
Setting up roles and 
permissions  
Quick Reference Guide 
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Step 1: 

Login to the portal with username and password. 
A. Click the User drop-down.
B. Click My Agency.

Step 2: 

Broker Portal screen displays. 
A. Click DETAILS tab to view broker account details.
B. Click RELATED tab to view and add new contacts.

My Agency – Create Non-Principal Users
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Step 3: 

Click New to add a contact. 

 
 
 
 

Step 4: 

A. Select Broker. 
B. Click Next. 

 
 
 
 



 
 

14 
 
 

Step 5: 

New Contact: Broker screen displays. 
A. Enter Name. 
B. Enter Email. 
C. Enter Phone Number. 

Scroll down to enter the other details. 

 
 
 
 

Step 6: 

A. Enter Mailing Address details. 
B. Click Save. 
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Step 7: 

Click the contact you created. 
Click Enable Partner User from the drop-down to activate the user. 

 
 
 
 

Step 8: 

 
Manage External User pop-up displays. 
Make any required updates and click Save. 
 

 
 



 
 

16 
 
 

Step 9: 

The details are saved. 
A welcome email will be sent to the newly added non-principal user. 
 

 
 
 
 

Step 10: 

Once a user is enabled as a partner, ‘Disable Partner User’ becomes 
available as an option in the drop-down menu. 
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Step 11: 

A confirmation popup screen appears. 
Click Disable Partner User to confirm deactivation. 

Step 1: 

Broker Portal screen displays. 
Click RELATED tab to view and add new contacts. 

My Agency – Create Non-Principal Users
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Step 2: 

Scroll down to Community Members. 
Click View All. 
 
Note: This member section displays the list of members from the Broker 
Community. 

 
 
 

Step 3: 

Click the Filter option to search and filter the list of users. 
 
Click the drop-down to Deactivate, Reset Password, and Manage 
Permissions. 

 
 
 



 
 

19 
 
 

Step 4: 

A. Click the Filter icon to search and filter the list of users. 
B. Enter the filter criteria. 

 
Click Apply to display the filtered users. 

 
 
 

Step 5: 

Click the drop-down for the following options: 
• Activate or Deactivate 
• Reset Password 
• Manage Permissions 
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Step 6: 

From the drop-down, click Deactivate. 

Step 7: 

A Confirmation Screen displays. 
Click Deactivate to confirm deactivation. 
A confirmation message displays after deactivation. 
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Step 8: 

To activate an inactive/deactivated user: 
A. Click the drop-down.
B. Click Activate.

A confirmation message displays after activation. 

Step 9: 

Click Reset Password from the drop-down. 



22 

Step 10: 

A Confirmation Screen displays. 
Click Reset Password to confirm. 
A confirmation message displays after password is reset. 

Step 11: 

Click Manage Permissions from the drop-down. 
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Step 12: 

The Manage Permissions dialog box displays. 
A. Select the Permission you wish to assign to the user.
B. Click the arrow to move it to the Selected box.

Step 13: 

A. The permission set will be moved from the available to selected list.
B. Click Save to confirm the updated permissions.
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Step 14: 

The permission set matrix for different types of users are available. 
Permission will be set based on each user role. 

Different profiles and associated access are available based on the user’s 
role/hierarchy in the organization. 
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 Thank 
You 




