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SECTION 1: LOGGING INTO THE PORTAL

To get started on the Pan-American Life Online Contracting, you will "rst have to log into the Agent Portal at 
https://pan.admin-portal.org and clicking on Agent. If this is the "rst time using the Agent Portal, review the 
How-To Guide to help you register.
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Not a solicitation or advertisement.                                                                                                                

Once you are logged into the Portal, utilize the Agent’s Menu on the left side of the web page and click on 
Agent Tools followed by Online Contracting Tools.
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SECTION 2: ONLINE CONTRATING TOOLS SCREEEN

This section will provide an overview of the features available on the Online Contracting Tools Screen. 

There are two main sections to the Online Contracting Tools which are Online Agency & Contracting and 
Agency & Contracting Dashboard. Agency & Contracting Dashboard includes search functionality and results.

Online Agency & Contracting – This section is where an upline agent can submit a link to an agent. They will 
need to indicate the contract level, advance status, basic agent information, and a valid email address to send 
the link to.

Agency & Contracting Dashboard – This section displays a list of agents submitted by the logged in 
upline agent. It will allow you to view the submitted application, approve or deny pending applications (when 
applicable), edit information on the original link, re-send link, and see the pending/approval status of the 
applications. It will also allow the agent to export the list to Excel format for reporting purposes. 

Note: Pending applications will need to be approved by both the upline agent and the admin in order to 
complete.

Agency & Contracting Transactions Search – This section allows you to narrow down your list of agents 
or see a speci"c downline’s submitted agents. You can search for agents submitted directly by the downline or 
agents submitted by the downline’s hierarchy.
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The !rst step to contracting a new agent is for the Admin or an upline agent to submit the contracting 
link via email. This can be completed by selecting the Managing Agent Number, selecting Agent 
Contract in Agency & Contracting Tool and clicking Proceed.

SECTION 3: SENDING A LINK

The agent will then !ll in some basic information about the contracting agent.

They will need to !ll out the following !elds:        
• First Name – This is the name of the agent being sent the link.
• Last Name- This is the name of the agent being sent the link.
• Email Address- This is the email address the link will be sent to.
• Line of Business Contract Level – This will set the contracting agent’s level. Note: Only lines of 
       business that the submitting upline agent is contracted with will be available.
• Advance Status – Select ‘Standard advancing’ or ‘Do not add advancing’. Note: Only applicable with 

Health or Life line of business.

Once all of the requested !elds are !lled out correctly the upline agent will acknowledge  their 
responsibility for the applicant Agent and click ‘Submit.’
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SECTION 4: CONTRACTING AGENT SIGN-UP PROCESS

Once an agent has received their link via email they will need to follow it and complete the online 
application through the website. Below we are going to walk through the process of completing this 
enrollment.

The !rst section is the Agent Contract Information that the upline agent submitted when the link was 
created. This section is not editable by the agent and can only be edited by the direct upline.

The !rst section that will need to be completed is General Agent Information. Most of these !elds are 
basic information or auto populated, but we will outline some speci!c !elds of note below.

• Agent First, Last Name, and E-mail – These !elds should automatically populate with the information   
       that was submitted by the upline agent.

• Birth Date/SSN/Tax ID – The Birth Date and Social Security Number !elds are required. If a Tax ID is 
       completed, the Agency Name and Federal Tax Classi!cation !elds will appear and need to be completed

• Agent Address/Contacts – The Agent Address will need to be veri!ed by clicking ‘Please click here to 
       confrm the address’.

• Other Questions – The agent will need to answer how long they have been an agent. If the agent has a 
       corporation, the agent will also need to answer who the appointed o"cer with the Department of 
       Insurance is and the percentage of ownership in the corporation.

Some !elds will auto-populate based on the information entered by the upline agent
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After completing this section you will move on to the Background Information section, which will ask ten 
separate yes or no questions pertaining to the contracting agent.

If any of these are marked as a ‘yes’, with the exception of question 1, it will open an additional text box to allow 
the agent to elaborate further. The upline agent will also receive a noti!cation of any ‘yes’ answers in this section, 
letting them know it needs to be reviewed.

Note: In some cases additional documentation may need to be submitted to elaborate on the answer. We will explain 
how to do this later in this section.

The expanded !eld when ‘Yes’ is selected as an answer. The upline agent will review once the application pends.

Question 1 is in regards to the E&O coverage and allows a copy of the E&O to be uploaded.
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Note: If the agent is planning on marketing in their resident state, they will need to check the box next to that state in 
addition to entering it as the resident state in the drop down.

The next section, the agent will need to indicate their resident state license and any state they plan on 
marketing and selling our products.

The agent will then !ll in the account details for Payment Information. This will determine how payments will 
be made to the agent.

Once the Payment Information is complete, you will see the Other Information section. This section is where 
the agent will need to attach images for any trainings as well as any supporting documentation for any 
questions they answered ‘yes’ to in the Background Information. 

Note: You can add more !les by clicking ‘Add More Files’.

Direct Deposit details
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Once the !les have been uploaded the next sections all contain information to be reviewed. The !rst section is 
the Agent Contract. Click on View Contract to download a PDF of the full contract and supporting forms.

The !nal section is the Agent Certi!cations & Signature which contains a window for the agent to review and 
four lines that will need to be checked as read and con!rmed.

The !nal step in the process is to o#er a digital signature, date, and then submit the application.

Note: If there is any missing information the page will not go to a con!rmation page and will instead indicate 
sections that are incomplete.
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The upline agent or admin may complete some or all of the information for the agent to review and sign. When 
creating a new agent contract invitation, check the box that indicates to not send the link for the contract at this 
time. This will ensure that the link the agent receives will include the completed information on the contract.

SECTION 5: AGENT CONTRACT THIRD PARTY COMPLETION

To update the contract for the agent, click on the ‘Agent Contract’ for the agent in the Agency & Contracting 
Transactions List Search Result.

For agent use only. 
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The upline agent or admin will need to select ‘Yes’ under the Third Party Completion indicating that they are 
competing the contract on behalf of the agent and enter their full name and relation to the contracting agent.

For agent use only. 
Not a solicitation or advertisement.  

The contract can now be completed with as much of the contracting agent’s information as possible. The entire 
contract does not need to be completed in order to send a link that includes the information that was 
completed to the contracting agent to review.

Note: The contracting agent’s Birth Date and Social Security Number are the only required !elds to submit and send a 
link to the agent. 

Once the contract has been completed as much as possible, the upline agent or admin will need to 
acknowledge the answers and statements on the application are true to the best of their knowledge and submit 
the contract.

This will send a link to the agent via email that includes the information that was completed by the upline agent 
or admin. The contracting agent will need to enter their Birth Date and the last four digits of their Social Security 
Number in order to access the completed contract.

The agent can then review the contract, make changes, remove or upload additional documents, or complete 
missing information. The agent would then need to complete the Agent Certi!cations & Signature section as 
shown in Section 4 of this guide.

Note: if there is any missing information, the page will not go to a con!rmation page and will instead indicate sections 
that are incomplete.



For agent use only.      
Not a solicitation or advertisement.                                                                                                              

12

The upline agent or admin may need to periodically check the status on the links sent to contracting agents. 
They can access a complete list of links sent out under Agency & Contracting Dashboard.

The Agency & Contracting Transactions List Search Result will automatically list all agents sent a link from you or 
your direct downline agents. The upline agent or admin may re!ne their agent search by utilizing the Agency & 
Contracting Transactions Search section. 

SECTION 6: AGENCY & CONTRACTING TRANSACTIONS SEARCH

There are several ways to search for agent’s contracts and links:

• Search Direct Upline By - Search for all links sent by a speci!c agent/agency.

 •  Agencies enrolled into my account- Select from a drop down of agent numbers that you have already 
    enrolled to your account.

 •  Speci!c agent number within my agencies - Type the agent/agency number that is in your downline.

 •  Include Hierarchy - The search will also include all links sent by the downline of the agent/agency you 
     are searching.

• Transaction Agent Number  - Search for a speci!c agent number.

• Transaction Agent Name  - Search for a speci!c agent name.

• Agency & Contracting Tools  - Search for a speci!c type of tool.

• Transaction Date Range  - Search by the Created Date of the link.

• Transaction Status - Search by the agent contracts link’s speci!c statuses.

Once you have de!ned your search criteria, you click on the ‘Search Transactions’ button. You can also export the 
list to open in a spreadsheet by clicking the ‘Download to Excel’.
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This section will explain the information provided on the Search Result. 

There are some key details to review:

SECTION 7: AGENCY & CONTRACTING TRANSACTIONS LIST
      SEARCH RESULTS

• Upline # - The agent number of the direct upline that sent the link to the contracting agent.

• Agent # - The agent number assigned to the contracting agent.

• Agent Name – First and last name of the contracting agent.

•  Tool – This section will show you the Agent Contract and a pencil tool.

 •  Agent Contract – This will show you the online contract that the agent needs to complete. Once   
     the agent has completed and submitted the contract, this will show you the completed version.

 •  Pencil Tool – Before the agent has submitted the contract, this tool will allow you to edit the    
     invitation allowing you to change the spelling of the name or email address, add or remove a 
     line of business, change the contract level, or change the advancing option. It will also allow 
     you to resend the link to the agent. After the contract has been submitted, this tool will allow 
     you to download the PDF version of the agent contract.

• Created Date – The date the original contracting agent link was sent.

• Approved Date – The date the contracting agent was approved.

• Status – This !eld indicates the link status

 •  Draft – The link has been sent; contract has not been submitted
 
 •  Agent Signature Pending – Some or all of the contract has been completed by agent’s upline; agent has  
    not reviewed, signed, and submitted the contract

 •  Upline Review – The contract has been submitted; agent answered yes to at least one background    
                  question and contract requires upline approval

 •  O"ce Review – The contract has been submitted; Home O"ce is reviewing

 •  Approved – The agent has been contracted with the Company

 •  Declined – The agent contract was declined by either the upline or the Home O"ce

Before contract is submitted After contract is submitted
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When an application has a status of Upline Review, the upline agent will need to review the application and ap-
prove or deny it. To access the details of the contracting agent’s application click the ‘Agent Contract’ link in the 
Agency & Contracting Transactions List Search Result section.

SECTION 8: UPLINE REVIEW

This will take you to a detailed view of the application, which will display all information submitted.

• Agent Contract Information – Displays the agent name, commission level(s) and advancing option.

• General Agent Information – Displays the agent’s information including address and phone number.

• Agent Background Questions – Shows how the agent answered background questions. 

  Note: Any questions submitted with a ‘yes’ will cause the application to require Upline Review.

• License Information – Displays any states that the agent plans to market the Company’s products.

• Payment Information – Displays the agent’s bank information

• Uploaded Files – This will allow you to view/download any !les submitted with the agent’s application. 
       This could be state licenses, trainings, or documentation to support the Agent Background Questions.

At the bottom of the page is a section called ‘Upline Contract Review Pending’. The upline agent may either 
Decline or Approve the contract.

Note: You can search for all Upline Review Status in the Agency & Contracting Transactions Search by selecting ‘Upline 
Review’ in the Transaction Status !eld and clicking ‘Search Transactions’.

Once you submit the decision, the application will go to O"ce Review and will re$ect the new status on the 
Online Contracting Tools in the Agent Portal.


