
New User Registration 
Voya for Professionals 

The following slides will guide you through the New User Registration 
process for Producers and Key Office Personnel for accessing the Voya 
for Professionals website. 



Voya for Professionals Login Screen 

1. To register for the Voya for Professionals 
website, go to the login screen at: 
 
https://professionals.voya.com 
 

2. Click the request access link. 



Producer Access Request 

1. As a Producer, you must enter Your 9 
Digit Social Security Number, First 
and Last Name, and Email Address. 
 

2. Enter your desired User ID and 
Password. 
 

3. After completing all of this information, 
click SUBMIT. 



Producer Notification of Completed Registration 

1. When Voya for Professionals receives 
the Producer’s registration information, it 
is validated against Voya’s licensing 
database. 
 

2. When validation is complete, the 
requested User ID and Password are 
sent back to the Producer via email. 

You can use the credentials to log into the website at: https://professionals.voya.com. 

You can use the credentials to log into the website at: https://professionals.voya.com. 

Welcome. 
Your request for access to Voya for Professionals has been granted. Voya for Professionals is brought to you by Voya and its affiliated 
companies and is designed to make it easier for you to do business with Voya and to help you raise your sales and productivity to new 
heights. 
Your username is listed below. Please make sure you note this somewhere as this is the only time your username will be communicated to 
you. For security reasons, your password will be sent via a separate email within a few hours. 

Welcome. 
Your request for access to Voya for Professionals has been granted. Voya for Professionals is brought to you by Voya and its affiliated 
companies and is designed to make it easier for you to do business with Voya and to help you raise your sales and productivity to new 
heights. 
Your password is listed below. For security reasons, your username will be sent via a separate email. 



Key Office Personnel Access Request 

1. Because Key Office Personnel (KOP) 
are not contracted producers, they 
cannot be validated against the Voya 
licensing database. KOPs are required to 
provide the Last 4 Digits of their Social 
Security Number, First and Last Name, 
Email Address, Producer’s Email 
Address (or Organization Access 
Owner’s Email Address) as well as their 
Organization’s Address. 
 

2. KOPs can also request their own User 
ID and Password. 



Key Office Personnel Notification of Access Request 

After submitting their registration, KOPs will 
be notified that their request has been 
submitted to their associated Producer (or 
Organization Access Owner) for activation. 

Welcome. Your requested access to Voya for Professionals has been received. To complete the processing of your request, the agent for which 
you have supplied an email address will be contacted in order to initiate the last step of the process and activate your access. Once completed, 
you will receive an email notification indicating that your request has been completed. 
 



Activating Access: Producer Email 

1. An email will advise the Producer that the 
KOP has requested access to the Voya 
for Professionals website on their behalf. 
 

2. The Producer needs to click the link 
provided in this email in order to activate 
access for the requesting KOP. 

KOP Access Owner has requested Office Personnel access to Voya for Professionals under the User ID of KOPOWNER. Please 
click on the link below to activate this access and select the functions you feel are appropriate for their role. 
 
You will be prompted to enter your User ID and Password to access the Voya for Professionals website prior to being directed to the 
Delegation Management screen. Once you reach the delegation page, please enter the User ID above to add this user. 
 
https://professionals.voya.com/portal/secure/linkenabler?pageName=delegation.management.page.direct&portletName=voya.prof.po
rtletinstance.profile.delegatemanagement.direct&action=/accessOwner&revised 
 
To see a quick How To video, please click on the following link: 
 
http://professionals.voya.com/us/mfavideo 
 
If you have further questions, please contact the Financial Application Support Team at (888) 792-8476. 
 
Professional Portal users must accept responsibility not to share login information and to protect the privacy and confidentiality of the 
information on this website. 
 
Thank you, 
 
Voya Financial™ 
 
 



Producer Delegates Access 

1. From the email link, the Producer will be 
directed to the Voya for Professionals 
login screen. 
 

2. After logging in, the Producer will 
automatically go to the Delegate 
Management screen. 
 

3. Here, the Producer needs to click the 
Add Delegate link. 



Producer Delegates Access 

1. The Producer needs to enter the KOP’s 
User ID and then check the boxes under 
the business functions to which this KOP 
should have access. 
 

2. When finished, the Producer needs to 
click the Update Delegate Information 
button. 



Key Office Personnel Notification of Completed 
Registration 

The KOP’s requested User ID and 
Password are then sent via email to the 
requesting KOP. Welcome. 

Your request for access to Voya for Professionals has been granted. Voya for Professionals is brought to you by Voya and its affiliated 
companies and is designed to make it easier for you to do business with Voya and to help you raise your sales and productivity to new 
heights. 
Your username is listed below. Please make sure you note this somewhere as this is the only time your username will be communicated to 
you. For security reasons, your password will be sent via a separate email within a few hours. 

Welcome. 
Your request for access to Voya for Professionals has been granted. Voya for Professionals is brought to you by Voya and its affiliated 
companies and is designed to make it easier for you to do business with Voya and to help you raise your sales and productivity to new 
heights. 
Your password is listed below. For security reasons, your username will be sent via a separate email. 

You can use the credentials to log into the website at: https://professionals.voya.com. 

You can use the credentials to log into the website at: https://professionals.voya.com. 



Producer Manages Access For Their Delegates 

Producers may wish to grant access of their 
business data (i.e., delegate) to other 
members within their firm: 

 
1. Click Your Name in the top right menu of 

Voya for Professionals to access your 
Profile Information. 
 

2. Click Manage My Delegates. 



Producer Manages Access For Their Delegates 

1. To change an existing user’s business 
application access, simply check or 
uncheck the appropriate boxes for 
Compensation / Incentives, Book of 
Business, or Licensing / Contracting. 
 

2. Click Remove to completely remove 
delegation for a specific user. 
 

3. Click Add Delegate to add more 
delegates. 



Ability To ‘Act As Another User’ 

1. Once access has been established, a 
delegate user can log onto Voya for 
Professionals and select act as another 
user. This enables the delegate to view 
the business information for the Producer 
who provided access. 
 

2. When a delegate user is finished “acting 
as” a particular Producer, they can click 
act as another user again, and then 
select Self. Or, when they log off of Voya 
for Professionals and then log back in, 
they will again see their own data. 



Ability To ‘Always Login As…’ 

1. If a delegate user is constantly “acting 
as” a particular Producer, they may wish 
to select Always login as… from the act 
as another user dropdown, which will 
take you to the Profile Information 
screen. 



Ability To ‘Always Login As…’ 

2. On the Profile Information screen, 
select the Default User for Site 
dropdown, and then click the Save 
Changes button. 
 

Going forward, each time the delegate user 
logs onto Voya for Professionals, they will be 
“acting as” that particular Producer! 



New User Registration 
Voya for Professionals 

If you need technical assistance on the Voya for Professionals website, 
please contact: 
 

Financial Applications Support Team (FAST) 
1-888-792-8476 
FAST@voya.com 

mailto:FAST@us.ing.com
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