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1  Overview 
The purpose of this guide is to demonstrate basic use of the eServices Insurance Portal for 

insurance company users. The insurance tasks covered include: 

• Searching for an individual, business, vehicle, or policy 

• Adding a policy 

• Cancelling a policy 

• Reinstating a policy 

• Re-Establishing policy transactions 

• Adding or removing a vehicle on a policy 

• Updating vehicle owner or policy holder information 

• Changing a vehicle garaging address 

• Cancelling a Registration 

• Printing a Registration Cancellation Receipt 

• SDIP tasks such as running formal and informal inquiries and adding Out of State (OOS) 

incidents 

• Section 5 insurance tasks such as adding, cancelling, or amending a Section 5 policy 
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2  Introduction to RMV eServices for Insurance Industry Users 
The eServices Insurance Portal is available to Insurance Industry users that have an authorized 

insurance industry Log-in. The Log in page for the RMV eServices Portal is shown below. 
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After an RMV insurance user logs in, the home page displays with the Summary tab active. The 

upper left area of the page identifies the insurance company that is associated with the Log-in. 

The company may be an insurance carrier or an agency. The home page shown below is typical 

for an insurance carrier. 
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The home page for an agency is similar to that of the carrier, except that an agency typically has 

the Work with Someone Else link, located below the agency name, which allows it to use 

permissions in ATLAS that a carrier has granted to it. An example of an Agency Home Page is 

shown below. 
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The home page Summary tab contains five links for searches: Individual, Business, Vehicle, 

Policy, and NADA Vehicle Inquiry. For insurance carriers (but not for agencies) there are also 

two links for reports: Notice to Carrier and Notice to Reinquire. 

Tabs for Action Center and More… are also available on the home page. The Action Center is 

not applicable to Insurance users.  

The More… tab provides administrative options, as shown below. These will be described in 

detail later.  
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3  Insurance (IPM) Tasks Using the eServices Insurance Portal 
Insurance Policy Management (IPM) tasks that can be performed on the eServices Insurance 

Portal include searching, modifying and adding information related to insurance policies, insured 

vehicles, and insured drivers. This includes maintaining individual driving records as part of the 

Safe Driver Incentive Program (SDIP) as well as updating vehicle ownership information such 

as vehicle garaging addresses or participation in specialized types of registration such as 

Section 5.  

3.1  Searches 
Searches are a fundamental operation for insurance industry users, not only for obtaining and 

verifying information, but also because to add or modify policies it is necessary to locate records 

for the vehicle and/or policy affected in the database. ATLAS allows you to search by Individual 

(name, driver’s license number), Business (name, business EIN), vehicle (VIN, plate number) 

and Policy (policy number with carrier code, policy type, and term effective date). ATLAS also 

provides a NADA Vehicle Inquiry search, which allows insurance user to look up the value of a 

vehicle, based on year, make, model, and mileage. 

Search for an Individual 
The following procedure describes how to search for an individual using ATLAS. Locating the 

individual’s entity springboard will allow you to view his or her vehicles and insurance policies, 

and driver-related information. 

1. From the Summary tab on the home page, click on Search for an Individual.  The 

following search field displays. 

 

2. Enter the individual’s name, last name first (in the example it is Lyons, Elisha), in the 

search field and click Search.  ATLAS returns the results below a bold blue line. In this 

example, ATLAS returns ELISHA SAWYER LYONS. 

 

3. Click the individual name, ELISA SAWYER LYONS.  
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4. The individual entity springboard displays, providing more information about the individual. 

As shown below, the Vehicles tab with Vehicles sub-tab selected, lists the vehicles owned 

or leased by the individual. If the Policies sub-tab is selected, the policies held by the 

individual are shown. Other tabs in the blue tab bar allow access to additional information.  

 

 

Search for a Business 
To search for a business:  

1. Select the Search for a Business link on the Summary tab of the eServices home page.  

2. Enter the business name in the search field. In this example, the name Abraham Lincoln 

GMC is entered. Click Search. 

3. Click on the name of the business that you are searching for when it appears 
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4. The business entity springboard displays. In this example, the business does not own any 

vehicles. 

 

 

Search for a Vehicle 
To search for a vehicle: 

1. Select the Search for a Vehicle link on the Summary tab of the eServices home page. The 

Search for a Vehicle link displays. 

2. Enter either the VIN number or plate number in the Search field. Click Search. 

NOTE: Using the last eight characters of the VIN, as shown in the example, is a convenient 

alternative to entering the entire VIN. 

 

3. Click on the vehicle year, make and model name (in the example, 2006 ICRP 3000). 

4. The vehicle ownership springboard displays as is shown in the example below. This 

springboard displays detailed information on the vehicle ownership and registration. 

Additional detailed information is viewable by clicking the Registration, Title, Obligations, 

Inspections, and Insurance tabs. 
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NOTE: In the example below, the Vehicle tab and Owners sub-tab are active.  The Hide 

History/Show History link allows you to toggle between showing and hiding ownership 

history. 
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Search for a Policy 
To search for a policy: 

1. Select the Search for a Policy link on the Summary tab of the eServices home page.  

2. Enter Policy Number, Company Code, and Effective Date for policy that you are 

searching for. Select Policy Type. Click Search. 

NOTE: All four search terms, policy number, company code, policy type, and effective date 

are required to search for a policy.  

 

3. If the policy number is in the database, the search returns the policy number in bold 

typeface below the bold blue line. Click on policy number to view information about the 

policy.  

NOTE: To immediately view a list of vehicles currently insured by the policy, you can instead 

click on the effective date in the search results (displayed in blue typeface).   

4. Information about the policy, including but not limited to Policy Holder, Insurance 

Company, Policy Type, Effective and Expiration Dates, and Unpaid Premium displays 

on the policy springboard.  

NOTE: The Hide History/Show History link allows you to toggle between showing and hiding 

policy history. 
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5. To see all of the vehicles currently insured under the policy, click on the blue date in the 

Term Effective column (this is the term currently in effect). 

NOTE: To view vehicles covered in previous terms of the policy, click on the term effective 

date for the year that you want to view. Previous years are displayed in gray typeface; 

however, they are active hyperlinks. (Show History must be active to view previous years.) 

6. The Policy Details springboard displays with the Vehicles tab selected as a default. 

Vehicles covered under the current term of the policy are listed. 

NOTE: The Section 5 Accounts sub-tab, if selected, allows you to view any Section 5 

accounts covered under the policy.  
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NADA Vehicle Inquiry 
To perform a NADA Vehicle Inquiry: 

1. Select the NADA Vehicle Inquiry link on the Summary tab of the eServices home page.  

2. Enter the VIN and Mileage for the vehicle that you are finding the value of. Click Next. 

 

3. Select the applicable trim level. Click Next.  
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4. The Summary page displays, showing vehicle information including the mileage adjusted 

clean trade-in value which is used to assist with a casual (non-dealer) sale. 

 

5. Click Submit to view and receive by email a printable summary of the NADA value of the 

vehicle. 
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NOTE: Not all vehicles will return a value. If no value is available, a message is displayed 

indicating that value information for the vehicle could not be found. 

 

6. Click OK to return to the vehicle ownership springboard or Printable View to print the result 

of your search. 
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Title Status Search 
To search for a vehicle title status when you know the VIN number, proceed as follows: 

1. From the eServices home page, select the More… tab, then select Title and Lienholder 

status. 

 

2. The Enter Vehicle Information screen displays. Enter the full vehicle VIN number and click 

Search. 
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3. The search results display title and lienholder information. 
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Search Submissions 
You can search submissions, including cancellations and reinstatements, made under your 

login as follows: 

1. From the eServices home page, select More… and then select Search Submissions. 

 

2. Specify the dates/time period that you want to search. Then click Search. Submissions that 

you have made, if any, are displayed. 
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3.2  Reports 
The Summary page provides links to two reports that are available to insurance carriers, 

Notice to Reinquire and Notice to Carrier. 

Notice to Reinquire 
To view the Notice to Reinquire report: 

1. On the ATLAS home page Summary tab, click on Notice to Reinquire. 

 

2. The Notice to Reinquire report displays. This report has six sortable fields, Policy 

Number, Renquire Sent, License Number, License State, Last Name, Policy Effective, 

and Policy Expiration.  

NOTE: The Filter field can be used as a search tool to locate a record. 

3. If desired, the Export link can be used to create a spreadsheet file of the report on your 

computer.  
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Notice to Carrier 
To view the Notice Carrier report: 

1. On the ATLAS home page Summary tab, click on Notice to Carrier. 

 

2. The Notice to Carrier report displays with the Registration tab active. The Registration 

tab has five sub tabs: No Policy Reported, Policy Expired, Registration Status 

Changed, Registration Changed and Section 5 Number of Plates Changed. If desired, 

the Export link can be used to create a spreadsheet file of any of the sub-tab reports on 

your computer.  
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3. Click on Policy to view the Policy tab. The Policy tab has two sub-tabs, Active Policy 

With No Vehicles and Bind Verification Required. If desired, the Export link can be used 

to create a spreadsheet file of any of the sub-tab reports. In addition, the Filter field can be 

used to locate records that include specific values, such as a policy number, term effective 

date, etc. The page number in, for example, Page 1 of X is a hyperlink that allows you to go 

directly to the desired page.  
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4. Click Help to view the Help sub-tab information. The Help tab provides information on the 

reason codes used in the Notice to Carrier report.  
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3.3  Maintaining Insurance Data 
The following section provides example of how to add, cancel, or amend insurance policies and 

related data using the eServices Portal.  

Adding a New Policy to a Vehicle 
The following procedure provides an example of how to add a new policy. 

1. Select Search for a Vehicle hyperlink from eServices Portal home page. 

2. Enter the last eight numbers/characters of the VIN number you are going to add a policy to. 

In our example the last eight are 6A153604. (You can also enter the plate number or find the 

vehicle by selecting Search for Individual or Search for a Business and searching for the 

owner by name.) 

 

3. Click on the vehicle year, make, and model name. 
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4. The vehicle ownership springboard displays. Under I Want To, click Add Insurance Policy. 

 

5. The Insurance Policy New Business Transaction page displays. 

 

6. Click Next. 
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7. The Insurance Policy New Business Transaction page displays policy information. 

NOTE: The +Add a vehicle link can be used to add additional vehicles to the policy. 

 

8. Click on the Policy Holder button under Vehicle Owners. The slider button turns green, 

indicating that the Vehicle Owner is also the Policy Holder.  

NOTE: If the policy holder is not the owner, you will be able to add customer information on 

the policy holder. 

9. In this example, the policy holder is a business. Under Policy Holder, answer the question 

Is the policy holder a business? by clicking Yes. 

10. Enter the required information in the fields for Policy Number, Policy Effective Date and 

Policy Expiration Date. Select Policy Type from the dropdown. 

NOTE: If the policy number is not available, you can click on the Bind Policy toggle button. 

After the button turns green, you can continue without a policy number. The system will 

generate a temporary policy number. 
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11. Click Next. 
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12. The Review and Submit page screen displays. Click the I Accept toggle button, then click 

Submit. 

 
13. The Confirmation screen displays. Click OK to return to the vehicle ownership springboard 

or Printable View to print the confirmation. 
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14. After clicking OK, the vehicle ownership springboard displays, showing the new policy 

added.  
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Performing a Bind Verification 
If a Bind policy has been added to a vehicle, it is necessary to perform Bind Verification when 

a permanent policy number becomes available.  

NOTE: A policy added using the Bind Policy transaction cannot be amended until it is updated 

with a permanent policy number. 

To perform a Bind Verification transaction, proceed as follows: 

1. Search for the vehicle insured by the policy that you want to update, then from the vehicle 

springboard, select the Insurance tab.  

2. Click the Maintain link for the policy that you want to update and select Bind Verification 

as the Transaction Type. 

 

3. The Transaction Information screen displays. Click Next. 
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4. The Policy Information screen displays. Enter the permanent policy number and click 

Next. 

 

5. The Review and Submit screen displays. Review the information, and, if correct, click on 

the I Accept toggle button, then on Next. 

 

6. The Confirmation screen displays. Click OK to return to the vehicle ownership springboard 

or Printable View to print the confirmation. 
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Adding a Vehicle to an Existing Policy 
This example demonstrates how to add a vehicle to an existing policy.  

1. Search for the policy holder of the policy that you want to add a vehicle to. In this example, 

the policy holder is a business. Click on Search for Business from the eServices Summary 

page. 

2. Enter the business EIN number or the name of the business in the search field. In this 

example we enter the EIN, which is 12-345790. Click Search. 

 

3. The name of the business you are searching for displays. 

 

4. Click on the name of the business that the search returns. In this example it is HAUL THAT. 

5. The business entity springboard for HAUL THAT displays. 

6. Click on the Insurance Policy tab and then on the Maintain link in the tab. 

NOTE: The Maintain link is only available to users with the proper log-in permissions. If you 

are an insurance agency user and have amend permissions from a carrier, you will need to 

be logged-in as the carrier using the Work with Someone Else link on the home page in 

order to have access to the Maintain link. If you do not see the Maintain link, check with 

your administrator to verify that you have the correct permissions.

 



eServices Reference Guide for Insurance Industry Users                                       IPM Tasks 
 

Doc. # INS103M – 09/22/2020                                                                                                                       
    34 

7. Select Amend as the transaction type from the pop-up menu. 

 

8. The Transaction Information screen displays.  Select Vehicle Addition from the Vehicle 

Action Code pull-down menu. Click Next. 
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9. The Policy Information screen for the policy you are amending displays. Enter the VIN and 

the Policy Effective Date for the vehicle you are adding to the policy, then click Next. 

 

10. The Review Policy screen displays. Review the information and click Next.  
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11. The Review and Submit page displays. Review the information and, if correct, click the I 

Accept toggle button, then Submit.

 
12. The Confirmation screen displays. Click OK to return to the vehicle ownership springboard 

or Printable View to print the Confirmation screen.  
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Renewing a Policy 
A policy renewal presumes continuity of coverage and this transaction enforces that 

assumption.  When adding a policy term for an existing policy number for which the coverage 

has not been continuous, the Re-Establish Policy transaction must be used.  The following 

example demonstrates how to renew a policy: 

1. Search for the policy holder for the policy you are trying to renew. In this example, the policy 

holder is a business. Click on Search for Business from the eServices Portal home page. 

2. Enter the business EIN number or the name of the business in the search field. In this 

example we enter the EIN, which is 12-345790. Click Search. 

 

3. The name of the business you are searching for displays. 

 

4. Click on the name of the business that the search returns. In this example it is HAUL THAT. 

5. The business entity springboard for HAUL THAT displays. 

6. Click on the Insurance Policy tab and then on the Maintain link in the tab. 

NOTE: The Maintain link is only available to users with the proper Log-in permissions. If 

you are an insurance agency user and have amend permissions from a carrier, you will 

need to be logged-in as the carrier using the Work with Someone Else link on the home 

page in order to have access to the Maintain link. If you do not see the Maintain link, check 

with your administrator to verify that you have the correct permissions.
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7. Select Renewal as the transaction type from the pop-up menu. 

 

8. The Transaction Information screen displays. Click Next. 
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9. The Policy Information screen for the policy you are renewing displays. Review the vehicle 

information and enter the Policy Expiration Date, then click Next. 
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10. The Summary screen displays. Click on the I Accept toggle button, then click on Submit.  

 

11. The Confirmation page displays with a confirmation number to verify that the policy has 

been renewed. Click Ok to return to the vehicle page or Printable View to print the 

confirmation.   
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Cancelling a Policy 
The following procedure demonstrates how to cancel a policy: 

1. Search for the policy holder for the policy you are trying to cancel. In this example, the policy 

holder is a business. Click on Search for Business from the eServices Portal home page. 

2. Enter the business EIN number or the name of the business in the search field. In this 

example we enter the business name, which is Rocket Plowers. Click Search. 

3. The search returns the business Rocket Plowers. Click on the name Rocket Plowers. 

 

4. The Rocket Plowers business entity springboard displays. Click the Insurance Policy tab, 

and then click on Maintain. 
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5. Select Cancellation as the transaction type. 

 

6. The Insurance Policy Cancellation screen displays. Click Next. 

 

7. Select Non-Payment on the Reason pull-down menu, then click Next. 
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NOTE: In this example, Non-Payment is the applicable reason, other reasons (as shown in 

the screenshot shown below) may be applicable to a particular cancellation instance. 

 

8. Enter the Unpaid Premium Owed and the Transaction Effective Date. 

NOTE: This step is applicable only if the reason is Non-Payment or Failure to Pay 

Surcharge. 
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9.  The Summary screen displays. Review the transaction. If the information is correct, click 

the I Accept toggle button, then click Submit. 

 

10. The Confirmation page displays with a confirmation number to verify that the policy has 

been cancelled. Click OK to exit to the vehicle ownership springboard, or Printable View to 

print the confirmation.  
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Reinstating a Policy 
The following procedure demonstrates how to reinstate a policy: 

1. On the eServices Portal home page Summary tab, click on Search for Business. In this 

example the policy holder for the policy we are reinstating is a business. 

2. Enter the business EIN number or the name of the business in the search field. Click 

Search. 

3. Click on the business name that the search returns, Rocket Plowers. 

 

4. The business entity springboard for Rocket Plowers displays. Click on the Insurance 

Policy Tab and then on the Show History link, so that history is displayed. 

NOTE: Reinstatement is only possible on policies that have been previously cancelled. 

Cancelled policies are only viewable if Show History is active. (Show History is active 

when the screen displays Hide History.) 
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5. Policy history displays in gray typeface in the Insurance Policy tab. Click on the Maintain 

link on the far right of policy history.  

 

6. A selection menu displays. Select Clear/Amend Un-Paid Premium. 
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7. The Insurance Policy Clear/Amend UPT screen displays. Click Next. 

 

8. A Reason field with a pull-down menu displays. In this example, we select Unpaid 

Premium Paid and click Next. 
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9. The Summary screen displays. If the information shown is correct, click the I Accept toggle 

button, then click the Submit button. 

 

10. The Confirmation screen displays with a confirmation number. Click the OK button to return 

to the business entity springboard or Printable View to print the confirmation. 
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11. In the business entity springboard Insurance Policy tab, toggle the Show/Hide History link 

so that history is visible, and then click the Maintain link. 

 

12. Select Reinstatement from the selection menu. 
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13. The Insurance Policy Reinstatement screen displays. Click Next. 

 

14. A Reason field with a pull-down menu displays. Select Reinstatement, then click Next.  
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15. The Summary screen displays. Click on I Accept toggle button, then on Submit. 

 

16. The Confirmation page displays with a confirmation number. Click on OK to return to the 

home page or on Printable View to print the confirmation.  
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Amending a Policy Holder 
The following procedure demonstrates how to amend a policy holder: 

1. From the Summary tab on the home page, select Search for an Individual. 

2. In the Search for an Individual field, enter the license number (in this example we enter 

SA0070702). Click Search. 

3. Click on the name of the individual that search returns, James Kent Patton. 

 

4. The individual springboard for James Kent Patton displays. Select the Vehicles tab and 

Vehicles sub-tab. Click on 2018 FLHRSX. 
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5. The vehicle ownership springboard displays. Click on the Insurance tab.  Click on the Show 

History link, then click the Maintain link. 

 

6. The Insurance Policy Maintenance screen displays. Click Next.  
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7. The Transaction Selection pop-up menu displays. Select Change Policy Holder from the 

pop-up menu, and then click Next. 

 

8. The Policy Information screen displays. Click on the Policy Holder button for Ginger 

Malone Watson (under Vehicle Owners). The button turns green, indicating she is the new 

policy holder being selected. Then click Next. 

 

NOTE: If changing the policy holder to someone other than an owner, you would enter 

information for the new policy holder in fields in the Policy Holder section. (The Policy 

Holder buttons must be “off” (blue) in order to add a non-owner as the policy holder.) 

` 
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9. The Summary tab displays with information on the policy change you are making. If the 

information is correct, click on the I Accept toggle button, then click Next. 

 

10. The Confirmation screen displays, showing a confirmation number. 

 
11. Click OK to return to the vehicle ownership springboard, or Printable View to print the 

confirmation.  
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Changing Garaging Address 
To amend the garage address on a policy, proceed as in the example that follows: 

1. From the home page Summary tab, select Search for a Vehicle. 

2. Enter the vehicle VIN or plate number in the search field. In this example we enter the last 

eight characters of the VIN: J2237559. 

3. Click Search. 

4. The search returns information on the vehicle below the bold blue line. In this example, the 

vehicle is a trailer. 

5. Click on the vehicle year, make and model name. 

 

6. The vehicle ownership springboard displays. Under I Want To, click on Update Vehicle 

Address.  
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7. The Transaction Information screen displays. Click Next. 

 

8. The Garaged Address screen displays. Enter the new address in the address fields. Clilck 

Next. 
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9. The Address Verification screen displays. Check that the selected address is correct, then 

click Next. 

 

10. The Summary screen displays. Review the Vehicle Garaged Address and click the I 

Accept toggle button button if it is correct.  

11. Click Submit. 
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12. The Confirmation screen displays.  Click OK to return to the vehicle ownership 

springboard, or Printable View to print a copy of the confirmation.  

  



eServices Reference Guide for Insurance Industry Users                                       IPM Tasks 
 

Doc. # INS103M – 09/22/2020                                                                                                                       
    60 

Amending an Expiration Date 
The following example demonstrates how to amend an expiration date: 

1. From the Summary tab of the home page, select Search for Business. (In this example 

the owner of the vehicle for the policy that we want to amend is a business.) 

2. Enter Spikes Student Transport in the search field. Click Search.  

3. Click on the name of the business, SPIKES STUDENT TRANSPORT, that is returned.  

 

4. The business entity springboard displays with the Vehicles tab selected as a default. 

5. Select 2006 ICRP 3000 from the list of vehicles. 
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6. The vehicle ownership springboard displays. Select the Insurance tab. 

 

7. The Maintain link displays. Click on Maintain and select Amend as the transaction type 

from the pop-up menu.  
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8. The Transaction Selection screen displays. In the Vehicle Action Code pull-down menu, 

select Change Policy Expiration. Click Next. 

 

9. The Policy Information screen displays. Enter the policy expiration date in the Policy 

Expiration Date field. Click Next. 

 

10. The Summary screen displays. Review the Expiration Date and click the I Accept toggle 

button if it is correct.  
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11. The Confirmation screen displays. Click OK to return to the vehicle ownership springboard, 

or Printable View to print the confirmation.  
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Resolving Reinstated Policy with Unpaid Premiums 
In this example, we want to clear an unpaid premium in the system because the system is in 

error and the premium actually has been paid: 

1. Search for the vehicle. In this example, we search by the last 8 numbers of the VIN. We 

could also search by the plate number, or we could locate the vehicle by searching the 

owner’s name or business owner’s EIN. 

2. Click on the vehicle year, make and model name. In this example the vehicle name is 2013 

VOLK PASSAT. 

 

3. The vehicle ownership springboard displays. Click on the Insurance tab and the Show 

History link. 
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4. Click on the Maintain link and then select Amend as the transaction type from the pop-up 

menu. 

 

5. The Transaction Information screen displays. Click Next. 

 

6. Select the applicable reason from the Reason pull-down menu. In this example, we select 

Unpaid Premium Paid.  

7. Click Next.  
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8. The Policy Information screen displays with a summary of the vehicle and policy 

information. Verify the information and click Next. 

 

9. The Summary screen displays. Review the information and, if correct, click on the I Accept 

toggle button (the toggle button will turn green), and click Submit. 

 

10. The Confirmation page displays with a confirmation number. Click OK to return to the 

vehicle ownership springboard or Printable View to print the confirmation.  
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Re-Establish Policy Transaction  
A Re-Establish Policy transaction presumes that there has been non-contiguous coverage 

between terms (a gap in coverage) for an existing policy number for a particular carrier, and this 

transaction enforces that assumption.  When adding a policy term for an existing policy number 

where the coverage has been continuous, the Renewal transaction must be used. In this 

example, we want to add a policy for a Policy Term Effective Date which appears to have a gap 

in coverage for a previous or subsequent Policy Term when attempting to re-use the same 

Policy Number: 

1. Click on Search for a Policy. 

 

2. Complete the applicable fields under Search for a Policy: 

  

3. Enter the Policy Number and Company Code, select Policy Type (Commercial or Private 

Passenger) from the drop-down menu, and enter the Effective Date you are attempting to 

add, and click Search: 
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4. Once the Search button is clicked on in previous step, the following screen displays.  Click 

on the Policy Number hyperlink. 

 

5.  If the Policy Number has the Re-Establish Policy option available, it displays under the I 

Want To section. Click on Re-Establish Policy to proceed. 

 

6.  The Transaction Information screen appears. Click Next to proceed. 

 

7. The next screen that appears to add the new policy information.  In this example, the 

Policy Holder is not a Business, so No is selected.  Enter the VIN for vehicle to be added, 

Policy Holder First Name, Policy Holder Last Name and Policy Holder DOB in the 

appropriate fields. Under Policy Information section, enter Policy Term Effective Date, 
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Policy Expiration Date, and Unpaid Premium, if applicable.  There will not always be 

Unpaid Premium. Click Next. 

 

8. Under Review Policy, review the Vehicle Information, then click Next. 
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9. On the Review and Submit screen, review all date for accuracy and click the I Accept 

toggle button under the Acknowledgment section.  The Accept button will turn green, 

once selected. 

 

10. If you would like to print a copy of the transaction Confirmation, select Printable View. 

 

11. If you would like to complete the transaction without printing a copy of the transaction 

Confirmation, select OK. 
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12. Once the Re-Establish Policy transaction is completed, the new Policy Term will be 

viewable and may be Maintained, should more vehicles need to be added. 
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Cancelling a Vehicle’s Current Registration 
Insurance users with IPM privileges are able to cancel a registration if requested by their 

customer. The following example demonstrates how to cancel a vehicle registration. 

CAUTION: If you cancel a registration in error, you will not be able to reinstate the registration. 

If you cancel a registration in error, contact the RMV Customer Assistance Bureau (CAB) at 

857-368-8080.  

1. Search for the vehicle for which you are going to cancel the registration. In this example we 

will search by the last eight characters of the VIN. 

 

2. Click on the vehicle year, make and model name. In the example this is 2015 JAGU XF. 

3. Under I Want To, click on Cancel Vehicle Registration. 
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4. The Transaction Information screen displays. Click Next. 

 

5. The Vehicle Information screen displays. Review the vehicle information and click the I 

Accept toggle button if the information is correct. 

6. Click Next.  
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7. The Summary screen displays. Review the information and click the I Accept toggle 

button, if it is correct. 

CAUTION: If you cancel a registration in error, you will not be able to reinstate the 

registration. If you cancel a registration in error, contact the RMV Customer Assistance 

Bureau (CAB) at 857-368-8080.  

 

8. The Confirmation screen displays. Click on OK to return to the vehicle ownership 

springboard or Printable View to print the confirmation.  
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NOTE: The registered primary owner of the vehicle will receive a copy of the cancellation 

receipt by mail. The vehicle owner(s) can also print a copy of the cancellation receipt for up 

to 60 days from their customer profile in myRMV. You can also print out a copy of the 

cancellation receipt. Refer to Printing a Registration Cancellation Receipt that is 

documented below. 
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Cancelling a Vehicle’s Previous Registration 

The following example shows how to cancel a registration when a new owner has registered 

the vehicle before the previous owner cancelled their registration. 

 

1. Search on the plate number for the registration that you want to cancel. In our example, 

the plate number is AAAAA$. 

 

2. The search returns 2011 TOYT CAMRY SEDAN with plate number AAAAA$. There is a 

link, View Past Ownership, in the search results.  

3. Click on the View Past Ownership link. The vehicle ownership springboard displays, 

showing vehicle ownership information. Because the plate number and ownership 

information are not current for the vehicle, the springboard displays a banner: You are 

not viewing the current ownership information for this vehicle. 

4. Under I Want To, click on Cancel Vehicle Registration. 
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5. The Transaction Information screen displays. Click Next. 

 

6. The Vehicle Information screen displays. Review the details and click the I Accept 

toggle button if the information is correct, and then click Next. 
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7. The Summary screen displays. Review the summary and, if correct, click on the I 

Accept toggle button, then on Submit. 

 

NOTE: Ensure that the information is correct and that you are cancelling the intended 

registration and plate. After you click on Submit, you will not be able to reinstate the 

cancelled plate. 

8. The registration cancellation confirmation displays with the confirmation number. Click 

OK to return to the vehicle ownership springboard or Printable View to print a copy of 

the confirmation.  

 

NOTE:  A registration cancellation receipt will be mailed to the owner of the vehicle for 

which the registration has been cancelled. The vehicle owner(s) can also print a copy of 

the cancellation receipt for up to 60 days from their customer profile in myRMV. You can 

also print a copy of the registration cancellation receipt. Review the Printing a 

Registration Cancellation Receipt section for details. 
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Cancellation Receipt Letter: 
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Printing a Registration Cancellation Receipt 
To print a registration cancellation receipt, proceed as follows. 

NOTE: You are only permitted to print cancellation receipts for cancellations processed by your 

company. You will need the confirmation number from the cancellation transaction.  

1. From the eServices Portal home page, select the More… tab, and then select Print 

Cancellation Receipt from the Submissions panel. 

 
2. The Search for an Existing Submission screen displays. Enter the cancellation 

confirmation number and then click Search. 
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3. After the search returns the cancellation transaction, click Print to print the registration 

cancellation receipt. A sample Registration Cancellation Receipt is shown below.  
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Cancellation Registration Receipt: 
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3.4  SDIP Tasks 
SDIP tasks on the eServices Portal include Add an Insurance Claim, Add a Formal Inquiry, 

Add an Out of State Incident, and Run an Informal Inquiry. 

Add an Insurance Claim 
To add an insurance claim, proceed as described in the steps below: 

1. Begin by searching for the individual that is the owner of the policy to which you want to add 

a claim by clicking on Search for an Individual on the eServices Portal home page. 

(Alternatively, you can search directly for the policy, if you know the policy number, carrier 

code, policy type, and policy effective date.) 

2. Enter the policy holder name and click Search. 

 

3. Click on the individual name in bold blue letters in the search results (ELISHA SAWYER 

LYONS in our example).  

4. The individual springboard displays. Under I Want To, click on Add an Insurance Claim. 
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5. The Claim Information page displays with fields for information about the claim. 

 

6. In our example, the type of loss is collision, so we select Collision as the Type of Loss from 

the pull-down menu. Additional information fields are displayed. 

7. Enter all required information. If operator is also policy holder, click on Operator is 

Policyholder link to auto populate policy holder fields. If policy holder does not have a 

license, click the No License button (button will turn green).  
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8. After all information is entered, click Next.

 

Enter Required Information in all 

Fields. 
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9. The Review screen displays. 

 
10. Review the information, and if correct, click Submit. 

11. The Confirmation screen displays. Click OK to return to individual springboard, or Printable 

View to print the confirmation. 
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Add a Formal Inquiry 
To add a formal inquiry, proceed as described in the steps below: 

1. From the eServices home page Summary screen, click on Search for an Individual.   

2. Enter the name of the individual that you are adding a formal inquiry for and click Search. 

 

3. Click on the individual name in bold blue letters in the search results (ELISHA SAWYER 

LYONS in our example).  

4. The individual springboard displays. Under I Want To, click on Add a Formal Inquiry. 
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5. The Add a Formal Inquiry page displays with fields for information about the operator and 

prospective policy. Enter the required information including clicking the appropriate buttons 

for Unreported OOS Incidents and Deferred Operator. Click Next. 

 

Enter Required Information in all 

Fields. 
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6. The Review Screen displays. Review the information and if correct, click Submit.

 
7. The Confirmation page displays. Click OK to return to the Individual springboard or Printable 

View to print a copy of the confirmation. 
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Add an Out of State (OOS) Incident 
To add an Out of State Incident, proceed as follows: 

1. Search for the individual record that you want to add an Out of State incident to. In this 

example the individual is Elisha Lyons. 

 

2. The search returns ELISHA SAWYER LYONS. Click on the name ELISHA SAWYER 

LYONS in bold blue letters. 

3. The individual springboard displays. Under I Want to, click on Add an Out of State 

Incident. 
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4. The Add an Out of State Incident screen displays. Enter the required information and 

click Next. 

 

5. The Review screen displays. Review the information and, if correct, click Submit. 

 

Enter Required Information in all 

Fields. 
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6. The Confirmation page displays. Click OK to return to the Individual springboard or 

Printable View to print a copy of the confirmation. 

 

 

Run an Informal Inquiry 
To run an informal inquiry, proceed as described in the steps below: 

1. From the eServices home page Summary screen, click on Search for an Individual. 

2. Enter the name of the individual that you want to run a formal inquiry for and click Search. 

(ELISHA SAWYER LYONS in our example.)  

 

3. Click on ELISHA SAWYER LYONS in bold blue letters in the search results.  
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4. The individual springboard displays. Under I Want To, click on Run an Informal Inquiry. 

 

5. The Policy Information screen displays. Enter the effective date and years of driving 

experience, then click Inquire. 

 

 

 

 

 

 



eServices Reference Guide for Insurance Industry Users                                     Section 5 Tasks 
 

Doc. # INS103M – 09/22/2020                                                                                                                       
    94 

6. The informal inquiry results display, including merit rating and driving history. Click Ok to 

return to individual springboard, or Return to Inquiry, to return to previous screen.  
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3.5  Section 5 Accounts 
Section 5 is a type of account that allows a business to register and insure plates used 

temporarily on vehicles according to the needs of the business. Section 5 plates are issued 

under a Master Registration Number. Unlike normal plates, plates issued under a Section 5 

account are not associated with a specific vehicle make, model and VIN. Instead, the vehicle to 

which the plate is attached is considered to be registered and insured and can be legally 

operated. The types of businesses that are eligible for Section 5 accounts are: 

• Dealers (motor vehicles) 

• Motorcycle Dealers 

• Boat Dealers 

• Farms 

• Owner/Contractors 

• Repair (motor vehicles) 

• Transporters (of motor vehicles) 

Adding a Policy to a Section 5 Account 
 In order to add a policy to a Section 5 account, the business owner must have already 

established the account with the RMV. It is recommended that the business provide the 

Registration Application with the Master Registration number to the agent/carrier to facilitate 

adding a new policy using the Insurance Portal.  

To add a policy to a Section 5 account, proceed as follows: 

1. Search for the business that owns the Section 5 vehicles the policy covers. In our example 

the business name is Enterprises Inc. 

 

2. Click on Enterprises Inc in bold blue letters. 
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3. The Enterprises Inc business entity springboard displays. Click on the Section 5 Accounts 

tab. 

 

4. In the Section 5 Accounts tab, click on the Section 5 Account name. In our example, the 

name is Auto Repair and Towing. 
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5. The Section 5 springboard displays. Under I Want to, click on Add Section 5 Insurance 

Policy. 

 

6. The Insurance Policy New Business Transaction page displays. Add the required 

information, as indicated in the illustration below. 

a.  If you need to add a vehicle click on the Add a vehicle link and add the vehicle 

information. 

NOTE: Add a vehicle applies only to non-Section 5 vehicles that will be insured 

under the policy.  

b. If you need to add an account, click on Add an account. (You can only add a policy 

to a new Section 5 account if the customer has already set up a new account with the 

RMV. Setting up a new Section 5 account is not a transaction that is performed 

through the eServices portal.) 

c. If Policy Holder is the same as the Section 5 Customer, click the Policy Holder 

button (button turns green). 

d. If Policy Holder is not the Section 5 Customer, do not click the Policy Holder 

button, but instead enter the Policy Holder information in the fields provided.  

e. Enter the policy number or click Bind Policy to establish a temporary policy number. 
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f. After all information is entered, click Next. 
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7. The Review and Submit screen is displayed. Review the information and, if correct, click the 

I Accept toggle button and Submit. 

 

8. The Confirmation screen displays. Click OK to return to the vehicle ownership springboard 

or Printable View to print a copy of the confirmation.  
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Cancel a Section 5 Policy 
To cancel a Section 5 Policy, proceed as follows: 

1. Search for the owner of the Section 5 policy you want to cancel. In our example the owner 

name is Enterprises Inc. 

 

2. Click on Enterprises Inc in bold blue letters. 

3. The Enterprises Inc business entity springboard displays. Click on the Section 5 Accounts 

tab. 
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4. In the Section 5 Accounts tab, click on the Section 5 Account name. In our example, the 

name is Auto Repair and Towing. 

 

5. The Section 5 springboard displays. Click on the Insurance tab and then on the Maintain 

link.  

 

6. Select Cancellation from the pull-down menu. 
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7. The Transaction Information screen displays. Click Next. 

 

8. The Reason section displays. Select the cancellation Reason from the pull-down menu, then 

click Next. In the example, Competition/Voluntary has been selected.  

 

  



eServices Reference Guide for Insurance Industry Users                                     Section 5 Tasks 
 

Doc. # INS103M – 09/22/2020                                                                                                                       
    103 

9. The Policy Information screen displays. Enter the effective date for the cancellation. Click 

Next. 

 

10. The Confirmation screen displays. Click OK to return to the Section 5 springboard or 

Printable View to print a copy of the confirmation. 

 

 

Other Section 5 Policy Transactions 
Other Section 5 transactions such as Renewal, Reinstatement, and Clear/Amend Unpaid 

Premium are similar to these transactions for non-Section 5 policies. Refer to the section 3.3 

Maintaining Insurance Data for guidance on performing these transactions.  
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4  Managing Logon Privileges and Permissions 
The RMV grants eServices Portal administrator privileges to designated employees of authorized 

insurance carriers and agencies.  Administrator privileges are required to add, cancel or modify 

access. 

4.1  eServices Administrative Tasks 
The following section provides step-by-instructions for managing logons and permissions. 

Adding a Logon 
Logons may be added only for employees that have passed required background checks. 

If you are an administrator, proceed as follows to add a new logon for a cleared employee. 

1. Click on More… on the Summary tab of the eServices Portal home page. 

2. The Access, Letters and Submissions panels display. 

3. Click Add a New Logon on the Access panel. 
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4. The Add a Logon screen displays. Enter the email and employee name for the logon that 

you want to add. 

 

5. Click on the Grant Access toggle button (button turns green). 

6. Click on the Access Level pull-down menu and select an Access Level.  

NOTE: There are six possible access levels, but but some levels are not available to third-

party (agency) administrators.  

• IPM Update 

• SDIP and IPM Update 

• SDIP Informal Inquiry 

• SDIP Informal Inquiry and Update 

• SDIP Informal Inquiry/IPM Update 

• View Only 
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7. Click Next. 

 

8. The User Agreement screen displays. Click I Agree and then Submit. 

 

9. The Confirmation page displays. Click OK to return to the eServices home page or 

Printable View to print the confirmation.  
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NOTE: The Confirmation screen will be sent by email to the logon that has been created. 

 

 

Grant Third Party Access 
Insurance carriers may grant third parties (typically agencies) access (including updating 

privileges) to their own policy data. We refer to this as “granting third party access.” Access may 

be granted only to individuals who have passed a background check. In addition, agency 

employees that have been granted administrator status by the RMV may grant access to agency 

employees. (The carrier may limit the scope of access that the agency administrator is able to 

grant.) 

1. If you are a carrier administrator, proceed as follows to grant RMV ATLAS access for a 

third-party.  

NOTE: Access may be granted only for individuals that have passed required background 

checks. 

2. Click on More… on the Summary tab of the eServices Portal home page. 

3. The Access, Letters and Submissions panels display. 
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4. To grant third party access, click Grant 3rd Party Access on the Access panel. 

 

5. The Add a Logon screen displays. Enter the Email and Employee Name for the logon 

that you want to add. 

6. Click on the Grant Access toggle button (toggle button turns green). 

7. Click on the Access Level pull-down menu and select an Access Level.  

8. Click Next. 
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9. The Confirmation page displays. Click OK to return to the eServices home page or 

Printable View to print the confirmation.  

NOTE: The Confirmation screen will be sent by email to the person who has been 

granted third party access.  

 

Modifying or Cancelling Access 
To modify or cancel access proceed as in the following example: 

1. Click on More… on the Summary tab of the eServices Portal home page. 

2. The Access, Letters and Submissions panels display. 

3. Click on Manage My Logons. 

4. The Additional Logons screen displays. Locate the logon that you want to cancel or 

modify. You can use the Filter field as a search tool to locate the logon. 
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5. Click on the logon that you want to cancel or modify. 

 

6. Select either the Manage access, Resend logon access email, or Deactivate access 

link. 
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7. If you select Manage access, the Manage Access for screen displays. You can click on 

the access level (IPM Update) to change the access level or click on Cancel Access to 

cancel either General Access or Insurance Carrier access.  

 

8. If, in step 6, you selected Reset logon access email, the following message is displayed 

and a reset password link is sent to the email address of the logon. 

 

9. Click Yes. The following message is displayed. 

 

10. If, in step 6, you selected Deactivate Access, the following message is displayed. 

 

11. To deactivate access, click Yes. The following message is displayed. 
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Reactivating Access 
To reactivate access of an individual that has previously had their access deactivated, proceed 

as follows: 

1. Click on More… on the Summary tab of the eServices home page. 

2. The Access, Letters and Submissions panels display. 

3. Click Manage My Logons on the Access panel. 

4. The Additional Logons screen displays. Ensure that the Show/Hide toggle link displays 

Hide History (Show History is active). 

 

5. Scroll or use the Filter field to locate the logon that you want to reactivate. Note that 

deactivated logons are shown in gray. 

6. Click on the logon that you want to reactivate. In our example it is janetest@gmail.com. 

7. The Access Settings for janetest@gmail.com screen displays. Click on the Reactivate 

Access link. 

 

  

mailto:janetest@gmail.com
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8. The question Are you sure you want to reactivate Jane Test’s access? displays. Click 

Yes. 

 

9. The following message displays. Click Ok. 
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View 3rd Party Logons 
The View 3rd Party Logons link on the home page More… tab allows you to view 3rd party 

logons that have been granted by your company. You can use this screen to locate the logon for 

viewing or maintenance.  

 

An example of the View 3rd Party Logons screen is shown below. 
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View Business Logons 
The View Business Logons on the homepage More… tab allows you to view all business 

logons for your company. If your company has more than one carrier code, the logons will be 

organized by carrier code. An example is shown below.  
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References 
The following links provide useful information regarding RMV Insurance Policy Management and 

ATLAS Training Resources: 

ATLAS RMV Business Partner Communications Website 

Insurance Policy Management (IPM) Program 

Insurance Policy Management (IPM) Program Documentation 

eServices Portal 

ATLAS Training 

ATLAS eServices Insurance Portal Training 

Insurance Policy Management (IPM) eServices Portal Help Documentation 

https://atlas.massrmv.com/Home.aspx
https://atlas.massrmv.com/IPMProgram.aspx
https://atlas.massrmv.com/IPMProgram/IPMProgramDocumentation.aspx
https://atlas.massrmv.com/IPMProgram/eServicesPortal.aspx
https://atlas.massrmv.com/Home/ATLASTraining.aspx
https://atlas.massrmv.com/Home/ATLASTraining/Insurance.aspx
https://atlas.massrmv.com/Portals/54/Docs/AtlasR2Training/InsurancePolicyManagementHelpDocumentation.pdf

