar
You must attach an explanation with all relevant information and supporting docun
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45  Once the required files are uploaded, click done.

Upigad Files

46 Click "Next"

bankrupicy?
cumentation.
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47  After reviewing the acknowledgment page, click "Submit"
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48 Share the "Quiz URL" with the Sub-Agent to complete the required quiz.

M~

Jisplay Quiz URL

Juiz URL for Marketplace: https://forms.office.com/rfXwcxc2P4bR
Ye've received your preliminary Onboarding application details. Once we receive your passing quiz score, your applic
eview. If you need any further assistance, feel free to reach out to us.
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49 When they navigate to the url they can click "Start now" to take the quiz.

Marketplace Quiz

birh Cholos Arerual Broker Oz

50 Once we receive your quiz results the application will be submitted for review. You
can click "View Case" to see the submitted case details.

Application Submitted for Review

ﬂ 04562706

Case Type: Broker Credentialing
Case Status: Submitted for Review

Vipw Case

Application In Progress

Mo applications In
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