
Broker Administration 
 
 

1. Logging in For First Time 
  
You will receive two emails from registration@cdphp.com.  The email with the Subject 
Line of “Your CDPHP i * Connect User Account for Broker Administrator” will supply 
you user account.  The email with a subject line of “Your CDPHP i * Connect Password 
for Broker Administrator” will supply you your password.  To log in, go to this site: 
https://cdphp.ikaenterprise.com/portalLogin.aspx?UserType=BROKER. 
 
After logging in, you will be asked to type in a secret question and answer.  This 
information will be use to help you reset your password should you forget your password. 
 
You will then see a screen similar to this.  To Change your password, click the Change 
Password Link and simply type in your old password, type in a new password, and 
confirm the new password.  Your password must have a mix of capital and lowercase 
letters and must include numbers as well as letters (For example, Albany23, Johnny17). 
 

 

Click here to Change Password 
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2. Adding a user for your Broker Agency. 
 
From the Broker Menu select List Brokers 
 

 

Click on Broker to choose 
List Brokers 

 
You will see this screen. Click the Add New Button. 
 

 

Click Add New
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Fill in Broker Individual’s Personal Information and hit the Submit button.    Make sure 
you enter a valid email address for each user you add. 
 

 
 
The user you entered will then receive a username and password email from 
registration@cdphp.com.  The user you created will by default have read/write access to 
all client information within CDPHP i * Connect for your Broker Agency. Refer to 
Number 3 on this document to learn how to hide clients from a Broker Individual. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
2. To update contact information for a User 
 

 Click on Broker to choose 
List Brokers  

 
 
You will see this screen. Click on the Broker Name to view their information. 
 

 

Click Broker 
Name 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Make any necessary changes and Click the Update Button. 
 

 

Make Changes and Click 
Update 

 
To deactivate a user’s account from CDPHP i * Connect, change the status from Active 
to Terminated and click the Update Button. 
 

 

Choose Terminated 

Then Click 
Update  

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
3. To hide a client from a User 
 
From the Broker Menu select Assign Groups 
 

 

Click on Broker to choose 
Assign Groups 

 
 
 
 
 
 
 
You will see a screen like this.   You can search for a specific Client by typing in the 
Client name or you can search for all clients that a particular User has access to by 
selecting that User from the Broker Name dropdown. 
 

 
 
 
 
 
 



 
 
To hide a client from a particular User, select that User in the Deallocate Proposals To 
field.  Check the Clients you want to hide from the user and select Deallocate Proposals 
to Broker. 
 
 

Select User Name from 
dropdown 

Check the 
Clients you want 
to hide from user 

Then Click Deallocate 
Proposals to Broker 

 
 
 


