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How to Create a Broker Account 

1. Once you have created your NY.gov ID and set your password (see the guide, “How to Create a 

NY.gov ID”), return to the Broker tab from the NYSOH home page and select CLICK HERE TO 

LOGIN. 
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2. On the Create an Account page, enter your Invitation Code and your License Number and click 

Submit. 

 

3. After you enter your Invitation Code and State License Number, your first and last name and 

email address should populate. Enter your address. (See next screen to continue).  
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3. (Continued). Enter your telephone number and select your preferred language. You must attest 

to three statements before proceeding with account creation. Click Create an Account. 

 

4. On the Account and Identity Information page, indicate your Gender and enter your Date of 

Birth and Social Security Number. Click Next. 
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5. You will be presented with questions that have been generated to verify your identity. Answer 

the questions correctly and click Next. 

 

6. If you successfully answer the identity verification questions, a confirmation screen will appear.  

Click Next to continue with Account Set-up. 
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7. If Identity Proofing is unsuccessful, the following message will display. Click Close. 

 

8. The Personal Details page will display, allowing the broker to make any necessary changes.  

Once changes have been made, click Next. The broker will be taken back through the Personal 

Identifying Information questions. 

 

 



 

6 
 

 

9. After successfully passing Identity Proofing, you will be prompted to generate a token. 

Click Generate Token. This token will be sent to the email you entered when you created your 

NY.gov ID. After retrieving this token from your email, copy and paste it into the Please Enter 

Your Token Number field and click Next. 

 

Please note: Generate a new token each time you access your account. The token is valid for 60 

minutes.  If this process is interrupted and you must continue the application process at a later 

time, click the Generate Token button again to receive a new token. 
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10. On the Agreement page, there are options to Download and Print the Agreement. Once you 

have read it, check the I have read and agreed to terms and service box and click Submit. 

 

11. Click Continue on the Congratulations message page. 
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12. On the Additional Contact Information page, either complete all of the fields and click Next or 

leave the page blank and click Skip.  

 

Please note: A broker’s secondary contact will be able to make changes on behalf of the broker 

if added by the broker during account setup or later. The secondary contact will have to call 

customer service with the broker’s certification number to make any changes. 
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13. On the Producer profile page, enter the appropriate information and click Submit.  

 

A. To enroll groups with an agency affiliation, enter the Agency License Number – agency name will 

populate – then enter the EIN. You can also enroll groups independently by checking the box below. 

B. If you already have an agency affiliation, the name and license will populate, but you must still enter 

the agency EIN in order to proceed. You can also remove an affiliation here. 

C. You can select counties in which you do business, and other preferences by which prospective 

clients can search for your profile in the “find a broker” function. You can also choose to NOT have 

your information searchable by clicking the box below. 



 

10 
 

14. At the Thank You message prompt, click Go to My Dashboard to display the broker’s dashboard 

(see next page). 

 

 

  



 

11 
 

15. The Broker Dashboard allows access to the broker’s clients to create, edit, and maintain client 

accounts.  

 

 

 

Use the following tags to identify Broker Dashboard page elements. 

A. Account Holder Information section: User’s first and last name, Account Settings link, Account 

Number, Broker Certification Number, and Expiration Date. 

B. Navigation Tabs for My Clients, Messages & Notices and Documents. 

C. Username; My Dashboard and Sign Out links. 

D. Overview section. 

E. My Clients section: Employer, Employee and Individual tabs, Select Associated Agency 

dropdown will allow user to work with either direct clients or a specific agency. 

F. Employer (Company Name) and Primary Contact text fields, Reset All and Search buttons, 

Client display table. 


