
Agent Quote Training Document 

Quote Home Page 
 

 

To begin a 
full quote, 

For a quick 
estimate, click 
here 

This box will 
show a list of 
estimates 
entered in the 
last 60 days.

This box will show a 
list of full quotes 
entered in the last 60 

days. 

 
 
To begin using the Agent Quote system, please choose to either create a full application 
quote or a manual premium estimate, using the buttons labeled ‘Start a New Prospect’ 
or ‘Start a New Calculation’.   
 
Please remember a manual premium estimate will not lock you in as agent of record. 
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Manual Premium Calculator 
 

 

Estimated 
premium 
shows after 
clicking 
calculation 
button.

 
 
The manual premium calculator will begin by requesting the following information: 

 Policy Name 
 Business type/Entity type 
 Effective Date 
 Anniversary Rating Date 
 Experience Modification 

 
You are able to transfer manual premium estimates to full quotes using the ‘Transfer to 
Prospect’ button. 
 
Class code field provides a search function by typing either key phrases or numbers in 
the class code field. 
 
Please remember that when using the Manual Premium Calculator, you are not locked in 
as agent of record. 
 
 
 

 

Add class 
code and 
payroll 

Click here to 
add additional 
class code and 
payroll 
information. 

Click here to 
calculate 
premium. 

Transfer 
estimates to full 
quote. 
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Begin New Prospect – Full Quote 
 
Application Details 
 

 
 
Once you have clicked the ‘Start New Prospect’ button, please provide the Application 
Details requested. 
 
 
Required Business Information 
 

 
 
The FEIN and business description will be required on this tab, all other information 
carries over from first page. 
 
Please provide a detailed Description of Operations.  
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Additional Business Information 
 

 
 
Please provide requested business information when applicable. 
 
SIC code field provides a search function by typing either key phrases or numbers in the 
SIC code field. 
 
 

Business Physical Address 

 

 
 
Please provide the Colorado physical address and policyholder contact information as 
requested.  
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Business Mailing Address 
 

 
 
Select the ‘Use Physical Address’ checkbox if physical and mailing address are the 
same. Otherwise, please provide the correct mailing address. 
 
Once this information is completed, please click on ‘Create Business’. Any of the 
previous business information provided can be edited before business creation by using 
the ‘Previous’ button. 
 
 

Business Info – Owner 

 

To add another 
business, click 
here. 

To add 
additional 
locations 
click here. 

 

To add 
owners, click 
on the ‘New 
Owner’ 
button. 

The second portion of the Business Info tab requires the addition of all 
owners/officers/members. To begin, please click the ‘Add New Owner’ button. 
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Owner Name 
requires first 
and last name 
or business 
name 
 (if business is 
owned by 
another 
business) 

Last 4 digits of 
the owners 
SSN or the 
complete 9 digit 
FEIN. 

Ownership must total 100% for each business entity. 
 
When owned by another business, the owner identification field will increase to fit the 
complete 9 digit FEIN. 
 
Please note that reject will be available only if the business is a corporation or LLC and 
the owner has at least 10% ownership. 
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Coverage 

 

 

 

Once class 
coverage added 
and calculated, 
premium 
estimates 
automatically. 

Enter class code 
information here. 

Officers 
added with 
‘Include’ 
status will 
transfer to 
coverage 
tab. 

To create a 
new scenario, 
click this 
button.

Enter rating type 
and location 
information here. 

 
 
Class code field provides a search function by typing either key phrases or numbers in 
the class code field. 
 
Rating type will default to ‘Employee’ and there is a drop down list provided for all 
locations entered on the application. 
 
When changes or additions are made to this page after initial calculation, you must click 
‘Save Coverage’ or ‘Save & Continue’ to recalculate. 
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Creating a New Scenario 
 

Saves the new 
scenario once 
created. Scenarios can be 

named – will 
default to 
Scenario 
numbers. 

 
 
To create a new scenario, the ‘Add a Scenario’ button must be clicked on the 
Adjustments tab. It is important to note that changes to coverage will no longer 
automatically create new scenarios. 
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Adjustments 

 

Designated 
provider 
discount will be 
added 
automatically. 

New scenarios 
can be added 
on the 
adjustment 
page as well. 

Custom 
Adjustments 
are 
adjustments 
that are added 
dependent on 
specific 
policyholder 
needs and are 
not required or 
automatic. 

 
 
This tab will allow the addition of the experience modifier, increased limits and the cost 
containment discount if applicable. The designated provider discount is added on 
automatically. 
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Questions 
 

 

Pinnacol 
Questions 
inquire whether 
or not the policy 
is affiliated with 
a PEO. 

  

Application 
Questions 
match the 
questions found 
on the Accord 
application. 

When a 
question is 
given a ‘yes’ 
answer, a link 
is provided for 
additional 
details.

Details 
box 

 
 
 

Answered 
questions 
must be 
saved 
before 
continuing. 
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Quote Summary 
 

 

List of 
classifications 
and the 
premium 
associated by 
class. 

List of 
scenarios 
that have 
been quoted. 

Shows 
adjustments to 
premium to 
demonstrate 
how we get 
from manual 
premium to 
NEAP. 

‘Compare’ 
will allow two 
comparisons 
to be 
reviewed 
together. 

 
 
 
 
 
 

‘Continue with 
this Scenario’ 
allows you to 
choose which 
Scenario you 
will bind with. 
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Documents 
 

 

Documents are 
created 
dynamically 
dependent on 
application 
information. 

 
 
 

E-signature 
available. See  
E-signature 
document in 
the help 
section. 

If E-signature is not being used, please remember to send in all signed paperwork. The 
links on the document tab will provide PDF copies of all necessary and required 
documents. 
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Submit or Bind 
 

 

Agent  
e-signature 
information, 
required. 

Comments 
can be sent 
to the 
Underwriter if 
desired. 

If you cannot 
bind, this allows 
you to submit to 
underwriter. 

Date 
payment has 
been 
received by 
agency. 

When binding, 
select payment 
type.  

 
Once an application has been bound, no scenarios within that application are available 
for updates or changes. 
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