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Create User Accounts

1 Login to your account.

2 Click "My Account"
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3 Click "New" to Add Agency Admins or Representatives

4 Click "Next"
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5 Click the "First Name" field.

6 Type the"First Name"
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7 Click the "*Last Name" field.

8 Type the "Last Name"
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9 Click the "*Phone" field.

10 Type "Phone Number" of the Admin/Agency Rep
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11 Click the "Email" field.

12 Type the "Email Address" of the Agency Rep or Admin
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13 Click the Contact Type dropdown.

14 Click "Agency Representative"
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15 Click "Save"

16 Click "New" to add an Admin
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17 Click "Next"

18 Click the "First Name" field.
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19 Type the "First Name"

20 Click the "*Last Name" field.

21 Type the "Last Name"
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22 Click the "*Phone" field.

23 Type the "Phone Number" of the Agency Admin
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24 Click "The Contact Type" field

25 Click "Admin"
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26 Click the "Email" field.

27 Type the "Email Address" of the Agency Admin
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28 Click "Save"

Enable Portal User

29 Click the "Contact Name" of the Admin or Agency Representative
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30 Click "Enable Partner User"

31 Click the save button.


