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Instructions for Adding a User for a Broker 
 

Go to the Bill It Now Website (www.billitnow.com) 

Most brokers are set up in the feed if an email address is provided for that broker.   The default user for 
the broker can then set up other users in their company, if necessary.    If an email was not provided and 
a user needs to be set up, please follow these instructions. 

1. After logging into the billing system, click ‘Broker in the Accounts section. 

 

 
2. Search for the broker by name or broker number or scroll through the broker list.   Click on the 

broker name. 
 

3. In the left navigation of the Company Profile page, click ‘Add new Website User’ 

 

 

  

http://www.billitnow.com/
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4. Enter all the required information for the new user.  The Login ID and Password are also required 
fields, so please assign a username and initial password, then click ‘Save’.    You will need to 
communicate this username and password to the new user. 

 

5. Choose the permissions to assign to the user.  Click the boxes to allow appropriate access for the 
new user.  If you click the checkbox in the top left, this will assign all permissions at once.  Make 
sure to click ‘Save’. 
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6. When the new user logs in with the credentials that you communicate to them, they can choose 
to change their username and password by clicking ‘Change User Name and Password’ in the 
Tools section. 
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