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Entering a Commercial Application 
The following sections describe the process of entering a Commercial application in LPMS. 

Note:   Unlike Personal Lines, Commercial applications do not begin with entering a quote. 

Entering Applicant Information 

1. From the treeview click the Applicant Information link.
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2. Complete the Applicant Information screen with the applicable information.   
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3. To add an additional named insured, select Yes to the Is there an additional named insured? 
question.  Enter the required information as indicated by the yellow fields.  After completing 
all required fields, multiple named insureds may be added by clicking the Add link, which 
saves all entered information and clears the fields for entry of another named insured.  To 
cancel entry of an additional named insured, click the Cancel link.



Louisiana Plans Management System (LPMS) Friday, July 7, 2006 
Producer User Guide – Version 3 Page 73 of 149 

4. Answer questions as necessary to complete the Additional Applicant Information section.  If 
the answer to any question is Yes, the Remarks screen will open.  Explain the reason for the 
Yes response and click the OK button.

5. To edit the remarks answer from the Application screen, click the Edit button to re-open the 
Remarks screen.
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6. Information about previous losses may be entered by selecting Yes to the Does applicant 
have any losses in the last 5 years, at this or any other location? question.  Multiple losses 
may be entered by clicking the Add link in the Applicant’s Loss History section.  (For more 
information see the Record Functionality section of this document.) 

7. After completing all applicable fields, click the Continue button at the bottom of the screen 
to continue to the next screen. 
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Entering Property Information 

1. Enter all applicable data into the Property Information screen.  Click the Continue button to 
save all information and move to the next Application screen. 
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2. To enter multiple buildings on a policy, first enter all information for the first building.  After 
completing the Property Information screen, click the Save icon.  Next click the Add link and 
the screen will clear to allow for entry of the second building or second location.

To enter a second building on the same location, enter 1 for location.  This will allow the 
user to enter additional buildings still on the original location. 

To enter a second location on the policy, enter 2 in the Location field.  This will prompt 
LPMS that the building is on a separate location. 

Click the Save icon after completing the screen for each building or location.  Repeat these 
steps to add all additional buildings and locations. 
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Entering General Information 

1. Enter all applicable data into the General Information screen.  Click the Continue button to 
save all information and move to the next screen.  For policies with multiple buildings, enter 
information for each building and click the Save icon before clicking the Continue button to 
go to the next screen. 



Louisiana Plans Management System (LPMS) Friday, July 7, 2006 
Producer User Guide – Version 3 Page 79 of 149 

2. If the answer to any question in the General Information section is Yes, the Remarks screen
will open.  Explain the reason for the Yes response and click the OK button.
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3. To edit a Yes explanation from the General Information screen, click the Edit button to open 
the Remarks screen and modify a response.  
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Entering Additional Interests and Attachments Information 

1. To enter additional interests and attachments, select Yes to the Add Interest? field.  Select the 
type of insurable interest.  Indicate if the interest applies to all locations of the policy.  If not, 
information about additional interests will need to be specified for each location.   

If the interest is a first or second mortgage, click the search icon to choose the appropriate 
mortgagee.  
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2. The Mortgagee Search screen will open.  Enter search criteria and click the Search button.
(This search screen has the same features and functions as other LPMS search screens.  See 
Application/Policy Search section of this document for information on search functionality.) 
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3. To select a mortgagee, click on the appropriate name. 

Note:   To clear the search results and start a new search, click the Clear button.  To cancel 
the search and return to the Additional Interests screen, click the Cancel button.
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4. Information about the selected additional interest will populate in the screen.  Enter any other 
appropriate information and click the Continue button.
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Entering Premium and Payment Information 

1. Enter all applicable data into the Premium and Payment screen.  Select the Bill to option.  If 
a mortgage company is selected, the method of payment is annual.  If the insured is selected, 
the method of payment options are annual, quarterly, or premium finance.

Note:  Premium must be $250.00 or more to be eligible for a payment plan. 
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2. If the method of payment involves premium finance, select Premium Finance from the 
Method of Payment dropdown.  Click the search icon to select to the appropriate finance 
company.  
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3. The Premium Finance Company Search screen will open.  Enter search criteria and click the 
Search button.  (This search screen has the same features and functions as other LPMS 
search screens.  See Application/Policy Search section of this document for information on 
search functionality.) 
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4. To select a premium finance company, click on the appropriate name. 

Note:   To clear the search results and start a new search, click the Clear button.  To cancel 
the search and return to the Premium and Payment Plan screen, click the Cancel
button.
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5. The selected premium finance company’s information will populate in the Premium and 
Payment Plan screen.  Click the Submit button to save all information and continue with 
submission of the application. 
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Completing the Quote 

1. After completing the Application screens, the Quick Quote screen will open.  Verify 
information for each field and update fields as necessary. 
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2. Select the Generate Quote button to display the quote information. 
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3. A quote must be generated for every location on a policy.  After generating the quote for the 
first location, click the View link beside any additional locations if applicable.  Update all 
fields on the screen as needed and click the Generate Quote button for each location.
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4. To open the Quick Quote report as a pdf document in Adobe Reader showing the quote 
information, select the Print button. 
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5. To complete submission of the Commercial application, select the Submit button.

Note:   After clicking the Submit button, the application will not be accessible for further 
updates.  Confirm that all information has been entered accurately before clicking the 
Submit button, or use the treeview to make changes to the screens as necessary before 
submitting the application.   
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Submitting the Application 

1. After completing the Quick Quote screen, the Application Summary screen will open. 

2. To open the application, click the Print App button.
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3. The application will open as a pdf document in Adobe.   

Note:   The producer will need to print the application documents, sign appropriately, and 
submit to LA Citizens along with the required monetary funds.   


