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GETTING STARTED




Agent ID is the Producer Code.
The Login and Password are initially assigned by CUIC. The initial sign in information will need to be
changed by the Administrator in the first 7 days or the account will be locked.
An administrator is set up from the initial information provided. It is the administrator’s responsibility
to manage the users in the office.

NOTE: As agents and agency staff use and work through the various tools of this website, they will see

important messages typed in red. Please be cognizant of these messages as they are very important.
There is always a reason for seeing these messages. They may be disclaimers, warnings, or information
to pass on to your client.

3

After logging in, the Agent Home Page will appear.

Most of the information needed is under the Agent Tools drop down and the Agency Administration bar at
the bottom of the page.
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Agency Administration:

Manage Users – allows for adding & editing office staff that will need to log into the CUIC website.
This is where the administrator starts after being first appointed or, if the office has moved this is where the
changes need to be made.
 Fill in all boxes that have red stars and click on the
button. The new user will show up on
the Current Users grid.
 To change information for an existing user, select the Edit button next to the user Email box in the
Current Users grid. After changing the information click on the
button.
 To exit, click on the Agent Tools tab.
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ACH Trust/Sweep Account Setup – Administrator function to add Trust Account information for sweeping
premium payments. This information is encrypted and cannot be seen by CUIC.


If the account number changes, go to this function to complete the change.
 Please read the information in red on this page.

Commission Statements: The commission statements are readily available through the website.



Commissions are paid every Tuesday and the statement is uploaded to the agency account. Click on
the View button to review the statement. An email will be sent to inform the agency when these
statements are ready for review.
Any MVR Charges can also be viewed. To avoid any MVR chargebacks an agency must do the
following:
 Bind 50% of MVR pulls.
 Bind at least 10 applications in any given month.
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Agent Tools:
Once in the site, most of the information needed will be under the Agent Tools drop down.

This section defines the different options that are available on the drop down.
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Client Status – Displays the insured’s policy information. There are many filtering features that can be
completed from this screen.



Policy ID: Type in the 5 numbers associated with the policy number and click the Filter button. Click on the
View

button in order to go to the policy information screen.
 This message is at the top of the web page to alert you to important documents that need to
be reviewed.

You have 67 unread document(s) marked as Important. Click here to view the documents.







Status: By clicking on the drop-down arrow
you can navigate the following policy information.
 Active
 All
 Cancelled
 Expired
 Lapsed
 NOC / Non-Renewal
Bill Type: Direct or Recurring (ACH/CC)
Agent ID: If there is more than one ID for your agency.
Named Insured: Filter by last name.




 A PDF report can be printed based off the filtering selections.
Due on or After/Before: Filter by date ranges.
The information can be filtered by clicking on the
button.

View – allows the user to see the policy information & activity by scrolling down the page; insured
information, policy information, payment history, claim filing & history, document uploads, any
correspondence that has been sent to the insured, and miscellaneous request forms that can be printed for that
policy.
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You will be taken to this screen after the View button is clicked. Additional information can be viewed
as you scroll down the page. The blue links allow you to do certain tasks. Click the
button to
return to the Client Status Report.



Click on the green Pay, Changes, and Claims buttons to service individual policies.
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Pay – allows the agent to make a payment from this screen.
 Make sure to verify the policy number, insured’s name & address prior to processing
payments.
 Verify the amount due.

 Select the Payment Method by clicking on the

10

button.

The following screen will appear. Completely fill in the CC holder information and click on the
button.

 The next screen will appear.
 Confirm the payment amount is correct.

 Click on the

button.
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The system will connect with TSYS and the following screen will appear
 Confirm the card number with the insured.
 Type in the Expiration Date and Security Code and click on the
 A box will appear that will say if the payment was approved.

button.

 If the payment is accepted the following screen will appear.
 Hit the
button and hand the insured a copy. If they call the payment in ask if they want
the confirmation # or copy of the receipt. They may want a copy either by postal mail or email.
 When finished click on the
button.

NOTE: If the payment has been declined, the system will default back to the Payment Notification

screen with a message in red saying the payment was declined.

NOTE: To remove payments see the Payment Summary section on page 33.
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MAKING CHANGES TO ACTIVE POLICIES
Changes – Click on the green Changes button; goes to the CUIC Quoter screen to make policy changes.
 Click on the tab where the change will occur
 This is a good opportunity to confirm with the insured that all information is correct on the
policy.

 The Vehicles & Drivers tabs will have blue link buttons that will allow for changes.

 If adding a new rated or excluded for suspended driver, a new MVR and Claims Report will
need to be pulled.
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 For coverage changes, simply click on the

box and select the desired coverage.

NOTE: If adding comprehensive, collision, or UMPD, photos of the vehicle and proof of

ownership will need to accompany the change request.
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 As with the new quotes, the Rate tab will look similar. The differences are the red information
and warning statements.
NOTE: Please pay special attention to the information in RED as this is vital information pertaining

to the insured and policy.

 Select the payment amount option from the drop down button. This will show the payment
options to be selected; what will be needed for the change to keep the policy effective and paid to
date.
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The Underwriting and Binding portion of the rating page shows what the premium will be after the
change.
It will also show the Policy Rating Detail and any changes in coverage rates.

After the payment has been selected proceed by clicking on the Bind Changes button and repeat
the steps from the Online Quoter section (Rate Tab pg 28).
The change will be forwarded to the CUIC system for processing.

NOTE: Please see the CHANGE PAYMENT GUIDE in Agent Tools > Help / Forms for a more
detailed explanation of the premium breakdown.
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Claims – allows the agent to file a claim on behalf of the insured.
 Click on this button and the following page appears.
 Fill out all pertinent information and click the
button.
 The information is sent to our claims department for processing.

 Claims can also be filed by clicking on the blue View button from the Client Status Report
page. Scroll down in the Client View screen until you see the File a Claim bar.
 Click on the blue Click here to file a claim link and the same page as shown above will appear.
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Online Quoter – Process to start new applications and bind coverages. Can be used to access and review
prior quotes. Once a quote has been bound no updates can be performed.



The following page will appear.
 Click on the “Start a New Quote” button to begin quoting a new application.



The next screen will appear. Just click on each tab left to right and follow the instructions to complete
the quote. The fields must be filled in before going to the next tab. Click the
resume to the next tab.

when ready to

NOTE: Throughout the quoting process there will be help links and information to assist you.
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Tab


After putting in the Garaging Zip Code and hitting the Continue button, the following screen will
appear. This will be the Start tab.
 Fill out all the fields that apply. The ones with white background do not have to be completed.
Click on the
button.
 This will prompt the system to go to the next tab or the Vehicles tab if the address is verified.

 The system will give a warning message for address errors. Verify the address is correct.
 There are two options to choose from.
 The address can be edited.
 Or, you can override the system and save as is.



Once the Override button has been selected, the system will be prompted to go to the Vehicles tab.
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Tab


Click on the

. Type in the VIN Number and the system will match the vehicle to that VIN.

*****If the vehicle is a “LEASE” please select the Lease option*****
*****All others select “OWN” even if it has a lien holder*****

NOTE: In 1981, the National Highway Traffic Safety Administration of the United States standardized the

VIN format. It required all on-road vehicles sold to contain a 17-character VIN, which does not include the
letters O (o), I (i), and Q (q) (to avoid confusion with numerals 0, 1, and 9).
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If the vehicle is a pre-1980 model, you will not be able to decode the VIN. Click on the drop-down
arrow on the Year, scroll down to the bottom of the list and select the “Pre-1980” option.




The following page will appear.
Fill out the vehicle information on this page.

NOTE: Do not fill in the VIN until after clicking the save vehicle button. If the vin is filled in prior you will receive
an error message.

NOTE: There are other instances where the Pre-1980 option will need to be selected. If the VIN will not

decode and the system says it is “Invalid” or some 1991 or older pickup trucks where the VIN will not
decode. Call CUIC for assistance.
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Click on
Click on the



To add Additional Equipment click on the
button. This is for any added equipment
that did not come standard on the truck but was added as after market parts. Modified suspension and
engines or mural-type paint do not qualify for coverage.
 Fill in the description and value boxes. The premium is calculated using this information.
 Provide support for the value through receipts or online valuations.
 Click on



once the Vehicle information has been entered.
for each additional vehicle that needs to be added.

; this will take you back to the vehicle screen.

To add a lien holder click on the
link.
 Select the Type
 Loss Payee – loan institution that the vehicle is financed through.
 Additional Interest – select this in addition to Loss Payee if vehicle is being leased or is a
rent to own.
 Fill out remaining boxes and click on the
.
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Click on the
button when all vehicles, additional equipment, and lien holder information
have been entered. This will take you to the Drivers tab.
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Tab


Fill out all boxes.
 Check the Driver’s License for effective date to determine if experience is more than 3 years or
less.
 If an SR-22 filing is needed, check this box. The proper rating will be added.
 If the driver is to be excluded, send in a signed exclusion form.
 Click on the
button to enter the driver on the quote.




This brings up the following page.
You can add drivers or add other license numbers for any added driver.



Once all drivers have been listed click on the
Tab.

button. This will take you to the Violations
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Tab


Click on the
buttons.
 Motor Vehicle Report – shows the status of the driver’s license and any moving violations.
 Claims Report – will show prior accidents that have been reported in the name and DL number
of the insured.



Once the reports have been pulled the status boxes will show either “Pulled” or “In Process”.
 If they show pulled, any violations will be shown and points added.
 Some states take 24hrs to pull so the status will show In Process.
 Washington, Hawaii, California & Alaska.
 There is a tracking grid below the pull buttons that will show the date/time and results of each
pull made.
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Once you have pulled the reports, click on the
link.
This will list all of the violations from the reports that have been pulled including points. SR-22 points
do not show up on this screen.
The Source box will show how the Violations were added, either from the MVR or the User (if agent
enters information manually)
Violations can be added by the user but only if there is support showing they exist (not recommended).
 Click on the down arrow on the Violation box and select the violation type.
 Type in the violation date from the support.
 Click on the




button to add violations by user.

After all violations have been entered, click the
This will send you to the Coverages tab.

.
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Tab



Select the desired coverages.
Full coverages; UMPD, COMP, COLL, TL, & AE are not available for vehicles over 24 years old.




Click on the
button.
This will take you to the Rate tab.

NOTE: If adding comprehensive, collision, or UMPD, photos of the vehicle and proof of ownership will need to

accompany the change request.

NOTE: Except for North Dakota, if writing coverages without UI/UIM, a signed rejection form must accompany the new
application or change request. If they are not received at the time of process, the coverages will be added pending the
signed form. If the signed form is received within 30 days of request, the coverages will be removed to original effective
dates.
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Tab
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Click on the
button.

button and answer the questions on the form and click the Save Information
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Documents like vehicle pictures, registrations, exclusion forms, etc. can be attached at this time by
clicking on the



Click the



Click the
main Rate screen.

button.

button and select the document to be uploaded from your computer.

once the file has been selected and click on the
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to go back to the



You will be taken back to the Policy Rating screen with a message showing there are Documents
attached.



After completing the Underwriting Information and attaching any documents, the quote is ready for
payment.
 Click the drop-down arrow
to see the different payment selections.
 Click on the Payment method the insured wishes to pay then click the
button to
lock in the payment after the selection has been made
 This payment method will be locked and no changes can be made after the quote is
bound.
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You can click on the
button to give a copy of the quote to the client.
If the client wishes to continue with the purchase, click on the
button.
This box will pop up, select OK if ready to bind.



If there is any information missing or the quote needs an override, the system automatically lets the user
know. You will be able to click the here button to go back and complete the missing information.
Email or call the CUIC office if an Override is needed.
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Once all of the tabs have been fixed and any overrides taken care of, you will be taken to the payment screen.
(see payments procedure)
 After the payment has been uploaded, and the policy bound, you will be able to print the forms.




Check the boxes for the documents you wish to print, or just click the Select All button and the click on
the Print Documents button.
All docs are printed in PDF format.
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Payment Summary – displays the recent payment history with the payment detailed by method of
remittance to CUIC.


Click on the Agent Tools tab and scroll down to the Payment Summary button.



There are several ways the summary can be used.
 Fill in any one or a combination of fields to view what you want to see.
 A report can be generated to see present or historical data.
 A dollar value of receipts can be viewed from any date range.
 Same day ACH payments can be deleted.

NOTE: ACH Payments can only be deleted same day the payment was submitted. If the payment needs to be

deleted but the date of submission has passed, you will need to contact the CUIC office.


To delete an ACH Payment click on the Edit button.



Click on the

button. This will remove the payment that was just processed.
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Documents Listing – This will show all the documents printed and posted for all policies. For a listing of
documents for a specific policy, go to the Client Status screen.

News - On this screen you will get any of the news flashes we have sent out in the past which we feel are still
pertinent. The day that we send out a newsflash, you will be sent directly to this screen when you sign into the
system. Please make sure you read the latest posting if you are automatically brought to the screen.
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Help / Forms Screen - The last drop-down option is the Help / Forms option shown above.
This is where you will find all forms that you might need to use sometime in writing with CUIC. (You are
given the option of printing off all needed forms when you bind an application or change if you click on select
all).
We also include on this screen the printable views of the change payments guide, Underwriting Guidelines, a
copy of the policy and a billing example. Also include are forms for both the agency to set-up a direct deposit
for commissions in the Reference Tools section and a form for the insured to set up a direct withdrawal for
payments in the Agent Forms section.
This also includes the Electronic Signature Disclosure which should be shown to clients, prior to electronically
binding them with CUIC. The rest of the forms shown are for your convenience that might be requested.
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ABOUT CUIC AUTO
Under the About Us bar you will see the coverage limits that are currently available through CUIC as well as
other information about our products.
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CONTACT US SCREEN
Under the Contact Us tab you will see the information for all the different departments which deal with the
Auto Policies, Claims, and Accounting. It also lists our mailing and physical address, fax, and general e-mail
addresses. At the bottom of the page is the Customer Payment Portal link.

OTHER PRODUCTS
Clicking this tab will take you to the IAI website for agents. There you will find various forms and important
information regarding IAI and CUIC.

NEWSLETTER
This will take you to an informational brochure that is put together by the IAI staff which will give agents
important information regarding CUIC and other news and fun facts.
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FREQUENTLY ASKED QUESTIONS
What are the fees CUIC charges? We charge a one-time $30.00 policy fee, a $9.00 handling
fee for each regular premium payment, and a $12.00 late fee to reinstate a policy. A $15 SR-22 fee
is added for each filing. If a policy lapses, an SR-26 (cancellation) will be sent to the corresponding
state. If the policy is reinstated, a new SR-22 must be re-filed causing a new fee.

Do you offer automatic withdrawals for premium payment? Yes, we offer automatic
withdrawals from a checking account or from VISA MasterCard or Discovery credit cards.
Policyholders electing to use a checking account for automatic withdrawals will pay a $2.00 handling
fee, a savings of $7.00 per month or $84.00 per year.

Does CUIC have a grace period? No. Once a policy goes into a Lapse Status, they have 30
days in which to make a payment before the policy hard cancels.

Why can’t we bind towing to a vehicle? The vehicle is outside the 5 model years allowed.
You will see an error message in red on the web page.

Why can’t I put comprehensive and collision coverage on a vehicle? The ACV
(Actual Cash Value) of a vehicle more than 24 model years is not cost effective for comprehensive
and collision coverage and therefore CUIC does not offer this coverage.

The website will not let me move off the violations page and bind the coverage.
Why? You have quoted a person which is unacceptable to CUIC. You should be seeing a
message in red that they are unacceptable. You can click on the “violations for this driver” to see what
has made them unacceptable.

What do I do if the web site says the MVR is not found?

This means that the
information given on the driver is incorrect; verify with the insured that the name, date of birth, and
driver’s license number are correct and retry.

What do I do if the web site says the MVR shows as in process, but it never
completes? The MVR is trying to be pulled from the service but there is a delay in the process.
There are several reasons this happens; the state is not a participating entity with our service and will
take 24 hrs. to receive. States that may take 24 hrs. include California, Washington, Hawaii, & Alaska.
Or the state site may be down. This may cause an error message of; “iiX failed to contact State,
Request again later” which means the state website is down. You can bind the policy without
getting the MVR, but please ask the client about any violations they may have to get as accurate of a
quote as possible.

Can I exclude a driver that has a driver’s license that is not valid, but does not
have other coverage? Yes, if they are not the policy holder. All licensed drivers must have a
valid driver’s license to be a rated driver, but can be excluded if they are suspended, revoked, or
denied. Expired licenses cannot be excluded.

Can I exclude someone who has other coverage? Yes, enter the other policy carrier if
available.
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The web site shows this client is cancelled; can I take a payment? Usually if the web
site says the client is cancelled and it shows as rewrite in the due date, you must rewrite the policy. If
you think something is wrong with this information or if you forgot to upload a payment which would
change this information, call CUIC.

The web site shows this client is lapsed; can I take a payment? YES! When you go
to the pay option, it will give you the exact amount which will need to be collected to reinstate the
policy. This will be a 30-day amount and the excess premium for the time the policy was lapsed will
be shown as a credit on the next months billing.

When will a policy renew? How will it renew?

Policies are sent a renewal quote
approximately 35 days prior to the anniversary date of the policy. The policy will renew automatically
when the policy premium is paid.

What timeframe does a client have for vehicle changes on the policy?
Coverage for a newly acquired car is provided at the broadest coverage currently on the policy. If
adding a newly acquired vehicle, they have four days from the date of purchase to notify us of the
need for coverage. If they are replacing a covered vehicle with a newly acquired vehicle, they have 30
days from the date of purchase to notify CUIC.

Why did the policy due date change? This periodically happens when the insured makes a
change on the policy but does not make a payment. The system will show you how much to collect if
there is an amount due. To eliminate billing issues, it is best to take a payment at the time of the
change. Other factors are additional violations on an MVR that could not be pulled at the time of the
change. If violations are added, this raises the premium which can cause the policy period to be
shortened.
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