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INTRODUCTION 

 

 

Louisiana Citizens Property Insurance Company has developed the Depopulation 

Round 5 agentsô portal. This development activity was undertaken to assist the agentsô 

participating in the takeout assignment process in their selection of policies they desire 

to have assumed by the takeout companies and to enable the monitoring of the 

activities on these policies throughout the agent authorization process.  

This portal is web based allowing agents to easily access it without the need to install or 

configure any additional equipment. 

The agentsô portion of the portal is comprised of 3 separate processes. 

1. The access and sign-on process 

2. The main menu navigation process 

3. The agent authorization and un-authorization process 

This manual is divided up into sections that will detail each process and provide screen 

shots of the appropriate screen(s) for each process.  
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THE ACCESS AND SIGN-ON PROCESS 

 

ACCESSING THE PORTAL 

THE ACCESS AND SIGN-ON PROCESS 

 

The first screen that will display after you click on the link in the agents portal will be the 

Terms and Conditions screen. If you agree with the stated terms and conditions click on 

the AGREE box (1) otherwise click on the DONôT AGREE (2) box. If you click on the 

DONôT AGREE box you will be returned to the sign-on screen.  

To read the Terms and Conditions (3) or the Web Site Privacy Policy (4) click the 

appropriate link. 
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THE MAIN MENU NAVIGATION PROCESS 

Once the sign-on process is completed the Main Menu Navigation Screen will display. 

There is 1 process available to the agent from this screen (2) the agent selection and 

review process. Select this process by clicking on the link. 

If you desire to exit the system, click on the LOG OUT box (1). Note: If you exit the 

system without clicking on the logout box you will not be able to access it again with the 

same ID and Password for approx. 15 minutes. This is a security feature,  
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THE AGENT SELECTION AND REVIEW PROCESS 

 

Once signed on to the portal the agents authorized representative will use this facility to  

1. Review policies that have been requested for assignment by any take-out 

company. 

2. Authorize or non-authorize any policy selected. 

3. Bulk authorize or non-authorize a take-out company for all policies they have 

requested 
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THE AGENT SELECTION AND REVIEW PROCESS 

There is only one screen that the agent will need to use to access all processes for 

their selection and review. 

This screen is formatted in two sections 

1. The search and bulk submit section (1), (2), (3). 

2. The actual information display (based on the above section) which allows the 

agent to authorize or non-authorize individual policies. (4) 
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THE AGENT SELECTION AND REVIEW PROCESS 

Using the search and bulk submit section 

As soon as you click on the agent selection and review process, this section of the 

screen will display. (See screen display on next page). 

¶ A count of your agencies policies (1) divided by appropriate groupings. 

 

¶ Searching. 

¶ To search by policy number: 

Enter the 6 digit numeric policy number. (2). After you complete your entry 

click on the search button (5).  

 

¶ To search by depopulation company name click on the down arrow (6) 

and a selection of companies will display (3). Click on the company you 

desire and click on the search button (5). 

 

¶ To search by policy groupings (4) select which one of the four groupings 

you want to look at and click on the search button. Note: these groupings 

can be used with the search by depopulation company name. 

 

¶ To close the search feature after using it so you can display a greater 

amount of information on the select and review portion click on the close 

button (7). 
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THE AGENT SELECTION AND REVIEW PROCESS 

Using the search and bulk submit section 
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THE AGENT SELECTION AND REVIEW PROCESS 

Using the search and bulk submit section 

Bulk submit 

 

This is a facility that is provided if you desire to assign ALL policies requested by a 

depopulation company to THAT depopulation company.  

NB. This is a very powerful function and care must be taken in its use. If ANY policy 

requested for the selected depopulation company has been requested and previously 

assigned to another depopulation company, this function will un-assign the policy from 

the previously assigned depopulation company and assign it to the selected 

depopulation company.  

To use this function: 

¶ Click on the down arrow (1) to display a list of available companies. 

¶ Select the company you want to bulk assign to (2). 

¶ Click on the submit button (3). 
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THE AGENT SELECTION AND REVIEW PROCESS 

Using the search and bulk submit section 

Bulk submit 
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THE AGENT SELECTION AND REVIEW PROCESS 

Using the authorizing and un-authorizing section 

 

Please refer to next page for view of screen. 

Overview of screen: 

¶ There are arrow buttons (1) that control the screen display if there is more than 

one screen to display based on the search criteria you selected. 

 

¶ Under the heading line there are two lines displayed for each policy. 

o The first line (2) displays basic information about the policy. The policy 

number, insured name, policy current status (as of the last time statuses 

were updated) and whether or not this policy was requested by any 

depopulation company. 

Á Also displayed on this line is the depopulation company your 

agency has authorized to assume this policy(3). If the policy has 

not been authorized for assumption by your agency this field will be 

blank. 

o The second line for each policy (4) contains a list of all depopulation 

companies participating in the round II depopulation process. Under each 

companies name is a check box. If a company has requested this policy 

there will be a check placed in the check box. If a company has not 

requested this policy the check box will be blank. Important to note: 

Multiple companies can request a policy and each requesting company 

will be reflected by the check.   

o As you will see next this does NOT mean that you have to authorize any 

company and most importantly, if you do authorize a company only one 

company can be authorized for a requested policy.  
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 THE AGENT SELECTION AND REVIEW PROCESS 

Using the authorizing and un-authorizing section 
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THE AGENT SELECTION AND REVIEW PROCESS 

Using the authorizing and un-authorizing section 

Authorizing or un-authorizing a policy. 

This is a very simple process. 

To authorize or un-authorize a policy press the down arrow (2). A list of companies that 

have requested THAT policy will display along with a blank line. Click on any of the 

displayed companies to authorize that company to assume the policy or click on the 

blank line to un-authorize any company from assuming the policy. 

NB: if you do not want to authorize a particular policy do not do this authorization 

process on the policy. 
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THE AGENT SELECTION AND REVIEW PROCESS 

Using the authorizing and un-authorizing section 

Authorizing or non authorizing a policy. 

You will note in the below display that two policies (1) were authorized by the agency 

and the authorization is reflected in the authorized box. Also note that the counts (2) 

were updated immediately after each selection was made. 

To authorize another policy or to review other policies either scroll using the page 

arrows (4) or enter new search criteria. 
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THE AGENT SELECTION REVIEW PROCESS 

FINISHING THE AGENT SELECTION AND REVIEW PROCESS 

If you are done with the portal, click on the log out button (1). Or you can re-do any 

search criteria by utilizing the displayed search criteria section 

 

 

 

 


