
Producer	
  onboarding	
  process	
  

	
  

Below	
  is	
  a	
  sample	
  of	
  the	
  invitation	
  sent	
  to	
  a	
  prospective	
  producer	
  from	
  Agency	
  Services	
  when	
  a	
  request	
  
is	
  received	
  	
  to	
  appoint	
  a	
  producer.	
  The	
  applicant	
  will	
  receive	
  an	
  email	
  and	
  will	
  click	
  on	
  the	
  link	
  provided	
  
to	
  access	
  the	
  onboarding/licensing	
  application.	
  

	
  

	
  

The	
  following	
  screen	
  will	
  appear	
  when	
  the	
  applicant	
  clicks	
  on	
  the	
  link.	
  The	
  applicant	
  should	
  then	
  click	
  
the	
  blue	
  New	
  Applicant	
  button	
  on	
  the	
  right.	
  

	
  

	
  

	
  



	
  

Below	
  is	
  the	
  screen	
  where	
  the	
  applicant	
  will	
  create	
  their	
  username	
  and	
  password	
  for	
  the	
  
onboarding/licensing	
  application.	
  	
  They	
  will	
  need	
  to	
  remember	
  their	
  security	
  code	
  to	
  reset	
  their	
  
password	
  if	
  needed.	
  After	
  completing	
  the	
  required	
  information,	
  the	
  applicant	
  will	
  press	
  the	
  Next	
  button	
  
and	
  be	
  taken	
  to	
  the	
  application.	
  

	
  	
  

	
  


