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1. Introduction 
The Client Portal is used by clients (human resources, benefits managers, service representatives, 
and plan administrators). According to your access-level a variety of features are enabled. 

2. Login to Client Portal 
1. Go to: https://portal.unitedag.org/Logon/  
2. Enter User Name and Password and click the Login button to login to client portal.  

• This should be your UnitedAg-issued user name. 
• The Register Now option is intended for Employees and their Dependent 

participants. 
3. Tabs and portal features will be displayed based on your eligibility and access.  
4. To exit the Client Portal: Click the Log Out link on the top right. 

 

2.1 Multilingual Translation 
Multiple language translation is supported using Google Translate. By default, English is selected. 
If you need access in a language other than those shown, please notify us at: 
enrollment@unitedag.org.  

 

Before logging in, choose the desired language on the top right. When you choose any other 
language for the first time, you need to accept the Google Translation Agreement shown below:  

 

https://portal.unitedag.org/Logon/
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3. Enrollment Menu: Manage Members 
The HR representative of any organization can maintain, manage, add, and make corrections to 
employees and their dependent(s)’ Enrollment-related information, view benefit history, and more. 

 

3.1 Search Members 
You can search for members using required filter criteria: 

1. Select the Company/Group from the dropdown list to search for members within that 
Company/Group. 

a. NOTE: In View Client Profile, you’ll see the Group’s demographic information, 
including Renewal Month, Open Enrollment Month, and plan Waiting Period. 

2. Enter Member Name, ID# to find a specific person or input a “,”(comma) to view All. 
3. Optional: In Advanced Search, you can filter by Member Type, Benefit Request Status and 

Current Benefit Status. 
a. NOTE: To search for Dependents / Spouses, you must change the Member Type to 

include these individuals. 
b. NOTE: Choose Sort By option: Last Name, Primary ID or Employee SSN. 

 

4. Click the Search Members button and the result will be displayed as shown below. Use the 
Refresh Data button to update the results after changing the filter criteria: 
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3.2 Member Action Items 
Within the results table, there are a series of actions you can easily perform at-a-glance. 

In Search Result grid:  

 

• Member Name = A blue clickable underlined link, will take you to a) view member 
details and enrollment history or, b) begin an enrollment request. 

• DOB = Date of birth of the member. 
• Rel (abbreviation for Relation) = The relationship of member: Employee, Spouse, 

Domestic Partner, or Dependent for children. 
• Last 4 ESSN = The last 4 digits of employee’s SSN number. 
• Primary ID = Unique ID of member. 
• ID Card = When this column is greyed out, it means the member profile is not finalized. 

o Card icon = Download a digital ID card 
 NOTE: A temporary card will be downloaded if a digital copy of the 

physical card is not available yet. 

 
o Counterclockwise icon = View portal ID request history 
o Envelope icon = Request mailed ID card 

 NOTE: UnitedAg will prioritize the Employer Group’s preferred delivery 
method if they’ve designated all fulfilled ID requests be mailed to their 
business address. 

• Benefits = When this column is greyed out, it means the member profile is not finalized. 
o Suitcase icon = View the Current Benefit Summary of member. Option to print 

page as a certificate of coverage. Please refer to section 3.3 Benefits Views for 
more details. 

o Counterclockwise icon = View member’s benefits history (limited to portal 
submitted changes).  
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A downward arrow will be displayed next to the members’ names if an open/pending request 
exists.  Clicking the arrow will display the request’s basic details.           

In Request Details grid: 

 

• Request Details = Reference ID/Project ID# 
• Source = Client or Member portal from where request is submitted. 
• Type = Event Type, such as: marriage, divorce, birth of child, etc. 
• Status = Status of enrollment request for the member 

UnitedAg will review the request submission and will either: Approve, Deny, or Return to Sender 
for additional information, if applicable. Email notifications to the portal user will communicate 
these review results. 

 

         

3.3 Benefits Views 
The Benefits window shows the current benefit summary of the member, along with their 
dependent enrollments. Click the suitcase icon under the Benefits header. 

 

 



 

6 
© UnitedAg Client Portal User Guide 12.30.24 

The Current Benefits Summary displayed below can be printed as proof of coverage (aka a 
certificate of coverage). 

 

Current Plan details are displayed in the table below. Benefits History will show benefit changes 
submitted via the portal (NOTE: It will not reflect changes submitted via email for manual 
processing). Any Plan documents uploaded will display a View button for downloading. 

 

4. Adding New Employee Members 
4.1 Add the Member 

Under Manage Members, Select the Company/Group of where to add the member. Click 
the Add New Member button on the top right. This will add a new member to the selected 
Company/Group. 

               

4.2 Employee Demographics 
Enter member demographics details as shown below (required fields are noted in Red): 
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EE Demographics  

• Last Name • Birth Date 
• First Name • Marital Status (not required) 
• Middle Initial (not required) • SSN 
• Gender  

 

 

EE Contact Info  

• Address1 • Zip Code 
• Address2 • Phone 
• City • Personal Email 
• State  

 

4.3 Add Dependents  
In the Dependents section, click the Add button to add one or more dependents.  

 

Enter Dependent demographics details as shown below.  

• Uncheck the box, ‘Same Address as Employee,’ to enter a different address for the 
dependent. 
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4.4 Eligibility 
The initial Employment information of the member is collected here; this may differ from 
their benefit qualifying event. (Example: The initial hire may be a Part-Time hire date, but 
the election event type after turning Full-Time Status would be New Eligible) 

 

The Eligibility fields will determine what benefits an employee is eligible for, and which plans 
display for the Elections section.            
   

4.5 Benefit Elections 
Elections is used to add Qualifying Life Events (QLE) and enroll/waive plans.  

• Step 1 - Choose Life Event – Select the Event Type (New Hire, Rehire, Marriage etc.), 
then provide the Event Date, which is the date when the actual life event took place. An 
example is shown below. Comment notes & Disclaimers will display in Red depending on 
the Event Type selected (if displayed, the Comment is a required field) 

  

• Step 2 - Choose Plan - The options available for the selected Event Type & member are 
displayed. To refresh the plans, click Update Plans.  
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A list of plans available for enrollment now display. Plans will only show for which the 
current employee is eligible. Plans that are pre-checked means the member is currently 
enrolled in them, or, they may be required plans for a first-time enrollment. 

a. Enroll in a plan by checking the box next to the plan name. In the example below for 
Medical, Mission Care Plan (MCP) is checked.  (REMINDER: UnitedAg plans are bundled 
packages.) Now check the names of family members to enroll in the plan.  NOTE: The 
Tier will be auto-calculated. 
• For Medical, if you wish to Waive Medical coverage, please check the box next to 

Waive Medical.  This is for ACA reporting purposes. 
• Other benefits are shown as you scroll down. 

 

 

4.6 Summary  
Displays information regarding finishing the request. Review your Member, Dependent, and 
Benefit Elections. 

 

• Click the Check here if you will be attaching additional documentation checkbox 
(not shown in this example) if you are attaching additional documents. 
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• For some Event Types: Click on the Create Member Letter box if you wish to produce 
a form letter with the new member’s enrollment acknowledgement. 

 

a. The member (employee/dependent) can use this letter to register for access 
to the member portal. 

b. The letter can be found under My Tools -> Activities. 
c. NOTE: it may take several minutes before the letter appears in Activities. 

• Click the Save & Submit for processing. 
• Click the Save if you do not want to process at this point – you can come back later 

and complete the task. 
• Click Save & Print to print the plan details after saving it. 
• If you choose to Save & Submit, you will be navigated to the following page:          

Click the View all pending request link to view the pending request in the Activities 
tab. The newly added member will be displayed in Manage Members grid as shown 
below: 
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5. Make Changes to Member details 
To edit details of any added members and events which include: demographic changes, qualifying 
life event changes, open enrollments, new hire / newly benefit eligible, terminations, corrections. 

5.1 Search for the Member.  
In Manage Members, Select the Company/Group, and enter part of the Employee’s name and 
click the Search Members box.  

 

1. Click on the employee name in the results section. 
2. Click Edit to edit the field details. 
3. To add dependents, click the Add in the Dependents section. To edit dependent, click on the 

dependent’s name and edit the required details. 

 
4. Scroll to bottom of the page and click the Save & Submit button. You will get a pop up that 

indicates you have not made any enrollment changes to the plan. Click OK. 

5.2 Add or make QLE changes for any added member 
1. Add/ Edit dependents if needed. 
2. Change Eligibility fields if needed. If you change eligibility fields you will need to click on 

Update Plans to display the correct plans based on the new eligibility. 
3. In Elections, click the Add Life Event button. 
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• Enter Event Date. 
• Enter Benefit Change Effective Date (this date will be applied as the Effective 

Date to all benefits; this date will auto populate based on the system rules). 
• Enter comments/notes if needed. 

4. Select the plan you want to enroll the member/dependent into: 
• If adding to existing plan, the box next to the plan will already be checked. 

a.  To add a dependent, check the box next to the dependents’ name to enroll 
them. 

• The “Action” field will now indicate Enroll and the Coverage Tier will auto adjust. 

 
• If adding both member and dependents into a new plan: 

a.  Check the box next to the new benefit you are enrolling them in. 
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b.  Check the box next to the dependent name to enroll them in the plan. 
• The prior plan will terminate  

 
a. Change Effective Date and Term Date if you wish to override it. 
b. Repeat steps for each benefit you are enrolling member/dependent into. 

• Click the Save & Submit for processing. 
• Click the Save if you do not want to process at this point – you can come back later 

and complete the task. 

6. Termination of Employment 
When any member resigns or is terminated from the organization, you need to delete the member 
details from the portal. It will remove the member details and benefits from selected date. 

Follow below steps to terminate the employment of any member: 

1. Search for the Member under the correct Company/Group 
2. Go to Elections, click the Add Life Event button. 

• Event Type = Termination of Employment (see list for other term reason options). 
• Enter Emp Term Date. 
• Enter Benefit Termination Date (this must be the last day of the month of 

coverage). 
• Enter Comments/ notes, if needed. 
• Choose Plan. All plans will be terminated. 
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3. Change Term Date if you wish to override it. 

 

4. Click Save & Submit for processing. 
5. Click Save if you do not want to process at this point. You can come back later and complete 

the task. 

7. My Tools 
My Tools section contains a variety of tools where users can view activities and documents related 
to the logged in user. 

It has the following sub tabs: 

• Activities  
• My Documents 
• My Web Links 

7.1 Activities 
Where users may see the progress of submitted tasks. 

• Activities tab allows the logged in user to view the tasks in various stages. The Activities are 
categorized into three sections: In Progress, In Progress with another collaborator and 
Completed. 

• You can apply the filter with Activity Name, Created Date, and Person/ Group fields to 
search for particular activity. Click the Clear Filter button to clear any applied filter. 

7.2 Documents 
My Documents tab helps you download plan documents and invoices. You can also search the 
documents using Document Name, Document Type and Date Published filters. 
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Filtered documents will be displayed as shown below: 

 

In grid, documents are grouped by Document Types. You can expand or collapse the group by 
clicking on a group name. Click on arrow to apply the sorting on document list. 

• Document Name is a name of the document. 
• Document Owner shows the Employer Group associated with the document. 
• Date Published shows the portal published date of the document. 
• Type shows the document type. 
• Format shows the format (excel, word, pdf) of a document. 
• Click the Download icon to download the document. 

Choose the Company from the drop-down list to view the published/uploaded documents as 
shown below: 

 

7.3 Web Links 
Here you can find links to most commonly-used resources to manage the health benefits for 
your members. 
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