
Manage Users 

 

 The current Producer Portal login will prompt you to the new Producer Portal login. 

 

 Enter Office ID that is the current User ID 

 Enter the Principal E-mail account 

 Enter the Principal Password 

 

 

 

 

 



 

 On the Principal portal homepage under settings, choose Manage User 

 

 On the Manage User page users can be added, deleted or password reset 

 To add a user select the Add User button 

 

 Enter the user’s name and e-mail address.  

 

 



 

 The user will receive an e-mail request to setup a password.  

 

 The user will enter a password. Password must be 12 Characters minimum, upper, lowercase, 

number and special character are required. 

 


