
Fill in Username and
Password, then click
the Login button.



To input a new
application, click the
New Quote link.

This link allows the user to have multiple
quotes in progress

To view previously entered
quotes, click the Retrieve
Quote link. You may obtain
by entering Quote Number or
search by insured name.



Input the SSN or FEIN of the applicant (no
hyphens), then click Next.



If an application has already been submitted for the specified SSN / FEIN, a message will inform the user to contact the underwriter.  In that case, new
application entry cannot continue.



Insured Information Screen (Page 1)

Input the requested information, then click the Next button at the bottom of the page. Use your Tab key to move left to right.

Enter name as it should appear on
application.

Enter mailing address.

Enter the City or the Zip Code and
select from the drop-down.

These are not required fields. Zip +4, enter last 4
digits of 9 digit code if available.



Insured Information Screen (Page 2)

Input the requested information, then click the Next button at the bottom of the page. Use your Tab key to move left to right.

Effective Date must be on or after current date
and within 60 days of the current date. The
expiration date will default to one year from
Effective Date.

Manually enter date in “mm/dd/yyyy” format
or click on Calendar, select month in drop-
down, select year in drop-down and click on
date in calendar

You must enter the date the
business began.

Defaults to Statutory Employer Liability Limits. Higher
limits are available.



Required fields are Mailing Address line 1, City, State, and ZIP.  For quoting purposes, other fields are optional.  If an Experience Modification Factor is
available, it must be input in the format 0.000 (e.g.  a mod of 1.2 would be input as 1.200; a mod of .89 would be input as 0.890).  Click the Finish button
to advance to the next screen.

If location name is the same as
named insured, leave blank.

Check here if mailing address is the
same as the physical address.

Enter physical address here if
different than mailing address.

Enter the City or the Zip Code and
select from the drop-down.

All three of these fields
are optional.

If the employer does not
have an experience
modifier, or if the modifier
is 1.00, this field can be
left blank.



To create additional employer location records (for this applicant / insured), click the Add New Location button.  When all locations have been input,
click the Plus (+) icon to input exposure information.  Exposure information can be input per location or in aggregate on the Primary Location record.
Additional Interests and Contacts are not required for Quote.

Click the Plus (+) icon to input exposure data.
Exposures can be specified per location or in total on
the Primary Location record.

Click the Pencil icon to edit the location name and
address.

If more than one location is input, click the “P” icon
to designate the Primary location.  Click the Trash Can
icon to delete a location record.  At least one location
record must exist for each policy.



Click the Add New Classification button to input a payroll record.



Select the appropriate classification code from the drop-down field (quickly scroll to the desired class code by typing the first number or two of the
code), then tab into the Exposure field.  Input the exposure (payroll) amount in whole dollars.  Do not use decimals or thousands separators (commas).
After clicking “Save Classification”, continue to input additional class codes / exposures as needed.

Click the Save Classification link after
inputting the relevant information.  Class
Code and Exposure are required fields.
The other fields are optional or
conditional, depending on the class code
selected.

Not required for Quote.



When all class codes / exposures have been
input, click the Return to Quote Main link
at the top of the page.



To specify Included/Excluded Partners/Officers, etc., click the Add New Interest button.  If there are no entries of this type for the application, the
Additional Interests section can be skipped.

Use the Add New Interest button to input
Included/Excluded Partners, Officers, etc.



Input the relevant information for the
Additional Interest record, then click the
Save Interest link at the top of the page.

The required fields are Interest Type and
Interest Name.  The other fields are
optional.

Required
Information



Click the New Contact button to input the applicant’s personal contact information.  At least one Insured contact record must be input for each
application.

Click the Add New Contact button to input personal contact
information.  At least one “Insured” contact record must be input for
each application.  This contact record will be used as the mailing
address for correspondence to the insured.

The contact can be an individual (e.g. “John Smith”) or the name of a
department for the insured (e.g. “Human Resources Department”).



For each application, please specify at least one contact record with a Type of “Insured.”  This individual will be the recipient of any correspondence sent
to the applicant.  After inputting the relevant information, click the Save Contact link at the top of the screen.



Click the Rate link at the top of
the page to view the prepared
quote.



Click the Print Quote link to produce a
hard copy of the quote.

When the quote is complete and ready
for FBIM underwriting review, click the
Submit Application link to transmit the
application to FBIM.



After clicking “Submit Application”, a Billing Information screen will appear.  Select the desired Payment Plan (subject to FBIM’s customary payment plan
qualifications), and, optionally, input any comments that you wish to send to the underwriting department with the application.  When the Billing
Information screen is complete, again click the “Submit Application” link at the top of the page.  Occasionally, a message will appear at the top of the
screen indicating “Your quote has been saved, but submission could not be completed at this time.”  If you receive that message, simply click Submit
Application again to finalize the process.

Select the desired Payment Plan for the
policy by using the drop-down list.

In this section of the screen, input any comments that you wish to send to the
underwriting department as part of the application. When the Billing Information section

is complete, click the Submit
Application link a second time to
finalize the application process.



When the quote has been submitted successfully, a summary screen will return an application number to you as confirmation of the transaction.



Upon retrieving a prepared quote, follow the steps above to modify the application information as needed.  After a quote has been submitted, its record
is locked and the quote cannot be modified.

To view, alter, or reprint previously prepared
quotes, click the Retrieve Quote link at the top
of the page.

If you know the specific quote
number, input it into this field,
then click Find by Number.

To search by Insured Name or Tax ID Number,
select from the Search Type drop-down, then
input the search value into the Keyword field.
Governing State is optional.  Click Find by
Keyword to display a list of matching quotes.


