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Individual General Agency (Two-Digit) Code Change  
Request – Agent Portal 
  
This document is intended to provide a comprehensive guide to submitting a General Agency (Two-
Digit) request using Agent Portal  
 
Step 1. “Create A New Agent Support Request” 

 
 

Step 2. Support Request Type 
• Click the Support Request Type drop down arrow > Select “Individual/ Medicare (Two-Digit) 

Code Change” 
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Step 3. General Agency Name 
• General Agency Name field: This field will automatically populate with the agents current 

Individual General Agency 2-Digit Name 

 
 

Step 4. Line of Business - Select the Line of Business you would like to update: 
• Under 65 – Select Individual Under 65 if only the U65 line of business needs to be updated 
• Over 65 – Select Individual Medicare if only O65 line of business needs to be updated 
• Both U65 and O65 – Select both Individual Under 65 and Individual Medicare if you require 

both lines of business to be updated 
 

Next, type in the “NEW” General Agency Name or their 2-digit code (Ex. XYZ Insurance Agency 
2-digit code: 14) 

 
 

Step 5. Description Information - Complete the following sections: 
• Subject – include a brief subject in the subject line 
• Description – include any additional information Agent Admin may need to know in order to 

process your request 
• Select “Submit Support Request” 

 
 

 


