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Welcome to the Broker Portal User Guide

This User Guide was created to help anyone who will be working with the Broker portal. Throughout the
guide, please be aware of these references:

Here is a list of symbols that you will see in the Guide:

m Delete Y \ Phone Number 4! Email Address ﬁ Print

IE Fax ‘a @ Social Media v Drop Down # Settings
Menu

Agent#
Please Note: When in the portal, you may come across boxes that are greyed-out.

This indicates information that cannot be edited. S

Reminder- You can access the Broker Portal User Guide or FAQ at the bottom of the website at any time.

The Broker Portal URL: brokers.mwadmin.com

Upon entering the Broker Portal, the first thing you will see is the landing page.

&'@6@!‘ b £¥ Manage Portals | | G*Logout
PURTAL mw
X Doe, John (22566) (@

1. Logout Link-Click to log
out of the portal.

Welcome to the MWG Broker Portal

The Broker Portal will allow you to manage and access your information 24 hours a day / 7 Days a week 2 Manage Portals- Here is
where you can change your

Within this Broker Portal you will have the ability to: email or password_

- Complete the bank draft process for commissions on the Payment Opfions Tab

= Review, downlcad, export or print your monthly Commission Statements L.

i e 3. This is your Username

* Review Portal or Upline data (if applicable)

7 4. Click here to enter the

L 4 Broker Portal

5. Contact information

Customer Service Marketing Dept.



http://brokers.mwadmin.com
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Create a New Account

User Name

Welcome, Please login

Usemame
Password

Confirm Password Forgot Password?

©@ 2016 MWG Broker Portal Create an User ID

To Register for the First time:

If you are registering for the first time, click the “Click Here” button to create a new account. The second screen will request
you Date of Birth and the last four digits of your Social Security number. The DOB and SSN MUST MATCH the information in
our system.

If you receive multiple error messages, please contact your Broker Services representative to assist with registering more than one
portal in our system.

To Log in:
Click the “Log In Here” button to log on as an existing user. Enter your information and click “Log In”

To Reset you Password

Reset My Password

You can reset the password for your MWG Web Portal account by providing some
information. Shortly after clicking "Reset Password" you will receive an email at
the email address associated with your user Id. This email will contain a link
allowing you to generate a new temporary password.

Enter Your User Name or Email Ad:

Send Reset Password Link

© 2016 MWG Web Portals Retum fo Login

If you forget your password, click the “Forgot Password” Link. Enter your email or username and click “Send Reset Password” link.

Your username must match the email address used in the initial registration. If you receive an error message when you attempt
to log in, try another email address you may have used when you first registered in the portal. Once you enter the correct
username/password, an email will be sent to that email address. This will grant you access and provide instructions on resetting
your password.



Inside the Portal

Once inside the portal, there are a few things to make note of here. First, the tool bar of options is located on the left hand side of

the screen. Once a tab is clicked, the information will appear in the white area next to the tool bar.v

Broker Info v

Broker Profile

Broker Contacls

Group Actess

Commissions v
Quoting and Enroliment v
Production v
Marketing v
Training v

Broker Prgfile

Agent Info

Agent Name

John

Doe

Date of Birth

6/10/1982

Social Security Number

Company Info

Gompany Name

John Doe Insurance Services

Address Line 1

100 Main Street

City State Zip Code
Jackson MISSISSIPPI v 39211
Contact Info
Phone Numbers
Type Number Ext
edit Work #00-800-1396 1234 o
edit Maobile 601-555-1234 o

Email Address

ben.markland2@morganwhite.com

Website Url

Additional Agent Email to Receive Group Lapse Mofices

Add a Phone Number

www.doginsurance.com

K Please click here if you'd like to be Blind Carbon Copied on Individual Dental and
Vision enroliment confirmations.

Banking

EFT Direct Deposit Info

First National Bank *******89

Add a Bank

V
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Agent#
22566
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N
Save Agent Profile

The Broker Portal is broken down into categories:

1. Toolbar

2. Agent Information

3. Company Information
4. Contact Information

5. Banking Information

6. Add a Payment Method

7. “Save” Information Button

Broker Info, Commissions, Quoting and Enrollment, Production, Marketing, and Training

If you click the “Broker Profile” link in the toolbar, there are two things you can accomplish:

1) Edit or complete broker demographics.

2) Enter or edit a payment method for commission deposits.



Broker Contacts Tab

Broker Info

Eroker Profile BrOKer ContaCtS

N

Group Access

— Contact Mame Email Phone Actions
Commissions v
. Judy.blaine@morganwhite_com 501-955-1642 A Edit Access 2
Quoting and Enrollment v Awdy Blairic
Production v John Boyn test@morganwhite.com 123-456-4455
Marketing ot P COmper rebecca cooperg@morganwhite com 601-956-2028
Training v
Rebecca Cooper rebecca cooper@morganwhite com 601-956-2028
Rebecca Cooper rebecca.cooper@morganwhite.com 501-956-2026 A% Edit Access
Chaistine Crowe chrisfine. crowe@morganwhite.com 501-956-2026 ¥ Edit Access
e Doe janedeoe@doeinsurancetest com &00-555-3322 ¥ Edit Access
Brad Gardner brad_gardner@morganwhite. com 601-956-2025 A Edit Access
Sheri Hutton sheri hutton@morganwhite.com 601-956-2028 A Edit Access
Sheri Hutton sheri hutton@morganwhite.com 501-956-2025 13 Edit Access
Show 10 w | entries 4 3 Previous n 23| 4| Ned
N

1. Add Contact Button 2. Edit Access Button 3. Page Navigation 4. Entries Navigation

Within the “Broker Contacts” tab, brokers are able to add a contact to their account and assign them a role.

The roles are:

» Broker Administrator (ability to view, change, or update information)

» Group Administrator (ability to request access to any of the broker’s groups portals as well as generate marketing materials on
the broker’s behalf)

» Marketing Only (allows only access to the broker’s marketing materials such as email templates or sales button images)

* Commissions Only (allows access to commission statements only)

You are able to add a contact to the account by clicking on the “Add Contact” button.

After providing the requested information, the contact’s data will be saved to the account. Next, assign the contact a role inside
the portal by clicking the blue “Edit” tab on the right hand side of the page.

**Please Note: This is a two-step process. Just providing the contact’s information will not give them access to information. You
must assign the contact a role and send them an invitation. In turn, they would receive an email notifying them that they are now
a contact with access and will be prompted to create their own username and password.



Group Access Tab

Broker Info v
R Producing Groups
Broker Contacts 1 P
< Request Group Access
; 1 Request Group ccess 1. Request Group Access

Commissions v

i v
Quoting and Enrollment A i
Production v
Marketing v
Training L4

For agents who work with groups, we have a feature in the broker portal where you can click on the words “Group Access” (In the
left hand column) and if you have production under a group, they will show up in a list on this page. You can request access to
that group by clicking “Request Group Access” next to their name. It will change to “Pending” until the request is either accepted or
declined by the primary billing group contact on the group itself.

If declined, you will receive an email response. “Declined” will now appear next to the group’s name. If the request for you to be
added to enter the group portal is accepted, you will receive an email notification and “Pending” will change to an icon you can click
to enter their portal.

You can use the FAQ or User Guide at the bottom of the website, once you are transferred into their portal, to learn how to navigate
the group portal.

Commiissions Tab 5 e ki o e Commsion 11257 e =
ttps/brokers muadimin.com/Fil Vi
Broker Info C a % St t t
"
i OmmISS|on a emen S Agent Commissions Statement
Commissions v 1 John Doe (22566)
January 2017
View Statements | July 2018 (74172015 to 7/31/2018) ~ (o017 013172017)
Promotions & Incentives g
PSMEDICAL
PLEASE NOTE Some agent commission statements may contain mulfiple pages. The amount deposited through direct deposit
Quating and Enrolimant be vill show up on the last page of the commission statement as the Grand Total. Flease ensure that you are on the last page of rasipons
- your statement fo view the totaled deposited amoot. &8  NetPemum  CommDue
Production v fa 000 000
000 oo
Marketing v ool Lo
o 000
Training v VvISA . .
o]
G100 Receive a $100 Gift Card

1. Commission Date Dropdown Menu

The second category on the Broker Portal is the “Commissions” tab. After contracting with MWG and having a full month of
commission generated, you can go to this tab at any time and view your history of commission statements. Please Note: MWG does
not mail commissions statements.

» Once a month ends, on the first day of the next month, the commission cycle is closed.

» Payments are reconciled, which is a manual process and can take 3-5 days to complete. Funds are then deposited by direct deposit
» Commissions are typically paid by the 10th of each month

« “Grand Total” is located on the LAST page of a statement

* The number of pages on a statement is found at the top of the toolbar.

« You can print off the PDF to see all pages or you can “arrow over” to the last page

* You can export these statements in different formats. PDF is the default standard, but you can save it as an image, export in Excel,
etc. The File Format Dropdown menu is where you go to change the format once the PDF is opened.
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Broker Info u 2
R Active Incentives
View Statements
= - Promofions & Incentives. ok . .
The Promotions and Incentives tab shows — 5100 1 $100 Gift Card Incentive
; ; ; ; Receive a $100 Gift Card each time you
a list of |r'lcent|\{es for brokers and the deadline Quoting and Enroliment -~ B s w00 sell a Premium Saver group.
for each incentive. Production bt g 4 3 kA0 e No limit, no gimmicks, no red tape!
Marketing v -
Training v

Quoting and Enrollment Tab-Group Quoting

Broker Info v
Commissions v
Quoting and Enrollment v
Group Quoting

GROUP EXCHANGE #m¢

Individual Sales Platformi(s)
Customization

Individual Cuoting

Individual Pending Enrcliments

Production v

Marketing v MWG Broker Services realizes our brokers are the comerstone of our business. Therefore, when they make a request to streamline a
process, or even develop an new program, we listen.

Training v Over time, numerous brokers asked for a centrally located platform which would allow them to gquate and enroll groups with multiple

camiers. To help fill this gap in the marketplace, MWG Eroker Services utilized the technology at their fingertips o design an
innovative operating system. As a result, we are pleased to reveal The MWG Group Exchange.

The MWG Group Exchange allows you to easily quote groups of all sizes and across different preduct lines. Upon enroliment, you
can choose either “*Census Enrollment” or *Electronic Enrcllment.” Our team will manage and complete all EDI 334 file feeds with
each carrier on the platform, at no additional cost!

MW Broker Services is proud fo partner with the following Dental and Vision Camiers:

Dental Carriers Vision Carriers
* Delta Dental Insurance Company = V5P
* Renaiszance Life Insurance Company + Davis Vision

* AmFirst Insurance Company
» Standard Life Insurance Company

The Broker Portal now has a Group Quoting section. The Group Quoting tab explains the Group Exchange tool offered by MWG.
Clicking the image takes you to the Group Exchange site where brokers are able to start quoting.



Individual Sales Platform Customization

Broker Info

Portals

Commissions

2 Portal Profile Information
Quoting and Enroliment v o Oy checkea s wi ot o vour Saes Poral.

Group Quofing Portal Information Platform Customization
BROKER SERVICES
=

Individual Sales Platiorm(s) 877ABF57-A284-4846-802B-EF26FA237665 1
el s o)
Individual Quoting

PR
TEST 6.14.2018
Individual Pending Enroliments entzred on 6ME2018 a E ==
v
TPATESTING
Al v entered on 101252016 a E i

Marketing v

08782-08917

entared on 3/28/2012 1 check he b

=

Within the “Individual Sales Platform(s) Customization” tab, brokers are able to customize
their product enrollment platforms. The Dental&Vision and Vision only platforms can display
company name, logo, agent name, phone number, and email. To do this, you will click on the
“customization” icon to personalize your information. 2 Save Portal

Customizations

—_

. Platform Settings

Put a checkmark next to the box you want to display on the web and click “Save”. You can then
preview your site and make changes if necessary. You do not have to choose to display all fields.

Individual Quoting

Broker Info v

Commissions v -

Quoting and Enrollment g Tfy Olﬂ our
quoting system!

Individual Sales Platform(s)
Customization

Enter your zip code to begin

Individual Quoting

Individual Pending Enroliments:

Production v
Iarketing v
Training v

The Individual Quoting tab is a demo of the Individual Dental & Vision sales platform. This allows a broker to compare and sug-
gest plans available to a client by entering their zip code and DOB.



Individual Pending Enroliments

CHEORED 1

Recent Enroliments

Commissions

Quoting and Enroliment b4
Last Status € Enrolles Portal

Group Cuoting
Thursday, July 26, 2018

Individual Sales Platform(s)

Customization Incomplete Johnson, STTABFST-AZ84-4546-3026- Detad
Jill EF26FA237665
Individual Cuoting
Payment method was added but Submit was not Smith, Bob BT TABFST-A254-4846-802B-

Detail
Individual Pending Enrcliments clicked EF26FA237665

Wednesday, July 25, 2018

Production v

Incomplete Blue, Sue BTTABF57-A284-4846-802B- Detail

Marketing V EF26FA237665
Incomplete Jackson, BTTABFST-A284-4846-8026- Detail
Trainin v Cetz

e Jim EF26FA23T665
Payment method was added but Submit was not Smith, Bob STTABFST-A284-4846-502B- 3 Detai

clicked EF26FA237665

1\ Show 10 s | entries 2\ Previous n MNext
1. Entries Navigation 2. Page Navigation 3. Click for Enrollment Details

The “Individual Pending Enrollments” tab will display enrollments up to 30 days that have been aborted, had failed payment, or are
still in the process of being submitted. The pending enroliment page will display a status next to the enroliment attempt.

Click there first to see more details on enrollments. An enroliment can take anywhere from 1 minute to a day to process, depending
on if there is any information missing to completely pass the policy through.

Status Notifications:

There are 4 different status notifications that can appear on each enroliment in the “Individual Pending Enroliments” tab. This status
explains where the enroliment is in the enrollment process.

» Ready- the enroliment was successful and will process into the “Individual Pending Enroliments” tab within a few minutes/hours.

* Incomplete- the person has not clicked submit. Please note: This does not mean that they are done. They could have minimized
their screen and may come back later to finish.

» Payment Error- there was something wrong with the method of payment that was entered. It could be a typo or the digits of a
credit card, insufficient funds, or a bad routhing number keyed in.

» Payment Added-the participant added a payment method on that section of enroliment, but never clicked “Submit’. So, the enroll-
ment didn’t process, and they didn’t get a confirmation on a sold policy.

When you click on a participant’'s name, enrolled successfully, you will see a “Documents” tab available. These are copies of what
the client got directly. Click to download and send to a client at anytime.



Production Tab

Real Time Enrollment Watcher- Enroliments through your sales platform can be seen in “real time” for brokers who process
individual policies, group polices, or both. If you sell a policy on your platform, the successful payment enroliments process

directly into one of the two titled production tabs (Individual or Group).

Broker Info L4

Commissions L4

ofing and Enrcliment b
Production v
Group
Marketing v
Training v

Show All Products

VSP CHOICE PLAN

V5P CHOICE PLAN

DENTATRUST- LOW OFTION

MAX CHOICE PLUS

MAX CHOICE PLUS

V5P CHOICE PLAN

V5P CHOICE PLAN

V5P CHOICE PLAN

V5P CHOICE PLAN

MAX CHOICE PLUS

CO0O00OOCOR0O00:

Show| 10 w  entries

Any Status W

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Show | Hide Columns~

Search:

Effective

an20s

an2ma

aM201s

BM/2013

SM20M8

4172015

4172018

2018

2018

2Mr2Ms

Previous n 2

Amount Paortal

F14.51

F37.74

$44.22

F90.15

$49.45

524 60

$24.60

52460

F14.51

$49.45

4 | 5| .. | 8| Ned




Marketing Tab

Another feature on the Broker Portal is the “Marketing” tab. This tab provides a broker with email templates, banner codes, and

other useful tools that can be added to the broker’s site.

Broker Info M k 't E |
Commissions g
R olas abd et e John Doe edit Marketing Agent
Production v Location Social Media

100 Main Sireet Jackson, MS 39211

5 wenve facebook com/

Marketing b ben.markland2@morganvihite.com nv'uw aCEnOoCy

500-800-1396 ﬂ'ﬂ wwvw linkedin.com/
Contracting Links
Email Templates

Select a Portal ~

Website Quoter Code

Individual Sales iframe Banner Codes
Filter
Product Videos

All | Dental | Vision Dental And Vision | Premium Saver All | English = Spanish

Training v

Dental & Vision

An Easy Choice

Buying dental or vision is as simple as choosing your favorite pop!

w— . Preview
ol Easy Cheice

You will be able to automatically generate an email from your portal to send to your clients with your portal code built

in for commission tracking.

To send a customized email, confirm your information is correct or edit it as you’d like it displayed. Select your portal
(if more than one) and enter the email address of the recipient. Please Note: The email address needs to be your
email or someone in your office, who will send out the marketing template to clients.

Next, select the template of the email you would like to send, whether vision, dental, or a combo of both.

We have included a “Preview Sample” for you to utilize prior to sending.
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Website Quoter Code

Broker Info =
- Website Quoter Code
Commissions
Quoting and Enrollment hd
Production v
Select a Portal w «" Dental Products Vision Products
Marketing L d

@ Nead Help?

Contracting Links

Email Templates

Dental Quoter Option A

Website Quoter Code View Form Code | View iFrame Code

Individual Sales firame Banner Codes

Product Videos

o i :

The “Website Quoter Code” tab allows the agent the option to include a Dental & Vision or Vision only “Get a Free Quote”
Image/Code on your site. Once the agent selects the portal and the image, the Form code and Iframe code are available for use.

Individual Sales iframe Banner Codes

In this section the agent can use one of the Iframe banner codes to display on their website or place in email signature. These
Dental for Everyone images and links, will direct traffic directly to your personal portal for tracking commissions/sales. Choose the
graphic you want and utilize the code that is auto-generated beside the image for your personal portal.

v \I John Doe (Doe Insurance) v |

v

Image Links for Portal 877A8F57-A284-4846-
802B-EF26FA237665 1. Portal Select Dropdown

- DFE Quote Button Blue 2. Button Preview
Get Free Dental & Vision Quotes! O Dental for Everyone Quote Button in Blue

3. Button Code

2

<a href="http://www.dentalforeveryone.com/

?Portal=877ABF57-R284-4846-802B-EF26FA2376
- 65" ><img class="img-thumbnail”™ src="https:
//cdn.mwadmin.com/images/marketing/dfe_quc

te/dv_guote butteon.png” /></a>
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Marketing-Product Videos

If you sell our Premium Saver plan, or Dental/Vision Individual Insurance, you can include a short video on your sales site
explaining the product to potential clients. There is also the option to email these videos.

Training Tab

Broker Info

Commissions Video Links

Quoting and Enroliment v Premium Saver

Production v

Marketing v -sam/vidsa/

1" framebor

Gontracting Links

Email Templales

Website Quoter Code

Individual Sales firame Banner Codes.

Product Videos

Training -

The Broker Portal provides Client Tools and short videos that can help you. The Client Tools tab holds a number of helpful
documents and the Agent Resource Videos tab has videos that are provided for the agent and members of his/her staff.

Client Tools

Broker Info

Commissions

Quoting and Enroliment v
Production v
Marketing v
Training v

Ciient Tools:

Agent Resource Videos

Forms Library

Client Tools

Premium Saver FAQ's
Premium Saver FAQ'S

Group Portal Access Request
Fi

2

Group Import Spreadsheet Group Enrollment Spreadsheet

How To Guidelines

Eszy o
G

Concierge Enroliment Form

Spreadshest u up Encoliment

Agent Resource Videos
Concierge Program Flier
Broker Info

Quoting and Enroliment

Premium Saver Claims Guide Simplified Enroliment Guide

Forms Library

Broker Info

Commissions
Quoting and Enroliment %
Production v
Marketing v
Training v
Glient Tools

Agent Resource Videos

Forms & Documents

W UnitedHealheare

Production At

A step-by-step guise by for Premium Saver ‘Simpified Enoiment Guide
Claims Marketing v
Training v

Client Tools

Forms Library

hA s .
S . Training Videos
v

“ Editing Your Profile

Personalize your contact information that appears in
the marketing materials generated by the Broker
Portal

Select the Enrollment Type:

Individual

Select a Plan Type

Choose a Carrier

any documents on a product.

Madison Dental

The “Forms Library” is a tool that allows the
broker to select the carrier of choice and access

Contact information is displayed at the bottom of all tabs for your convenience on the Broker Portal. This serves as a quick
reference if you need to contact one of our departments.

We appreciate your feedback. If you have any questions, please contact Broker Services at 877-759-5728
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