
 

Search For Existing Policies & Making Changes 

Searching for Existing Policies 
From your home page you have two options under Policies - Search and New. If you want to search for 
an existing policy, click on search.  

 

From your home page of AgenTree, click on Search. Policy Search allows you to search for an existing 
policy using Reference Number (Policy Number), the name of the insured, the address, city or state. 

 

 



 

Search For Existing Policies & Making Changes 

Once you have located the policy click on the Reference (policy) Number.  

Reviewing Policy Information 

One you have selected the Policy you wish to view, you are taken to the policy information screen. From 
the home page you can: 

• Review coverage amount 
• Review premium amount 
• Check the Paid to Date 
• Make a change to the policy 
• Print policy jacket and/or declaration pages 
• View Core Policy Billing Summary  

 

To make a change to the policy click on Make a Change. 

Making Changes 

To make a change to a policy you will need to print an Endorsement for Policy Change form from the 
home page of AgenTree. Once completed, fax the form to the Home Office using our toll free fax 
number (877) 509-5980 after you have completed the changes in AgenTree. 

Changes can only be made to a policy with a status of Premium Paying. If a policy is in Suspense or Lapse 
status, the changes cannot be made on AgenTree. The policy will need to be paid current to make these 
changes on AgenTree.  

By using the Search for Existing Policies above, search for the policy that the changes need to be applied.   
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Click on the Policy Number once you have located the policy in the list to the right of your screen that 
the changes need to be applied to. You will be directed to the policyholders information.  

 

Click on Make a Change. 

 

There are many types of changes that can be made using AgenTree. Below is the list of changes that can 
be applied in AgenTree.  

• General Information 
o Billing Type 
o Payment Plan Type 
o Additional Information  

• Insured Name – Legal Name Change  
o Must provide endorsement for change form and court documents 
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• Insured Name – Marriage  
• Insured Name – Correction  
• Insured Name – Death of Primary Insured  

o Must provide endorsement for change form and court documents 
• Insured Name – Divorce  
• Insured Numbers  

o Account Number 
o Phone 
o Email 
o SSN# 

• Additional Insured – Add/Modify 
• Billing Address  
• Property Address  
• Property Details 

o Entrances 
o Type of Residence  

• Coverage  
• Underwriting Information  

Choose the information you would like to change by clicking one of the options below.  
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From the screen below, you will notice that the Transaction Effective Date will default to the current 
date. You cannot back-date, or post-date changes, they should be completed in the system the same 
day the Endorsement for Policy Change Form is signed.  

Click on Go. 

 

Make the changes on the screen that need to be applied to the policyholder information. 

Once you have completed the changes, click on Process Changes.  
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When asked if you are sure that you want to Process these changes, click on Yes, I’m Sure. 

 

 

Once completed, fax the Endorsement for Policy Change form to the Home Office using our toll free fax 
number (877) 509-5980 after you have completed the changes in AgenTree. 
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