
HOW TO PROCESS ENDORSEMENTS ONLINE
Access the Agent Portal under the login dropdown menu and select Agent Quick Access. 

Click on the Policies tab to search for the policy to endorse.  
Filter your search by entering the Policy Number or Insured Name. Click the file icon to open the policy. 

Click the Endorsement tab to add a new endorsement and/or view saved endorsement history. 

Click the Add New 
Endorsement button to start 
a new endorsement, or click 
on the file icon under the 
ACTION column to retrieve a 
saved endorsement. 

NAVIGATING THE ENDORSEMENT PROCESS 
There are two ways to navigate through the endorsement process. After entering the required effective date 
and brief description on Step 1, use the navigational arrow buttons at the top of the page to go directly to the 
section corresponding to the changes you wish to amend or use the “Next” button to continue to the next step.
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STEP 1 - Insured Information

•	 Enter Endorsement Effective Date - today’s date or future date.

•	 Enter a brief description for the endorsement. The description is for your use to quickly find saved 
endorsements, and will not display on the endorsement - ie. Add new driver.

Click Next to continue to Step 2 or select your desired step.

Click Save Work to save the endorsement request and work on it later.

Click Checkout when you are ready to issue an endorsement or submit for approval.

Fields with a grey background  are required.

STEP 2 - Coverage Information

•	 Edit Liability Limits, Uninsured Motorist, and/or Medical Payments.

•	 Add/Delete Additional Coverages.
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STEP 3 - Vehicle Information

•	 Click Add Vehicles button to add new vehicle(s).
•	 Click the Edit button next to the vehicle to make a change.
•	 Click the Delete button next to the vehicle to remove it.

•	 Add/Delete/Edit Loss Payee & Additional Insured.
•	 Edit the garaging zip code.
 
STEP 4 - Driver Information

•	 Click the Add Drivers button to enter the driver’s license number.
•	Answer question: Is the driver an owner or corporate officer? Select Yes or No.
•	 Click the Save and Close button to add only one driver to the endorsement.
•	 Click Save Add Another Driver to add more than one driver to endorsement.
•	 Click View MVR to review the driver’s current MVR. 
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 NOTE: Unacceptable drivers   
 cannot be added to the   
 policy and must be removed   
 from the driver list to process    
 the endorsement.



STEP 5 - ADD DESIGNATED INSURED

•	 Click Add Designated Insured - entity that asks to be the named insured for vicarious liability 
under the policy.

•	 Enter Designated Insured information, then Save and Close or Save and Add Another.

STEP 6 PREMIUM SUMMARY

The Premium Summary will detail the Coverage Level Premium Totals. 

•	 Click the Print Worksheet button to view/print the worksheet detailing the endorsement 
changes, including the new installment plan.

•	 The difference in the premium will be applied to the remaining monthly installments, if any. 
If the endorsement produces an additional premium and thereare no remaining monthly 
installments, the gross additional premium must be paid in full.
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CHECKOUT - PAYMENT INFORMATION

•	 Pay additional premium, if applicable, by check or credit card.

•	 Select payer; enter Insured billing information, if applicable.

•	 Click the Endorsement Issue button to issue the endorsement.

•	 Print or download the endorsement package, including ID Cards.

COMMERCIAL AUTO ENDORSEMENTS
The matrix below lists some of the changes eligible for online endorsement processing. The information in 
this guide lists some of the endorsements that you can process within Ascendant’s Agent Portal. Please be 
advised that you cannot process out-of-sequence endorsements.   
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ENDORSEMENT FUNCTION
FEIN, Insured Name and/or DBA Delete / Edit

lnsured’s Mailing & Physical Address Edit

Liability Limits Edit

Uninsured Motorists Coverage Add / Delete / Edit

Medical Payments Add / Delete / Edit

Additional Coverages Add / Delete / Edit

Vehicles - When deleting vehicles, one vehicle must be left on the policy Add / Delete / Edit

Comprehensive and Collision Coverage Add / Delete / Edit

Addltlonal Insureds & Loss Payees Add / Delete / Edit

Driver Add / Delete / Edit

Designated Insured Add / Delete / Edit


