How to Reassign Clients

This User Guide is designed to assist in reassigning clients from one Agency to another. It
pertains to both Individual and Small Business clients.

1. Loginto your broker portal and click on the My Profile tab.
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2. Scroll down to the bottom of the My Profile tab. Click the Reassign Clients link in
the blue border.

Agency Affiliation:

Enter Agency's License Number to add to your list.

Additional Contact Information Optional
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skip this section or come back to it later.
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Please confirm that the information above, related to your NY State of Health certification and service details is accurate. This
information will be displayed when potential clients are searching for a Broker, Navigator or Certified Application Counselor.
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3. Once the Reassign Clients tab is expanded, the Manage Profile Information section
will collapse. To begin click on the Move Clients from Agency picklist and select
the Agency that the business or individual is currently under. They may also be
under “Direct Clients”, unaffiliated with an Agency.
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4. Once the Agency (or Direct Clients) is selected, all clients under that Agency will
appear in the section below. The list will include both Employer and Individual
clientele. Simply select the checkbox next to the client(s) that need to be moved.
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S. Simply select the checkbox next to the client(s) that need to be moved.
» Click the To This Agency picklist and select the Agency (or Direct
Clients) that the selected clients should now be affiliated with.
» Click Assign.
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6. A pop-up will appear asking if you want to reassign the clients to another Agency.
Select the Yesradio button and then click the Continue button.

Re-Assign Clients
Warning - Re-Assigning Clients to another
Assigned clients will be assigned to the §

Are you sure you want to re-assign the Clients to Another Agency?

Yes Mo

Once the pop-up box closes, confirm the client(s) was moved by navigating to the
My Clients tab and selecting the appropriate client type and Agency. The recently
moved clients will now appear under the new Agency.



