Client Portal: How to Generate an EOI A

REInsurePro.

Learn the necessary steps to generate an Evidence of Insurance document within the
REInsurePro platform. This guide provides a quick workflow to ensure your insurance
documentation is updated and ready for review.

1 Navigate to the "My Locations" section of the dashboard and select the policy
number for the location.

If you do not see the property on the initial screen, click the hyperlink in the lower
left corner of the widget.
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» Policy Documents

@ Tip!
* Policy Status.
* In Force = Currently Active
* Cancelled = Not Active

* Renewed = Expired

« Issued = Future Effective Date



2 All previously downloaded Evidence of Insurance will be housed in the "Files"
section.

If needing to generate a new Evidence of Insurance select "Generate EOI"

Each file will be date stamped to easily determine when it was downloaded.
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To hanges 1o this policy, click ‘Create P poge

You will be asked to choose one of two change types:
- Endorsemant: Use this if you nesd to make & change that may affect what you pay, Such 88 updating your coversge amount of adding coversge.
- Non-Premium Bearing Endorsement: Use this i you only need to update Lender or Property Manager information. This won't affect your bill,

H the ‘Create Endorsement’ button is nol available, phease contact your Clent Service Associate [CSA) of our Client Service Team at 888-741-8454 - Option 3 for mere information,
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