MEM

How to Update Users

Portal Instruction Guide — Agent Portal

Click on any Table of Contents section to go directly to that section.
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NOTE: Log into the Producer portal using Google Chrome, Microsoft Edge, or Mozilla Firefox.

Add User

1. From the Quick Links, select Update Your Details.

EXPLORE HOW YOUR 0 A ITE . i
BUSINESS ALIGNS WITH Quick Links
B Make a Payment
A Report an Injury or Incident

Change a Policy
9 0 2 4 2 0 B View Account Activity
B Generate Certificate of Insurance
i_Generate A Loss Run

£ Update Your Details
© Virual Claims Kit

Quotes Prospects Renewals Changes Delinquencies Cancellations

2. Locate the Organization Management header.

3. Select Add a New User. Organization Management

Add A New User

Name ~ Role v Active v Locked ~ Actions
Agent Partner Producer Yes No
Test User Producer Yes No
. . R P W s S
Test Securitylab.io Producer No Yes
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4. Inthe Add New User dialog box, enter First Name, Last Name, Phone Number and Email/User
ID.

5. Select a User Role.
6. Enter an Address or select Use Organization Address.

7. Select Add User.

Add New User

First Name I Jane

Last Name I Doe

Phone Number I 573-819-7171

Email/User ID I Janedoe@exampleagency.com

User Role I Producer Admin v |
Kzzrjsrganization

Address Line 1 PO Box 1810

Address Line 2 -

Zip Code 65206

City Columbia

County Boone

State Missouri

Cancel Add User

v Confirmation
8. Select OK on the new user added dialog box.

New User Added!
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Edit User

1. Locate the Organization Management header.

2. Under Actions, select the Three Dots on the desired user profile.

3. Select Edit User.

Organization Management

Add A New User

* Smohaas Raral HEoter o o canedl Mhdmaamie b s
i)

“ S

Automated Testing Scripts Producer Yes

Name ~ Role ~ Active ¥
Agent Partner Producer Yes
Test User Producer Yes

Locked ~

No

Actions ~

Lock User

Deactivate User

—

4. Update First Name, Last Name, Phone Number, User Role or Address.

5. Select Update.

X
Edit User Info
First Name [ Jane ]
Last Name | Doe I
Phone Number I 573-819-7171 I
Email/User ID janedoe@exampleagency.com
User Role I Producer Admin - I

Use Organization O

Address -

Address Line 1 PO Box 1810

Address Line 2

Zip Code 65205

City Columbia

County

State Missouri v
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6. Select OK on the user info updated dialog box.

v/ Confirmation

User info updated!

Lock User

To temporarily disable a user, use the Lock User function.

1. Locate the Organization Management header.

2. Under Actions, select the Three Dots on the desired user profile.

3. Select Lock User.

Organization Management

Name v Role ¥ Active v Locked ~ Actions ~
Agent Partner Producer Yes No
Test User Producer Yes No Edit User
. Ca 2 fe. Deactivate User
Automated Testing Scripts Producer Yes No
4. Select OK on the User is locked dialog box.
x

v Success

User is locked
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Unlock User
Use the Unlock User function to reenable a locked user.
1. Locate the Organization Management header.

2. Under Actions, select the Three Dots on the desired user profile.

3. Select Unlock User.

Organization Management

Name Role ~ Active v Locked ~ Actions v

Agent Partner Producer Yes No

Test User Producer Yes No

“tephani ‘ogstsester Praducer o Yoot gem ianncy, NGO st o » R
- sho. o o - #

Jane Doe Producer Admin Yes Yes

Edit User

Unlock User

Deactivate User

4. Select OK on the user is unlocked dialog box.

v Success

User is Unlocked

Deactivate User
Use the Deactivate User function to permanently remove a user from the portal.
1. Locate the Organization Management header.

2. Under Actions, select the Three Dots on the desired user profile.

3. Select Deactivate User.
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Organization Management

Add A New User

Name ~ Role Active ~ Locked ~ Actions ~
Agent Partner Producer Yes No
Test User Producer Yes No Edit User
Sitmohgi Postal Haeter bl M Na Lock User
Automated Testing Scripts Producer Yes No
4. Select OK on the User Deactivated dialog box.
x

v/ Success

User is Deactivated

Where to Get Help

If this document does not address your questions, please contact Customer Care at

customercare@mem-ins.com or 800.442.0593.
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