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User Interface Updates - Marketplace 
 

1. Once logged in to Marketplace, you will land on “Start Quote”. The agency’s name will 
automatically appear. Select the producing agent and select the risk type. You can also 
go directly to the “Dashboard” or search for quotes and policies using the menu bar at 
the top of the page. 

 
2. Start typing the risk address in the search bar and it will appear in the dropdown. Select 

the correct address and the risk will appear on the map. If the address entered is 
incorrect or missing a unit number, select the pencil icon to edit. 
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3. Enter the effective date and applicant details. Use the dropdown menus for the Owner 
Type, Home Occupancy Type, Exclude Wind, and Policy Type. Check the box affirming 
consent. Once satisfied, select “Start Your Quote”. 

 
4. Review or edit the risk address then select “Save Address” to save any changes. 
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5. Validate the address by selecting “Confirm”.  

 

6. Fill out the property details with all the required information. View the submission number 
on the left side of the page. If there are additional features to be considered in the 
Replacement Value, select “Launch RCE”. 
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7. Once the details for the property are filled out, select the “Underwriting Details” button. 

 

 
 

 
 

 
8. On the Underwriting Details page, enter the primary insured’s phone number and email 

address. If you want to add a secondary insured, select “Yes” from the dropdown menu 
and enter the date of birth and secondary insured’s name.  

 

9. You will need to confirm if the mailing address is the same as the property address by 
selecting the check box. If the mailing address is different, enter the correct address.  
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10. Under Agent Questions, you can add an additional insured. To add, change the slide 
from “No” to “Yes” and then select the “+” button.  

 
 

11.  If there is an additional insured, enter the corresponding information that is highlighted 
in yellow on the screen. Then select the “Save” button. 
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12. Continue to enter the required information, starting with the address that the documents 
should be sent to. 
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13. Once all the required information and questions are answered, select the “Save Button”. 
 

 
 

14. You will be brought back to the Available Markets page, and the “Underwriting Details” 
button will be green to show that it is complete. 
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15. The available coverages are displayed on the left side of the available carriers. To adjust 
coverages, select the green carrot to display the coverages available. Select the 
“Calculate” button to capture changes. Once you are satisfied with the coverage, select 
the “Create Quote” button on the carrier you want to proceed with. At this time, you may 
also “Refer Quote” or “Decline Quote”. 

• Please note, adjusting coverages may change the premium and availability of 
some carriers.   
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16. In the carrier box, your quote number is displayed, and you can view your quote 
documents by selecting “View Documents”. Select the green “Finalize Quote” button to 
finalize the quote. 

• If you referred a quote in the previous step, you must wait for underwriting to 
offer or decline the quote. After underwriting releases the referred quote, you 
may select the green “Finalize Quote” button.  

 

17. On the Finalize Quote page, other quotes created under this submission number will be 
displayed. View the status of the quote under the column “Quote & Process Status”. 
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18. Complete the additional tasks for issuance like any mortgagee information by using the 
slide bar. If you change the slide bar to “Yes”, remember to then select the “+” button to 
add the mortgagee information. As a reminder, if you need to have the effective date 
changed, please contact our underwriting team.  
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19. On the “Mortgagee” page, enter the required information, including if it is escrow billed. 
Only the primary mortgage can be selected for escrow bill. Validate the address by 
selecting the “Validate” button and then select the “Add” button. To add an additional 
interest, follow the same steps. 

 

20. Then select the “Update Quote” button to run CLUE. Answer the pop-up window 
accordingly. This will pull any reported claims. 
 

 
 
 
 
 
 
 



 Marketplace Updates Job Aid 
12/23/25 V3 

 
21. Once complete, the result will appear or advise nothing was found. If the agent is aware 

of a claim that is not displayed, they should add it by selecting the “+” button.  

 

22. The Diligent Effort Form(s) must be completed, if required. 

 
23. If you stated that there is a centrally monitored alarm, select the “Alarm Certificate Form” 

button and upload the alarm certificate. 

 

24. When it is time for electronic signatures, select the “Send Email” button. Enter the agent 
and insured email addresses, confirm that they are correct, and then select “Send eSign 
Request”. 
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25. Once all compliance documents have been signed by the insured and the producing 
agent, the status will update to “e-Signature Completed”. 

 
 

26. For an inspection, enter the contact information for the inspection. 
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27. Bind the quote by selecting “Submit” or revise the quote by selecting the “Return To 
Available Market”" or “Update Property details” buttons.  

 

28. After you select “Submit”, you will receive a pop-up window confirming the bind. The 
policy number is available on the pop-up, but the policy will not be issued until payment 
has been received. 

 


