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Managing Delegates in Blue Access for ProducersSM 
 
We designed Blue Access for Producers (BAPSM) for all of our producers as well as their administrative staff. Producers 
register for, and log into BAP with the 9-digit ID number we issue to them after they complete onboarding. For clarity 
purposes, we’ll call them “primary” users. Primary users can then give BAP access to delegates. A delegate may be 
assigned specific or limited access depending on their role. 
 

“Primary” Users versus Delegate Users in BAP 
 “Primary” Users Delegates 
Who are they? If we issued a producer a 9-digit producer ID number, that 

producer can and should register for BAP. This is true for all 
licensed producer types authorized to sell our products: 
• General Agents and Marketing Organizations 
• Agencies  
• Independent Producers 
• Subproducers (Those that sell over-65 and retail ACA 

policies may be required to have a primary BAP account 
in order for us to track writing producers’ regulatory 
compliance.) 

Delegates can be other producers, accounting personnel, 
admin support and more. Here are some examples: 
• A general agent (or any producer type) can add 

accounting personnel as delegates and assign them 
commission statement access. 

• An agency can add subproducers as delegates for 
quoting and enrolling employer groups. 

• A subproducer who has a sales role can add an 
account management colleague as a delegate to 
manage groups post-sale. 

What’s their User 
Name? 

The producer’s own 9-digit ID number The producer’s 9-digit number followed by a dot [.] and 
additional characters (for example, 123456789.Mary) 

Can they give 
access to others? 

Yes, primary users can give BAP access to delegates. No, delegates can’t grant BAP access to others. 

 

Producers with multiple logins 
We recommend all producers, including subproducers, have their own primary BAP login. The contact information from a primary 
user’s profile directly updates the producer’s contact information in our producer database.  
 

A producer can have multiple BAP user names/accounts. Here are some scenarios: 
• One primary BAP user name and one delegate: A subproducer is a primary BAP user to manage their own profile and is a 

delegate under their agency’s primary BAP user name/account. 
• Five primary BAP user names: A multistate producer has five BAP user names (one for each state in which we operate).  
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Adding Delegates 
To add a delegate, click on Password Manager and then New Delegate 
(see image below). 
 

Enter a User Name. A delegate’s User Name must begin with the 
producer’s 9-digit ID number followed by a dot [.] and additional 
characters (for example, 123456789.Mary).  
 

Enter the First Name and Last Name, the phone number and email 
address of your delegate. The email address or the phone number 
should be unique to the delegate and must be accessible to the delegate 
during BAP log ins.  
 

Create a temporary password for your delegate. When a new delegate 
first logs in to BAP, they create their own.  
 
Assign Roles and click Save.  
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Initial Login for Delegates 
The first time the delegate logs in to BAP with the  
User Name and Password created by the primary user,  
they step through an initial login process.   
 
A delegate needs to read through the Terms & Conditions  
and agree to them. 
 
 
 
The delegate then chooses a Security Question,  
types in an answer and clicks Submit. 
 
 
 
 
 
 
 
 
The delegate must create a new password,  
re-type it and click Save.  
 
 
 
 
 
 
 
After these steps, the delegate logs into  
BAP with their new password.  
  



 

MANAGING DELEGATES IN BLUE ACCESS FOR PRODUCERS PAGE 4 OF 5 

Reviewing Delegate  
Profiles 
BAP users who manage 
delegates should review 
those profiles often. 
Through Password 
Manager, you can: 
• Add a new delegate 
• Revoke BAP access 

for a delegate 
• Re-activate a 

delegate whose 
access was revoked 

• Change a delegate’s 
role(s) 
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Delegate Contact Information 
Delegates can now view and edit their contact 
information if it’s out of date. On a regular 
basis, ask your delegates to: 
• Review their contact information. 
• Confirm that it’s up-to-date. 
• Make sure they can access their email 

during BAP logins to retrieve the one-time 
passcode needed for two-step login (also 
known as two-step or multifactor 
authentication). 

 
 
 
 


