
Agent Connect User Guide

February 27, 2018



Table of Contents

 Access & Login Information

 Creating Support Tickets
- Attaching Files to Support Tickets
- Monitoring WellCare Response

 Downloading Statements and Book of Business

 Changes to Agent Profile in Agent Workflow
- Agent 360 Validation

 Demographic changes

 Hierarchy & Commission Assignment Changes
- Hierarchy Change/Assignment
- Hierarchy Change/Assignment Rejected
- Hierarchy Change/Assignment Complete
- Commission Change/Assignment
- Commission Assignment Complete

 Required Forms & Acknowledgement
- W9

 Licensing

 Review & Submit Changes
- Confirmation Page

2



Access & 
Login 

Information



Login to Agent Connect 
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Enter your username (agent ID) and initial temporary password provided in the 
Welcome to Agent Connect email.

Step 1: 

Click the hyperlink to access the 

Agent Connect login page.

Enter the username (agent ID) 

and temporary password 

provided in the invite.

Step 2: 

Follow prompts to set a permanent 

password.

Click Continue to access your agent portal.



Login to Agent Workflow

Login to Agent Workflow from your portal homepage with your username (email) and initial 
temporary password (WellCare1) to make changes to your agent profile. 
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Step 2: Once on the user login page, enter 
your credentials and click Submit.

Step 1: Select Agent Workflow from the 
left menu within your Agent Connect 
profile.



Login to Agent Workflow
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Step 3: Complete the asterisked 
fields and click Change Password.

At this point, you will be taken to 
your homepage



Creating 
Support 
Tickets



Creating Support Tickets

Take the following steps to create a support ticket.

1. Click Create Support Ticket in your WellCare Questions widget

2. Once the window populates, select a topic from the reason drop down, enter a subject/message and 
click OK
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Attaching Files to Support Tickets

To attach a file to a ticket after submission, take the following steps.

1. Click the boxed arrow next to the subject line 

2. Once the window populates, click the Files drop down, click Attach File and click Upload File to browse 
your computer and select a file

3. Click Save
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Attaching Files to Support Tickets

The attached file will reflect under File Attachments. Click Close to return to your homepage.
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Monitoring WellCare Response

Once WellCare has responded to the ticket, the ticket subject will show in bold. Select the       to open the 
response.

Inquiries/comments from the producer will be highlighted in blue and responses from WellCare will be 
highlighted in white.  If you have additional questions related to this inquiry, you can comment directly back to 
WellCare within the conversation thread by typing in the text box and selecting Add Comment.  Please allow 
time for WellCare to respond. 

To return to the homepage queue, click Back to Listing.
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Downloading 
Commission 
Statements 
and Book of 

Business



Commission Statements
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Within the Producer History tab in Agent Connect you have the ability to download your 
commission statements. Take the following steps to export:

Step 1: 
Click the Statements sub-
tab under the Producer 
History menu tab

Click the Statement 
Extract sub-tab

Step 2: 
Once in the extract screen, click 
Save at the top of the screen

Click the Excel (XLS) icon to export 
to Excel



Book of Business
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Within the Producer History tab in Agent Connect you have the ability to download your book 
of business in Excel format. Take the following steps to export:

Step 1: 
Click the Book of Business 
Extract sub-tab

Enter the date in YYYYMMDD 
format in the FromDate and 
ToDate fields at the top of the 
screen, and click Run

Step 2: 
Click Save

Click the Excel (XLS) icon 
to export to Excel



Changes to 
Agent Profile 

in Agent 
Workflow



Agent 360 Validation
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Step 1. Log in to Agent Workflow

Step 2.  Click Agent 360



Agent 360 Validation
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Step 3. Input your PID, NPN or SSN and click Search.



Agent 360 Validation
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Step 4:  Select your information by clicking in the circle next to Search Results.

Note: you can only access your information, if you put another person information not 
associated with your information you will receive an error. 



Section 1
Demographic 

Changes

 Name

 Phone Number

 Email Address

 Addresses 



Changes to Profile - Demographics
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Section 1 allows you to change 
your name, email address, phone 
number, personal addresses. 

Note:  changes made to name 
and/or shipping address will 
require a new W9 to be signed. 
You will be prompted to 
complete this within section 3. 



Section 2:
Hierarchy 

and 
Commission 
Assignment 

Changes



Hierarchy & Commission Assignment
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This slide shows a screen 

shot of the actual page. 

The following slides will 

zoom in further and 

provide step by step 

instructions to make 

these changes. 



Hierarchy Change/Assignment 
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Hierarchy change process:

Step 1: Click Request 

Transfer

Step 2: Enter the PID, name 

or company name for the 

proposed hierarchy

Search 

Step 3: Select the proposed 

hierarchy and Confirm 

Request.



Hierarchy Change/Assignment - Rejected
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If change proposal is rejected, the agent who submitted the change 
will receive an email notification and the process ends here. 



Hierarchy Change/Assignment - Complete
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Once the request has been processed all parties involved will receive an email 
notification. 



Commission Change/Assignment
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Commission Assignment is the 

contracted agent who you elect 

to receive your commission 

check. 

Step 1: Request Transfer

Step 2: choose on of the following:
 Self (to receive your own 

commissions) 
 Hierarchy (your direct upline)
 Other Hierarchy (another hierarchy 

within your hierarchy's downline

Confirm Request



Commission Assignment – Complete
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You will receive an email confirmation when the commission assignment has been 
approved in the system.



Section 3
Required Forms 

& 
Acknowledgement

 W9

 Tax Classification

 Acknowledgement 



Section 3: W9
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If you elected to update your name or 

shipping address in section 1, this is 

where you will sign a new W9. 

If there are changes to your Tax 

Classification, update here.

Check the box to acknowledge 

and agree to the terms.  

Sign the W9.

Select Next to continue.



Section 4
Licensing



Licensing
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If the license information 
shown is incorrect or if 
information needs to be 
updated, complete the 
following steps:

Step 1: Check the license 
information box

Step 2: Provide a reason

Use the Search field to filter on individual licenses.

Click Next



Review 
& 

Submit Changes



Review and Submit

33

Review all changes made in 
sections 1-4 to ensure new 
information is correct.

Click Submit and Yes to confirm.



Confirmation Page
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Any changes 
made in sections 
1-4 will display.

A case number 
will provided. For 
any issues, 
contact WellCare 
Sales Support 
and provide the 
case number.




