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MyProfile: 
New functionality: 

• Add/Delete branch locations
• Manage active branch locations
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Add a Location: 
“Add Location Application” or “Add” button – This is the application to add a branch location. 
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Enter the branch location information and click “Save”.  Location Number is for reference only and is not required. 
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When all branch locations have been entered, click “Continue” at the bottom right. 
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Click the “I agree to the above statement”, sign affirmation, and click “Continue”. 
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When you have completed the application to add the branch locations, click “Exit”.  (Branch locations are currently 
added during a nightly process and will reflect the following day.) 
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Delete a Location: 
“Delete Location Application” or “Delete” button – This is the application to delete a branch location. 
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You will be presented with a list of branch locations with a selection check box on the left of each branch location. Click 
the branch locations you would like to delete and press “Continue”. 
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Click the “I agree to the above statement”, sign affirmation, and click “Continue”. 
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When you have completed the application to delete the locations, click “Exit”.  (Locations are currently deleted during a 
nightly process and will reflect the following day.) 
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Location List: 
“Click here to review a list of your current locations.” – This is where you can view all branch locations working under the 
parent license.  You may search by partial information in the search fields, i.e., “beach” for city or “john” for first name.  
You may sort by “AIC Name” or by “Added Date”. 
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Edit the branch location information – Click the address to change any of the information in the fields below for the 
branch location. 

Edit the location number –  Click inside the Location Number field (box) and change the number.  The Location Number 
is for your reference only and is not required. 

Edit the Agent in Charge (AIC) – Click the AIC number and edit. 

If the AIC is not properly licensed and/or appointed, you will receive a message and will not be able to add that agent as 
the AIC. 
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Delete an AIC – Click “Delete” under the AIC name and you can delete the AIC.  You will have 90 days to replace the AIC 
or the branch location will be inactivated. Notification emails will be sent to the parent license. 
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Agency Location Loss of AIC Notification: 

 This is an agency notification of an agency location losing its AIC (see first bullet dated 12/08/2014). 
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This is an example message of the notification 
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Print License: 
The “Print” link/button located on the far right of each branch location allows you to print the license for a single branch 
location. 

Agency Name 

123 Main St 
Tallahassee, FL 32399 
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“Print All” – This button allows you to print the license for all branch locations. 

123 Main St 
Tallahassee, FL 32399 

Agency Name 

233 E West St 
Tallahassee, FL 32399 
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Export Location List: 

Export Report – This button allows you to export all branch locations to an Excel spreadsheet. 
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