
 

Entering A New Application into AgenTree 

Entering a New Application 
 
From your homepage in AgenTree, click on New under the Policies heading to enter a new application. 
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Policy Changes 
 
On the left hand side you will notice several tabs in grey. Below is the Policy Changes Screen.  
 
The information on this screen will be prefilled.  

• The effective date will default to the current date.  
• The coverage term will default to 1 month  

o You may change the coverage term to quarterly, semi-annually or annually. 
• The expiration date will be one month from the effective date.   

o The expiration date will adjust to reflect the coverage term. 
 
Click on Save & Continue. You will automatically be taken to the General tab. 
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General 
 
From the General tab you will need to select the Billing Type and Payment Plan.  
 
There is only one option for Billing Type. Select Insured Bill from the drop down.  
 
Select the appropriate Payment Plan from the drop box. The insured may select: 

• Monthly 
• Quarterly 
• Semi-Annual 
• Annual 

 
The payment plan should correspond with the Coverage Term on the previous screen. 
 
If ACH/EFT will be the mode of payment for the initial premium or any premium thereafter you should 
still select monthly from the drop down for Payment Plan. Submit a completed ACH Bank Draft 
Authorization form with the completed application and the Home Office will set up the ACH. 
 

 

 
 
After you have selected the Billing Type and Payment Plan, click on Save & Continue.  
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Insured 
 
The following screen is the Insured screen. As you move though the fields use the Tab key.  
 

• Enter a four (4) digit account number (optional) 
o Account numbers can be used to group policies that belong to the same family, that are 

in the same area or for any other reason you would need to group them. This can be any 
four digits; they are used for your reference only but are a mandatory field. 

• Enter the first name of the insured.  
o Agentree will check the system for policies that match the first name of the insured. A 

list may or may not populate showing the matches. (see screen below) 
• Enter the middle name, middle initial or leave blank. 
• Enter the last name of the insured. 
• Enter the Telephone number of the insured 
• Enter the Email Address of the insured (if available, if the insured does not have an email 

address, possibly a family members email address they can provide to receive notifications from 
the company regarding their policy should there be any) 

*Note: The system will check for other policies that match the information that you enter after each 
field. Be sure to Tab, and give the system a moment to run the check. 
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Once you have entered the information for the mandatory fields if there are no policies either in force 
or lapsed for the current insured then you will see the message “No Current Clients can be found for 
the specified criteria.”  

Click Save & Continue  

 
 
 

Property Address 

At the Property Address screen you will enter the physical and billing address of the insured.  
• Enter the address. 
• Select the appropriate state. You will only be able to select the state for those you are licensed 

and appointed in. 
• Enter the zip code. 

o If there is more than city/county name for the specified zip code, a list will populate 
o The specified zip code might have multiple city/county combinations that are 

acceptable by the USPS. Select the appropriate combination from the list by clicking on 
the community name. The information for City and County will be filled into the system.   

o If the property is unprotected or inside the city limits select the appropriate check box. 
• If an alternate billing address is provided, you can select the check box for Alternate Billing and 

enter the address as shown below then click on Save & Continue.  If an alternate billing address 
is not given, click on Save & Continue. 
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Coverage 
The next screen is the Coverage screen. 

• Year Built. This is especially important if the risk is a mobile home and will be specifically asked 
on the mobile home affidavit but not necessarily on the application itself.  

• Construction Type 
o Frame 
o Masonry  

• Type of Residence 
o Single family 
o Multi Family 
o Mobile Home 
o Mobile Home in a Park 

• Number of Rooms (excluding bathrooms) 
• Entrances 

o Front and/or Rear for single family homes. 
o Left or Right for multi family homes that share a common entrance. (Is the apartment 

on the left or right hand side of the hall?) 
o Level Floor: What floor is the apartment on? 
o In Basement: Is it an in basement apartment? 
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• If there is any other insurance on Household Contents mark the check box and enter the name 
of the other insurance company in the box to the right.  

• Household Contents is automatically selected by default. Select the amount of insurance from 
the drop down. 

• If the policy is going to have Emergency Expense Benefit or Jewelry, Firearms and Furs added as 
an endorsement to the policy select the appropriate check box.  

• If adding burglary, select the check box and the amount from the drop down. 
 
Once you have completed all mandatory fields and selected the coverage details, click on Save & 
Continue.  

 

 

 

Underwriting 
 

• This is the underwriting screen. Please answer each question as “Yes” or “No” as appropriate.  
• Click on Save & Continue. 

 
Note: Not all states have underwriting questions on the application. 
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After clicking on Save & Continue, click on Process Changes on the same screen.  You should see the 
message “The policy was submitted and needs Underwriting Approval” in the upper left hand corner. 
You will also see that the insured name, policy number and premium have all been filled in and that the 
status shows as Suspended. 
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What to Do Next 
 

• You must submit the original application and the initial premium payment by mail to the address 
below to be issued.  

Independent Mutual Fire Insurance Company 
4 North Park Drive 

Suite 402 
Hunt Valley, MD 21030 

 
• If the initial premium will be paid though ACH/EFT OR the policy will be on ACH/EFT for each 

subsequent payment, be sure that you have the Named Insured sign the ACH Bank Draft 
Authorization form. 

o If the initial premium payment is being paid through ACH/EFT, we must have the 
completed paperwork in our office no later than THREE (3) business days PRIOR to the 
draft date. 

o You can email or fax this application along with the ACH Bank Draft Authorization form 
to the home office:  

Toll Free Fax: 877.509.5980 
Email: UW@IMFCO.NET 

• Once the policy is issued a policy and declaration page will automatically be generated and 
mailed directly to the insured.  

• Once the policy shows issued in AgenTree, you will have access to print the Full Policy and Dec 
Page.  
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