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Client Portal: How to Add a New
Location to an Account Policy

This guide walks you through the steps to add a new property location to your
existing account policy within the REInsurePro platform. It covers essential input
fields including property details, coverage options, liability limits, and contact
information to ensure your submission is complete.

Account and Policy Selection

1 Select the desired account number from the list under "My Accounts"
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2
Under Self-Service Portal you can select "Add New Location to Account Policy" to
request a proposal for a new property or select "Review Contact Information and
Invoices" to review your account contact details as well as Monthly Inventory
Reports (MIR)

3 If you need to update account contacts or contact information, please reach out to
your Client Service Advisor (CSA).



3

4 If adding a property. Click to select date from calendar. The system will
automatically enter an Expiry Date based one year from the effective date.

Select "Continue" to move forward.

Location and Address Entry

5 Click 'New Location' to add a property
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6 In the Street Address, start entering the property information. The system will
automatically pull addresses based on what you are entering.

Select the correct address and it will prefill the remaining address information.

If the correct address is not showing, you can select "Override the address" and
type the address in as needed.

Click "Save Changes" to move forward.

7 Location will now show in the Location Records.

If you need to add an additional location, select "New Location" button as needed.

Click "Continue" to move forward.
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8 Select the "Location Number" to enter the specific location details.

Property Specifications

9 Click "Property Type"



6

10 Enter the required property details.



7

Tip!Ἶ� Property Information Guide

1. Property Type

  • Single Family

  • Multi-Family

  • Condo

  • Mixed-Use

  • Mobile/Modular Home

  • Vacant Land

2. Square Footage

  • If the populated square footage is correct, select:
“No” for the Override Square Footage option

3. Construction Type

Frame

  • Made of wood or other combustible materials

Joisted Masonry

  • Exterior walls: masonry (brick or concrete)

  • Floors/roof: wood

Non-Combustible

  • Built with steel, metal, or other non-burning materials

Masonry Non-Combustible

  • Masonry exterior walls

  • Non-combustible structural supports (steel or metal)

Modified Fire Resistive

  • Built with fire-resistant materials

Fire Resistive

  • Built with highly fire-resistant materials

  • Examples: reinforced concrete, protected steel

4. Property Status

  • Occupied

  • Renovation
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  • Vacant

  • New Construction

5. Building Details

  • Number of Stories

  • Year Built

6. Property Updates

  • Roof

  • Electrical

  • Plumbing

  • HVAC

Coverage and Limits

11 Select 'Yes' under property coverage if wishing to include this coverage.

Enter the requested coverage information.
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12 Select 'Yes' under Liability Coverage to add this coverage and choose the desired
coverage amount.

Please note: You must include Liability coverage if including Property coverage.

13 Click to include any additional coverage.
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14
Answer questions regarding Other Structures on the property such as detached
garage or shed and if the property is managed by a Property Manager or
self-managed.

15 The Location Contact section is to list any Lender, Property Manager, Additional
Insured, Named Insured (Owner), etc. on the property.

To add a location contact, please select "New Location Schedule Contact"
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16 Click 'New Location Contact' to create a new contact

17 Enter the contact information for the Location Contact.

If it is a company, please check the "Is Company" box

Once Completed select "Save Changes" to continue
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18 Select the contacts role.

Please Note: Please include 'Bill To' if the location is escrow billed by the lender.

Click "Save Changes" to continue.

19 You should see the contact listed on the page, select "New Location Schedule"
Contact again if needing to add multiple contacts.

Eligibility and Contact Assignment
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20 Answer location Eligibility Questions

21 Answer the remaining Additional Property Questions and click "Save Changes" to
proceed.
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Final Review and Submission

22 Once all information is completed the information section should turn for yellow
to green.

click "Continue" to move forward.

23 This page is checking for any duplicate properties or application issues.

If no issues, please select "Continue" to move forward.
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24 Use this page to select the payment method you would like to use if you would like
to make a payment when binding this property.

Please Note: Payment is not required when adding a location to an existing active
account. All locations will automatically default to the payment method on file.

Click "Continue" to move forward.

25 Verify the information is correct, if you need to make any changes select "Go Back"
to navigate back through the application.

Click "Submit Proposal" to send this information to your CSA for review.
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26 Once submitted, this will go to your CSA for review. They will reach out with any
additional questions and a proposal.

Select "Return to Dashboard' to navigate back to the main portal page.


