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How to…
1. Log into the Broker Portal
2. Quoting
3. Search for People & Groups
4. Check Member/Group Billing
5. Download ID cards
6. Commissions
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1. Logging in
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Step 01

Go to mending.com 
and click or hover 
over the Brokers 
tab on the top 
navigation menu 
bar. You can Login 
from the drop down 
menu or…

http://www.mending.com
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Step 02

If you happen to 
find yourself on the 
Brokers landing 
page you can Login 
from there as well.
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Step 03

Once you’re in the 
Login page fill out 
the required fields.
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Welcome to the 
Brokers Dashboard.

Here you can see 
your book of 
business, access our 
quoting, billing, and 
commission 
modules.
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2. Quoting
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Step 01

To generate a new 
quote, click the New 
Quote tab option on 
the top blue menu 
bar.
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Step 02

In this new page 
you can select to 
start a New Quote 
for Individual & 
Families or for 
Groups by clicking 
“Start Quote” under 
each category.
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1

2

For Individuals & 
Families

Fill out the 4 step 
questionnaire to 
start the quoting 
process.

1. Start by adding 
the location’s zip 
code.

2. Continue by 
clicking “Next”.
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For Groups

Go back to the New 
Quote main page and 
click “Start Quote”.
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2

For Groups

Fill out the 6 step 
questionnaire to 
start the quoting 
process.

1. Start by filling 
out the required 
Group fields.

2. Continue by 
clicking “Next”.
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3. Searching 
for people & 
groups
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For People

On the main 
Dashboard, click on 
the People tab 
located on the top 
blue menu bar.
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For People

To start your 
search for an 
individual fill out 
the required 
fields with the 
individual’s 
information. 
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For Groups

On the main 
Dashboard, click on 
the Groups tab 
located on the top 
blue menu bar.
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For Groups

To start your 
search for a group 
fill out the 
required fields 
with the group’s 
information. 
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4. Checking 
member/group 
billing
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Billing

On the main 
Dashboard, click on 
the Billing tab 
located on the top 
right corner menu.
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For People

Begin your billing 
process by filling 
out the required 
fields with the 
individual’s 
information, then 
click “Search”. 
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For Groups

Switch between 
People and Group 
billing pages by 
clicking on the top 
blue menu bar.

Begin your billing 
process by filling out 
the required fields 
with the group’s 
information, then 
click “Search”. 
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5. ID Cards
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ID Cards

From the 
mending.com 
website; navigate to 
Brokers then 
Resources and scroll 
down to Plan 
information module 
to find the Client ID 
cards option.

http://mending.com
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ID Cards

From here you can 
verify and 
download your 
clients ID cards in 
real-time.
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6.  Commissions
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Commissions

On the main 
Dashboard, click on 
the Commissions 
tab located on the 
top right corner 
menu.
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Commissions

Here you can access 
your commission 
statements and 
view clients 
transaction history.
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Thank you!

For more info: mending.com/brokers
Contact us: brokers@mending.com

http://mending.com/brokers

