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Get Quote 

Follow these instructions to submit a quote on the Agent portal. All fields are required unless specified as 
(Optional). 

1. Select the +Get Quote button in the top right corner of any screen within the portal.  

 

 

 

NOTE: By selecting “Get Quote,” the quoting process has begun, and the user may save a 
temporary draft; however, Underwriting will not review a saved draft until the entire quote 
workflow is completed and the agent submits it for formal rating. 

Search for Existing Account  

Account Details – Company  

1. Select Account Type.  

2. Enter the Name of the Business.  

3. Enter the Federal Employer Identification Number.  

4. Select Search.  
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Account Details – Sole Proprietor 

1. Select Sole Proprietor.   

2. Enter First Name. 

3. Enter Last Name.  

4. Enter the Tax Identification Number.   

5. Select Search. 

 

 

 

 

 

 

 

 

 

New Account Details  

1. Select Organization Type.  
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2. Enter Address Line 1 and 2 (optional). 

3. Enter the Zip Code and State.  

NOTE: These fields initiate address standardization. When applicable, an Address Confirmation 
box asks you to confirm USPS standardization. Select Yes or No.   

 

 

 

 

 

4. Select the Correct Address Radio Button and press Use 
Selected to automatically complete the address fields if multiple 
address matches are identified. Or select Cancel to complete 
the fields manually.     

5. If a standardized address is NOT found, enter City, State, and 
County. 

6. Enter Telephone Number.   

7. Select Yes or No to confirm if the primary address is also the 
mailing address.  

8. Select Next.  
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NOTE: The information entered in the New Account Details CANNOT be modified once the 
quote is started. Please notify your underwriter if the information on this screen changes after you 
proceed with this workflow. 

9. If Cancel is selected, a Cancel Quote dialog box will open. Select Close to return to the quote or 
OK to Cancel.   

Qualification  

1. Read through the statements and select Yes or No. 

2. Select Next. 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: If yes is selected, an Eligibility Risk box appears. Either the exposure is ineligible for 
coverage, and you can withdraw the submission or continue to submit and request an underwriter 
review. Select Ok.    
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Operations  

1. The Coverage Start Date automatically populates the Current Calendar Date; select the 
Calendar Tool to change the date.    

NOTE: Past coverage dates or coverage dates greater than 90 days in the future cannot be 
selected.   

2. Enter a business summary in the About Your Business field.   

3. Enter the calendar Year Business Started.  

4. Select Yes or No to any losses in the last two years.  

 

Loss History  

Depending on when the business was started, up to three years of prior loss information may be required. 
If the year the business started is:  

• Current calendar year = No claim count required  

• Current calendar year minus 1 year = 1 year claim count required  

• Current calendar year minus 2 years = 2 years claim count required  

• Current calendar year minus 3 years (or more) = 3 years claim count required  
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1. If Yes to losses in the last two years, enter the Total Losses, which is the total number of losses 
for which a payment has been made, even if there is no coverage at the time of loss.   

NOTE: If there were no losses, enter zero (0).   

2. (Optional) Enter Incurred Amount, the sum of any amount paid or in reserves, even if there was 
no coverage at the time of loss.   

3. Attach a Loss Run.  

 

Doing Business As (DBA) 

1. If the business operates under a DBA, select Add DBA.  

2. Enter DBA Name.  

3. If the business has more than one DBA, select the Primary Box next to the primary DBA.  

4. Select the Checkmark.  

 

Additional Named Insured  

A quote can be submitted with one or more Additional Named Insureds. Additional Named Insured(s) 
cannot be added with an address in a state where MEM does not write business. 

1. Select Add Named Insured. 
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2. Select the Company or Person tab, as Additional Named Insureds can be entered as a 
Company or Person. 

3. Enter Company or First Name & Last Name, FEIN or SSN (if known), Address Line 1, Zip 
Code, City and State.   

4. Select Save to complete the entry.  

 

 

 

 

 

 

 

 

 

 

 

5. Select Next.  

 

Locations  

1. Enter the Number of Locations the business has.  

2. Location 1 (Primary Location) Address pre-populates based on information from the Account 
Details.   

3. (Optional) Enter Employees Assigned To This Location.  

4. (Optional) Enter Employees Present On Dayshift At This Location.  
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5. Complete steps for all locations.  

6. Select Next.  

Employees 

Coverage Options 

The default Employer's Liability limits are the statutory limits of 100,000/500,000/100,000. Use the 
Employer’s Liability Limit Per Accident Per Policy drop-down to select increased limits. 
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Covered Employees 

At least one class code with an estimated payroll amount is required for each location entered on the 
quote. 

1. Select a Location (if more than one). 

2. Select a Class Code from the drop-down list.  

NOTE: The Class Code field allows you to search for codes using the total or partial class code 
or keyword (s).  

3. Enter the # of Employees for the class code.  

4. Enter the # of Included Owners.  

NOTE: Refer to the MEM Owner Office Payroll document within the portal resources for state-
specific information.  

5. Enter the Total Payroll amount associated with the class code, including any owners and officers 
included in the coverage. 

NOTE: Use whole numbers when entering the total payroll amount.  

6. Select the Checkmark.  

NOTE: Quotes cannot be submitted for a class code with zero payroll.  

NOTE: The Missouri 90/10 split automatically calculates.  

7. Select Add Covered Employees to add additional class codes to a location. 

Included Owners 

1. Enter the included owner's First Name.  

2. Enter the included owner’s Last Name.  

3. Enter the Ownership Percentage.  
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4. Select the Checkmark.  

Excluded Owners  

1. Select Add Excluded Owner.  

2. Enter the excluded owner's First Name.  

3. Enter the excluded owner’s Last Name.  

4. Select the State.  

5. Enter the Ownership Percentage.  

NOTE: Ownership percentages must add up to 100%. 

6. Select the Checkmark.  

7. Select Next. 

Supplemental  

The quote can include documents such as loss runs, E-Mod worksheets, ACORD apps, etc. 

1. Select Upload Documents to attach a document(s). 

2. Browse for the document in the File Explorer window, select a document, then click Open to 
attach the document. 

3. Document Name, Status, Uploaded Date, and Download Information display once the 
document has been successfully uploaded.   
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4. (Optional) Provide Any Notes For the Underwriter.  

Supplemental Questions 

Supplemental questions from the ACORD 130 are listed and require review and response.  

All questions except the first three default to No. All questions must be answered to proceed to the next 
step. 

Depending on the response to the questions, a required text box may appear for further information, and 
Comments will need to be entered to continue.   

1. Make Yes or No selections for the first three boxes.   

2. Input any additional Comments associated with particular Yes or No responses.   

3. Review the remaining questions for Yes or No accuracy.   

4. Select Get Quote.   
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NOTE: The Get Quote button finalizes the submission. The quote is either referred to 
Underwriting or a quote summary displays.   

Quote – Referred to Underwriting 

Some applications are referred to Underwriting for review.   

Quote 

The Quote screen displays premium and payment plan options if there are no underwriting issues.  

1. Select Download Quote to access the quote(s). 

2. Select Next to continue.  
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Payment 

Primary Contact 

1. Enter a Name.  

2. Enter a Telephone Number.  

3. Enter an Email Address.  

NOTE: Important documents, notifications and alerts will be sent to this email address. It can be 
changed later.  

Payment Options  

1. Paperless Billing is automatically selected. To opt out of paperless billing, uncheck the box.  

2. Select Enroll in Auto Pay for Future Payments, if applicable and interested.  

NOTE: Pay as You Go Reporting does not offer Auto Pay, as InsurePay drafts all payments.  

3. Select a Payment Plan Radio Button.   
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Payment Methods 

1. Select Pay Later or Pay Now.   

NOTE: Pay as You Go Reporting only has a Pay as You Go payment method.  

 

2. Select Proceed to Pay.  

 

 

 

 

 

 

Pay Later  

1. On the Policy Summary, 
download the Application 
Summary if interested.  

NOTE: The policy is 
automatically issued and e-
delivered on the portal.    

NOTE: An invoice for the initial 
payment will be generated.   

2. Select Return to Dashboard.   
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Pay Now 

1. In the personal details section, enter an Email Address.  

2. Select New Bank Account or New Card Account in the payment method section.  

 

 

 

 

 

 

 

 

3. For a New Bank Account:  

a. Select an account type of Checking or Savings. 

b. Select an account holder type of Personal Account or Business Account.    

c. Enter the Routing Number.  

d. Enter the Account Number.  

e. Confirm the Account Number.  

f. Enter the Name of the Account Holder.  

g. Select the Agreement Box.  

h. Select Pay.  
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4. For a New Card Account:  

a. Enter a Credit Card 
Number. 

b. Enter the CVV Number.  

c. Enter the Expiration Date.  

d. Enter the Name on the 
Card. 

e. Enter the Billing Address.  

f. Enter the City. 

g. Enter the State.  

h. Enter the Zip Code.  

i. Select the Agreement Box.  

j. Select Pay.  

 

5. Upon payment completion, a success screen appears displaying the policy number and a 
payment confirmation email (example below) is sent to the policyholder.  

 

 

 

 

 

 

 

 

Where to Get Help 

If your questions were not addressed within this document, please contact MEM Customer Care at 
customercare@mem-ins.com or by phone at 800.442.0593. 
 

mailto:customercare@mem-ins.com

