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Once all “Add’l Named” insured’s have been added for all lines of coverage you complete the submission as you normally would.

If this is for a Master Policy you will follow the same directions as above to add the New Insured’s to the submission by going back into your original submission, clicking on the “Add’l Named” box for each line of coverage the new insured will need to be included under then saving the submission.

STEP 1:


Search as you normally would for your insured and once located select as you normally would.





If you are working on a Master Policy and this is not the first insured you would skip this step and go into “Review/Update” on the home page, enter your original submission # the skip to step 2 below.





 





STEP 2:


When the “New Reservation” screen opens enter your first line of coverage as you normally would except when you reach the “Add’l Names” field you will click in the box to check it which will open a new search box.





If you are working on a Master Policy you will open the original submission and click on the first line of coverage and then click the “Add’l Named” field to open the search screen.





STEP 3:


When your search box opens, enter the name of your first Additional Named from your application insured and click the “Search” button.





If you are working on a Master Policy you will search the Additional Insured this same way. 





STEP 4:


When the new “Account Search Results” screen opens, locate your Add’l Named Insured and click in the check box to select it then click the “Select” button.





STEP 4a:


This box will open, if you have no more Additional Named Insured’s to add at this time click “Cancel”, otherwise click “OK” and a new search screen will open. 





STEP 5:


When you have entered all your Additional Named Insured’s you will be brought to this screen, where you can confirm your choices.  If everything looks correct you click on the “OK” button. 





STEP 5a:


This box will open and you will click the “OK” button.





STEP 6:


This will return you to the original submission screen where you will complete your coverage line information.  If you only have 1 line of coverage you are done and you will complete your submission as usual.  


If not see step 7 below.








STEP 7:


If you have multiple lines of coverage you will go on to the next coverage line and click on the “Add’l Named” box.








This will open your current list of “Add’l Named” insureds.  If these are the same for each coverage line then you click “OK” and “OK” again to return to the main “New Reservation” screen. 








