BlueCross BlueShield Producer Experience Portal

lllinois - Montana « New Mexico - Oklahoma - Texas

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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Shield of Oklahoma, and Blue Cross and Blue Shield of Texas is not permitted by brokers or agents in any and all materials, including but not limited to sales and marketing
materials used with prospects and clients.
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To access My Delegates, Click the Profile
Icon on the top right corner

A dropdown will appear — select My Delegates

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

PROPRIETARY AND CONFIDENTIAL THIS INFORMATION IS PRELIMINARY IN NATURE AND IS BEING SHARED FOR EDUCATIONAL AND
TRAINING PURPOSES ONLY. IT MAY NOT BE USED FOR ANY OTHER PURPOSES, INCLUDING MARKETING
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l%l BlueCross BlueShield | Producer Experience Portal ME
Hinois « Montana « New Mexico - Oklahoma « Texas
My Information
Home My Hierarchy Quote & Enroll Reporting Resources News
2 My Delegates
Certification & Training
Account Settings
A d
Logout
Experience Portal
@ BlueCross BlueShield | Producer Experience Portal
Minots + Montana « New Mexico » Oklahoma « Texas
Home My Hierarchy Quote & Enroll Reporting Resources News
—
My Delegates |
Add Delegate
Delegate List
Search this list o
4 items + Sorted by Type » Filtered by All contacts - Type = Updated 3 minutes ago
Name Username State(s) Status Created Date Start Date End Date Mobile Phone Email
illiam Jenkins Lorem ILMT Active 7/18/2024, 7:51 AM 8/1/2024 8/1/2026 (630) 585-9807 loremipsum@gmail.com
Patrick Morrison Ipsum ILMT;TX Active 7/18/2024, 7:51 AM 8/1/2024 8/1/2026 (630) 585-9807 loremipsum@gmail.com
Denise Nickel Dolor IL Inactive 7/18/2024, 7:51 AM 8/1/2024 8/1/2026 (630) 585-9807 loremipsum@gmail.com
Trudy Palmer Sitamet NM Inactive 7/18/2024, 7:51 AM 8/1/2024 8/1/2026 (630) 585-9807 loremipsum@gmail.com
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Manage Delegate Access (Activate)

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. BlueCross BlueShield | producer Experience Portal Manage Access
(Access End Date is optional)
Home My Hierarchy Quote & Enroll Reporting Resources News ‘Delegate Access

NOTE: The Access Start Date cannot be back- - |

. ctive nactive
dated. The start date is defaulted to the current _
date but can be set to a future date. Once a start N,TTS_M?M - :d S
date is selected and changes are saved, the Delegate Details — '
delegate will receive a verification email. e

[ De\eteDm Manage Access I linois, Texas ——f————pp !Ilnois Tewas

Name Email Seloct Ml

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

least 1 state must be selected Delegate test fest919@gmailcom 7] lincis
. . Username Registered Name 5 E — 4 Montana
4. To finalize updates, select Save- sofex Delgete New Mesico
: ) Oklahoma
A. A Password Required dialog box will open iy Password Required 7 ous
where the producer needs to enter their Access St Date Are you sure you want to leave ?
password Statels To save changes, Please enter
IL:TX
d.
B. Select Save Changes to enforce Updates your passwer _m If you leave now any edits you made will be lost.
~ Password
5. If you click on Cancel-
A. You will see a message: “Are you sure you 5B N_1 Yes 5C
want to leave?” with "No" and "Yes" buttons -\] |
. ) Previous Save Changes
B. If you select No, you will be redirected back to

the Manage Access dialog box

C. Ifyou select Yes, all changes will be
discarded, and you will be redirected to
Delegate Details page

PROPRIETARY AND CONFIDENTIAL THIS INFORMATION IS PRELIMINARY IN NATURE AND IS BEING SHARED FOR EDUCATIONAL AND
TRAINING PURPOSES ONLY. IT MAY NOT BE USED FOR ANY OTHER PURPOSES, INCLUDING MARKETING
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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.”

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.”

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.

PROPRIETARY AND CONFIDENTIAL THIS INFORMATION IS PRELIMINARY IN NATURE AND IS BEING SHARED FOR EDUCATIONAL AND

Manage Delegate Access (Inactivate)

Manage Access

*Delegate Access

Adilq ® Inactive

Y e

Password Required

To save changes, Please enter
your password.

* Password

l 1C; Save Changes

BlueCross BlueShield | Producer Experience Portal

linais - Montana - New Mesxico - Oklahoma - Texas

Home My Hierarchy

Delegate Detalls

Name Email

William Jenkins

Registered Name

Access Start Date

01/01/2025

State(s)
ILTX,0K

Quote & Enroll Reporting

wjenkins35@gmail.com

Username Mobile Number

Wienkinsl (639) 989-1215

Delegate Access
John Doe Inactive

Access End Date

01/01/2026

Resources

2 I ° Your information update is processing. Changes should appear within a few minutes (up to 5 minutes). X

News

Delete Delegate

[ Manage Access

Password Required

@ 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.

To save changes to the delegate’s
information, please enter your
password

*Password

Previous Save Changes

TRAINING PURPOSES ONLY. IT MAY NOT BE USED FOR ANY OTHER PURPOSES, INCLUDING MARKETING
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1.

If you need to permanently remove
access for a delegate, select Delete
Delegate from the Delegate Details

page
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

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.

PROPRIETARY AND CONFIDENTIAL THIS INFORMATION IS PRELIMINARY IN NATURE AND IS BEING SHARED FOR EDUCATIONAL AND
TRAINING PURPOSES ONLY. IT MAY NOT BE USED FOR ANY OTHER PURPOSES, INCLUDING MARKETING

Manage Delegate Access (Delete)

e e
@@ BlueCross BlueShield ‘ Producer Experience Portal
i - blantans - New Wiz - Ofstcrma Ferss

Home My Hierarchy Quote & Enroll Reporting Resources

News

Delegate Details

Name Email

William Jenkins wjenkins9s@gmail.com

Usermame Mobile Numbser

Wienkinsl (639) 989-1215

Registered Name Delegate Access

John Doe Active

Access Start Date Accass End Date

01/01/2025 01/01/2026

r )

1105 « MOrMana - New Mexico - OKiahom.

@@ BlueCross BlueShiiIE | Producer Experience Portal

Home My Hierarchy Quote & Enroll Resources

Reporting

News

My Delegates

Password Required

Enter your password to delete
delegate, William Jenkins. This action
cannot be undone

*Password

i m M

Delegate List

iitems * Sorted by Type = Filtered by All contacts - Type « Updated 3 minutes ago

Name Username State(s) Status Created Date

Patrick Morrison Ipsum ILMTTX Active 7/18/2024, 7:51 AM
Denise Nickel Dolor I Inactive 7/18/2024, 7:51 AM
Trudy Palmer Sitamet NM Inactive 7/18/2024, 7:51 AM

Start Date

8/1/2024

8/1/2024

8/1/2024

End Date

87172026

8/1/2026

8/1/2026

Mobile Phone

(630) 585-9807

(630) 585-9807

(630) 585-9807

Search this list

loremipsum@gmail.com|

loremipsum@gmail.com

loremipsum@gmail.com

Delete Delegate

A you sure you want 1o delele dilegate, Wilham Janking?

This action cannot be undone
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