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Agent Onboarding Guide 
Welcome to the Agent Portal. This guide outlines the steps to register and complete the 
onboarding process on the platform. Please follow each step carefully to ensure a successful 
completion of the onboarding activities. 
 

1. Access Portal Here: 
• Click on Your New Microsoft Agent Onboarding Portal. 
• You will land on the Sign In page. 

 

2. Create a New Account 
• Click on Sign up now at the bottom of the Sign in box. 

 

Figure 1: Agent Portal Sign in Page 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fiehpexternalbrokers.powerappsportals.us%2F&data=05%7C02%7CHelen.Howard%40iehp.org%7Cf9837e97bdf5444b472d08ddd5e2bc5a%7Cd2b2ffa819e143fbb46de34cae5a9594%7C0%7C0%7C638901891993929817%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=VIvYJ7tPwH94jSef5rtNErWITaO6qfYziwfOyOlFC0I%3D&reserved=0
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3. Enter Email for Verification 
• Type in your email address. 
• Click the Send Verification Code button. 
• A verification code will be sent to your email inbox. 

 

Figure 2: Agent Sign up Page 
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4. Verify Your Email 
• Check your email for the verification code from IEHP MS Dynamics 

(including spam/junk folders) 
• Enter the code in the textbox and click Verify Code. 
• If not received, click Send new code to retry. 

 

Figure 3: Agent verification code 
 

 

5. Complete Your Profile 
• Enter the following information: 

o Password and confirm it 
o First Name 
o Last Name 
o Phone number 

• Click Create once all fields are filled in. 
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Figure 4: Agent Portal Sign up 
 

 

6. Sign in 
• You will be redirected to the Sign in page. Type out the email address and password. 
• Click on Sign in 

 

Figure 5: Agent Portal Sign in Page 
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7. Start the Intake Form 
• Upon registration, you will be redirected to the Agent Portal. 
• Click Start Here to begin the intake form. 

 

Figure 6: Agent Portal Homepage 
 

 

8. Completing the Intake Form 
• The form contains 5 pages. 
• Fields marked with a red asterisk (*) are mandatory. 
• Read and respond to each question carefully. 
• Upload documents where required. 

 

Figure 7: Agent Portal Intake Form 
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9. Saving Progress and Navigation 
• Click Save at the bottom of each page to retain your inputs. 
• Use Next and Previous buttons to navigate between pages. 

 
 

Figure 8: Agent Portal Intake Form 
 

 

10. Submitting the Intake Form 
• After completing all mandatory fields, click Submit on Page 5. 
• A success message will confirm submission. 
• Note: If required fields are missing, error messages in red will appear at the bottom of 

the page. Address them and submit. 
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Figure 9: Agent Portal Intake Form Submission 
 

11. Post Submission 
• You will be redirected to a page that displays a detailed success message. 
• Responses can be exported to PDF for record-keeping. 
• You may then explore other sections of the portal. 

 

Figure 10: Intake Form Submission Success 
 

Need Assistance? 
If you encounter any issues during the process, please contact the onboarding support team 
at: BrokerServices@iehp.org or 844-264-4347. 

mailto:BrokerServices@iehp.org

	1. Access Portal Here:
	2. Create a New Account
	3. Enter Email for Verification
	4. Verify Your Email
	5. Complete Your Profile
	6. Sign in
	7. Start the Intake Form
	8. Completing the Intake Form
	9. Saving Progress and Navigation
	10. Submitting the Intake Form
	11. Post Submission
	Need Assistance?

