
eConnections Getting Started Guide 
 

Welcome Screen:  After signing in you will come to this Screen: 
Click on Case Management from the menu bar. 
 
 
 
 

 
 
Later, when you have client files, the Start Illustrating button  
will automatically take you to the Data Entry page. 
 
 

 
 
At the Case Management view, you have the following choices to select from: 
 
Manage Clients – Create and edit individual clients, select multiple clients for 
print or exporting, or import clients into a case file. 
  
Manage Case Files - Create, edit names, and delete case files  
 
Manage Agents – Create, edit, and delete agents. You can also associate a 
client to another agent when editing a client. This feature is specially helpful 
for back-office administrators or internal wholesalers. 
 
 
 
Manage Case Files 
Here you will create and edit case file names. 



 
Click on Manage Case Files 

  
 
  
Click on New Case File 
 
 

 
 
 

Type in a case name and click on Save. 
 

            
 
Once new case file names are created and saved, they will be listed under Case File. 
 

 
 

 



Manage Agents 
Here is where you will add, edit, and delete agent information. 
 
Click on the Agents icon on the left side of the screen.   
 

 
 
 
 
 
 
 

Then Click on the New Agent Button.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Fill in Required Information, which is designated with Red asterisks* to the right 
of the boxes, and fill in the other necessary information for your task.   
 
You can also designate the default agent from this page.  
 
Remember, YOU MUST CLICK THE SAVE BUTTON. This information does not 
save automatically!  
 
 

 
 



You will then return to the previous screen, and your agent name will appear in 
the table.   
 
                 

 
 
 
Just like Case File names, as agent information is saved, it will be listed under 
Last Name. 
 
Manage Clients 
From this page, you can add a new client, delete existing clients, and move 
clients from one case file to another. You can also copy clients, export, import, 
and print selected clients. To perform any of the functions, you will click the 
check box located next to the clients name and then click on function you want to 
perform. 
 

 
 
 
 
To create a new client, click on New Client. 
 

 
 
At the Manage Client page, select an existing or enter in a new case file for this 
client. Click the Add button to continue. 
 

 



 
 
You are now directed to the client input page.  
This is where all client data will be entered and saved for your eConnections 
program. From this page, you can also view or print a quote.  
 
 

 
 
 
 
On the left had side of the page, the agent name should appear. You can select 
a different agent by clicking on the down arrow next to the agent’s name.  You 
will also select the state and product.  In order for changes to apply, you must 
click the Apply button.  
 

 
 
 
 
 



 
 
 
 
On the left hand side of the page we offer product information, Quick Jump – 
jump to another client, select another product, state, or agent as well as Sales 
Tools which links to helpful information.   
 
Remember, when using any of the functions on the left hand side of the page 
remember, you must click on the APPLY button in order for it to take effect.   

 
 

Once all the information has be entered, click Save  located at the top of 
the page.  Once you save your client, you will receive a message in red: 
Your Case has been saved successfully. 
 



Here are some things you may see when entering information:  
Checking boxes will reveal additional information which needs to be filled in.   
Here is an example: 
 
Bill is married to Sue and is a joint client to her. Click joint client: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Additional Information should appear for Sue: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



You can show/hide options by clicking the arrows: this helps especially in the 
quick jump portion of the program located on the left part of the screen. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Using the Tabs:   
How to use quick view, access reports, check validation messages, etc. 

 
 

 
 
Quick view tab allows you to see a payout option with the benefit:  You can 
select more than one option by holding the shift key and selecting desired payout 
options in the Policy Options section of the Data entry.  This is a picture of two 
policy options selected. 
 

 
 
Validation Messages (Errors/Messages) tab allows you to see any vital 
information in your client’s case.  Example: 
 

 
 
 
 
 
 
 



 
 

Reports Tab  allows you to either create an input summary or make a quote.  
Select one of the options to view the Adobe file with the given information. 
 

 
 
Click Generate Reports and a quote will run. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 



What happens when you save a client under the wrong case file name?   
- You can move the client to a new case file or existing case file. 
- Go to Manage Clients. 
- Select the client you wish to move to another case file by checking the box 

to the left of his/her client description.   
- Click on the Drop down menu that says Move To:  select desired case file 

and click move.  You should see the case file change in the right column 
of the information. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



When you have a long list of clients, it will help to alphabetize the clients by 
client description, sort by client name, sort by product (this applies to those 
who have access to more than one product.), and sorting by case file name.  
Do this by clicking on these links.  Example: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can also use the find tool by typing the name of the client. 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Export/Import Clients 
Here you can select multiple clients for exporting to import or export into a case 
file. 
  
Export clients: from the Manage Clients page, click on the check box next to the 
client name and click the Export Selected icon. 
 

 
 
 
At the File Download box, click on the Save button 
 

 
 
 



At the Save As box, select where to save the client to by clicking on the down 
arrow in the Save in input box, Next type in a name in the File name input box. 
Then click the Save button. 
 

 
 
Once saved, you will receive a message that the download completed. 

 
 
Click the Close button. 



To Import client(s): from the Manage Clients page,  click on the check box next to 

the client name and click the Import Clients icon.  
 
From the Import Client Case popup box, click the Browse button and navigate to 
the path where the case that you want to import is. (ex: c:\download\three.ecn) 
 
Note: At this time you are unable to upload/download between desktop and 
eConnections. 
 
Select the agent and case file you want to associate the client file with. If this is a 
new case, type in the new case name in the New Case File  import box and click 
the Add button. The new case will now show in the Case Files input box. 
 
When complete, click the Ok button. 
 

 
 
 



You will then receive a confirmation that you client(s) have been added 
successfully. Click the Close button to exit.  
 

 
 
Your imported case is now listed with the other saved cases. 
 

 
 
 
 
 
 


