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We are excited to introduce you to Orchid’s new policy administration
application, Marketplace! This new system was designed with YOU
in mind: to improve your experience with Orchid by providing you
with increased efficiency and transparency. For the best experience
as you acclimate to this new application, we strongly encourage all
members of your agency to participate in the trainings. Please reach
out to your Agency Development Manager to find out when they will
be hosting a training for your office or visit the Marketplace resource
page at orchidinsurance.com/marketplace for tutorials, job aids,
and webinars.
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For assistance with Marketplace, please reach out to us at

1-866-370-6505 or visit us at orchidinsurance.com/marketplace.




Single Sigh On

SINGLE SIGN ON
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Keep an eye out for an invitation emailed
from the Orchid Support Team (application.
support@orchidinsurance.com) with an ID
and temporary password.

Select “LOGIN NOW”.
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Notes:

Welcome, lets login to
Marketplace!
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After selecting “LOGIN NOW”,
use your temporary password
to sign in.
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Single Sign On

Notes:
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Reset your password
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Let's verify your
email address
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After signing in with your temporary
password, you will be prompted to
select a new password.

IMPORTANT: Passwords are user
specific and can only be reset by
the user. Orchid will not manage
password resets.

After choosing a new password,
select “Send Verification Code”.
Use the verification code that is
emailed to you to continue with
the login process.
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Single Sigh On

c Let's verify yvour

email address
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Let’s verify your
email address
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Note: As part of our dual factor authentication, a verification code will be
emailed to you every time you sign in.

Congratulations, you are now in
the Orchid Marketplace!
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Hello,

s -1 NOTE: The password you use
here will also be your password
for the Agency Servicing Portal.
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Quote To Bind

Confirm Location

Notes:

QUOTE TO BIND

'@w(}ﬁ(:\ 11D

HEY PAULA!
WELCOME TO THE ORCHID MARKETPLACE

ORCHID

Once you sign into
Marketplace, you will be
taken to the “Start Quote”
page by default. To start a
guote, select the risk type
(Home or Condo) and then
click on “Get A Quote”.

You will now enter the risk
address and confirm the

AAAAA

— NOTE: You can track

where you are in the quote
process with the icons
at the top of the screen,
currently, you are in the
“Location” section.

Let's Find The Right Property

location to ensure that the correct property was found by selecting it from the
drop down menu. Once confirmed, select “NEXT”. A confirmation from USPS

may appear to verify the address format.

The location should appear in the Google Maps. You have the option to select the
check box to edit the address. Once confirmed, select “NEXT”.
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Quote To Bind
Policy Type

LET'S GETA s .
9 QUoTE [l Elmeme 5 % fuj

Requested Effective Date: 2024-05-08

Tell us about the occupancy of the home. When would you like coverage to begin?

Whiat kind of policy are you looking for?

& B R

Now, you can tell us a little more about the type of policy you are looking for.
From the drop down menu select the occupancy of the home, then when you
would like the coverage to begin.

NOTE: We are not able to back date new business.
Next, Select the kind of policy you are looking for (HO3, HO5, DP3, HO3
Builders Risk, or Wind Only). Be sure to select the check the box to “Exclude

Wind” at the bottom if appropriate. Once satisfied with the entries, select
“Next”.

Notes:
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Quote To Bind
Application Details

. Now, you can tell
emsam [ A, wnwnems Ty ks

QUOTE us more about the
applicant. Use the
dropdown menu to
choose the ownership
type (Individual,
Trust, LLC, LLP, or
Corporation).

Requested ENMective Date: 3024-03-08

We need a few details about your applicant

NOTE: If ownership
is an entity and not
individual, please
obtain the name and
date of birth for the
principal of the entity.

Enter the insured’s (or

=3 principal’s) first and

last name. Select the

box if the mailing address is the same as the property address. If checked,

it will prefill. If there is a different mailing address, please enter it. Be sure to

enter the date of birth for the insured or the entity principal and please select

the check box authorizing the use of consumer reporting agencies during the
underwriting process. Select “Next” to continue.

@1 : S e On occasion the year
and square footage

Requested EHective Date: 2024-03-07

will  not import. If
that happens, enter
the information and
select “Save”.

Reaviars Thass Faicts for soouracy. Well nesd you 1o fill im amy bas

Let's reviow the property details

Notes:
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Notes:

Quote To Bind
Property Details

QUOTE

Requested

fective Date: 2024-03-08

rw these fielkds for scouracy. Werll need you 1 £ in any blanks 50 you Can procs

Let's review the property detalls

VAR i

REPLACEMENT VALUE
379,000.00

/NOTE: You now
have a submission
number to
reference located
in the upper right
corner.

Next, we will
need some more
details on the
property. Some of
the information is
pulled from our 3

party vendor. The
fields that do not

have any information must be filled out. Any field left blank will prevent your

ability to move forward.

You may notice that a Replacement Value is automatically generated. You will
need to recalculate it if you make any changes to the property details. Once you
are satisfied that all the information is correct, select “Next” to view all available
markets.

To recalculate replacement
value, launch the estimator
in the replacement value
box and add specific
details. Selecting “Calculate
Now” will return you to the
Property Detail page with
an updated Replacement
Value.
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Quote To Bind
Available Markets

LET'SGETA o o o I
QUOTE D > 0 [ e wars %
Requested Effective Date: 2024-03-08
b yhor gL [: lect on the s b b -
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- GETRATES SELECT CARRIER
- 000
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- $4614.65 682,
ADJUST COMMISSION
»
SELECT CARRIER SELECT CARRIER

Sutsmizsion Mumber: SNISTEQN

premium and even available

When you find an estimate that is right for your customer, click the “Select

carriers.

Now you will be able to see estimated premium for all the carriers available
in your market. You have the option to adjust coverages using the box on the
left side of the screen. Please remember to click the “calculate” button at the
bottom of the box to update all the tiles.

——— NOTE: You now have the option to adjust your commission. Please keep in
mind that any adjustments to commission or coverages may impact estimated

Carrier” option at the bottom of that tile to continue with the quote.

Notes:
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Quote To Bind

Personalize Quote

G Requested Effective Date: 2024-03-08

Excellent Choice!

$4,819.40

atod Promium

Additional Coverage Options

Deductibles:

Coverages:

Premium and Other Charges:

Total $4,679.40

Guote Number

Now, it’'s time to personalize your quote by adjusting deductibles and
coverages. Once you have made the desired changes, select “Calculate” to
generate an updated premium. Keep in mind that some changes may not be
available with the selected carrier. If that is the case, you can select “Return
To Available Markets” to look at other carriers. Once you are satisfied with the
potential personalized quote, select “Generate Quote”.

Notes:
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Quote To Bind

Premium and Other Charges

Totat $4.815.40

S NOTE: Document the quote
number to make searching
for it easier.

AL PAR SR m m —
AVAN AR E MARKETS

Once you have generated the quote, you will see the quote number, premium
and other charges. You have the option to “Share Quote”, “Go to Application”,

or “Exit”.

NOTE: Do not select “Share Quote”

When you are ready, select “Go
To Application” to answer some
final questions. You will need to
indicate if the agent or applicant
is completing the application, if
the mailing address is the same
as the property address, if the
property is currently insured, and
if there is currently a mortgage
on the property. Please confirm
all the information is correct and
select “Confirm & Continue” at
the bottom.

FINAI_ nuEsTInNS Submission Number: SN387601
Al fivldis are required, uniess marked Cptional,
Agent Questiol
Agent on behalf of Appl (s) \.Mlé Southwest Hawiins Terrace, Port St. Luc ~
Other Information
New Purcnase
Additional Interest
00
Mortgagee
==
Agent D
b || s
| e |
Notes:

10 INSURANCE



Notes:

Yos

Mortgagee

Quote To Bind

row Account for Insurance E

Additional Interest

ADD ADDITIONAL INTEREST

Additional Insured

ADD ADDITIONAL INSURED

Mortgagee

Escrow Account.

Y Loan Depot 5546414 PO Box 4585 Edit Dosote
Agent Details
Paula Pirozzi BTE5456324
BACK CONFIRM & CONTINUE

If you select Yes, there is a mortgage, additional fields will open to allow you
to enter the mortgagee, or mortgagees. Don’t forget to select yes if this will
be escrow paid on the first mortgage.

Follow the same steps to add an Additional Interest or Additional Insured.

Once completed you will be able to “Confirm & Continue”, which will bring
you to the Application Detail screen.
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Quote To Bind

Application for Insurance:

Eaita Tost 3824

Date Of Barth: =157

N4 SW Mawians Terrace, Port St Lucks, FL 34987 Usa,
Effective Date of Coverage: 01082004

Applicant Datall

AT [ e et T

o Singae.
e

Once on the Application Details screen, you will need to enter additional
information about the applicant and secondary insured, if applicable.

Property Location Detail

-
L = i
-

W aevy part of ¥ party 1o of 2
e L
-
2 herme o e o
- -
- o

ou Rave, o ra?
Yes [l Mo e
-
e »
hare [ -
-
Hone

.

Next, you will need to enter property location and underwriting details.

Notes:
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Quote To Bind

Please ensure that all fields are complete and select “Confirm” to submit your
form.

NOTE: If the “Confirm” button is not blue, more information is needed. Please
review the form for any questions you may have missed.

THANK You!

You will be redirected to a confirmation page once your quote has been
successfully submitted. Select “Go To Quote Details” to follow the progress of
the application and upload any accompanying documents.

Notes:
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Quote To Bind

@ Submission #SNI9TE01

Notes:

Cuotes croated under this submission

9_ STATUS

$4,819.40 2 QBE

APPLICATION

DILIGENT EFFORT FORM(S} DILIGENT EFFORT FOAM

UPLOAD ALARM CERTIFICATE

DOCUMENTS ATTACHED FOR UW REVIEW - REFERRED m

1. From the Dashboard, select the quote number.

2. If the “Status” shows “Offered, Pending Application Review”, you will see
what forms need to be completed before Binding in the section below.

3. For “Offered” quotes, please complete the Diligent Effort form, upload any
accompanying documents, then click the “Refresh Status” button in the
Status tile. A “+” symbol indicates the ability to upload several documents.

NOTE: Anytime you upload to “Documents Attached for UW Review-Referred”
the quote will go to Underwriting and will have to wait for review.

—
@
ORCHID

INSURANCE



Quote To Bind

Submission #5MN424569

Gualtes created undes this submiisien

CREATED DATE ¥ GUOTE NSSSER 7 CARRMR T FRmaUM T QUOTE STATUS ¥ FROCESS STATLS ¥

BTN LR oo BR (TP [EYREL ] Bt Fenting Underwiter Bivies

STATUS

AR T LT A

$9,449.90

UndesreTiting review i MeouUIned 1o contimus with this Sucts. Please coll us at 7T3-226-5346

Bhata Typetc
o Usclarwr

If the “Status” shows “Referred, Pending Underwriting Review”, please call
Underwriting using the provided phone number. Our underwriters will not
review the referral without speaking with you first.

When uploading files, you can drag
and drop your files or browse your
computer. The file names should
be alphanumeric and should not
contain any spaces or special
characters.

Notes:
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Quote To Bind

(@
SEND ESIGN REGQUEST
L : dor ared alicre wd ok pn Batoen b ing i cunte
.,:,' RS ST CO O PO IR AP DR D0

After completing the Diligent Effort form and uploading accompanying
documents, the Quote Status should now show Offered and the Processing
Status is Pending Agent & Insured eSignature

You are now ready to select “Send mail” to the insured and yourself to sign
the required documents.

Your application is ready to be accepted. Just an e-signature away!
Next step: Sign My Application

Quote ID: 0251549-01
Property Address: 11442 Southwest Hawkins Terrace

Agency Name: Orchid UAT 1 e ot wnto
Agency Phome: e

B 000

Above is a sample of the email that is sent
to both the agent and the insured.

S barn 12w PP

‘-‘..‘ ,.:Ii ﬂ!ﬂl'lmﬂl;:"— Bl =

[ =T

Wi “'"'j AGENT S SONATURE mmm.r-
Lugia o Pl Test 2724

Both parties will review all documents to e = |
ensure accuracy, then sign it electronically -
by clicking on the yellow arrow. -

Notes:

.
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@ Submission #5MN397601

9,

Notes:

Quote To Bind

Quates created undoer this submission:

CIGTE HUHDER CAmmTR P T GUIOTE STATUS T PROCESS STATLS

QLA P00 CISBAR0N ot $4A.40 T whigeatune Compieted

$4,819.40 & QBE el

Once all signatures are completed you will return to the Agent Dashboard and
search for your submission number.

The Process Status now shows eSignature Completed.

BIND GUOTE

Inspection Contact details

You are able to select “Bind Quote” and enter the contact information for the
inspection.

NOTE: When you select “Bind Quote” you will not receive policy documents.
Bound status will provide a confirmation of coverage. The policy will not be
issued until payment has been received.

.
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Quote To Bind

Notes:

Your Guote 0251549-01 is bound?

Her your Policy Numbed GOUS-FL-0000528-00.

Remomber: Payment ks required to complete the Bsuance of the policy.

After binding the quote, you will see this pop-up screen. Selecting “Post A
Payment” will allow you to make a payment on the insured’s behalf. Selecting
“Return To Dashboard” will bring you back to your dashboard and allow the
insured to make a payment through Orchid’s Payment Portal.

NOTE: Payment is required to complete the issuance of the policy. Please
see the next section on how to make a payment.
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Making A Payment

MAKING A PAYMENT

NICE WORK!
Your Quote 0178185-02 is bound!
Hors's your Policy Numbor GBES-FL-0004168-00,

Remember: Payment i required 1o complete the issuance of the policy,

Once the Binder has been issued, you will have the opportunity to make a
payment on behalf of the insured or direct the insured to the Orchid Payment
Portal to process on their own.

First, we will look at the steps you would follow to make the payment.
From the screen, select “Post A Payment For This Policy”.

Select Payment Mothod

40 A L Dus
ss.mﬁ Credit/Debt Card

It will bring you to a page that shows the pending invoice outlined in blue.

Notes:
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Making A Payment

PAYMENT DETAILS

Select Payment Method
55,458.85 Cred/Dubat Cand
Say by cradit cand

12/01/2023

CANCEL

Select the invoice by clicking on the box. The box will become blue and the
radio buttons for the payment methods will be activated. Select the payment
method by clicking the corresponding radio button.

Once a payment method is selected, a
window will open for you to complete your
payment.

The option to split a payment between
two cards has been added. You can also
select “Edit” to adjust the amount.

NOTE: There is an additional fee added by
the processing vendor for payments made
with credit or debit cards.

Notes:

@
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Notes:

By selecting "PAY". you sre suthorizing Qrchid Underariters io charpe
it e 1o el ORI Bdkie.

PaTarg MMM

Erocmumng Eee”

Tosta Bl A

Bayment mathod
Wik ending in TM

G You're all set!

Policy # QBES-FL-ODDTASE.- 00

Tokal Pyt Amund
Transacton Humbe
Crmam Card

Fagenent Daoe FIOER, TEE AM EDT

Making A Payment

After entering your ACH or credit
card information, you will see
this screen showing the payment
amount, processing fee (if any),
and total payment. Select “Pay
$5,622.07” to proceed with
payment or “Go Back” to choose
another method.

After your payment has been
processed, you will have the
option to email, print, or download
a copy of your receipt.

NOTE: Once the window is closed,
there is no way to retrieve your
receipt.

@
ORCHID

INSURANCE

21



Making A Payment

@
2l Your receipt will look like this.
INSURANCE PAYMENT RECEIPT
S el
Customer Name: e e
Confirmation Number: 23388148
Invoice Number: 75025856
Policy Number. QBES-FL-0003854-00
Payment Date: 11/01/2023 11:21:48 AM
Payment Account Type: —
o remedeede
Payment Amount: $545885
Processing Fee: $163.22
Total Amount Charged: $5,622.07

ADDITIONAL INFORMATION

Thanks for choosing Orchid!
Call us (772) 226-5546
Vit us: o nce.com

STATUS

ST & QBE

PAYMENT DETAILS
odect Irvoice 3nd choose paymant method

i Palicy Murmbar EMective Date
QS FL-00DI854-D0 TWOV202T - IWDI20324

Select Payment Method

& SUUU Creca, Debit Card

Pay by Credit card (addiional procossng fee apnies)

12/01/2023

ALH

Once the payment has been posted, the status will change to “Issued” and the
amount due will show $0.00.

Notes:
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Making A Payment

O e

[wwmmuw(m-w;wmm Yol #6c. MIUSST qet thar Tl BOsieifis eyt avkiren s betdoms ]

Online Payments

Plrate srilpd poar pilty farmiber ensclly 0 il Spfeeirs On pour policy doturvevililan of vesicr Pledis
Fichude Frppherei, faafberd, o lefleid

Pelicy Humbar Inrcics Mumbsr

T yoas rod b teptance. please ool Devhed g1 Blie 370400

If the insured prefers to make the payment themselves through Orchid’s
Payment Portal, they will need the policy number and the invoice number.

@ ORCHID

PAVMENT DETALS

Fenste o paviver ]

Prolicy Humbar Total brrvosce Amcaast  [Mecive Date
UL L0000 300 5370581 90 [ gl
Imwice Humber

00 Taea

Py by credit card [sdditonal proceusing fes spplbes]

oy ey maliminaton! wheirling i (Y W i e i,

Py By bladl

The insured will select the payment method by clicking the radio button.

NOTE: There is an additional fee added by the processing vendor for payments
made with credit or debit cards.

Notes:
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Making A Payment

If paying by credit or debit card, the insured
will be able to split the payment between

MAKE A AIMENT o @ two cards by selecting the button. To make
B s B T Wk the payment on one card select “Review”.

DT LU Bebow LD KESD Ve Iraursnor Polity sctive

1 PAYMENT AMOUNT

$5,458.85

S e Dt T Chi »

After entering their credit card information,

the insured will see this screen showing
P the payment amount, processing fee (if
any), and total payment. Select “Pay” to
proceed with payment or “Go Back” to
choose another method.

Notes:
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Making A Payment

After their payment has been

You're all set! processed, they will have the

e kbt option to email, print, or download
- a copy of your receipt.

ERTISES

Wi wulivng 5 TT

TR R NOTE: Please advise the insured
that once the window is closed,
there is no way to retrieve their
receipt.

D.

ORCHID Their receipt will look like this.

INSURANCE PAYMENT RECEIPT

Customer Name: S
Confirmation Number: 23388148

Invoice Number: 75025856

Policy Number: QBES-FL-0003854-00
Payment Date: 110172023 11:21:48 AM

Payment Account Type: -

Payment Amount: $5.458.85
Processing Fee: $163.22
Total Amount Charged: $5.622.07

ADDITIONAL INFORMATION

Thanks for choosing Orchid!

Call us (772) 226-5548
Visit us: erchidinsurance com

Notes:
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Dashboard

DASHBOARD

o . I(H-\.II”- i .:III..

SUBMISSIONS Search Display - | Created In - Status =
CREATED DATE = HAME = SUBMISSIDN & T ADDRESS T STATUS T
vere Soutiwest, Yero Beach, FL

Wm0z Fihed Cancoius? SHITESTS et b Submission in Prognese

5 2l oo B
o ¢ 1 Progre:

16 e E

| 202 N 64 S
362

T 2023 . 36 1 kil oad, Wewahitchka, FL 32465 Submizsion In Prograss

o023 Canapius Test! M 104 TR A v SOUTH. Nag L 34 EMT S P 5

. E 4 " "

Selecting “Dashboard” from the top toolbar allows you to search Submissions
and Policies using the submission number, policy number, or insured’s name.
You can change the display to show the number of items to search, the time
frame it was created, or processing status. Please note that there may be

many pages to scroll through.

POLICIES Search Display

G = bk kS

CREATED DATE ¥ MAME F

Once you have entered your criteria, click the search button on the right to
conduct your search. When you have located the policy or submission, click
anywhere in the row to select the policy.

Notes:

@
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Dashboard

e Policy #GBES-FL-0003854-00

STl 2 QBE

STATUS

COMPLETE PAYMENT

ENDCORSEMENTS

NEW ENDOISEMENT

After selecting a policy, you will be directed to the policy information page. Here
you will be able to view payments or look at open invoices by selecting “View
Payments”, or initiate a new endorsement by selecting “New Endorsement”.
Any endorsements that have already been processed will appear in the
Endorsements section. Coverage and policy details are displayed under the
Endorsements section.

NAME ¥

The Documents section at the bottom of the page will list all documents

associated with the policy. Selecting any of the hyperlinks will open that
document for your review.

Notes:

—
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View Policy Documents

VIEW POLICY DOCUMENTS

SUBMISSIONS S Deplay - Craatea n - Seatus - “

CREATED DATE ¥ MassE T SUBrasRON S T ADCRESS T STATUS ¥

From your Dashboard, search submission or policy number. Once you locate
the policy for the insured, select the row with the name of the insured to view
the details.

e Policy #QBES-FL-0003854-00

ST 2 QBE

STATUS

COMPLETE PAYMENT

Once the policy is open, scroll down to the Documents section at the bottom
of the page.

Notes:
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View Policy Documents

Documents

HAME T

COIUMENT F

CREATED @Y T CREATED ¥

Wider Docurnent

There may be several pages of documents which will be indicated by the
identifier numbers in the bottom right corner. You can select the document
you would like to view by clicking the blue hyperlink.

Lowrage & - Bmiing
Coverage B Cober Savsctures

The document will appear in the default document viewer on your computer.
You will now have the option to download or print the selected document.

.
&
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Endorsements

ENDORSEMENTS

i PORCHIL Start Guoto Dashboard Now Busingss  Policy Adrr

SUBMISSIONS e Deplay - Crased n - Seatus - “

CREATED DATE ¥ MassE T SUBrasRON S T ADCRESS T SraTus ¥

From your Dashboard, search for the policy you need to endorse and select it
by clicking on the row with the name of the insured.

STATUS

$2,672.80 PREAE

COMPLETE PAYMEMT

ENDORSEMENTS

When the policy loads, you will see any previous endorsements that have
been completed. Select “New Endorsement” to initiate an endorsement.

Notes:
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Endorsements

STATUS

LR S QBE

ent Renson

Addtional InsurediInterost Changes

Insured Detail Changes
Locaticn Detail Changes

Linderwriting Detall Changaes
Coverage Changes
Deductible Changes.
Inspectican Updates

The Endorsement screen will appear. The status in the top right tile will show
“In Progress”. Use the drop down menu below “Endorsement Reason” to
select the reason for the endorsement.

Notes:

@
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Endorsements

Notes:

Haw Tolal Pramism

o

et B G
LG LT w
Pl Crapregs
H b a3 ] - 5-_-
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WA T L -
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EPETY LS -

boel L g e b £

Enter all relevant information for the endorsement.

. Enter the effective date of change.
. Click on “Quote It”. If your endorsement results in a change in premium,

that will display now, along with the new full annual premium.

. When you are satisfied and ready to proceed with the endorsement, click

on “Looks Good”.

. Upload any supporting documents, then scroll down and select “Submit

Changes”.

. Once you select “Submit Changes” you will see a pop-up window letting

you know that you are all set. An underwriter must review and finalize the
request. You will receive a notification once the endorsement is processed,
as well as a copy of the endorsement Declaration page via email.

Once you return to the Agent Dashboard, you can find the new Declaration
page in the Documents section. You can also make a payment for any
endorsements that resulted in additional premium.

—
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Endorsements

LEEate Masig A el

ML, TN B T

0N B Street

To update a mailing address, your endorsement reason will be “Others”. You will

then type in the change, “Update mailing address”.

ESEMENL, CIVTRL DERALY

Now Total Premium

Proated Change

NA2/2023

Secondary Insured Details - This is where you will be able to add an individual.
The endorsement reason selected should be “Additional Insured/Interest

Changes”.

Notes:
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Endorsements

$9,095.00 P

P
MR DR — 0
Prosated Changs
SRCDMELAY PNASED CETARS L s-.-
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Coverage Details, your endorsement reason should be Coverage Changes.
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Wind/Hailstorm Deductibles, endorsement reason should be “Deductible

Changes”.

Notes:
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Notes:

Endorsements

Coverage Changes
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Property Details, your endorsement reason should be Location Detail Changes.
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Endorsements
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Underwriting Details, your endorsement reason should be Mortgagee Changes.

To add or edit a mortgage, you will need to select “Underwriting Details”.
Scroll to the bottom and enter the mortgagee information. Once entered,
scroll back to the top and select “Quote It”.

Notes:
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Notes:

Endorsements

oOtheaer INnformation

1% tho property currently insurad?
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Loan Depot

Mortgage Address 1 Mortgage Address 2
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MMortgage City Mortgage Zip Code
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MMortgage State
NG
oAy B
FAGESI2T

| ADD ANOTHER MORTGAGEFE |

l DELETE MORTGAGEE

The first mortgagee on the policy will define if the policy is mortgagee or
insured billed, please select accordingly. Also note that Orchid will only be
able to place two mortgagees on file.

NOTE: You can make multiple endorsements in the same transaction. For
example, adding a mailing address and changing the Wind Deductible. Since
you are only able to select one reason from the Endorsement Reason drop
down, you would select “Deductible Changes” since that is the most impactful
and may generate a change to the premium.
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FAQs

Notes:

FAQS

Where do | start a quote in Orchid Marketplace?

Once you log in using your single sign on, you will start a quote from the
page you land on. It is important to take note of the submission and the full
guote number as the status will change throughout the process. For example,
it may start as 0218383, and once you complete the application, it will become
0218383-01. If you generate the quote and go back to select a different
carrier, a new quote number will be generated. Please be sure to update the
Replacement Cost Estimator and the risk information.

How can | get an additional quote?

From “My Dashboard” search for the submission number. Select the desired
result. On the top line select the quote number. Scroll down and select “Go To
Quote”. Then select “Return To Available Markets”. Please be sure to update
the Replacement Cost Estimator and the risk information on the new quote.

What do | do if | am not able to navigate to the next page?

Verify that each field has a valid response, these are mandatory fields. Once
all are completed you will be able to move forward.

Where do | go to see a policy status?

From Orchid Marketplace, select “My Dashboard” from the top left corner of
the page. Search for the policy in question. The status will determine the next
steps. If it is referred contact Orchid at 866-370-6505. Please check the Agent
Dashboard frequently for any updates.
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Notes:

FAQs

What do | do if my application is referred or there are no open
markets?

Contact Orchid at 866-370-6505 for further assistance. Please have the quote
number available. Once the issue has been reviewed, you will receive an email
notification.

Whatis the difference between the status of “Bound” and “Issued”?

“Bound” indicates that an offer of insurance has been made and generates a
binder. Once the payment has been received and processed, the status will
update to “Issued”, and the policy package will be available.

How do | enter a claim?

When you select “Go To Application”, there is a section called “Agent
Questions”. Select “Add Claim” under “Claims History”.

How do | make a payment?

Login to the Orchid Marketplace and select My Dashboard to search for the
policy that needs payment. Select “Pay Policy Now”. On the right side you will
see the options to make payment. You MUST select the invoice - in the gray
box on the left - before you can select a payment option (credit card, ACH,
or mail a payment). It may take up to 24 hours to reflect the payment. You
may also direct your insured to the Payments tab on our public website www.
orchidinsurance.com. Orchid does not provide a payment plan, but you may
seek financing from external sources.

NOTE: If the invoice has already been paid, it will remain gray rather than
changing to blue when you attempt to click on it to make payment.

There is an additional fee applied on payments made by credit card.
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FAQs

Notes:

When does payment need to be made?

Insured billed policies must be paid in 15 days and mortgagee billed policies
must be paid in 30 days.

What is the new overnight payment address for Orchid?
Orchid Insurance
SL-MO-RILB #956397
3180 Rider Trail S.
Earth City, MO 63045

If a mortgage exists on a policy, will it automatically bill the
mortgagee?
Yes, as long as escrow billed was selected.

Are declarations pages being hard copy mailed to the insured?
Yes

Why am | having a problem uploading a document?
File names cannot contain special characters or spaces.

How far in advance can | quote?

Quotes are good for 30 days. If a change is made to the quote, it will be good
for 30 days after the change.

Can my new business policy be agency bill?
No, all policies will be insured billed or escrow billed.
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Notes:

FAQs

How do | find Policy Documents?

Login to the Orchid Marketplace, select My Dashboard to search for the policy
you want the documents for. From the Policy details screen scroll down to the
Document section. There may be multiple pages be sure to use the scroll on
the bottom left of the screen.

How do | make an endorsement?

From My Dashboard, search for the policy. Once you are at the policy details
screen scroll down. You will see a list of any processed endorsements. Below
that select “Add Endorsement”. Please note that the policy must be in the
“Issued” status for you to initiate an endorsement. Issued means that we have
received payment. The endorsement will refer to our underwriting team for
completion. Once completed you will receive notification.

You may also submit a case for the endorsement in the Agent Servicing Portal.

How do | cancel a policy?

A cancellation request must be made through the Agent Servicing Portal.
Please include the Lost Policy Release (LPR) signed by the insured along with
any supporting documentation such as closing documents for a sale of a home,
or proof of other coverage. Once completed you will receive notification.

How do | reset my password for Orchid Marketplace?
Select “Forgot Password” after entering your User ID.
Please contact Orchid by phone, 866. 370. 6505 for further assistance.

How do | obtain credentials for a new user at my agency?

The principal for the agency will need to submit a request through the Agent
Servicing Portal.
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www.orchidinsurance.com 1-866-370-6505

Corporate Office: 1201 19th Place, Suite A110, Vero Beach, FL 32960
Tampa Office: 4030 W Boy Scout Boulevard, Suite 200, Tampa, FL 33607
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