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Upcoming Webinars – Mark your Calendar



3

Agenda

Dashboard

Authorized Agent Appointment
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Notice of Appointment Form – Request Secure Message 
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New Authorized Agent Appointment 
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❑ Allow enough time for board meeting and appointment

❑Designate appropriate team members with authority

❑Do not add “primary” to role when adding team members

❑Request customized barcoded Notice of Appointment form

❑Do not share passwords



Team Member Roles
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Do you need to Add Team Member?

Step 1
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Adding Team Member – Step 2
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Adding Team Member – Step 3
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Add Partner Info – Step 4
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Final Steps to SAVE – Step 5
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Removing Team Members – Step 6
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Removing/Changing Team Member Access – 
Step 7
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Member Resources 
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 Valuable Resources for your members Pre-retirement checklist and On-Demand webinars

Valuable Resources for your members
Pre-retirement checklist and On-Demand webinars
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On Demand Webinars and Materials

On Demand Webinars and Materials
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How to assist members with 
locating barcoded forms
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Helping Members with forms
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Helping Members with forms
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Where to Locate Member’s Email
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Assisting Members with Barcoded forms 
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❑ Confirm member has ability to get on Member Access account

❑ Confirm members have email address on file

❑Do not send in non barcoded forms

❑Do not copy or reuse barcoded forms (member customized)
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Questions?
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Closing 
Remarks
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