Setting up roles and
permissions

Quick Reference Guide
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My Agency — Create Non-Principal Users

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

ConnectiCare

3 Book of Business ~

Commissions

Billing ~ Quotes Applications Hesources

Type of Plan

.........
My Profile
My Settings

[ 1@

Logout

Broker Portal screen displays.

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

oo

HP PLANNING, LLC

(e89) gs2.g888

HOOOM0152

~ License Information
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Click New to add a contact.

Account
m BROKER FOR CCI 5G COMMERCAIL GROUP

Emait
8 fichards@oonnecticaze . .com

DETAILS RELATED

[ contacts (6)

Nams

Dannette Matue
:\h-u Wainbarger
Advian Forbs
firben Pury
At Pchendy

Phrone Addresy
616-264-5921 175 CY TOWER
FARMINGTON, CT 06034
HARTFORD COUNTY
Arcount Nama Prons

BROKER FOR CCI SG COMM...  616-264-5921
BROKER FOR CCI SG COMM...  618-264-5521
BAOKER FOR CCI SG COMM B16-264-5621
BROKER FOR CCI SG COMM,..  616-264-5921
BROKER FOR CCI SG COMM...  616-264-5921
BROKER FOR CC) 5G COMM...  [463) 773-3737

d4 4 4|4 4

A. Select Broker.
B. Click Next.

New Contact

Sqlect 2 record type
[ A :
o e it for ing broked o

Custormer Cantact

Singls Persan/Housaheld
Indrodual/ Medicare Contact Record

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

Scroll down to enter the other details.

New Contact: Broker

Contact Information

Account Name Title

Coneact Cwrar Contact Tyoe
HP PLANNING, LLC SIVA EH - AG - CCI s

Contact Recora Type * Emad

Cancel Save & New
A. Enter Mailing Address details.
B. Click Save.
Tew Contact: Droker
Mool Name
Suffix
Maing Aoaress
Maisng Street
PAgiling City State/Provnce
Maling Zia/Pestx Cooe Malung Cowntry
Cancel Save & New
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Click the contact you created.
Click Enable Partner User from the drop-down to activate the user.

m ﬁ;‘j‘;hn Senith Edt | Ciono || Enabio Pantnee User

Frane Ema: Accours Name M
(858) 858-8888 jahn smithilfgmail com BROKER FOR CC1 5G C1

ailing Aoares
RCAIL GROUP 100 Main Sereet
Hartford, CT 06134

~ Contact Information

PAr, John Semith

Createa By

0 Troy Guillotte, 8/5/2020 12:16 PM 0 tte, 8572020 12:16 PM

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

Manage External User Cancal

User Information

1+ Faured indarmatan

Uikmass  ionn sming@gmat.com EmpiEneedeg | Gonera US & Western Eurape (1S0-8859-1, ISO-LATIN-1) v
Time Zese | [GMT-04:00) Eastern Daylght Time (AmencaMew_Yom) i Role | CBIA BROKER FOR CCi G COMMERCAIL GROUP Pariner Liser ¥ |
Lessle  |'Enguish (Unied States) v UserLisesae  [Partnes Community Login ¥
tangusge | English B Pretie | _Name— .
Al ficmi e
Nesmama  fionn smin Gemarate new paviword oy

244 RSBl what Aty

Contact Information
R €m0 smi@gmai com
18s tams Frome (3856356358
Ltiame  [min [
St Fax
Titie Mot
ot of Doy
ind of Cay
Addelrras Ifoermatun =
C
(2] (1] Guplsatte, BSF2020 12:16 P
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The details are saved.
A welcome email will be sent to the newly added non-principal user.

Contact
g Mr. John Smith

Frare

0 t Mailing Acaress
[858) 5885588 BROKER FOR CCI SG COMMERCAIL GROUP 100 Main Street
Hartford, (T 06134
~ Contact Information
£is
SG COof
Emal
Fgma

Name
Pr, john Serith

Createa By

0‘.

willotte, B/5/2020 12-16 PM

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

Contact
g Mr. John Smith

Eah Clone
Frang Ema Actourt Mailing Acdress
[gE8) 5889888 jahn sithFgmai com BROKER FOR CC1 SG COMMERCAIL GROUP 100 Main Strect
Hartford, (T 06134
~ Contact Information
£is
SG COMMERCAIL GROUP
Emal
Fgma
e

hame
N, John Serth

Crasoes B
illotte, B8/5/2020 12-16 PM
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A confirmation popup screen appears.
Click Disable Partner User to confirm deactivation.

Disable Partner User

Disabling extemal users is Thay i 9 any portals or ities, and are

remaved from all groups. teams, and sharing rules with which they wers associated, if you re-

wnable this contact for external sccess, the new external user that is created won't be sssociated
with the previous axternal user. Are you we?

Cancel

on-Principal Use

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

Account
3 “““8rokeR FOR CCI 5G COMMERCAIL GROUP
Emasd Prione Adenss
616-264-5921 175 CITY TOWER
FARMINGTON, CT 06034
HARTFORD COUNTY
Actount Name Account Owner
BROKER FOR CCI 5G COMMERCAIL GROUP oﬁllrﬁon Sherens Richards
Frong Address
616-2684-5021 175 CITY TOWER
FARMINGTON, CT 05034
TasiD Eman
FOOOH0011 a8 nchards@coonnecticare . .oam
Licersed State Broker License Status
Inactive
License Exgiration Date License Efectve Date
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Scroll down to Community Members.
Click View All.

Note: This member section displays the list of members from the Broker
Community.

616-264-5921

-
616-284-5021 -
616-264-5621 -
(263} 773-3737 =
S A
Y community Members (G}
(@) Dammosia Maius =
o~ =
o s -

Click the Filter option to search and filter the list of users.

Click the drop-down to Deactivate, Reset Password, and Manage
Permissions.

Accounts > BROXER FOR CCI 5G COMMERCAIL GROUP

Community Members

6 #8mS » Liocated 3 Tew S8C0NCS 330 el 8|
Full Nama | Ermail w | Active v
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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.

GROUP
oS - [ A )
Full Nama w | Email w | Active o Quick Filters ©
AR an X Acthe
Click the drop-down for the following options:
e Activate or Deactivate
e Reset Password
e Manage Permissions
Accounts > BROKER FOR CCiI 5G COMMERCAIL GROUP
Community Members
& itams » Undated 3 minits 3go & C
Full Nama w | Email w | Active v
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From the drop-down, click Deactivate.

Accounts > EROKER FOR CCI 56 COMMERCAIL GROUP
Community Members

6 ems + Linaatad 2 minute g0

Full Name w | Email

w | Active
1 Dannatts Matute a_richards@connect 1care .oom -
2 Batara Porry arichards@oannect icaze . com v
3 Alesn Wesner gor a richards@ cinnecticare .com -
4 Adrian Forbes a_richards@connecticare.com -
5 Alligan Richarde andarde@oonnect icare . com o
5 Trary Gusllotte asichardi@eonnecticare . com

A Confirmation Screen displays.
Click Deactivate to confirm deactivation.

A confirmation message displays after deactivation.

Deactivate Member?

Deactivated Mombars Cn't Login of reset thadr Vous £30 BCTvACS thie
time.
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To activate an inactive /deactivated user:
A. Click the drop-down.
B. Click Activate.

A confirmation message displays after activation.

Accounts > BROKER FOR CCl 5G COMMERCAIL GROUP

Community Members

& ram: 38 3 T SHC0ACS B e L
w | Email w | Active v
Click Reset Password from the drop-down.
Accounts > BROKER FOR up
Community Members
6 i£8mMS » Loaatsd 2 minutes ago L < g
Full Nama | Email | Active W
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A Confirmation Screen displays.
Click Reset Password to confirm.
A confirmation message displays after password is reset.

Reset Password?

A you sure you want 1o reset this password® This memibor will recorve a link Lo resst the
passwed whin you click Resot.

Cancel

Click Manage Permissions from the drop-down.

Accounts > EROKER FOR CCI 56 COMMERCAIL GROUP
Community Members

6 i8S » Loaated 4 minutes ago -
Full Nama ~ | Email w | Active

4 Dannets Macuts asithards®osnnect 1care com

2 Barnara Parry arichards@oannect icaze . com o I [+

3 Alrsd Wasnbargor 8 richards@® ccnnecticare.com - Dwactivate

& Adnen Forbes a_richards@® connecticare.com - Risiol Passmord |
e T R .
& Troy Guillotte arichardePoonnect ieare  com e =
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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.

Manage Permissions

Salect which permissions to assign.

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

Manage Permissions

Sedect which penmisshons (o assign.
Aoaiianie

Broker Agent
Broker Billing Usar
Broker Commissians Usar

Braker Encolimant Lisar
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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.

redent, TR ki h oo Aderie Lo withen Gormissien seret Billng e Commisiiom User Master Mg ey Ervollmem (e Renewals User

Broker Broker Agent [

A g in Salevtone Broker_Frindpal_Uner Broker_Admin_User_with Comemision | Broker_Admin_User_withet_Gommission | Becker_Agert | Broker_Biling User | Brokes_ Comesissions,_Wer | Broker_Rovier Masagement_Uier Broker Erollment ier | Beoker_ Rovomals_Uscr

Hoeme. % % x ®

Creste Cste %

Hoxk of Husinems

Uist of Arerunts

hecurt Detall

| [

Bkl M
Bling

Rillng Hiviary

Sub-tiroupy Pane
Skt gy Plan Gietalls

Empoyees.

it Mok, Higlility, CLE, PP

| [ || [

|

Documents | grove s pecific]

Uist of Commisalons

Comesiasions Drtsil
Ageney Sumemary
Chisnk Summary.

Custes
st of Quotes

x
x
x
x
x
x
x
x
x
x
x

Detail x
x
X
x
x
x
x
x
x
x
x
x

Cuctr Drtsils
Custe & Bl
Aglication.

oy e

Renewals
Listof tirengs

B o R AR PR PERERETE N R PR RV Y U0 PRET 70 O O

x
x

Resoures x
el and Suppart x
x

Lisk ol Boscuments (All Lines of Basine
Protee

My Profibe. x
Edit Profide. x

| Msrage Users (Related tab) X X
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You





