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Document Upload

1. Loginto MyBusiness

2. At the top of the page, hover over the ‘Prospect Management’ tab.

3. Select ‘My Prospects’

INSURANCE SOLUTIONS

Alerts

connexion

Assigned Policies My Producers My Documents  Prospect Management  Notifications ~ Connexion Docs

Please seq Alerts for impertant infermation,. (If Alerts Widget is not displayed, click V|

My Profil
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Activities
Requests
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4. Inthe new screen, click ‘Add Document’

Weicome, CAT YEE Last Log

i MyProducers My Documents ProspectManagement  Notifications  Connexion Docs

5. Inthe new page, Request, click the ‘Request Type’ drop down menu.

Notily me on Completion
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6. From the ‘Request Type drop down menu, select the ‘Line of Business’ applicable to your
document upload.

Request Type* | E G

Address Change
Contact Change
Description* || Add Affiliation
Add Appointment
Aonlicatiog Sybmmiccion  Croln 22
Line of Business: Group
Line of Business: Medicare
Line of Business: Individual
Line of Business: Ancillary
]

7. Depending on the selected ‘Line of Business’ — the form in the description box will change.
Complete the highlighted fields before submission.

‘ Line of Business: Medicare v

Line of Business: Group v

Request Type*

H o |
. Description* im
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Client First Name: Group Name:

Client Last Name : Comments :

Carrier:

Effective Date:

Medicare Plan Type (MA, PDP , MedSupp):

8. If you would like to be notified document was received by Connexion check the ‘Notify me on
Completion’ checkbox.

Request Type* | Select v Request Nu
Description® jm

# Notify me on Completion
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9. Click ‘Add New Attachment’ to upload your document.

Upload Attachments  £pAdd New Attachment

10. In the new window, name document with Agent First Name initial, Agent Last name and current
date (JSmith.022519).

***Category and Sub Category fields are not required, leave as ‘Not Applicable’.

% = Required
Document Name™ | jSmith.022519
Category™ | Not Applicable v
Sub Category™ | Not Applicable v
Attach Document* -
Browse
soo
11. Click ‘Browse’ and select the file to upload.
*You can only upload one file at a time.
12. Once file has been selected, click ‘Save’ to upload document
13. Click ‘Save and Close’ to complete Request
LIroup Name: Anciiary lest
Comments :
¥ MNetify me on Completion
tegory N.
loade: case10atc.doc @ Delete This Attachment
e
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14. If you wish to locate the file you uploaded hover over the ‘Notifications’ tab and select ‘Request
Search’

Prospect Management Notifications Connexion Docs

View Other Widgets)
Alerts

Announcements

Recent Policies || Request Search

15. In the ‘Request Search’ page, click ‘Search’

Assigned Policies My Producers My Documents  Prospect Management Notifications Connexion Docs

Alerta  SEARCH
Announcements Marme Producer Code Clesar Search
Request Search
t v aw L
\3 BB Ve seen . Add Request 18} ¥
Producer Name Producer Code | Request Type Status
................

16. Once Connexion has viewed and downloaded the document, you will receive an email
notification that your request has been ‘closed’.
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