Grant Producer Access Using ]

Agent Center

This job aid provides step-by-step guidance for agency administrators on how to grant producer access
using Agent Center Workspace. This process is essential for enabling new producers to write business with
Nationwide.

If you are onboarding a new individual who has not yet been set up with licensing or Agent Center access,
your first step is to add them as a new user. Please refer to the Add or Edit Users in Agent Center job aid for
instructions on how to complete this step.

Once the new user has been added, follow the instructions below to grant them producer access. This
ensures they have the necessary permissions to begin writing new business under your agency.

Action Screen

+ Within Agent Center, select the Agency
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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) 1 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) 1 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

(2)/ Administration

From the Administration main page,
select Producer profiles. Administration

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

Step 3

Action Screen
a. If your agency has multiple codes, use 0/ Aminseation Prodace prfies
the Agency Number drop-down
menu to select the correct code that Producer profiles
the new producer will operate under. Select an action below to edit producer information or terminate a producer.
This ensures the producer is aligned s -la C
with the appropriate business entity
iye . Prod %) Add producer
for writing new business. — b
b. If you are updating an existing = o]
producer's access, you can quickly B T S
locate their profile by filtering using e kit Teminste  Upcate PL prit
thelr IaSt name FOST 004 Edit Terminate Update PL print
c. Toadd a new licensed producer, select o et Terminate. Updete PLprnt
the Add producer button_ HAM 007 Edit Terminate Update PL print
MCt 040 ; Terminate Update PL print
NIC 041 Edit Terminate Update PL print
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Action Screen

On the New Licensed Producer screen: @/ Administration/ Producer profites / New icensed prodiucer
*  Fill out all required information for the

new producer. New licensed producer

. SeleCt at |eaSt one Iine Of ‘Flrstname ‘ ‘Lastname ‘ ‘Emalladdress
b us i ness th e prOd ucer WI ” be National producer number (NPN) Resident state Non-resident state(s) (7)
WOI'kIng Wlth ‘ ‘ ‘ Select v ‘ Select non-resident state(s) v

*  Choose the appropriate agency
codes. If your agency operates
under multiple codes, you may select | |- o=

) commercial lines

all that apply. 0 Form

Select agency

Lines of business

Once all fields are completed, select Select agency code
the submit button tO flnallze the Setup Need to enter agency numbers that don't appear in the list? (2) click here
H | information

To add producers to an existing legacy Harleysville agency code, do not choose an agency from the Select agency dropdown. Instead, select click
here and enter the 6-digit agency code into the Enter agency code field.

[ S

Action Screen
« After submitting the new producer .
g the P . New licensed producer
setup, a confirmation message will
appear_ Th is message W| || @ The request to add your new producer has been successfully submitted. The new producer will receive an email from Nationwide
. - to complete an online interview through Sircon Solutions. Once complete, the appointment with Nationwide will be processed and
include additional steps that the new the new producer will receive a confirmation with their Nationwide producer code.
producer must complete to finalize their

access and begin writing business.

* Be sure to communicate these next
steps to the producer so they can
complete their onboarding process
without delay.
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Action Screen

Filter by last name

To update an existing producer’s ‘
information or access, locate their name

and select Edit under the Actions column. | posermme | pemcormmber | cem

Edit a Producer profile:

?‘ i Clear

This allows you to make necessary o< o4 erminate Uodate PLprint
changes without re-entering all the e — L s Lo
details. HAR on Edit Terminate Update PL print
HAM 007 Edit Terminate Update PL print
Step 6a
Action Screen

From the Edit Producer Edit producer information
Information screen: e
* Make any necessary updates to the «.,wb.be

producer’s details. o e
. Review the additional information I::ﬂ:::ving information will be used to contact the producer about appointments and

at the top of the screen, as it may .

include further steps required to e, 5

complete the update. Home address
Once all changes are made, select e
the Submit button to save your updates. e o

Additional information

Telephone number

Email address
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Step 6b

Action Screen
Terminate producer -
Producers

To remove a producer from your agency: ‘F e ) [
«  Navigate to the Terminate :

Producer screen. e I
- Select a termination reason from o 0s2 gt (femnatg) upsste pLprie

the available options. e &2 EcitgireminatelffipcataleRprin:
* Indicate who will be taklng’over any Terminate producer

of the terminated producer’s related

. Please select a termination reason and instructions for transferring any related polices.

policies. .
. If needed, provide any additional Agency: - A S TRGENTALETEST

instructions in poaucermumber

the Comment section to clarify the Reauester emait: s@nationwide com

termination or reassignment process. Eoctvedate ®

| 09232026 =)

Completing this step helps maintain o
accurate records and ensures proper [ Sotec =
policy reassignment. |T,.m.e, book to agency
. Once all changes are made, select Transfer book to producer

the Submit button to save your .

updates. e
IMPORTANT NOTE: If you are the )
admin of only one agency, you willnot | | ™
see the “Transfer book to agency”
field.

Update PL print — this link will take you -
to the producer settings in PolicyCenter. Fogucers

This feature allows the producer or Flter by lastname
agency administrator to:

* Add or update the producer’s email Actions

‘ ?‘ i Clear

address and phone number. oE 012 it L
* Ensure the correct contact information Fo: coa Edit Terminate Update PL print
appears on Personal Lines policy HAr on Edit Terminate Update PL print
documents sent to the insured. HAM 007 Edit Terminate Update PL print

+ Keeping this information current helps
maintain professional communication
and ensures policyholders receive
accurate contact details.
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