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1.	 Click the “Don’t Have an Account? 
Create.” link to create an account on 
the Marsh Self-Service Portal.

2.	 Click the “Continue” button.
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3. Enter your User ID (This will be
your parent franchise number) and
the email address that Marsh has 
on file for

4. you (this will be the same email
address that received this user 
guide).

5.	 A case-sensitive security code 
will be sent to your email. 
Enter this code on this screen.

Enter your case-sensitive  
security code

A case-sensitive security code has been sent to j....h@gmail.com. 

Don’t delay! The code expires in ten minutes.
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6.	 Enter your preferred login email 
address, as well as your first and 
last name.

7.	 Create a strong password 
by following the 
password guidelines.
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8.	 Congratulations! You’ve finished 
creating your account on the Marsh 
Self-Service Portal. Now click the “Log 
In” button to access the system.

9.	 Enter your email address 
and password, then click the 
“Log In” button.
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10.	On your first login attempt, you 
will be asked to verify your email 
address again. You should receive 
an authentication email at the email 
address you provided.

11.	Enter the verification code 
received via email.
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12.	After you have created your account, please set up any authorized users that 
will be managing COIs on your behalf.

a.	Add an Authorized Owner by clicking “Add Authorized User”.
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b.	Enter Name and Email Address. c.	You should then see an “Authorized user successfully added” 
confirmation notice.
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e.	Click continue.

This is the case-sensitive code provided to you in the email invitation

This is the email address where you received the invitation

f.	 Enter the customer number that was sent in 
the email invitation and the email address 
that received the invitation.

Hi John Doe,

XYZ Franchise
XYZ Franchise 987654

d.	The authorized user recipient will receive 
an email invitation providing a link to 
create an account and the customer 
number that should be used at setup.

Authorized Users
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g.	Enter security code sent to that email address. h.	To create an account, enter your preferred login and name.
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i.	 Enter your preferred password. j.	 Your account has now been created!



About Marsh
Marsh, a business of Marsh McLennan (NYSE: MMC), is the world’s top insurance broker and risk advisor. 
Marsh McLennan is  a global leader in risk, strategy and people, advising clients in 130 countries across 
four businesses: Marsh, Guy Carpenter, Mercer and Oliver Wyman. With annual revenue of $23 billion and 
more than 85,000 colleagues, Marsh McLennan helps build the confidence to thrive through the power of 
perspective. For more information, visit marsh.com, or follow on LinkedIn and X.

Marsh is a business of Marsh McLennan. 

This document and any recommendations, analysis, or advice provided by Marsh (collectively, the “Marsh Analysis”) are not 
intended to be taken as advice regarding any individual situation and should not be relied upon as such. The information 
contained herein is based on sources we believe reliable, but we make no representation or warranty as to its accuracy. Marsh shall 
have no obligation to update the Marsh Analysis and shall have no liability to you or any other party arising out of this publication 
or any matter contained herein. Any statements concerning actuarial, tax, accounting, or legal matters are based solely on our 
experience as insurance brokers and risk consultants and are not to be relied upon as actuarial, tax, accounting, or legal advice, 
for which you should consult your own professional advisors. Any modeling, analytics, or projections are subject to inherent 
uncertainty, and the Marsh Analysis could be materially affected if any underlying assumptions, conditions, information, or factors 
are inaccurate or incomplete or should change. Marsh makes no representation or warranty concerning the application of policy 
wording or the financial condition or solvency of insurers or reinsurers. Marsh makes no assurances regarding the availability, cost, 
or terms of insurance coverage. Although Marsh may provide advice and recommendations, all decisions regarding the amount, 
type or terms of coverage are the ultimate responsibility of the insurance purchaser, who must decide on the specific coverage that 
is appropriate to its particular circumstances and financial position.
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