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This guide is designed to walk you through the process of setting up your Agent 
Assistant profile and retrieving policy data reports from the portal. 

Step 1: Activate Your Agent Assistant Profile
You will receive a welcome email with a link to begin setting up your profile.

•	Use the temporary password provided in the email to log in.

•		Upon logging in, you’ll be prompted to:

•	Create a new password

•		Select a security question

Note: Your email address will be your user ID.

•		You will be prompted to Agree to the terms of usage.

•	Completing these steps will activate your Agent Assistant account.
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Step 2: Log In to the Portal
•	Go to the portal using the link provided in your email: Agent Portal Login

•		Select your User Type as “Agent Assistant”.

•		Enter your email and the password you just created to log in.

Step 3: Select the Agent and Writing Number
•	Once logged in, select the agents/agency name from the drop-down menu.

•		Then choose one writing number associated with that agent/agency name.

•		Note: You only need to select one writing number. All associated policies will 
populate under that account—there’s no need to toggle between multiple profiles.
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Step 6: Save and Review the Report
•	Save the downloaded file to your computer.

•	The report is now ready for review, analysis, or sharing as needed.

Step 4: Generate the Policy Report
•	Navigate to the Reports tab.

•		Under Policy/Underwriting, select “Current Policy Report”.

•		The system will generate the full report.

Step 5: Download the Report
•		Click the “Export drop down menu” (save/disk icon).

•		A dropdown menu will appear with multiple file format options.

•		Select the format that best suits your needs to download the report.


