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Update Agent Demographics - E&O

1 Login to your account.

2 Click the "Agency Services" dropdown.
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3 Click "Update Agent Demographics"

4 Click the "*Select Type of update" field.
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5 Click here to select the "Type of Update".

6 Click here to designate that you have the Errors and Omission Declaration page
available.
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7 If you answer no the system will not let you proceed. Click "Yes' to remove the
error and proceed.

8 Click the "*Carrier" field.
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9 Type "Carrier Name"

10 Click the "*Policy Number" field.

11 Type "Your Policy Number"
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12 Click the "*Policy Amount Per Occurrence" field.

13 Type "Policy Amount Per Occurrence"
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14 Click the "*Aggregate Policy Amount" field.

15 Type "The Aggregate Policy Amount"
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16 Click here the date icon

17 Use the arrow to select the Effective Month of the policy.
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18 Click "The Effective Day of the Policy"

19 Click the calendar Icon
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20 Use the arrow to select the Expiration Month of the policy.

21 Click "The Expiration Day of the Policy"
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22 Click "Next"

23 Click "Upload Files"
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24 Click "Done"

25 Click "Next"
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26 Click here to select the line of business for the update.

27 If applicable Click here to select if you are selling on or off exchange.
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28 Click "Next" to submit the update request.

29 Click "Done" to navigate to the home screen.
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30 To view the submitted case, click "Cases" on your home screen.

31 Click "The Related Case Number"
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32 Click "DETAILS" to view the case information.

33 Click "RELATED" to view additional information.
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34 Click "the Application ID" to view the submitted files.


