
1     For Agent Use Only. Not for Distribution or Use With Consumers.  

QuickStart Guide
Agency Guide: Contract & Licensing Portal

Access the Portal  
Within the ExpertOffice mega menu the Contract & Licensing link is located under the 
Manage Your Business section. 
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Contract & Licensing Dashboard
When the agency first opens the portal, they will access their dashboard with the Agent 
Search tab. This interactive dashboard displays an overview of active, pending, and 
terminated agents. The agency also has the ability to quick search agents with a drop down 
or producer code. 
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Agent Lists 
By selecting active, pending, or terminated within the interactive dashboard displayed 
previously; the agency can access each list separately. Within the agent list, the agency 
can see at quick view of each agent. This quick view provides the agency with the name, 
producer codes, login ID, and much more!
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Agent Detail 
By selecting an agent’s name from the agent list or searching from the dashboard the 
agency can access the Agent Detail view. This screen provides the agency with specific agent 
information, product training and state continuing education status. 
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Training Status
The Training Status tab located at the top contains the training for the agency. Within the 
tab the agency can see the status of trainings they have taken for company specific and 
continuing state education. If the agency wants to view a specific agent’s training status, 
that is located in agent details and was mentioned previously in this guide. 
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State License 
The State License tab includes all of the agencies state licenses we have on file. Plus the line 
of authority, effective date, expiration date, and the current status. 
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Commission Schedule  
As an agency there may be multiple commission schedules available due to multiple down-
line agents. Access each commission schedule in the drop-down box located at the top of 
the screen with the Commission Schedule tab. 
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Business is conducted in New York by American National Life Insurance Company of New York, headquartered in Glenmont, New York.
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My Information  
Access the agency information within the My Information tab at the top. This is where the 
agency can locate who their up-line is, login ID, all producer code information, the address 
we have on file, and current contact information. 
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