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Updated 03/20/2020 by Judy Madden 

Updated 11/08/2020 by Judy Madden 

 

Address Change: 

Pull up task Induction copy policy number – go to maintain docs do check if this is a duplicate. 

 

Copy policy number – go to maintain docs do check if this is a duplicate. 

Induction:                                          Maintain Docs: 
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*** If a duplicate copy the doc ID number (from maintain docs) – go to induction – click on Put In File 

(PIF) click on comment – add note  See doc ID ____ - this is a duplicate   Will PIF – then click on add 

comment – click on complete 

  

   

   Induction 

 

 

     5th 

 

 

 

 

 

 

     1st 

      2nd 

    3rd 

     4th  
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IF not a duplicate– open view document to read the email to verify the effective date is provided – if not 

you will need to email the agent before completing the task.  

 

 

 

 

 

(If the effective date is at renewal go to page 13) 

Paste policy number in data base and hit search 

 

Database – Update the address (you may have to update more than one file-depending on the effective 

date of the change) – For example if the address change is 01/17/2020 and database shows 2 policy 

periods 12/10/2019 -12/10/2020 and 12/10/2020 – 12/10/2021 you will update both files. Click edit for 

the policy period the address change was made 1st then update all other files.  
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Go to Oasis and enter the policy number and click on go 

 

 

Click on the policy period you will be updating - If you are ONLY updating the current policy (if updating 

multiple polices go to page 12) 

 

Go to Policy Actions click on the arrow – click on Policy Change 
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Enter effective date – click on the arrow and click on Chg Name/Addr – add note Eff _______ Updated 

Address, Click OK 

 

Click on Pol Admin:  

 

Click on Go To Client 

 

 

 

 

A 2nd pop-up will appear – click on Demographic and address 
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Click on the word Change 

 

 

Update the address and Update the Eff From to the effective date of the address change (if the county 

changed from previous address you will need to update database) – Click save 

 

 

 

 

 

Hit Refresh and click the X (top Right of screen) 

 

 

 



 

7 | P a g e  

 

Click Close and Click Save WIP 

 

 

 

 

 

Click on Pol Admin to confirm the address was updated – click close 

 

 

 

 

 

Add the last 4 digits of the zip code in Database 

Oasis 
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Database 

Without the 4 digits   With the 4 digits 

 

If an insured moved to a NEW STATE please add a note on the address task (and if there is a renewal 

task also add a note) Note needs to read: Insured moved from (name of state) to (name of state) – will 

need to create a new policy in Oasis at renewal. Please provide the old and new policy number to Judy       

*** we need to tie the old policy number with the new policy number. 

 

Go to induction – click on add comment – Add your note – click on Add Comments – click close 

 

 

Verify the Policy Effective date - should be the policy term you are updating  

Verify the Adjustment Effective Date – should be the effective date of the address change. 

 

 

      1st 

    3rd 

     2nd 

     4th 
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Go to the Policies folder to type up the endorsement – Lawyers Professional Liability Insurance/Policies 

– click on the folder Endorsements – Click on the Change Endt Templates – Click on NLF (LP policies)  or 

RRG (RLP policies) (FL, HI, NY, NM, NJ, WA & LA)  

 

 

Click on the endorsement for the Firm Address Only  
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Click view - update the endorsement (everything in gray) – save in the current year you are doing the 

endorsement (you may be doing multiple endorsements depending on the effective date of the address 

change) 

 

 

Save as policy number, Name of firm, effective date of the change (keep the endorsement number and 

name) 

 

 

 

 

 

 



 

11 | P a g e  

 

Make sure you update all files in Database (renewal file if already set up in database) 

Go to maintain docs – click on the RN file (past or current) 

Add comment:  

See doc ID ______ - updated address 

Copy your notes in induction – click ad comment – click close 

Go to induction - Click Question – forward to Audit SME – peer review – Comment section: Endorsement 

ready in NLF or RRG folder 

 

 

 

 

 

 

 

 

     1st 

    2nd 

    3rd 

      4th 

    5th 
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***If updating multiply policies you will go to the 1st policy period that the address will be changed. For 

example if the address change was 05/08/2019 you will open the 12/10/2018 – 12/10/2019 policy 

 

Go to Policy Actions click on the arrow – click on OOS Policy Change (this will update the current policy 

and all other policies in effect after the effective date of the address change) 

 

 

 

 

Go back to page 5  
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If the address change is at RENEWAL only  

1.  If we receive an address change that is effected at renewal you will need to index the task. 

2.  When the task is assigned to an AU you will need to update database – ONLY the renewal file 

 

 

 

3. Verify the Policy Effective date - should be the policy term you are updating  

     Verify the Adjustment Effective Date – should be the same as the effective date. 

 

4. Add your note into Induction – Click Add comment – Add your note – Click on Add Comments – Click 

Close 

 

    Eff at renewal updated address to: 

    No change in county   

    Endorsement is not needed 

**** If there is a change to the county you will need to rerate the policy  

 

 

   1st 

     2nd 

      3rd        4th 
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****If the premium changed and we did NOT receive a RTB you will need to send an updated auto 

renewal quote or renewal quote to the agent and let them know due to the county change the premium 

changed. Attached the renewal quote to the Renewal file in Induction and add a note – See doc ID 

____________ address change at renewal. County change to: ______  Sent a revised auto renewal / or 

quote 

 

****If the premium changed and we DID received a RTB – send an email the underwriter to see if they 

want to honor the previous renewal quote or to send a revised quote. 

5.  If this is an Agency bill you will PIF the task (remember no endorsement is needed) 

 

 

 

 

Go to maintain docs – click on the RN file 

Add comment:  

See doc ID ______ - updated address 

Copy your notes in induction – click ad comment – click close 

Question to the Audit pool – Peer Review – click Go 

 

 

 

 

 


