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Introduction  
The following module will provide you with instructions to view, update or add agency information after you 

have logged into the FPL Assist Web Portal. 

 

At the end of this module, you will be able to view and update the following: 

• Agency Profile Information, and 

• Manage Reps Information 
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Manager’s Role - Agency Profile  

    

       

 

 

In addition to the My Profile tab, the Manager’s role has an Agency Profile tab. This tab allows                                                                                                                                                                                                                                                                                                                                                                                                                     

administrators to modify and make various updates to their agency profile. 

 

      

   The following steps provide instructions for accessing your agency’s profile. 

 

 

 

 

 

         

     

Step Action 

1 Click Profile on the top menu bar 

2 Click My Agency Profile  

After the Agency profile is selected, the following two options will appear: 

1) Agency Profile  

2) Manage Reps  
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Agency Profile Tab 

The table below describes the sections and fields for the 

Agency Profile Tab.    

    

  

b 

Part Name Description 

a 
Agency 

Information 

Non-Editable Fields 

• Agency Name 

• Agency Code 

• Agency Status 

• County 

• Agency Type 

• Funding Source 

• Federal ID Number 

Editable Fields 

• Agency Physical Address 

• Agency Mailing Address 

b 
Contact 

Information 

Editable Fields 

• Primary Contact 

Information 

• Alternate Contact 

Information 

• Agency Phone 

• Agency Fax 

• Agency Primary Email 

• Agency Secondary Email 

• Agency Hours of 

Operation 

 

Important: Click the edit 

link to update these fields 

a 
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       Manage Reps Tab  

     The table below describes the information and   

     fields in the Manage Reps window.  

  

      
Part Name Description 

a 
Search 

Option 

Option to search for Reps: 

First Name, Number or Role 

b 
Page 

Selector 

Allows user to select page to view 

  

Note: Only displays when more 

than 23 records exist. 

c Rep Listing 

Displays the following rep 

information: 

• Name 

• Number 

• Role 

• Approval status 

• Status 

 

Important: Rep information may 

be modified by clicking on the 

agent’s name 

d 

Active/ 

Inactive 

View Option 

Allows user to sort list by Active 

versus Non-Active agents within 

one’s agency 

e 
Add Rep 

Option 

Allows user to add a new rep’s 

information to their agency group 

b 

c 

e d 

a 
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Manager’s Rep – Search Option  

    

       

 

 

 
The following steps provide instructions for using the search option within the Manager’s Role option. 

Step Action 

1 

Click preferred search option from 

dropdown list 

• Rep First Name 

• Rep Number 

• Rep Role 

 

2 

If searching by a Rep’s First Name 

or Number, you will need to enter a 

keyword and then click search. 

If searching by a Rep’s Role, you will 

need to select a role and then click 

search.  
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Manager’s Rep – Editing an Existing Rep’s Information 

    

       

 

 

 

The following steps provide instructions for editing an existing rep’s information. 

Step Action 

1 

Click on name you would like to modify 

 

 

 

2 

Once the Add/Update Rep window appears, you 

can update the following: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Add/Update Rep window 

will appear. 

 

Part Action 

a 

Correct – This is used to update the 

First and Last Name if update is 

needed 

b 
Select desired role from drop-down 

option  

c 
Select when rep requires approval 

when submitting a commitment 

d 
Select to make rep Active and 

deselect for Inactive option 

e Click to Save Changes 

a 

c 

d 

e 

b 
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Manager’s Rep – Adding a New Rep’s Information 

    

       

 

 

 
The following steps provide instructions for adding a new rep’s information to your agency’s group. 

Step Action 

1 
Click Add Rep 
 

 

2 

Once the Add/Update Rep window appears, you 

can update the following: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: This option is located at the 

bottom of the Manage Rep window 

Part Action 

a Type First and Last Name field  

b 
Select desired role from drop-down 

option  

c 
Select if rep requires approval when 

submitting a commitment 

d 
Select – Deselect if rep will be 

inactive 

e Click to Save Changes 

a 

b 
c 

d 

e 


