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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"

4 Click either "On Exchange" or "Off Exchange"
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5 Click the "*First Name" field and add the first name

6 Click the "*Last Name" field and add the Last Name.
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7 Click the "*NPN" field.

8 Enter the NPN
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9 Click the "*Email" field.

10 Enter the Email.



6

11 Click the "*Gender" field.

12 Select the Gender.



7

13 Click "Next"

14 Click here.
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15 Click "Done"

Complete the Application on behalf of the Sub Agent

16 Click "Continue Application"
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17 Click "Upload Files"

18 Once the required files are uploaded, click done.
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19 Click the "*TDI License Number" field.

20 Type "TDI License Number"
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21 Click here.

22 Select the "TDI Expiration Date"
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23 Click "Next"

24 Click the "*Carrier" field.
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25 Type the "Carrier Name"

26 Click the "*Policy Number" field.

27 Type the "Policy Number"
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28 Click the "*Policy Amount Per Occurrence" field.

29 Type enter the "Policy Occurrence Amount"
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30 Click the "*Aggregate Policy Amount" field.

31 Type the "Aggregate Policy Amount"
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32 Click this calendar icon.

33 Click to select the policy "Effective Date"
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34 Click the calendar icon.

35 Select the Policy Expiration Date.
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36 Click "Upload Files"

37 Once the required files are uploaded, click done.
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38 Click "Next"

39 Answer all the Certification questions.

Optional Save for Later
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40 Click "Save for later"

41 Click "OK"



21

Resume Application

42 Click "Resume Application"
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43 Click "Next"

44 If Applicable, click "Upload Files" to submit any required additional
documentation.
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45 Once the required files are uploaded, click done.

46 Click "Next"
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47 After reviewing the acknowledgment page, click "Submit"

48 Share the "Quiz URL" with the Sub-Agent to complete the required quiz.



25

49 When they navigate to the url they can click "Start now" to take the quiz.

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.


