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Intended Audience 
 
This document applies to agent companies, not to managing agent companies.  If you 
are a Managing Agent User, please refer to the eQuoting Quick Reference Guide for 
Managing Agent Companies.   
 
Purpose 
 
This guide is intended for agent users and their administrators needing access to the 
eQuoting for Small Groups web-based application.   It provides detail associated with 
obtaining eQuoting access through the BCBSM agent portal.  
 
Invitation to the BCBSM Agent Portal  
 
Agents have the capability to register themselves to the BCBSM Portal and should not 
be invited by Managing Agents because this would assign them to the wrong 
company administrator and would not give them appropriate agent role.     
 
Additional Documentation 
 
For more information on BCBSM’s Secured Services, see the “Company Administration 
Guide” and “Company Registration – Quick Reference Guide” obtained from the “Help” 
link located at the bottom of your agent portal home page. 
 
Background Information 
 
This section provides background for the delegated administration rules related to the 
BCBSM agent portal and specifically eQuoting.  Delegated security administration can 
be a bit confusing at first and there are some distinctions that are not intuitive.  It is 
recommended that you review this section carefully before proceeding in order to have a 
clear understanding of the terms used in this document.  
 

Definition of an Agent Company 
 
 One agent (and only one) plus all the agent administrators who work on the 

same quotes are considered one agent company, regardless of whether they 
work for a larger agency.  

 There may be multiple agent companies within your agency.  There is no 
collective representation of the entity “agency” within the agent portal or the 
eQuoting application at this time.   

 
 

Company Administrators 
 
 The first step is to identify the one agent associated with one unique agent 

number (also called agent ID or agent code.) This must be the first person to 
register for eQuoting under an agent company.  
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 Within the agent portal, each agent company must assign one company 
administrator who is responsible for adding and removing users and 
administering service packages for the company.   The agent company cannot 
exist in the agent portal without at least one company administrator, who is the 
agent.     

 It is recommended that you designate at least one secondary company 
administrator for your company once the primary agent/company administrator 
has access.  

    
Autogranting 
 
 If your agent company was established prior to eQuoting/autogrant go-live date 

(6/21/07) your company did not and will not have eQuoting package 
autogranted.  This means your company administrator must request that service 
for your company explicitly. Autogrant only applies to services at the time of 
registration. 

 Autogrant only applies to the service packages at the company level.  Users of 
the company do not get the eQuoting application autogranted.   

 All users (except a new agent/autogranted company administrator) must either 
request eQuoting service explicitly (under “My Services”) and have it approved 
by their company administrator, or the company administrator can grant eQuoting 
service to the user.  

 If eQuoting is not available under “My Services” for a user, this means your 
company administrator has not yet requested the service for your company.  

 
Detailed Instructions 
 
In order for you to obtain eQuoting access, three conditions are necessary:   

1. Your company must have the eQuoting service package 
2. You as the user must have the eQuoting service package    
3. The agent must request his/her access first before any administrators 

can request access so that relationships can be appropriately 
established  

 
NOTE:   The screenshots contain links from our QA system and do not represent 

the URLs that would be used in production.   
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Instructions for Agents with Existing BCBSM Agent 
Portal Accounts 

 
If you are a company administrator who registered for BCBSM’s agent or group 
portal prior to 6/21/07, you will not get the application autogranted to you.  Please 
follow this section.   

 

Request the eQuoting service for your company 
 

1. Login to the BCBSM agent 
portal through the company 
administrator’s account. 

 
2. Select “View My Company’s 

Services.”  

3. Select “Request Services.” 
 

 
 

continued on next page 
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Instructions for Agents with Existing BCBSM Agent Portal Accounts, continued 
 
4. Select “eQuoting for Agents 

and Agent Administrators” 
and “Continue.”  

 

 
              

 
5. Confirm access by returning 

to Administration/Company 
Services.   

 
NOTE: This only makes the 

eQuoting Service able to 
be requested by the 
users in your company.  
You must continue and 
add the eQuoting service 
to your account before 
you can use the 
application.   

 
 

continued on next page 
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Instructions for Agents with Existing BCBSM Agent Portal Accounts, continued 

Add the eQuoting service to your account 
 

1. Select “My Account”  

2. Select “My Services” 

 

 

3. Select “Add Services.”  

4. Select “eQuoting Agent 
and Agent Admin” service 
package  

 
 

 
 
 
 
 
 
 

continued on next page 
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Instructions for Agents with Existing BCBSM Agent Portal Accounts, continued 
 

Access the eQuoting service 
 

1. To access eQuoting return 
to the Agent Secured 
Home. 

 

 
2. Select eQuoting from the 

Agent Secured Services 
menu. 

 

 
 

You will automatically be logged into the eQuoting application. 
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Instructions for Agents New to the BCBSM Agent Portal Accounts 
 
These instructions are for agents who did not have a portal ID as of 
5/10/2007.   

 
1. Decide which user(s) in your company will have the company administrator 

role.  It is recommended that this is the Agent.   
2. Go to www.bcbsm.com  - I Am an Agent – and register your agent company.   

Online instructions are available when you click Learn More.   

 
 
• Because you are a new agent you will be autogranted the eQuoting 

package for your company users AND you will automatically get access 
to the eQuoting application for your own ID.   

• As company administrator, you will be able to invite other agent 
administrators who will work on your quotes.  You can add eQuoting 
access for them directly when you approve their IDs, or they can do this 
step by themselves. Do this from the Administration screen under My 
Users and Invitation.  For help doing this, see the documents referenced 
in the “Additional Documentation” section.     

 
3. Invite at least one additional user (Agent Administrator) if possible, and 

assign them as a company administrator (it is good practice to have a 
secondary).  A yellow star next to the name denotes the company 
administrator; to add a secondary company administrator, select the user 
from the list, and then select Modify Roles.  
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Instructions for Agent Admins with Existing Portal Accounts 
 

The agent must get his/her access first, before any administrators can request 
access so that relationships between the team members can be established. 
 
1. Login to your BCBSM Portal Account 
2. Select “My Services” to add eQuoting access to your personal portal 

account. 
 
Note: The Company Administrator must approve your request – or grant 

eQuoting to you and all the agent administrators in your company.  The 
later will reduce steps.  

• You will receive an email indicating eQuoting access has been 
granted. Next time you login you will then see a link to eQuoting on 
the left side menu. 

 
3. Click appropriate link to get into eQuoting Small Groups application. 
  
Note: When you create a quote, you will automatically see your agent’s name in 

the Agent dropdown.  You can only assign quotes to one Agent. 
  
Note: If you don’t see a menu on the left-hand side of the screen with eQuoting 

and RateEase, you can go to “My Services” and request eQuoting 
access.   

• This happens when the Company Administrator forgets to give you 
eQuoting access.  You can request it yourself and then the Company 
Administrator must approve it. 

 
• An Agent Administrator can only be provisioned automatically with a 

relationship to one Agent.  
• For Agent Administrators who need relationships with more than one 

Agent, this must be either provisioned by hand within the eQuoting 
system (a call to the BlueWeb Helpdesk). 

• BCBSM’s official policy is that a person can have only one Portal ID and 
cannot share their ID. 


