How to Update a Policy with Ease

1) Login to the Agent Servicing Portal, select “Policies” in the menu bar at the top of the
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webpage.

2) Select the name of the insured whose policy needs updating.
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3) Underthe “Request Type” dropdown, select “Endorsement,” fill out the other required
information, upload any supporting files, and select “Submit Request.”
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4) A case number will be assigned to your request. Please select “Finish.”
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Your Request has been submitted and
[ will be assigned in the next 24 hours.
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the portal
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Help & Support

Agency Services Department
1-866-370-6505, Option 1 then Option 4

agencyservices@orchidinsurance.com
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