
How to Endorse a Policy in InsureScan’s Policy 

Admin System 

Beginning the Endorsement 

 
To begin an endorsement, log on to the PAS and click Policy at the top of the screen. Enter the first two letters of the policy holder’s 
first name and their last name, or the last four digits of the quote/policy number, in the search bar and click Search. Click on the correct 
policy number. 

 
The next screen is a break down of the policy’s info. To begin the endorsement, click the E-Quote button at the top of the screen.  

 

 

 

 

 



 

Endorsement Quote 

 
On first screen, you will choose the endorsement reason. If you cannot find the reason for the endorsement on the list highlighted in 
yellow, click the checkbox below and type the reason into the description box. Click Continue. You will then go through all the same 
screens as you do when you quote a policy. Change, add, or delete any of the information being endorsed, then click Acknowledge 
and Rate when you get to the App Questions screen (you will not be asked the app questions again). 

 
After you click Rate, you will get a breakdown of the new Premium. If the Insured agrees, click Process Endorsement. If the Insured is 
unhappy with the new rate, Decline the Endorsement. Return to Policy if the Insured would like to leave the quote and come back to 
it at a later time. 

  



Finishing the Endorsement 

  
If the Insured chooses to go ahead with the endorsement, they will need to make a payment. This process is the same as when you 
bind policies. 

 
After completing the payment, you will be returned to the Policy Info page. The endorsement will now show in the top section of the 
page, listing the date and reason for the endorsement. 

 
If the Insured chooses to decide later, you will immediately be taken back to the policy info screen. The endorsement quote will show 
in the same spot as mentioned above. You may return to the quote and complete it by clicking View Quote.  

 
If you click Decline Endorsement, you will be brought back to the policy info page as well. The new endorsement will not be shown, 
and the area aforementioned will either be blank, or show the latest endorsement made prior to the one you just quoted.  


