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Complete Re-Credentialing for Guide

1 Login to your Account

2 Click "Re-certify Now"



2

3 Click here.

4 Click "Next"



3

5 Because there is no active association for that Line of Business the notice will
appear.

6 Click "Previous"



4

7 Select Marketplace

8 Select On Exchange.



5

9 Verify the Line of Business Data and Click "Next"

10 Verify the Principle Agents and Sub Agents that you want to re-credential then
Click "Next"



6

11 The Re-Credentialing case is created. Click "Next"

12 Click "Upload Files" to upload you Agency W9 Tax Form



7

13 Once the file completes the upload, click "Done"

14 Click the "*Name of entity/individual" field.



8

15 Type your "Agency Name"

16 Click the "*Business Name" field.

17 Type the "Business Name" as Listed on your W9



9

18 Click the "*Street Address" field.

19 Type your "Business Address" that is listed on your W9



10

20 Click the "*City" field.

21 Type your "City"



11

22 Click the "*State" field.

23 Select Your State



12

24 Click the "*Zip" field.

25 Enter Your "Zip Code"



13

26 Click "Upload Files" to upload your TDI License.

27 Once the upload completes, click "Done"



14

28 Click "Save for later" if at any point you need to resume your application later.

29 Click "OK" to confirm.



15

30 Click "Home" to navigate back to the Broker Portal Home Page

31 Click "Resume Application" to complete the Application



16

32 Once the application resumes, click "Next" to navigate to the subsequent page

33 Click the "*Carrier" field.



17

34 Enter your E&O Carrier

35 Click the "*Policy Number" field.

36 Enter your E&O policy number



18

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

38 Enter the Amount Per Occurrence that your E&O policy covers



19

39 Click the "*Aggregate Policy Amount" field.

40 Enter the Aggregate Amount that you E&O policy covers



20

41 Click the date icon.

42 Enter the Effective Date of your E&O policy



21

43 Click the date icon.

44 Select the Expiration Date of your E&O Policy



22

45 Click "Upload Files" to upload your E&O policy document

46 Once the file upload completes, click "Done"



23

47 Click "Next"

48 Click "Upload Files" to Upload your CMS Certificate



24

49 Once the file upload completes, click "Done"

50 Click "Next"



25

51 Click "https://forms.office.com/r/Xwcxc2P4bR"

52 Click "Start now"

https://forms.office.com/r/Xwcxc2P4bR


26

53 Click the "Enter your answer" field.

54 Type "Principle"



27

55 Click the "Enter your answer" field.

56 Type "Agent1"



28

57 Click the "Enter your answer" field.

58 Type "testagent@agent.com"

mailto:testagent@agent.com


29

59 Click the "Enter your answer" field.

60 Type "principle"



30

61 Click the "Enter your answer" field.

62 Type "963258741"



31

63 Click the "Enter your answer" field.

64 Type "Test Agency 1"



32

65 Click "Next"

66 Click the "True" field.



33

67 Click the "All of the above" field.

68 Click the "Eleven (11)" field.



34

69 Click the "False" field.

70 Click the "False" field.



35

71 Click "Next"

72 Click the "Twenty (20)" field.



36

73 Click the "Thirty (30)" field.

74 Click the "True" field.



37

75 Click the "Silver" field.

76 Click the "Eleven (11)" field.



38

77 Click "Next"

78 Click the "False" field.



39

79 Click the "True" field.

80 Click the "Bronze 17" field.



40

81 Click the "True" field.

82 Click the "Postal Prescription Services (a subsidiary of Kroger)" field.



41

83 Click "Next"

84 Click the "True" field.



42

85 Click the "False" field.

86 Click the "False" field.



43

87 Click the "True" field.

88 Click the "False" field.



44

89 Click "Next"

90 Click the "Premier Bronze 17, Premier Bronze 18, Premier Silver 20, Gold 001"
field.



45

91 Click the "All of the above" field.

92 Click the "False" field.



46

93 Click the "Ninety (90)" field.

94 Click the "Premier Virtual Bronze 11 and Premier Bronze 18" field.



47

95 Click "Next"

96 Click the "Enter your answer" field.



48

97 Type "Principle"

98 Click the "Please input date (M/d/yyyy)" field.



49

99 Click "22"

100 Click "Submit"



50

101 Click "View results"

102 Click this icon.



51

103 Click here.

104 Click "https://forms.office.com/r/Xwcxc2P4bR"

https://forms.office.com/r/Xwcxc2P4bR


52

105 Click "Start now"

106 Click the "Enter your answer" field.



53

107 Type "Principle tab Agent 1"

108 Click the "Enter your answer" field.

109 Type "principletestagent@agent.com"

mailto:principletestagent@agent.com


54

110 Click the "Enter your answer" field.

111 Type "963258741"



55

112 Click the "Enter your answer" field.

113 Type "Test Agency 1"



56

114 Click "Next"

115 Click the "True" field.



57

116 Click the "All of the above" field.

117 Click the "Thirteen (13)" field.



58

118 Click the "True" field.

119 Click the "False" field.



59

120 Click "Next"

121 Click the "Twenty (20)" field.



60

122 Click the "Ninety (90)" field.

123 Click the "False" field.



61

124 Click the "Silver" field.

125 Click the "Zero (0)" field.



62

126 Click "Next"

127 Click the "True" field.



63

128 Click the "True" field.

129 Click the "False" field.



64

130 Click the "Bronze 17" field.

131 Click the "True" field.



65

132 Click the "Postal Prescription Services (a subsidiary of Kroger)" field.

133 Click "Next"



66

134 Click the "True" field.

135 Click the "False" field.



67

136 Click the "True" field.

137 Click the "False" field.



68

138 Click the "True" field.

139 Click "Next"



69

140 Click the "Premier Bronze 18, Premier Silver 20, Premier Gold 21" field.

141 Click the "All of the above" field.



70

142 Click the "False" field.

143 Click the "Thirty (30)" field.



71

144 Click the "Premier Virtual Bronze 11" field.

145 Click "Next"



72

146 Click the "Enter your answer" field.

147 Type "Principle Agent"



73

148 Click the "Please input date (M/d/yyyy)" field.

149 Click "22"



74

150 Click "Submit"

151 Click "View results"



75

152 Click "Save and Exit"


