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Overview of Online Endorsements
• Most endorsements will be processed within 24 hours

• Ability to provide quotes on “what-if” scenarios

• Print ID cards after an endorsement to add a vehicle 
has been submitted

• Print various state-specific forms

• View pro-rated and revised policy-term premiums

• View, email, print or fax a proposal, which provides a 
re-cap of the proposed changes



Click “Enter Personal 
Gateway” to access the 
Personal Lines section of the 
website 



A new tab titled 
“Endorsement 
Quote/Issue” has been 
added to the main 
page of the Personal 
Gateway.

Select “Personal 
Auto” to access 
Online Auto 
Endorsements



Search for a policy 
just like you would 
for New Business 
Quote/Issue.  It is 
recommended that 
you enter the policy 
number.

Select “View All 
Endorsements” to review 
previous endorsements 
submitted on all other 
policies by your agency



If “View All 
Endorsements” 
is selected, you 
will be directed 
to a similar 
screen that lists 
all recent 
endorsements



After searching for a policy, 
click the radio button to 
select the policy you want to 
endorse



Enter the effective date 
and quote description.  
Then select “New 
Endorsement” to begin.  
Both are required fields.



The tab headings for endorsements are 
different than new business 
quote/issue.  You do NOT need to 
navigate through each screen in order 
to complete an endorsement quote

You can get a quote 
anytime during the 
endorsement process



If you click on the link to “Show – 
Current Policy Data”, a window 
will appear, which displays all 
current policy information.  Click 
the link again to hide the window.

Note:  this may be beneficial when 
reviewing an endorsement that was 
entered several days earlier.  The 
link can be found on every screen.



Make changes to the address by 
entering the new information 
into the text box.

If the mailing address is being 
amended, you will receive a 
message asking if the garaging 
address should also be changed.

The heading for 
any field will 
change color if 
information has 
been amended.

NOTE:  When a change to the named 
insured and/or policy address is made, 
and the risk is part of an account, the 
names & addresses of all the other 
related policies (i.e. homeowners and 
personal umbrella) will also be amended.



Select “Add Driver” 
to add a driver to 
the policy.



After selecting “Add 
Driver”, complete 
the required fields 
for the driver being 
added and then 
select the 
“Continue” button 
at the bottom of the 
page (not seen in 
this screen).



After adding a driver, 
you can continue with 
or without ordering 
Choicepoint reports

Click “Ord/View 
Reports” to begin 
the Choicepoint 
report-ordering 
process

NOTE:  You can quote an endorsement 
without ordering Choicepoint reports.  
However, they must be ordered in order to 
submit the endorsement online.



After selecting “Ord/View 
Reports” on the Driver screen, 
select “Order Reports” to order 
the CLUE and MVR.



The CLUE and MVR will automatically 
be ordered.  You will be notified if there 
is any activity on either report

NOTES:
•An MVR will be ordered on any driver being added to the policy
•A CLUE report will be ordered on any driver 20+ years old being added to the policy
•Credit scores will NEVER be ordered
•Choicepoint reports will NEVER be ordered on existing drivers

Reminder:  Choicepoint reports do not have to be ordered unless an endorsement is 
being submitted.



View Choicepoint reports by 
clicking the icon in the “View” 
column.  You get to this screen by 
selecting “Ord/View Reports” on 
the “Driver” screen.



To begin the process of deleting a 
driver that is not a Named 
Insured, click the radio button 
next to their name.



Select a reason 
for deleting the 
driver.



Additional information 
may be required  
depending upon the reason 
for deleting a driver. 

After all required 
information is 
provided, select the 
“Delete Driver” button 
to remove the driver.  

Note:  A pop-up 
message will appear if 
you select “Continue”.

NOTE:  There will not be a “Delete 
Driver” button on this screen if the 
person is a Named Insured.



To delete a Named Insured, delete 
their name and Social Security # on 
the “Applicant Information” screen 
and hit “Continue” (not seen in this 
screen).



The following message 
will appear after you 
have deleted the 
necessary information 
and hit the “Continue” 
button.



Existing infractions 
cannot be amended.



Amend coverages by making 
a selection in the necessary 
drop-down box.

The name of the field will 
change color if any changes 
are made.  

The “Current Policy Data” 
link can be used to compare 
existing coverages to changes 
that have been made in the 
quote.



To begin the process 
of deleting a vehicle, 
click the radio button 
next to the vehicle 
that you are looking 
to delete.



After selecting the 
vehicle to delete, 
click on the “Delete 
Vehicle” button to 
remove the vehicle.



To substitute a vehicle, click 
the radio button under the 
“Replace” column for the 
vehicle you are looking 
substitute off the policy.

To begin the process of 
adding a vehicle, click the 
“Add Vehicle” button.



Add a vehicle by entering one of the following:
1) Year and VIN
2) Year, Make and Model



A warning message will 
appear if an endorsement 
will go into a hold status at 
the time of submission.  The 
underwriter will then need 
to review the change before 
it can be processed.

Click “Add Addt’l 
Interest” to add an 
Additional Interest

To change physical 
damage coverages, select 
“Optional Coverages”



After selecting the 
“Optional 
Coverages” 
button for a 
vehicle, change 
physical damage 
coverages by 
making the 
appropriate 
selection in the 
drop-down box.



After making 
all necessary 
changes, select 
“Get Quote 
Now” to obtain 
the premium.



After selecting “Get 
Quote Now” the 
following message 
may appear.  If so, 
you will be required 
to provide the 
vehicle and driver 
percentage of use.



Any remarks entered in 
this box will appear in 
the remarks section of 
the Acord change 
request.

After an endorsement has 
been quoted, it can be saved, 
the proposal can be viewed or 
the transaction can be 
submitted.

Pro-rated Endorsement Premium

Policy-term premium including the 
endorsement



The following message 
will be displayed after a 
quote has been saved.



The following 
message will be 
displayed if you go 
into a policy that 
has an outstanding 
saved quote.

Note:
•Quotes will be saved for 5 days and then automatically deleted
•One “what-if” quote will be allowed at one time
•A saved quote can be amended at any time



Client Proposal



Client Proposal

The proposal will 
capture only the 
information that has 
been amended.  If there 
were no changes for a 
particular section, the 
proposal will indicate 
“No Changes”



After an endorsement 
has been submitted, 
ID cards and the 
transaction can be 
printed.

A confirmation # will be 
provided once the transaction 
has been submitted.

Warning messages will 
be displayed if a 
transaction has gone into 
a hold status for the 
underwriter to review.



If “Print Transaction” is selected, 
the Acord change request will 
appear.  State-specific forms will 
also be included.



If changes are made to the Named 
Insured and/or address, or if 
vehicles are amended/added, ID 
cards will generate for every 
vehicle on the policy.

Note:  ID cards will only generate 
after an endorsement has been 
submitted.



The following message will 
be displayed if you go back 
into the policy after an 
endorsement has been 
submitted.  Additional 
changes will not be allowed 
until the initial endorsement 
has been processed.



Once an endorsement 
has been processed, it 
will be listed under 
“Policy Histoy”

You will then be able to 
quote and/or issue 
another endorsement.



Specialized Transactions
Not all transactions can be processed online.  A 

Specialized Transaction would then be required.

Examples of Specialized transactions include:
– Changes to billing plans
– Adding a vehicle/coverage to a policy with an open claim prior to the 

date of loss
– Changes backdated over 30 days
– Out of sequence transactions

Specialized Transactions:
– Cannot be quoted or uploaded
– Cannot be bound
– Will not have a Confirmation #
– Will probably not be processed within 24 hours
– An Underwriter will review to see if the transaction can be processed



Click the “Specialized 
Trans” button to begin 
the process of submitting 
a Specialized Transaction

A pop-up message will 
appear.  Click “Proceed” 
to continue.



List of Specialized 
Transactions.  

Note:  If an endorsement 
CAN be issued online, do 
not submit it as a 
Specialized Transaction.

Click “Yes” to proceed with a 
Specialized Transaction



Enter the endorsement effective date 
and description of the transaction.

Note:  It is recommended that you 
include your name and/or email 
address along with the endorsement 
description.  This will let Merchants 
know who to contact if additional 
information is needed.



Two confirmations will appear 
after a Specialized Transaction 
has been submitted.  

Click “Display/Print” 
to view the Specialized 
Transaction.



A copy of the Specialized 
Transaction will be displayed 
after you select “Display/Print”.



Miscellaneous Items
• Online Endorsements can only be completed on Flexible 

Choice Auto policies

• Renewals will automatically be updated
– The agent will not be required to process a 2nd endorsement

• Agents must keep all state-specific forms on file for 
audit purposes

• The agent and Merchants Underwriter will be able to 
view an endorsement simultaneously

• Specialized Transactions will be classified as high-
priority once received by Merchants
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