Adding or Removing Lines of Business or Components to an Existing Submission
1. You do not Re-Clear submissions.  When you reserve the New Business to the E-Start system and the U/W binds the account you need to go back into the submission and Update it to Bound/Written.  The submission will drop out of your active diary, but it is still blocking anything new that is reserved for the account for 1yr + 90 days.  90 days prior to the Renewal date the submission will come up in your Renewal Diary.  When you bind the renewal all you need to do is go into your Renewal Diary and update the submission to Renewal Bound/Written.

2. If you are going to change your submission either by adding or removing coverage on the submission you must put it in Quoted or Renewal Quoted status FIRST so that the changes do not cause the submission to go through the Reservation Process again and possibly become Blocked/Suspended.

a. If you are adding Stand Alone coverage you can simply use the Add Product button to add the lines of business you want to the existing submission.
b. If you are adding lines of business to a CPP3 or CPP4 Package you must put a check the CPP3/4 box then, when the package box opens, you put a check mark in the first empty coverage slot and Click on the Add Component button which allows you to add lines of business to the package.

3. If you are removing coverage from a submission you would handle it the same way, update it to quoted then make your changes by using the appropriate buttons either on the coverage page or the package component page.

4. Once you have completed your changes you save the submission.  Since it was in quoted status it does not go through the reservation process again, so it does not become blocked at this point.
