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Completing an Endorsement 

Search for the policy in the Search bar which will take you to the Policy

Details page. Click the "Endorse" icon in the top right-hand corner.

1.

2. You will arrive at the Full Policy Endorsement page and enter the desired

changes. Note: This screen is similar to the Policy Builder section.

3. Once you have entered the desired changes, click "Review Changes".
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4. The previous version and desired changes will appear side-by-side. After

verifying that the changes are correct, click "Sign & Submit" to process the

endorsement.
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5a. If paying by credit card or eCheck, you will be

directed to the pay.gov site.

 

 

5.b If mailing a check, you will see a screen similar

to the below:
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6. After payment, the changes will appear on the right-hand side of the

screen and you will have the option to "Download Payment Confirmation"

as a PDF.

7. Click "Download Payment Confirmation PDF" to receive payment receipt.
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