
Producer Experience Portal:
Manage Delegate Account

User Guide
Purpose:

• The Producer Experience Portal enables Producers, General Agents (GAs), and Agencies to 
manage delegate users. This section covers how to activate, inactivate, and delete delegate 
users at will and modify delegate’s access level.
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Manage Delegate Account: Access My Delegate
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1. To access My Delegates, Click the Profile 

Icon on the top right corner

2. A dropdown will appear – select My Delegates

3. The Delegate List displays all existing 

delegates with the following information:

• Name – Delegate’s full name

• Username – Delegate’s login username

• State(s) – States the Delegate has access to

NOTE: The State(s)s listed for the delegate are 

restricted to the states that the Producer is 

eligible to sell in.

• Status – Active or Inactive Delegate account 

status

• Created Date – Date the Delegate was 

created

• Start Date – Date Delegate’s access begins

• End Date – Date Delegate’s access expires

• Mobile Number – Delegate’s mobile number

• Email – Delegate’s email address

4. Select delegate's name to land on the 

Delegate Details page
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Manage Delegate Access (Activate)
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1. To activate delegate access, select Manage 

Access on the Delegate Details page

2. If Active status is selected for the Delegate 

Access, the Access Start Date is required. 

(Access End Date is optional)

NOTE: The Access Start Date cannot be back-

dated. The start date is defaulted to the current 

date but can be set to a future date. Once a start 

date is selected and changes are saved, the 

delegate will receive a verification email. 

3. Select the State(s) for the delegate’s access. At 

least 1 state must be selected

4. To finalize updates, select Save-

A. A Password Required dialog box will open 

where the producer needs to enter their 

password

B. Select Save Changes to enforce updates

5. If you click on Cancel-

A. You will see a message: “Are you sure you 

want to leave?” with "No" and "Yes“ buttons

B. If you select No, you will be redirected back to 

the Manage Access dialog box

C. If you select Yes, all changes will be 

discarded, and you will be redirected to 

Delegate Details page
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Manage Delegate Access (Inactivate)
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1. If you need to disable a Delegate’s access 

temporarily, you can update their profile to 

Inactive status- 

A. Select Save

B. A Password Required dialog box will 

open where the producer needs to enter their 

password

C. Select Save Changes

NOTE: If an incorrect password is entered 

when updating Delegate access details, the 

user will get the following message:

"The password you entered was not 

recognized. Please try again. Your account 

will be locked after 5 failed attempts and will 

be unlocked automatically after 30 minutes.“

2. You will see a message confirming the 

Delegate User was inactivated. The 

message should state "Your information 

update is processing. Please wait for few 

minutes for the changes to reflect on the 

page.”

3. The Delegate Access status will display as 

Inactive on the Delegate Details page and 

the Delegate will no longer be able to access 

their account.
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Manage Delegate Access (Delete)
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1. If you need to permanently remove 

access for a delegate, select Delete 

Delegate from the Delegate Details 

page

2. A Password Required dialog box will 

open where the user needs to enter their 

password

A. After entering their password, the 

user selects Yes, Delete

B. User will get a prompt to confirm the 

deletion of the Delegate, and that 

the deletion cannot be undone. The 

user will select Yes, Delete 

3. When a correct password is entered, a 

message displays confirming Delegate 

was deleted successfully. The 

delegate is now removed from My 

Delegate list

NOTE: Once delegate is deleted, they 

will NOT appear on the My Delegates 

list and the Delegate will not be able to 

log in.
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