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Agent Renewal – Marketplace 
 

1. Once logged in select “Dashboard”. You will see active quotes, policies and renewals. 
From this dashboard you can select any item to drill down further. 
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2. Search by “Policies” from Quotes & Policies form the Marketplace landing page. From 
the” Policies” screen select “Filters”, enter the policy number and select “Search”. 

 

 

3. The results should include the policy you searched for. Select the policy to view the 
renewal quote. 
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4. Once you are at the policy you will see the renewal offer and its status. You will notice 
the Processing Status is Pending Payment/Compliance Docs. To view the renewal 
package, scroll to the bottom of the page. 

 

 
 
  

IMPORTANT NOTE: If you need to make any revisions to the quote, please contact 
our Renewal Underwriting team by emailing renewals@orchidinsurance.com or 
phone (772)226-5546. 
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5. By selecting “Diligent Effort Form” you will complete any compliance documents required 
and obtain electronic signatures. Selecting “Pay Policy Now” allows you to make a 
payment on behalf of the insured. Below this section is the policy details. 

 Note: You are able to edit the Inspection Contact details here.

 

 

6. You may make the payment first or complete the compliance documents, the policy will 
not issue unless both are completed. Once the Diligent Effort is completed you will need 
to obtain the required e-signatures. Ensure the email address is correct, select “ESIGN”. 
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7. Once the e-signatures are completed the button will show “Competed” and be inactive.  

 

 

8. Below the policy details you will find the Document section. You can download the quote 
to review and present to your insured by selecting the link in blue. 

 

 

9. Once all compliance docs are received, and the payment has been made and 
processed, the Policy Status will change to “Policy Active” and the policy documents will 
be issued. 

 


