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How to Add Users in Agent Center

This job aid describes the steps to add users in Agent Center.

Action Screen

From the Agent Center Workspace: "
) Agent Center E] a

» Select “Agency” tab from the top -
menu.
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» Select “Administration”.
Personal Commercial & Agribusiness Private Client Billing & Claims Agency Learning Center
USER & AGENCY FINANCIALS REPORTS TECHNOLOGY MARKETING
MAINTENANCE
Compensation, Agency production Commercial comparative Nationwide agent brand
awards & recognition raters guidelines
PL service metrics E— .
Pay commission due Personal comparative Nationwide marketing
raters central
Download info Social media marketing

By accepting a copy of these materials:

(1) I agree that | am either: (a) an employee or Contractor working for Nationwide Mutual Insurance Company or one of its affiliates or subsidiaries
(“Nationwide”); or (b) an Independent Sales Agent who has a contract and valid appointment with Nationwide; or (c) an employee of or an independent
contractor retained by an Independent Sales Agent; or (d) an Independent Adjuster who has a contract with Nationwide; or (e) an employee of or an
independent contractor retained by an Independent Adjuster.

(2) I agree that the information contained in this training presentation is confidential and proprietary to Nationwide and may not be disclosed or provided
to third parties without Nationwide’s prior written consent.

(3) I acknowledge that: (i) certain information contained in this training presentation may be applicable to licensed individuals only and access to this
information should not be construed as permission to perform any functions that would require a license; and (ii) | am responsible for acting in
accordance with all applicable laws and regulations.

(4) I agree that | will return or destroy any material provided to me during this training, including any copies of such training material, when or if any of
the following circumstances apply: (a) my Independent Sales Agent agreement with Nationwide is cancelled or | no longer hold any appointments with
Nationwide; (b) my employment with or contract with a Nationwide Independent Sales Agent is terminated; (c) my Independent Adjuster contract with
Nationwide is terminated; (d) my employment with or contract with a Nationwide Independent Adjuster is terminated; or (e) my employment or contract
with Nationwide is terminated for any reason.
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Action

Screen

On the “Agent Center Administration”
screen:

* From the “Manage Users” tab, select
the “Add User” button.

Action

Administration

Looking for administration help and resources? Check out our Learning Center where you can find Agent Center specific training and job

aids.

ONTROL ACCESS 10 AGENT CENTER

« y
g User manag
* Add new user

* Remove a user

18

= Change user access

MANAGE PRODUCERS FOR YOUR AGENCY
Producer profiles >

+ Add new producer
= Terminate producer
- Edit email and home address

Screen

On the “User management” screen:

» Select the “Add User” button.

User management

Agency number
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Action

Screen

From the “Add User” section:

* Enter and select all required and
relevant information.

» Select the “Submit” button.

Important Notes:

* Required fields are:
* “First Name”
+ “Last Name”
o “Email”

» The system defaults as a user with no
admin access.

Add user

Personal details

First name

Middle name dptional

Last name

I

| |

| |

Email

Phone number captional)

Username

I

| |

I Auto generated

Agencies

Filter by agency number (optional)

I

| Associate all agencies
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