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Navigating ProducerEngage  
When you first enter ProducerEngage, you land on the “Policies” page. You will then be able to move around 
ProducerEngage with these tabs. 

 

Accounts Page 

Accounts - Recently Viewed  
Let’s walk through ProducerEngage from left to right. Once you land on the “Policies” page, click on “Accounts”. 
You will be brought to all your Recently Viewed accounts which are linked to the agency that is signed into 
ProducerEngage. 
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Accounts - Recently Created 
If you have created any new accounts, they will be viewable in the “Recently Created” tab. 

 

Accounts - Personal Accounts  
The “Personal Accounts” tab shows only personal accounts for the agency. 
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Accounts - Commercial Accounts  
The “Commercial Accounts” shows all the commercial accounts for the agency. If you click on the account name, 
which is a blue hyperlink, it will take you to the account details. 

 

Accounts - Filtering 
You can filter the accounts on the “Accounts” page with this dropdown.  
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Accounts - Summary 
When you click into one of your accounts, regardless of whether it’s personal or commercial, this is what you will 
see on the “Summary” landing page.
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Accounts - Contacts 
Following with the tabs, the next is “Contacts”. Here you will see this contact information. 

 

 

Accounts - Documents 
Under the “Documents” tab, you will see any documents that have been added to this account. 

You can minimize each section. The screenshot below shows the Billing Documents but there are general Account 
Documents that have been minimized. Click on the arrow to see the documents. 

There are three actions you can take on documents: Upload, Print, or Send via Email. 
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Accounts - Claims 
On the “Claims” tab, you will see the number of claims within the account.  

 

 

Accounts – Billing & Payment 
The “Billing & Payment” tab shows the billing information on the account, including type of payments, primary 
payer, due date, and payment method. You can also Make a Payment and Edit Billing details on this screen. 
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Here is the Payment Schedule on the account, showing what is due and what is planned for the future.  

 

 

 

Accounts – Billing Activity 
The next tab is “Billing Activity” for this account. On this screen, you can see the billing activity on different 
policies of this account.  

You will notice the policy numbers are blue text (hyperlinks). The next sections will show the steps that follow 
after clicking on the policy number.  
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Policies Tab 

Policies - Summary 
The policy information is outlined below. Similar to the “Documents” page, you can see details of the policy in the 
sections that have arrows by them. Click on the arrows to open them up.  
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On the bottom of the “Policies Summary” tab, you will see all transactions or any audits that have been 
completed on the policy. 
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Policies - Contacts 
Under the “Contacts” tab within “Policies”, you will find the Policy Contacts, Account Contacts, and Associated 
Contacts related to the policy. 
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Policies - Documents 
The “Documents” tab within “Policies” holds the policy documents. You can Upload, Print, or Send any of these 
documents by selecting your document of choice. Click the hyperlink (blue text) of the document to view it. 
However, once you add a document, you cannot delete it. 

 

 

Policies - Billing 
On the “Billing” tab on the “Policies” page, you’ll see the policy period and status of the policy. You can go to the 
Account Billing by clicking the “View Account Billing” link. 
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Claims Tab 
On the “Claims” tab, you will land on the “Recently Viewed” box. This will show you all the claims that have been 
recently viewed by you. The “Recently Created” box will show you any claims that are newly created.  

Open Claims:  
You will be able to see all claims submitted with each of your accounts, the date of loss, status of the claim, 
whether it has been paid, and the net incurred. Blue text indicates hyperlinks. You will be able to go into that 
claim’s Account, Policy Number, and Claim Number. 

Closed Claims:  
You will be able to see all closed claims with each of your accounts, the date of loss, status of the claim, whether it 
has been paid, and the net incurred. Blue text indicates hyperlinks. You will be able to go into that claim’s Account, 
Policy Number, and Claim Number. 
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Starting a Quote 
In AgentsOnline 

Click on “I am an Agent”. 

Enter your email address and password. Then click “continue”. 

 

 

 

 

 

 

 

 

 

 

 

 

You will be brought to the main screen of AgentsOnline. Select” Write New Business” or “Start a Quote”. Both 
actions will get you to the next screen. 
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In ProducerEngage 

Enter the Name, Business Address, and Contact Information, including print preferences.  

With commercial lines, you must enter in the NAICS Code, NAICS Description, and Organization Type. If you 
don’t know the NAICS code, you can search by code or description using the magnifying glass search icon.  

It’s not required to add the year the business was started, number of employees, and DBAs to create the 
account, however, the information will be required to bind any policies. So, if the information is known you can add 
it on this page. Otherwise, the underwriter will need to add that information.  

Click “Next” to continue with the quote. 
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Complete the following: Licensed Producer, Account Contact, Account Eligibility, and select the products you 
want to quote. Click “Next”. 
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Commercial Auto 
Each page of the quote will walk you through the steps listed in the column on the left side. Answer all the 
questions and click “Next”. Anything with a red asterisk is a required field. 
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Policy Details:  
Review and enter the following fields: 

• Effective Date 
• Name insured 
• Gross Receipts 
• Vehicle Type 
• Class Code  
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Enter the agency of record and add the FEIN. You’ll also notice the NAICS information carries over from when you 
started the quote. Click “Next” to continue the quote. 
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Update the coverages on this page. Add a check mark next to the line coverages you want on the left side. Then 
mark the coordinating drop downs on the right side. Click “Next” to continue with the quote.  

 

 

 

 

 

 

 

 

 

 

 

 

Select all the additional coverages, exclusions & conditions, or additional insureds that apply. Click “Next” to 
continue with the quote. 
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The next page is the Risk Locations. Add the locations of the vehicles. If there are multiple locations on the 
account, you can click on “Add Existing Location” or “Add All Existing Locations” and the information will 
autofill.  

Additionally, if any location is missing information, there will be a red dot and you will have to enter additional 
information to move forward.  
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Enter details on the line items that have asterisks for each location. Once completed, click “Save and Close”. 
Then click “Next” to move forward.  
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 The next page is the State Specific Information page. A red circle next to the state will indicate that you need to 
make edits to this page. Click on “View/Edit” to make these changes. When completed, the red circle will turn 
green. Click “Save/Close” to apply changes and then click “Next” to move forward. 

 



  
 

24 
 

After clicking “View/Edit”, make your selection on this page within Details, Coverages, Additional Coverages, 
and Exclusions and Conditions. Click “Save & Close” and then “Next” to continue with the quote.  
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The next page is the Vehicles page. There are a couple of ways to add a vehicle to the quote: 

- If you have several vehicles to add, download the template and fill out the necessary fields: Action, 
Location, Year, and VIN. You will also need to pay attention to the tabs on the bottom of the template, 
making sure you are adding the correct vehicle type to that page. Once the template is complete, save to 
your desktop and click “Import Template”.  

- You can add a single vehicle to the quote. Click the drop down, add, and select your vehicle type. When 
complete, click “Next” to move on with the quote. 

- To remove a vehicle, mark the check box next to the vehicle and the delete button will become actionable. 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

26 
 

The next page is the Covered Vehicles Symbols page where you will select your auto symbols. Put a check in the 
chosen boxes for your quote. The vehicle group outlines the symbols. To move forward, click “Next”.  

 

 

The next page is the Modifiers page. This is the page you can enter in any debits, credits, liabilities, damage, and 
justification. To move forward, click “Next”. 
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The next page is the Drivers page. Just like the vehicles page, click on the “Add” button to add all drivers. Click 
“Next” when complete. 

 

 

 

On this page, you will complete the underwriting questions. Click “Next” when complete.  
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On this page, you will be able to manually enter or attach loss history. You will be able to upload a document if you 
select “Attached”. On the next screen, you will see the quote and price. 

 

 

 

 

 

 

 

 

 

Select either Attached, Manually Entered, or No Loss History in the drop-down box. When you select Attached, 
you will have two additional boxes to complete before uploading a document with the “Upload File” button. When 
completed, the file will show below. Click “Next” to continue with the quote. 
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Here is the final page of the Commercial Auto quote. You can save, refer to an underwriter, go back, or quote an 
additional product. 
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Workers’ Compensation 
To start your Workers’ Compensation quote, begin by answering the qualification questions and choose “Next” to 
continue with the quote.  
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The next page is the Policy Details page. Complete the details with an asterisk to move forward. Any other 
information is optional, but good to have.
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The next page is the Line Level Coverages page. Select all line-level coverages with the check mark and the 
corresponding drop downs. 
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Any additional coverages or exclusions and conditions can be added below. 
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The next page is the Risk Locations page. If there are multiple locations on the account, you can click on “Add 
Existing Location” or “Add All Existing Locations” and the information will autofill.  

Additionally, if any location is missing information including number of employees per location, there will be a red 
dot and you will have to enter additional information to move forward. Select “Save & Close” to save location 
information and “Next” to continue with the quote. 
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The next page is the State Specific Information page. Click the “View/Edit hyperlink” on the policy state to add 
details including Covered Employees. When complete, click “Next” to continue with the quote. 
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Complete the underwriting questions and click “Next” to move to the next screen.  
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Complete the Risk Analysis page by adding loss history manually or by uploading a document. Click the drop-
down box.   

 

Select either Attached, Manually Entered, or No Loss History in the drop-down box.    
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When you select “Attached”, you will have two additional boxes to complete before uploading a document with 
the “Upload File” button. When completed, the file will show below. Click “Next” to continue with the quote. 
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You have completed the quote. The price, status of the quote, and all the quote information will be on this page. To 
issue the policy, click on the “Issue Policy” button underneath the quote. 

 

The next page you will land on is the Account Summary. You will have to select each pending transaction you would 
like to issue and then click on “Issue Approved Quotes”. In this example, we are only issuing the Workers’ 
Compensation quote that is marked.  
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This next screen will ask if you would like to quote any other line of business. If you are moving forward with just the 
one quote, click “Next”. 

 
 
On this screen, you will be able to “Proceed to Issue” the quote and pay as well as edit the billing details. 
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If you want to edit the billing details, this screen will pop up. Go through each drop down and select your choice.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If you make any changes, you should see them on the next screen. You can now “Pay & Issue”. 
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When you select “Pay & Issue”, you will see this pop up. If you select “Yes”, you will get the Down Payment Setup 
box (the next image). 

 
 

 
Select your minimum due or pay a different amount. Then choose your payment method, click “Pay & Issue”. 
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Enter the credit card information you are using and click “Continue to Review Payment”. 
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Review the information you entered, agree to the terms and conditions, and click “Process Payment”. 

 
 
You will have to click on “I’m not a robot” and review the information you entered, agree to the terms and 
conditions, and click “Process Payment” again. 
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Once the payment goes through, you will see this message. You can click on the hyperlink to get a receipt. 

 
 
Print and save the pdf receipt to your computer for your files or send it to your client. 
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You can find the existing bill on this landing page. You can also find the documents here.   
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