
Welcome!

Agent Training
Submitting New Business 



Getting Started
CBS Receives 

Agent 

Contracting Kit

Agent Receives 
Welcome Email 

With Link to Sign 
up to Submit 

Business On-line

Agent Goes to 
Link to Activate

Agent May Now 
Quickly and 

Easily Generate 
Quotes

Agent is Now 
Ready to Submit 

Business                   
On-line!

Welcome to CBS

LINK 1 - Generate Quote/On-line App:  www.agentusername.virtualinsurance.net

LINK 2 – Agent Back Office:  www.agentusername.virtualinsurance.net/admin

Agent Receives 
Auto-email with 
TWO Personal 
Links to Submit 
Business On-line
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Sample Auto-Email After Registration

Individual Agent Links
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www.agentusername.virtualinsurance.net/admin

www.agentusername.virtualinsurance.net

STEP 1 – FOR 
QUOTE AND 

ENROLLMENT

STEP 2 /ADMIN –
FOR SIGNATURES 

& UPLOAD TO 
UNDERWRITING

AGENT IS READY TO ENROLL CLIENTS ON-LINE!!!



Quote Site Landing Page

Step 1 – Start with YOUR PERSONAL .virtualinsurance.net link

www.agentusername.virtualinsurance.net
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Quoting Page

Getting Started – Enter Information – Be Precise!
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Sample of 

“Spouse & Children” 

Shown

Select Correct State



Select a Plan

Sample of “Single” 

Proposed Insured Shown
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Pick Face for 

Even Face 

amounts – OR –

Money Purchase 

for Even Dollar 

Amounts.



Proposed Summary of Benefits

Review Benefits & Apply

SINGLE OPTION SHOWN

FAMILY OPTION SHOWN
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Starting the App – Proposed Insured
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ACCURACY & 
COMPLETE 
DETAILS NOW
ENSURES FASTER 
PROCESSING!



Proposed Insured Cont.
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Beneficiary Full 

Name & 

Relationship 

Required - If N/A: 

Estate Estate



Plan Information – C.C.F.R.
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If Family was added

At Quote Page, 

CRITICAL 

CONDITION FAMILY 

RIDER BOX (C.C.F.R.) 

MUST BE SELECTED

COMPLETE ALL 

SECTIONS IF 

ADDING FAMILY.



Health Information

Medical Questions

NOTE: VERY IMPORTANT!!!
o Explanations are REQUIRED for any 

questions answered “YES”

o Explanation to include: Who / What 

Condition / Diagnosis Dates / Dr. 

Info

o Questions 1-8 pertain to ALL persons on 

application (applicant - not family history 

questions)

o Question regarding smoker/non-smoker 

MUST correspond to answer entered 

Quote Page

o Family History Question applies to 

Immediate Family (Mother, Father, Sibling) 

Diagnosed BEFORE Age 60.
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Method of Payment

Bank Draft or Credit Card
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If selected: Agent MUST COMPLETE in 

/ADMIN Back Office!

Select Bank Draft or Credit Card ONLY

Bank draft option allows client to choose draft 

date / Credit Card option charges 

IMMEDIATELY

When Bank Draft is selected: “Payor” 

question MUST be answered. If Payor is NOT 

the insured, the Payor will be required to sign 

off on Bank Draft. Signature obtained via 

/ADMIN Back Office! 



Disclosure Forms
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City and State must 

correspond to Client’s 

residency and State chosen 

on Quote Page



Client Signature

Obtaining Client Digital Signature
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Client Present: Select “Sign Now” 
 CLIENT MUST BE PRESENT IN PERSON OR VIA SCREEN 

SHARE TO SELECT THIS OPTION (once client signs, AGENT MUST 

GO TO /admin site to COMPLETE SUBMISSION)

 E x : w w w. a g e n t u s e r n a m e . v i r t u a l i n s u r a n c e . n e t / a d m i n

Client NOT Present: Select “I do not wish to sign at this time”
 For Completion, Agent MUST GO TO /ADMIN site.

 E x : w w w. a g e n t u s e r n a m e . v i r t u a l i n s u r a n c e . n e t / a d m i n

One click to access back office!



Client App Signing

“Sign Now Option” Chosen: 

Obtaining Client Signature while client present in person or via screen share

1. Primary’s Info

2. Fraud Warning

3. Disclosure Statement

4. Confirm Doctor’s Info

5. Confirm Bank Info

6. Understanding Benefits

7. Understanding Benefits Cont.

8. Understanding Benefits Cont.

9. Understanding Benefits Cont.

10. Application Signature Sheet

11. CI Policy Info

Client will 

review & 

click “sign” 

on all 11 

pages.

Agent CANNOT 

sign on Client’s 

behalf.
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Last Page of Step 1

Sample of Client Application Signed while present with Agent

Agent MUST click to go to /admin back office to provide 

agent signature & UPLOAD app to COMPLETE 

process!

E x : w w w. a g e n t u s e r n a m e . v i r t u a l i n s u r a n c e .

n e t / a d m i n
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Back Office Login Portal

Agent Log-in:  www.agentusername.virtualinsurance.net/admin

Select “List Policies”
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Back Office > List Policies

Go to List Policies > Clients Name for Next Step!
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“C” Shows Client 

Signature Complete

Click on 

Client’s 

Name



Back Office Client Page
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Click to 

Complete

Always follow Green Sentence Instructions To Complete Apps!

Green Sentence will HELP you FINISH APP!



App Review & Agent Report
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Agent MUST complete. Answers 

DO NOT affect Processing – For 

Home Office Use Only.

For Completion - Click Next Until 

you land on /admin Back Office



Agent Signature

Obtaining Agent Signature
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MUST 

RETURN 

TO List 

Policies Page

TO 

UPLOAD 

APP!!!



UPLOAD TO SUCCESS!

Uploading Application

Click on Client’s 

Name to upload
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FINAL STEP REQUIRED!!!



UPLOADED – APP IS FINISHED!

Uploading Application

23



Alt. Signature Completion

When App is completed & option is chosen for: “I do not wish to sign at 

this time”:  Agent MUST log into their back office to initiate obtaining 

client’s signature

Agent Log-in:  www.agentusername.virtualinsurance.net/admin

Select “List Policies”
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Back Office > List Policies

Obtaining Client’s Signature for Completion of Application

CLICK 

CLIENT’S 

NAME
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Back Office Client Page

Obtaining Client Signature Continued
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Click to 

Complete

Always follow Green Sentence Instructions To Complete Apps!

Green Sentence will HELP you FINISH APP!



E-mail Client for Signature

System Auto-sends Email to Client

SAMPLE  EMAIL

CLIENT SELECTS LINK & 

Completes Signature
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After Client Signs - Agent notified via email to return to /admin back 

office for Submission of App –

www.agentusername.virtualinsurance.net/admin



Agent Signature

Obtaining Agent Signature
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MUST 

RETURN 

TO List 

Policies Page

TO 

UPLOAD 

APP!!!



UPLOAD TO SUCCESS!

Uploading Application

Click on Client’s 

Name to upload
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FINAL STEP REQUIRED!!!



List Policies > Status Legend

Policy Shows as “uploaded”

Status Codes:

“C”:  Client Signed

“A”:  Agent Signed

“U”:  Uploaded to CBL

“$”:  Client paid by credit card

“P”:  Payor Sign
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Please note: /admin back office is for completion of apps. 

Status and commissions are viewed via 

www.dearbornnational.com MyCBL login. Not sure how to 

access? Call For Help - 888-455-7462



Frequently Missed

AVOID COMMON MISTAKES!
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• Quote Screen – Choose Correct State

• Smoker  Question – 12 month look back – If it is a FAMILY Quote –

question Applies to Spouse as well

• Complete Address

• Verify SSN with client— MUST HAVE

• State/Country of birth must be  answered, if born out of USA, input 

Country, NOT CONTINENT!!!

• Beneficiary – If no beneficiary “ESTATE ESTATE”

• Critical Condition Family Rider - MUST BE CHECKED IF 

ADDING FAMILY—LOCATED ON THE POLICY INFO PAGE

• Medical Questions – DETAILS 

WHO/CONDITION/DATE/MEDS/DR. Contact Info

• Draft Date – Up to 30 days out, between 1st and 28th

• CREDIT CARDS-- CLICK PAY NOW ONE TIME ONLY!!!

Mistakes > Amendments > N.T.O. = CHARGEBACKS!



CBS INSURANCE
PO. BOX 50145  PHOENIX, ARIZONA 85076

PHONE: 888-455-7462 FAX: 480-706-4507

THANK YOU – GOOD 
SELLING!

YOU ARE READY TO ENROLL CLIENTS ON-LINE!

CLIENT 
Services

DEARBORN NATIONAL

CUSTOMER SERVICE

800-367-7814

AGENT 
Services

L. JORDAN (LJ)
DIRECTOR OF AGENT SERVICES

LJ@CBSINSURANCE.NET

LAURIE LUNSFORD
OFFICE MANAGER

LLUNSFORD@CBSINSURANCE.NET

888-455-7462

Marketing & 
Administration

LEO D. BARRERA
NATIONAL MARKETING
LEO@CBSINSURANCE.NET


