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Client Portal: How to Process a Policy
Cancellation Request

This guide walks you through the steps to generate an Evidence of Insurance

document, review account property details, and submit an official policy cancellation

request. Follow these instructions to ensure all necessary information is captured and

the cancellation process is completed correctly within the dashboard.

1 To request a cancellation, navigate to the My Location section of the portal. Locate
the "In Force" policy you would like to be cancelled.

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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Tip!

  •  Policy Status.

      •  In Force = Currently Active

      •  Cancelled = Not Active

      •  Renewed = Expired

      •  Issued = Future Effective Date

2 Click "Request a Cancellation" under the Self-Service Options section
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3 Complete the required information such as reason for cancellation, cancellation
date, requestor information.

Cancellation Reasons:

  •  Sold

  •  Never Purchased

  •  Change Agent - Coverage Concerns

  •  Change Agent - Cost

  •  Change Agent - Service

  •  Change Agent - Other

Check the "Cancellation Request Acknowledgement" to confirm understanding of
cancellation terms and premiums.

Select "Save Changes" to complete the request

4 Once submitted, you will receive a confirmation. A request will be sent to you CSA
to complete the process.

You will receive an Notice of Cancellation (NOC) once completed.

Click "Return to Dashboard" to make any additional requests.


