Client Portal: Create a Location
Endorsement to Make Changes to a )
Location REInsurePro.

Learn how to initiate a new endorsement for an insurance policy and update contact
information for a specific property location. This guide walks you through navigating
the schedule settings and adjusting building coverage limits to ensure accurate
records.

Endorsement Initiation

1 To make a change to an existing location, navigate to the "My Location" section of
the dashboard.

Location the "In Force" policy you would like to request a change to.

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 Status.

* In Force = Currently Active
* Cancelled = Not Active

* Renewed = Expired

« Issued = Future Effective Date

Click "Create Endorsement" button to request a change to coverage and

occupancy status information.
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“You may generate an Evidence of Insurance (EQI] for this location using the 'Generate EOI* button above.

Endorsements

Ta make changes to this pelicy, click 'Create Endorsement’ in the upper-right cornar of this page.

You will be asked to choose one of two change types:

- Endarsement: Use this if you need to make a change that may affect what you pay, such as updating your coverage amount or adding coverage.

= Non-Pramium Bearing Endorsamant: Use this if you only need to update Lender or Proparty Manager information. This won't affect your bill,

H the ! button is not

ailable, please contact your Client Service Associate (CSA] or our Client Service Team at 888-741-8454
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= Option 3 for more information.




3 There are two types of endorsements: Premium-Bearing Endorsements and
Non-Premium-Bearing Endorsements.

Endorsements

Premium-Bearing Endorsements, listed simply as Endorsements, may impact the
cost of the insured location. These changes typically involve updates to coverage,
occupancy status, or other factors that can affect the premium.

Non-Premium-Bearing Endorsements

Non-Premium-Bearing Endorsements are limited to changes involving contacts
associated with a location. Examples include:

* Lender updates

+ Additional Insured changes

* Property Manager updates

* Other contact-related changes

Note: If needing to update a location schedule contact as well as coverage
information, please submit as an "Endorsement."”

How to Submit an Endorsement

Select the endorsement type you need and click the calendar icon to choose the
date on which you would like the changes to become effective.

Once selected, click "Create Endorsement" in the upper right corner of the page.
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Navigate to the "Location Schedules" and slide the hyperlinked "Location Number"
to view the location specific details.
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Instructions

Click into the Location Schedule Below to amend your Location Questionnaire with Change Requests,
You will not be able to navigate back to this page from your Dashboard.

Ensure your changes are legged to the Locati prior to exiting.

Location Schedules

Billinglevel  EillmgFrequency Paymest Oplion  Add Date Strestl ciy Code Postal Code Type Status Cause Y Total Value Cest  Cost Munthiy (Est)

1-000003 l Account il Monthty FHILADELFMIA P& ME W B 12000 3ZI60.00 380128 aerr

WLIGOL00 I R0LI 677

To update an Location Schedule Contact such as, adding a lender, additional
insured, property manager, etc. Select "New Location Schedule Contact"
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6  Click the magnifying glass icon to lookup or create a new contact.
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Select the magnifying glass to Create a New Contact

Comtaet:
Contac Typa: Chick 1o loakup value

7 Select from previously entered contacts by you or click "New Location Contact" to
add a new contact.

Use the search field on the right side if you have multiple contacts to select from.
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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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Select the contacts role.

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

Click "Save Changes" to continue.
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Select the magnifying glass to Create a New Contact
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You should see the contact listed on the page, select "New Location Schedule"
10 g : ,
Contact again if needing to add multiple contacts.

Click "Edit Location Schedule" to modify property details such as deductibles,
occupancy status, coverage amounts and underwriting questions.

Click *Edit Location Schoclule’ in tha top right cormer to amend your Location Questionnaire with Change Requasts.
You will not be able to navigate back to this page from your Dashboard,
Ensure your changes are complately iogged to the Location Schadule prior to axiting,
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11  Navigate through the questionnaire and update any details needed.

Click "Save Changes" when completed.
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Once completed, this will be sent to your CSA for review. They will reach out with
12 o ) L
any additional questions and to finalize the change.
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Instructions

Click "Edit Location Schadule' in the top right corner to amend your Location i i
You will not be able to navigate back to this page from your Dashboard.
Ensure your changes are completely logged to the Location Schedule prior to exiting.
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