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Disabling Pop-up Blocker  
The Automobile Policy Processing System (APPS) can be run on three different search engines, Internet Explorer, 
Google Chrome and Mozilla Firefox.  You will need to turn off ad-blockers before trying to access APPS.  
 

Internet Explorer: 
First, you must click the gear icon at the top right of your screen.  

 

Next, click Internet Options.  
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Once Internet Options opens, click on the Privacy Tab.  

 

Click the Turn on Pop-up Blocker box to make sure that there is NOT a check in the box.  Next, click 

Apply, to employ the changes, and then OK, to exit Internet Options. Pop-up Blockers will then be 

turned off.  
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Google Chrome: 
 
Click the Three Dots at the top right of the screen. 

 

Next, click on Settings. 
 

 

Scroll down until you see the Advanced tab and click it.  
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Next, click Content Settings.  
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Click on Pop-ups.  
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Make sure the circle is moved to the right of the line and highlighted in blue, Pop-ups will then be turned 

off.  
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Mozilla Firefox: 
 

Click the gear icon at the top right part of the screen.  
 

 

 

 Click Privacy & Security. 
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Scroll until you see the pop-up blocker windows box and make sure that it is NOT checked. Once this is 
done pop-up blockers will be disabled. 
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Manage Account  

 

Change Password  
 

From Producer Landing Page, click View My Profile. 
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You will be brought to the User Information page, click the Change Password button.  
 

 
 
 
 

Enter new password to meet the required rules. Click Save & Continue when finished.  
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Upload P & C License 
 

Click Upload P & C License.  
 

 

Complete the required fields marked in red.  For category, select P and C License option from the drop 

down.  Click Add Files to choose file to upload.  Once the file is chosen, click Start Upload to upload the 

file. Click close.   
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Upload E & O Policy  
 
Click Upload E & O Policy.  
 

 

Complete the required fields marked in red.  For category, select E and O Policy option from the drop 

down.  Click Add Files to choose file to upload.  Once the file is chosen, click Start Upload to upload the 

file. Click close.   
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Create a Quick Quote  
To create a Quick Quote, click on the blue hyperlink labeled Create Quick Quote in the left side margin.  
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This page requires the applicant’s information.  Fill out the fields marked with red, as they are required.  

If a required field is missed, a message with a hyperlink to the missed field will appear at the bottom of 

the screen.  Click the message to be brought up to that missing field. Click Save and Continue after this is 

completed.  
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The Drivers tab is where the Driver’s information will be entered.  To begin, click on the hyperlink in the 

Driver Name field.   (Note: Driver Name will appear as N/A since it was not keyed.) 

 

Enter the necessary Driver information.  The required fields are marked in red.  Once all information is 

entered for the Driver, click Save Driver.  If you would like to add another driver, click Add Driver.  After 

all drivers have been added, click Save and Continue. 
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Next, you will need to add a vehicle.  Begin by clicking Add Vehicle.   
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Enter the necessary vehicle information.  The required fields are marked in red.  Once all information is 

entered, click Save Vehicle.  If you would like to add another vehicle, click Add Vehicle (see previous 

page screenshot).  After all vehicles have been added, click Save and Continue.   

 

 

 

 

 

 

 

 

 

 



19 
 

This is the coverages page, here you will use the drop down boxes to select the desired policy and 

vehicle coverages and limits.  Next, click the Rate button to receive premiums for each vehicle and the 

total policy premium.  Once a rate is displayed, click Save and Continue.   

 

 

**This page may take longer than others to load once you click the rate button. 
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This is a summary of the quick quote.  It allows the applicant to see the coverages of the policy and the 

estimated cost of the policy. 
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When ready to proceed, click Continue to Full Quote.  If you just want to save the quote, click Save & 

Exit.   
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Create a Full Quote  
 

To create a Full Quote, click on the Create Full Quote hyperlink in the left side margin.  
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To create a full quote, you need to meet the eligibility requirements.  If none of the listed conditions 

apply to the applicant, click None of the Above and then, click Continue.  
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This page requires the applicant’s information.  The required fields are marked in red, the non-red fields 

are not required but still recommended. If a required field is missed, a message with a hyperlink to the 

missed field will appear at the bottom of the screen.  Click the message to be brought up to that missing 

field. Click Save and Continue at the bottom right hand corner of the screen to save your progress. 
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Click on the Driver Name hyperlink to add their information. 
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Enter the necessary driver information.  The required fields are marked in red, the non-red fields are not 

required but still recommended. Once all information is entered for the Driver, click Save Driver.  If you 

would like to add another driver, click Add Driver (see previous page screenshot).  After all drivers have 

been added, click Save and Continue.   

 

 

 

Please note:  

Businesses and School Addresses may not return a valid postal address. 
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Next, you will need to add a vehicle.  Begin by clicking Add Vehicle.   
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Enter the necessary vehicle information.  The required fields are marked in red, the non-red fields are 

not required but still recommended.  Once all information is entered, click Save Vehicle.  If you would 

like to add another vehicle, click Add Vehicle (see previous page screenshot).  After all vehicles have 

been added, click Save and Continue.   

 

 

 

 

 

 

 

 



29 
 

If a Lienholder/Additional Interest needs to be added to the quote, click Add Lienholder/Additional 

Interest button.  

 

 

Enter the Lienholder/ Additional Interest Name in the filter field.  Then, click Find button.  
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Once you click Find, double click the desired lienholder/additional interest to populate the required 
fields.  After the fields have populated correctly, click Save & Continue to return to vehicle information 
screen.   Note: When a lienholder is selected from the search results, do not edit any of the information 
that is returned by the system. 

 

If you are adding more than one Lienholder/Additional Interest to a vehicle click Save & Add.  The fields 
will clear once all information is saved, then you can search for an existing Lienholder/ Additional 
Interest or add a new one (refer to below steps).   

 

If the Lienholder/ Additional interest you entered is not found when you click find, click the Add New 
Lienholder / Additional Interest hyperlink.   
**Note: When adding a new lienholder it will become a permanent record in the system.  Please review 
information for accuracy before saving to the system. Also, when a lienholder is selected from the search 
results, do not edit any of the information that is returned by the system. 
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Enter the required information marked in red.  Once complete click Save & Continue to return to vehicle 

information screen.   

If you are adding more than one Lienholder/Additional Interest to a vehicle click Save & Add.  The fields 

will clear once all information is saved, then you can search for an existing Lienholder/ Additional 

Interest or add a new one (refer to previous steps).   

 

 

 

If you need to delete a Lienholder/ Additional Interest from a vehicle, click on the trash icon in the 

delete column under vehicle information.   
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This is the coverages page, here you will use the drop down boxes to select the desired policy and 

vehicle coverages and limits.  Next, click the Rate button to receive premiums for each vehicle and the 

total policy premium.  Once the rates are displayed, click Save and Continue.   

 

 
 

**This page may take longer than others to load once you click the rate button. 
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On the Images page you can see the documents attached to the quote. Click Continue. Note that once 

the application is submitted, you can return to this tab to access any required documents to print or 

sign. 
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This tab shows the results of the applicant’s quote. Ensure the information is correct.  Under Billing 

options, select desired payment plan.  Click Continue to Purchase. 
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The payment type options are listed on this screen and a receipt can be printed. Choose the desired 

payment method and click Save & Submit to submit full quote to the plan.  If you would like to save 

without submitting, click Save & Continue.  

Note: Do NOT click on the “Print Payment Receipt” button.  See next page for instructions to print 
payment coupon. 
 

 

 
**Note:  

• When sending in deposits/payments (except credit card) please attach the payment coupon.  See 
next page for instructions.  

• When the New Business Deposit is paid by credit card you must print and sign the credit card 
authorization form and send to the Plan.  
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Print Signature Page, Temp ID Card & Payment Coupon at Quote Level 
Note: These documents will be available for a quote once the quote has been submitted to the plan.   
 

From the quote, go to the Images tab.  Under the Quote Documents grid, click the hyperlink in the 
actions column labeled Image for the specific document you wish to print.    
 
Note: Payment receipt is where you will find the payment coupon (see bottom of the document). When 
sending in deposits/payments (except credit card) please attach the payment coupon.   
 
 

 
 
 

The document will open in a separate window and can be printed from there. 
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Make a Payment  
To make a payment to an existing policy, click on the Make a Payment hyperlink in the left margin.  
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Next, enter search criteria. Note that not all fields are required, and any combination of fields can be 

used. Once this field(s) is filled, click Continue in the bottom right hand corner. 

 

 

Click on the desired Policy/ Quote Number hyperlink.  
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Once the quote/policy has been identified, choose the desired payment method and enter the amount 

paid.  Click Save and Continue. After making a payment, the Producer can go to the Images tab to print 

the receipt from this payment.  
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View Payment Schedule  

To view the payment schedule for a policy, select the Billing Tab from within the Policy Screen.  
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Uploading a Document  
To upload documentation to a policy, select the Images Tab from within the Policy Screen.  Click the Add 
Attachment button at the bottom of the screen.  
 

 
 
 
 

A new window will open, select the subcategory and item the file is related to from the drop-down list.  
Fields marked in red are required.  Click Add Files and browse for the file to upload.   
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Click Start Upload when all files have been selected.  Once all files are 100% upload (see status), click 
Close.  

 
 

To delete a File you uploaded, click the delete bin in delete column.  

 

A message will appear, click Ok to continue.  
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Reprinting a Document  
 
To Reprint documents related to a policy, select the Images Tab from within the Policy Screen.  Select 
the description hyperlink of the document you want to reprint.   
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The document will open in a separate window and can be printed from there. 
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Printing Declaration, ID Card & Payment Coupon at Policy Level 
From the Policy, go to the Billing tab.  Scroll down to the Report Mailing Plan grid.   
 

 
 

 
To print the declaration and the ID card click the hyperlink in the description column labeled NB Forms.   
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The New Business forms will appear.  Select which forms you would like to reprint and click Print 
Selected Forms.  The document(s) will open in a separate window and can be printed from there. Click 
Back to return to the Billing tab.  
 
Note: Do NOT enter Email Address or Click “Email Selected Forms” button.  
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To print the payment coupon, find the invoice number you wish to print from the description column 
and then click the hyperlink in the actions column labeled View Image.   
 

 
The document will open in a separate window and can be printed from there. 
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Retract a Quote  
Note: A quote can only be retracted when in a Submitted status.   
 
From the Quotes section on the producer landing page, scroll right to display the Retraction column.  

 
 

Select the reason for retracting and then check off the box in the Retraction column.   

 



50 
 

 
 

Once you click the Retraction box, a message will appear. Click Ok to continue.  The Quote will now be in 
a retracted status.  
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Reports  
Reports can be accessed from the hyperlinks listed under Reports on the Producer Landing Page.  

 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



52 
 

View Commission Statements  
 

Click on View Commission Statements hyperlink.  Enter search criteria for the statements you wish to 
view.  

 
Note: To view monthly commission statements use the date range search fields labeled “Date From” and 
“Date To”.  For example, to view commissions statements for the month of August, enter Date From: 
August 1st, Date To: August 31st.  TO view commission for a specific policy, search by entering only the 
Policy Number in the Policy Number search field.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



53 
 

Links  
 

The four hyperlinks listed under Links can be used to quickly access information from www.aipso.com.  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.aipso.com/
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Policy/Quote Status Definitions 

 

Saved:  A quote was saved.  

Submitted: A quote was submitted with payment.  

In Process:  Underwriter/Accounting is reviewing the quote (1st review). 

Quality Control: Underwriter verifies the quote (2nd review). 

Pending APS: Policy is pending assignment. 

Issued: Active Policy (ex: R38A…) 

Retracted: Producer retracts quotes.  

Rejected: Underwriter rejects the policy/quote. 

Pending Underwriting (U/W) Cancellation: Cancellation is pending for underwriter reasons. For example:  

Missing documents, Invalid License, etc. 

Pending Producer Cancellation:  The Producer initiates cancellation for the insured’s policy.  

Cancelled: The Policy is cancelled. 


