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How to Change the Named Insured / Mailing Address in the 
PL Policy Change Center 
  

Follow these steps to change mailing address information 

1. On the Policy Snapshot screen you can 
view the insured’s name and mailing 
information.  To make a change, do one 
of the following:  

 Click the Named Insured / Mailing 
Address link on the Policy Snapshot 
screen in the Named Insured 
section. 

Or 

 Click the Named Insured / Mailing 
Address tab. 

The Named Insured / Mailing Address 
screen displays 
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On the Named Insured / Mailing 
Address screen, you can update the 
insured’s name and address and review 
your changes, cancel, or save them at 
any time.   

 
Underwriting questions will dynamically 
display based on the information 
entered.  Complete all these required 
fields. 

2. To change the Named Insured, click 
the Edit Named Insured button.  
(You will be asked to enter a 
reason for the Name change and 
whether you would like to update 
the name on the driver screen.)    

3. To change a mailing address, enter 
the change in the Mailing Address 
section. 

4. Complete the additional questions. 
If vehicles are not garaged at the 
new mailing address, select ‘No’ 
and you will be directed to the 

vehicle screens to enter the 
garaging address. 

5. When you have completed your 
changes, click Review Changes.  

6. Click Review Changes.  

The Review Changes screen displays 
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7. From the Review Changes screen you 
can: 

 Click Save for Later to save 
changes and update at a later 
time.  The Save Changes screen 
display, and you can enter a 
description of your changes. 

 Select Cancel to leave screen 
without saving changes.  

 Choose a tab to make additional 
changes 

 Click Get Quote to continue 
processing your request.  The 
Quote Summary screen displays.  
This may take a moment to 
process.    

 

 

 

8. On the Quote Summary screen, you 
can see a comparison of the current 
price to the adjusted price and the 
difference of the two. 

To view the impact of your changes 
on billing installments, click the View 
Billing Breakdown link.   

Note:  Print the Quote Summary and 
Billing Breakdown page if you want 
to have immediate access to this 
information.  You cannot re-access 
this information once you complete 
the transaction.  

9. Click Apply Changes to Policy to 
receive the Submission 
Confirmation. The policy will be 
locked until the next business day. If 
processed on a Saturday, the policy is 
locked until Tuesday.  During this 
time, you will NOT be able to make 
any additional on-line changes or 
process any quotes. 

 

 
 

 
 

 
 


