
How to Log In to Producer Toolkit (New 
Users) 

Once a User has been created within Producer Toolkit, they will get a welcome email 

indicating that someone has created an account on their behalf. 

 If a Producer Toolkit User is already a BMT User under the same Toolkit Admin, this 

email registration process is not needed. When a Toolkit User has authorizations in 

both Benefit Manager Toolkit (BMT) and Producer Toolkit, they will be able to 

seamlessly switch between the applications using their existing login. See How to 

Switch from Producer Toolkit to BMT for more information. 

This email will: 

• Notify the new user that they need to get their Username from the person who created their 
account. 

• Provide a link to the login page. 
• Notify the new user that they should use the ‘First Time Login?’ workflow with their assigned 

Username. 
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Here they will start a workflow to create a password. 

1. Enter the assigned Username in the Username field and 
Click NEXT. 
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2. Click Forgot password? 

3. Click SEND ME AN EMAIL. 

 An email is sent to the email address on file containing a link and code that is valid for 

5 minutes. 
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4. Click Enter a verification code instead. 

Alternatively, you may use the link provided in the email to verify. 
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5. Enter Code and click VERIFY. 
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6. Enter a New password, Re-enter password, and Click 
RESET PASSWORD. 
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7. Set up security methods for Multi-Factor Authentication. 

7.1. Click Set up to verify with a code sent to your phone. 

7.2. Select SMS or Voice call radio button. 
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7.3. Enter your phone number and click button to RECEIVE A CODE. 

7.4. Enter the code that was sent to your phone, and click VERIFY. 
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The new user is then logged in to Producer Toolkit. 
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