
ONLINE MORTGAGEE CHANGE FOR HOMEOWNERS POLICIES 
 

 

 
 Free Form input is not available to add a Mortgagee. Only Mortgagees listed on the drop 
down selection list can be added.  

 
 The Association will allow up to three Mortgagee changes, at any one time. If more than 
three Mortgagee changes are required, the processing must be repeated.  

 
 Once the Mortgagee change has been processed, an Amended Declarations page can 
be printed. 

 
 

 
 

 
 
 
 
 



STEP #1 – SEARCH FOR HOMEOWNERS POLICY NUMBER 

  
WELCOME! 

 
• ENTER LAST NAME OR POLICY 

NUMBER 
 
• CLICK “Search”  



STEP #2 – SELECT DESIRED INSURED 
 
 

 
• CLICK THE DESIRED INSURED  

 
 



STEP #3 - SELECT POLICY DETAILS 

 
• CLICK “Policy Details” 



STEP #4 – GO TO “CHANGE MORTGAGEE” SCREEN 
 

NOTE: If “Change Mortgagee” does
not appear, the endorsement request
must be submitted via mail or by
visiting the Association. 

 
• CLICK “Change Mortgagee” 



STEP #5 – TE OF CHANGE  

 
• ENTER EFFECTIVE DATE FROM DROP DOWN 

SELECTION LIST 
 
• MAXIMUM EFFECTIVE DATE IS 30 DAYS FROM

CURRENT DATE OR THE POLICY EXPIRATION,
WHICHEVER IS EARLIER.  

 
NOTE: The maximum number of Mortgagee
transactions you can process at any one time is three.
See examples combinations below: 

• ADD, ADD, ADD 

• ADD, ADD, DELETE 

• ADD, DELETE, DELETE 

• DELETE, DELETE, DELETE 
ENTER EFFECTIVE DA



STEP #6 – DELETE A MORTGAGEE 
NOTE: Upon completion of step #6, if new mortgagee is not being added, go directly to step #8. When no mortgagee is being deleted, 
only added, skip to step #7.) 
 

 
• SELECT MORTGAGEE TO BE DELETED 



STEP #7 – ADD A MORTGAGEE 

 
• SELECT MORTGAGEE(S) BEING ADDED FROM 

THE ASSOCIATION’S DROP DOWN SELECTION 
LIST. 

 
• FREE FORM INPUT IS NOT AVAILABLE TO 

PRODUCERS TO ADD A MORTGAGEE.

NOTE: If a Mortgagee is not in the
drop down list, please submit your
endorsement request via mail or by
visiting the Association. 



 
STEP #8 – SUBMIT REQUEST 
 

NOTE: Once submit is clicked,
changes to the policy will be made.

 
• CLICK “Submit” TO PROC SS CHANGE(S)
E



STEP #9 – VIEW HOMEOWNERS AMENDED DECLARATIONS  
 
 
 

 
• CLICK “here” TO VIEW HOMEOWNERS AMENDED DECLARATIONS

 

Note: In order to view/print the Amended Declarations page,
you need the latest version of Adobe Reader. 



STEP #10 - PRINT HOMEOWNERS AMENDED DECLARATIONS 

 
INSURANCE AGENCY 

 
• CLICK “Print” TO PRINT HOMEOWNERS AMENDED DECLARATIONS 
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