
 

Quoting a Policy in AgenTree & Rate Table Quoting 

Quoting a Policy in AgenTree 
 
From your homepage in AgenTree, click on New under the Quotes heading to obtain a quote.  
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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 From the populated listing, choose the correct city/county name, you will notice the 

Territory and PPC will be automatically be populated 
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. 
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• 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. 

 

 
 

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. 
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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? 

• 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. 
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Note: Not all states have underwriting questions on the application. 
 

 
 

 
After clicking on Save & Continue, you should see the message “Successfully Inserted Personal Property 
Quote” in the upper left-hand corner. You will also see that the insured name, quote number and 
quoted premium have all been filled in and that the status shows as Quoting.  
 
 
 
 
 
 
Rate Table Quoting  
Learning how to use your Rate Table to quote policies is easy. As a new Agent or an existing Agent you 
should have received a Welcome Email with the Welcome letter, Agents 1st Application Packet, State 
Pages/ Underwriting Manual that pertains to your state. In the Agents 1st Application Packet you will 
notice in the back of the packet are Rate Tables for your state. These Rate Tables are used to price the 
Fire Insurance and the Endorsements. Below is a brief explanation on how to quote a policy using the 
Rate Tables provided for you.  
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You will notice that some states have a Territory/Protection Class Register. If your state has a Territory/ 
Protection Class Register you will need to know how to read it to determine the quote for the 
policyholder. There are 2 different types of Territory/Protection Class Register. 
 

1. How to review the PPC Low / PPC High coding to determine the premium amount  

 
• Consult the Territory/Protection Class Register located in your Agents 1st Application Packet 
• Find the County in which the property is located 
• Find the Community Name in which the property is located 
• Follow the table to the right to find the Territory Code  
• To determine what PPC Code to use, the following rule must be applied:  

o If the property location is located 0 – 4.9 road miles to the nearest responding fire 
station – use the lower code 

o If the property location is located 5 road miles or more form the nearest responding fire 
station – use the higher code 

• You have now determined how to code the Territory Code & PPC Low/High Codes 
 

2. County/Band Code coding to determine the Premium Amount 
• Not too many states use a County/Bank Coding, however in case your state does have this step in 

quoting a policy, you will know how to use it.  
• It is simple, just look up the County and Community to determine your County/Band Code 
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3. Rate Table to Determine the Premium Amount  

• Below is a basic Rate Table to determine the Premium Amount to Quote a Policyholder 
• To determine the premium amount, you must use the Rate Tables located in the Agents 1st 

Application Packet, if you are not using AgenTree to quote policies 
• First Step – Determine the Insurance Amount the policyholder needs  
• Second Step – Using the Insurance Amount and the proper Territory Protection Class as shown in 

Step 1, to determine the price amount 
• If adding EEB and/or JFF Endorsement, the Insurance Amount chosen in the First Step is price you 

will quote. Example, the policyholder wants $5,000 of Insurance Amount Coverage you would 
quote the $5,000 price for EEB/JFF 

• For Example, Protection Class 1-6 Insurance Amount is $5,000 = $9.80, adding in EEB & JFF 
Endorsement for $5,000 the quote would be $9.80 + $1.15 + .75 = $11.70 

• Using this particular Rate Table, we also offer Food Spoilage and Personal Liability Endorsement. 
These both are not calculated using the Insurance Amount. They are a flat fee to add on to the 
policy.  

• If the policyholder is adding in the Food Spoilage and Personal Liability the new quoted coverage 
amount is $11.70 + $2.50 + $13.50 = $27.70 

 
Using a Rate Table is simple and easy to determine the quoted price to the policyholder. If your state requires 
additional Territory /Protection Class Registers or additional Rate Tables, please refer to your Regional Manager for 
further discussion.  
Note: Not all states offer Food Spoilage and Personal Liability at this time. Please refer to Agents 1st Application 
to determine if these endorsements are available in your state.  
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