
 
How to Import a Policy 
 
 
From the Policies Menu, click “Import Policy” 
 

 
 
All policies available for import will populate in a list. 
 

 
 
 
 
 



Find the policy you wish to import. Under the “Actions” dropdown menu, click “Import”. 
 

 
 
You will be prompted to confirm the Policy details. In some cases, you may have to enter the NAIC Number (using the “NAIC Look-
Up” button). When ready to import, click “Import”. 
 

 



The policy will now display in the Policies list. 
 

 


