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AMP – Self-service Management of Agency Users 

Introduction 
What is AMP? 

The Access Management Portal, or AMP, is the new application that will replace the Extranet 
Access System (EAS) for the request, processing, and management of Agency users.  The system 
will allow for Agency Administrators to: 

 Easily add, update, and revoke users on behalf of their agency
 Quickly run reports of all users associated to their agency codes
 Assign the right level of access to users based on their business needs
 Receive notifications when requests are approved, audits are required, etc.

Key Features 

Feature Summary of Functionality 
My 
notifications 

View notifications for users associated to the agency codes you manage. 
See when new user requests are approved, changes are made, and when 
audits are required. By default, this will include the last 10 days’ worth of 
alerts. 

Search for a 
user 

Easily search for an agency user by name, email address or user ID. Allows 
quick access to update a user’s profile information, agency codes, or access 
level or revoke their access if necessary.  

View all users See a listing of all users associated to the agency codes you manage. By 
default, the list will include all Active users. Toggle on “show inactive 
users”, to include users who have been made inactive in the last 18 
months.  

Add a new 
user  

Allows you to easily add a new portal user for your agency. We prefill your 
location information (which can be updated, if necessary). Select which 
codes the new user needs to access and then select the level of access the 
user needs. In most cases, new user requests will no longer need branch 
approval (see new user section for more details). 

Note on Browsers  

For an optimal experience, we recommend using the most recent version of Chrome, Microsoft 
Edge, Firefox, or Safari.  

Video Help 

For a quick overview of the application, click “Take a video tour.” 
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Access 
Access Management Portal can be accessed via @chubb or, for those that have access, via the 
new Chubb Agent Portal. 
 
Login: From your browser, navigate to: http://secure.chubb.com/login  
 

1. Enter your ID and password and click   

 

 

2. From the new Chubb Agent Portal, select the Admin icon and Access Management Portal 
link from header. 
 

 
 

3. From the current @chubb, select the Administration Link and Access Management 
Portal link from the header. 
 
 

 

 

 

  

Access Management Portal 
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General functions 
Cancel: Clicking Cancel on any page or pop out will route you back to the homepage.  

 

 

Data Counts and Pagination: Located at the bottom of any list page, this will show what 
records you are viewing of how many total, and what page you are on of all pages.   

 

 

Filter By: On any pages that contains this box, enter text to filter all columns on the page.  

 

 

Go Back: click this link to go back to the previous page 

 

 

View more records per page: Records default to 10 per page.  Use the drop down next to 
“Show” to view more records at a time; options are 10, 50, 100, 500, or 1000. 
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My notifications  
Upon logging in, the first tile contains the main menu. Just below that you will see the “My 
notifications” tile.  

 

You will see notifications that are applicable to users associated to the agency codes that you 
manage. If you share agency administrator rights with other administrators for your agency, you 
will see the same notifications.  

Click the hyperlinked title under “Alert type” to view any record. (See the next section for more 
information about common alert types).  

The “To do” column allows you to easily see alerts that need attention vs. those that are for 
informational purposes only.  

 Indicates an alert that requires you to complete an action. 

 Indicates an alert that required attention, however that action has 
been completed (either by you or by another agency administrator 
with access to the same agency codes).  

 Indicates an alert that is for informational purposes only and does not 
require an action. 
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By default, notifications processed within the last 10 days will display 10 per page. Use the filter 
box to the notifications based on any data within the results table. You can also use the sort 
column feature to reorder the notifications; use the “Rows per page” drop down to view data for 
the last 10, 30, 60, and 90 days, or the last year; or click Custom Date Range to see alerts within 
a specific time frame. 

To view alerts older than 10 days, click the “View Past Alerts” button.   
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Notification types 
There are seven types of notifications.   

1. Audit notice 
2. Pending deactivation 
3. User deactivated 
4. Completed request 
5. Added user 
6. Updated user 
7. Revoked user 

1.  Audit notice 
To ensure security of agency data, we are asking that all agency administrators review their 
user list (including user’s codes and access types) every 6 months. This notification will 
remind you of this process. Once you’ve completed the review – please click the 
confirmation button. In addition to the notification within the portal, you will also receive an 
email notification when this audit is due. 

 

2. Pending deactivation 
 For security reasons, users that have not logged in within 15 months are automatically 

disabled from having access to Chubb’s agent portal. This notification will be processed 60 
days prior to that activation (in addition to an email sent to the user) as a reminder. If the 
user does not log in (and their user id is not revoked), you will receive an additional 
notification 30 days before deactivation.  
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3. User deactivated 
If a user does not login to the Chubb Agent Portal for 15 months, their account will become 
disabled. This notification lets you know that their access has been revoked. By clicking on 
this notification you will be taken directly to the user’s profile. To reactivate a user, please 
contact the appropriate Help Desk.   

4. Completed request 
In most cases, new user requests will be automatically approved and processed. However, if 
the email domain for the new user does NOT match the email domain of the agency 
administrator creating the new user, the request will need to be approved by the local Chubb 
branch. Once they approve the request, you will receive this notification letting you know 
that the new user has been approved and processed. If the request is declined, you will 
receive email notification, including the reason. 
 

 
 

5. Added user 
In rare cases, Chubb may have a need to set up a new user on behalf of the agency (if the 
administrator is out of the office, etc.). This notification will provide you the information 
about the new user.  
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6. Updated user 
In rare cases, Chubb may need to update a user’s access on behalf of the agency (if the 
administrator is out of the office, etc.).  This notification will include a summary of those 
changes.  

 

7. Revoked user 
If Chubb revokes access for a user associated to one of the agency codes you manage, you 
will receive a notification.  
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Search for a user 
To easily search for a user (to verify, update, or revoke access), click the “Search for a user” 
button on the AMP dashboard.  

 

There are three search options:  

1. Search by first and/or last name 

 

2. Search by email address 

 

3. Search by user id 
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From search results, you can: 

1. Use header filters to narrow down results 
2. View/edit profile for a selected user (by clicking ellipses under Actions column) 
3. Revoke access for a selected user (by clicking ellipses under Actions column) 
4. View and edit codes (quick link to Codes screen) 

 

 

 

Add/Edit a new user 
To set up a new user, start by clicking the “Add a new user” button on the AMP dashboard.  

 

To edit an existing user, locate a user by using the “Search for a user” or the “View all users” 
buttons on the AMP dashboard. Select “View/edit profile” from actions menu next to the user 
you’d like to edit.  
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1. General profile information 
The first section is the user’s general profile information. We’ve prefilled the Agency Name 
and Address based on your information, however it can be edited if the user’s location is 
different than yours.  

 A couple of notes about the “email address” field:  

 If your email domain (i.e. @agency.com) matches that of the user, the request will be 
automatically approved (no approval needed by local Chubb branch).  

 If the email domain of the new user does NOT match your email domain, the request 
will need to be reviewed/approved by the local Chubb branch.  

 If the email address matches an existing user, you will receive a notification. Please 
avoid setting up duplicate user ids for the same person.  

 Please be sure to enter a business email address. We cannot accept public email 
addresses such as gmail.com or yahoo.com.  
 

Agency Title is a new field to capture more detailed information about each user’s role within 
the Agency.  The drop down is pre-populated with options or you can select “Other” if none 
of those options are a good fit. 

 Producer license number is also a new, optional, field.  
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2. Codes 
The next section is where you will assign the appropriate agency codes to the new user. 
Selecting the correct codes will ensure the new user will have access to quote new business 
and access current policies they need.  

Select the codes the user needs to access. 

Consider checking the far right column – Category Code. This will tell you which codes are 
used for Business Lines, Personal Lines or Accident & Health business. If the new user 
ONLY works on Personal Lines business, you can easily filter the code list to display and 
then select only Personal Lines codes.   

You can also use the “Filter by” box to easily navigate to data in any column.  
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3. Access and applications 
Based on the agency codes selected, the next section may contain one, two or three tabs.  

A. Personal Lines – if agency codes categorized as “personal lines” were selected you will 
see the Personal Lines applications tab.  

1. “Basic access to marketing and resources” will be selected by default (and cannot 
be deselected). This provides the user to marketing and education resources.  

2. In the “Select a level of access” section – you have the option of selecting from 2 
or 3 “levels” of access (based on your appointment with Chubb). Pick the one that 
best meets the needs of the user.  

3. In the “Add optional applications” section, you have the option of providing 
access to Commission statements* and/or ORCA (recreational marine 
application).  

i. In order to select an Optional Application – you must also select one of 
the levels of access (see item #2).  

4. As each menu item is selected on the left, the application list will expand to show 
which applications the user will have access to.  
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B. Business Lines – if agency codes categorized as “business lines” were selected you will 
see the Business Lines applications tab.  

1. “Basic access to marketing and resources” will be selected by default (and cannot 
be deselected). This provides the user to marketing and education resources.  

2. In the “Select a level of access” section – you have the option of selecting from 1 
or 2 “levels” of access. Pick the one that best meets the needs of the user.  

3. In the “Add optional applications” section, you have the option to providing 
access to Commission statements* and/or several other applications.  

i. In order to select an Optional Application – you must also select one of 
the levels of access (see item #2).  

ii. The list of Optional Applications will depend on your appointment with 
Chubb, as well as what business you write with us (so it may differ based 
on agency codes selected).  

iii. Some applications will require additional information and/or approval. 
For those applications, a pop up will display to capture that additional 
information. Access to these applications may take additional time and 
the user will be notified when that setup is completed.  

4. As each menu item is selected on the left, the application list will expand to show 
which applications the user will have access to.  

 

 

  



 Access Management Portal 

User Guide 

 

© 2021 Chubb. All rights reserved.  17 

C. Accident & Health Lines – if agency codes categorized as “accident & health” were 
selected you will see the Accident & Health applications tab.  

1. “Basic access to marketing and resources” will be selected by default (and cannot 
be deselected). This provides the user to marketing and education resources.  

2. In the “Select a level of access” section – if the user needs access to A&H tools, 
select that option.  

3. In the “Add optional applications” section, you have the option to providing 
access to Worldview (for large and Multinational accounts)  

i. In order to select an Optional Application – you must also select one of 
the levels of access (see item #2).  

ii. Some applications will require additional information and/or approval. 
For those applications, a pop up will display to capture that additional 
information. Access to these applications may take additional time and 
the user will be notified when that setup is completed.  

4. As each menu item is selected on the left, the application list will expand to show 
which applications the user will have access to. 

 

*If commission statement access was selected on one tab, it will be selected on all tabs as this 
access is not specific to any one category of business.  
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View all users 
 

You can quickly see a list of all the users you manage, by clicking the “View all users” button on 
the AMP dashboard.  

 

From this list, you can easily identify other agency administrators by the  icon in the Admin 
column. You can also use the filter and sort options to find specific users. If you determine you 
need to create a new user click the “Add a new user” button.  

By default, the user list will include users with the status of active or password expired (which 
means they have not logged into the portal in 6 months). You also have the option of toggling on 
the “Show inactive users” toggle to include users who have moved to inactive status (i.e. 
Revoked) within the last 6 months. 

 

Use the “Export to excel” button at the bottom of the page to export your list of users to an excel 
spreadsheet.  
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