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Retail Reporting Tool (RRT) 
User’s Guide 
August 2016 



User Guide   

• The retail reporting 
tool will be the 
location you will file 
all of your retail 
activity reports 

• It is essential that 
accurate reporting is 
completed so we 
can measure the 
success of the 
program 
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Agent Account Creation   
• After 9/1/2016, agents can create their own account in the RRT 
• Go to URL: https://www.uhcreportingtool.com 

Click here to 
begin the 

process to create 
your RRT 
account 
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Agent Account Creation   

Enter your e-mail 
address here. It 
must match the 
address on file 

with 
UnitedHealthcare 

Enter your Party ID here. 
This is not the same as your 
writing number. If you do not 
know your Party ID, please 
contact your Agent Manager 
or  the Producers Help Desk 

(PHD) phd@uhc.com 
888 381 8581 
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** New this year- Contact Support 

Contact Support is new this year and can be clicked on 
in the event you have issues with Registration, as well 

it’s available in the Edit Profile section after you’ve 
registered  

Fill in the required 
fields and hit save for 

support.  You will 
receive an email back 
within 24-48 business 
hours regarding your 

issue 



Agent Account Creation- 
Registration   

 Information displayed 
in the greyed out     

fields is not editable. If 
there is an error click 

on the contact support 
link to report the error 

 
 

 
Select your Agent Manager from 
the dropdown. If you cannot find 

them, select “Unknown” and 
notify your Agent Manager 

Create your new password 
here. Password must 

contain 6 to 12 
characters 
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Agent Account Creation- 
Registration continued   

Select city and state 
from the dropdowns 

Enter your 
street 

address 
here, this 

is the 
address 
we will 

ship your 
reward 
pens to. 
No PO 
Boxes 
please 

Entering phone 
number is optional 

Click save when you 
are done 
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Agent Account Creation 
 Confirmation   
• You will receive the message below after you have completed 

your registration 

Click here to 
return to the log in 

page and log in 
with your newly 

created password 
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Agent Account Creation- 
E-mail address already in use   
Some agencies will use a common e-mail address on file with 
UnitedHealthcare for every agent in the agency. Since the RRT 
uses the e-mail address as the username, only one account can 
use that common e-mail. Any additional users must select an 
alternate e-mail address. If you receive the alert below, please 
follow the procedure outlined on the following slides 

Click “OK” to 
continue 
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Agent Account Creation- 
E-mail address already in use   

Enter an alternate e-mail 
address here. This e-mail 

will be the address we send 
an account verification link 
to. It will also be the e-mail 
used as the account user 

name, and will be the 
address used in the event 

you need to reset your 
password 

After entering an alternate 
e- mail address, complete 
the rest of the registration 

form as indicated in slides 5 
and 6 
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Agent Account Creation- 
E-mail address already in use   

After completing the 
registration you will see this 

message. Once the 
verification link arrives, click 
on the link in the e-mail to 

complete the process 

This is a sample of the e-mail 
you will receive, click on the 
link to complete the alternate 

e-mail address verification 
process 
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Agent Account Creation- 
E-mail address already in use   

You will see this page 
when you click on the link 
in the verification e-mail 

Click here to return to the 
login page. Remember to use 
the alternate e-mail you just 
verified as your user name 
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First time log in   

• After clicking on the 
link from the 
registration 
confirmation page 
you will be taken here 

• Bookmark this page 
for future use 

• Home Page web 
address: 

www.uhcreportingtool.com 

User name is 
your e-mail 

address 

If you forget 
your 

password, 
click here to 
reset your 
password 

Enter the 
password 

you created 
during 

registration 

Click here 
to login 
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Selecting your city and state   

Go to the Select My State and City tab to 
select the appropriate state and city for your 

area. You may select multiple cities if 
needed 

Once you have 
checked your 
city, click on 

Add 

Check the 
appropriate 
city or cities 

Note: 
This process 

only needs to be 
done the first 
time you file a 
report . If you 
later need to 
make edits, 

simply return to 
the Select My 
State and City 

tab. 

When you 
are finished 
setting your 
state and 

city 
selections, 

click on 
save at the 
bottom of 

the 
page(not 
pictured 

here) 
Cities that have been added to your profile will 

appear here. If you need to remove a city, check 
the box, then click on delete below. 

Note: Once reports have been filed for a store 

Click here to 
change plan 

year, password, 
or to logout 
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Submitting your report   
Click on the Submit My Report tab Note: this 

will be your default page next time you log 
into the tool 

Click on the 
Select Time 
Period field, 
a calendar 
will appear. 
Click on the 

date that 
you want to 

file the 
report for. 
Note: you 

cannot select 
a date in the 

future 
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Submitting your report   

Click on 
the Select 
Store 
dropdown 

Click on the 
store that 
you are 
filing the 
report for 
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Submitting your report   

After you have 
saved your 

reports, you will 
see this 

message 

Hover 
over the 

“?” for the 
field 

definition 

Enter the 
requested 

information in 
this area. If an 
item is 0, you 
may leave it 

blank 

To file additional reports, click here 
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   When Reports are complete, click Save 



Pens!!   
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• After you create your account and file your first two weeks of reports, you 

will be rewarded with a box of UnitedHealthcare branded pens! 
• The reward of pens can be earned two more times during the AEP selling 

season for a total of 3 boxes of pens 
 

Each pen shipment consists of 25 pens 



Pens!! If you would like your pens shipped to 
a location other than what was entered 
in account set up, you can change the 

address here, as well as your 
password and toggling between plan 
years. Be sure to hit Save after each 

entry. 



Viewing your report history   

Click on View My Report History 
tab 

By default you will see 
all reports you have 
filed. If you want to 

filter to a single store, 
select that store from 

the dropdown 

Click the export to excel button to export 
your report to an excel spreadsheet 
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Edit Profile   

Greyed out areas are not editable , click here to 
request a change to those details that are 

greyed out 

Information below the address line can be edited.  Be 
sure to hit Save at the bottom of the page after any 

changes have been made 
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     Resource materials  
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Click on the Resource 
Materials tab to access 

valuable information 
such as the Retailer 

Summary sheets  

Click here to download 
the described 

document 
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Need help?   
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Please contact: 

Shelly Fecht 

shelly_j_fecht@uhc.com  

608.206.0869  

OR 

PHD  

phd@uhc.com 

888.381.8581 

OR 

The new * Contact Support link 
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