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Overview 

Introduction and Background  

Before you can appoint or terminate producers, your organization must set up the 

companies, or underwriting companies. Setting up writing companies is part of the 

Sircon administration process.  

 

 
 

There are four steps to set up a writing company:  

1. Add the company to Producer Central. 

2. Set up State Appointment details for each state where the company appoints or 

terminates producers.  

3. Complete paperwork to add the producer and set up state appointments in the 

back end of Producer Central. Submit paperwork to your Vertafore contact 

person.  

4. Vertafore will complete the configuration in the back end of Producer Central.  

 

After the configuration is complete, Company appointments and terminations can be 

processed.  

What will  be covered?   

In this quick guide, we will cover how to create and maintain writing companies. We will 

cover each step of the company management process.  

Who should use this  document?  

Any user that needs to create or maintain writing company or state appointment 

details. Only users with administrative access can maintain writing company details.  

When should you use this document?    

When you need to add a new company, edit an existing company, or maintain state 

appointment details.   
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Add Company 

The first step is to add a company to the front end of Producer Central. Follow these 

steps to create a company. Before you can create a company, you will need the 

following information:  

• EIN 

• NAIC ID 

• Domicile State 

• Address & Contact Information 
 

1. From the Companies menu, click Company then click Add Company.  

 
 

2. You will now see the Add Company page. 

3. Enter the following information:  

• Company Name – Enter the company's legal name as recorded in its domicile 
state. 

• EIN – Enter the company's Federal Employer Identification Number 

• Domicile State – Select the company's legal domicile state from the dropdown 
menu. 

• NAIC ID – Enter the company's unique National Associate of Insurance 
Commissioners identification number. 

• Short Name – Enter a unique short name or code for the company. 

• Company Type – Select the company's type of business from the dropdown 
menu. 

Note: The Company ID will be generated after you create the company. The 

Status will default to Pending and the Effective Date will default to the current 

date.  

 

4. Click Next.  
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5. Enter the Mailing Address information. The following fields are required:  

• Line One – Add the first line of the mailing address.  

• City – Enter the city of the mailing address. 

• State – Select the name of U.S. state from the dropdown menu.  

• Postal Code – Enter the ZIP code or postal code of the mailing address. 

6. Choose the Communication Preferences (either Electronic Mail, Fax, Postal Mail, 
or Telephone) for the mailing address.  

7. Use the dropdown menu to select the Phone Type.  

 
 

Note: Depending on the communication preferences you chose, additional 

fields are required. If you choose Electronic Mail the Email Address is required. If 

you choose Fax, the Fax number is required. If you chose Telephone, the Phone 

number is required.  
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8. The other fields are optional, including: 

• Last – Add the last name of the contact individual associated with the mailing 
address.  

• First – Add the first name of the contact individual associated with the mailing 
address. 

9. Click Next.  
 

 
 

10. Next add a Business Location address.  

11. If the business address is the same as the Mailing Address, click the dropdown 
arrow next to the Copy From field and click Mailing.  
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12. If the Business Location address is different, you will need to fill in the address 
information. Required fields are the same as the Mailing Address.  

13. Click Save and Review to submit the address information.  
 

 
 

14. You will now see the Review/Update Company page. All the information you 
submitted is available here, including the Company Details and Contact 
Information.  
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Add State Appointment Details  

After the writing company is added to Producer Central, state appointment details will 

need to be added to the company for each state where the company appoints or 

terminates producers.  

 

Use the Add State Appointment Details page to add a new state along with related 

available appointment types and appointing authorities for a company in that state. 
 

Note: If companies do not have state appointment details assigned, you will 

receive errors when you try to appoint or terminate producers. Appointment 

types will not be available as an option in PM until the customer has contacted 

and had their CSA activate the proper code use indicators. 

 

1. From the Companies menu, click Appointment Details then click Add State 
Appointment Details.  

 

 
 

2. You will now see the Add State Appointment Details page.  

3. From the dropdown menu, select the State where you need to add an 
appointment company.  

4. Click Search.  

 
 

5. You will now see the Add State Appointment Details for State page.  

6. In the Current Appointments section, you will see a list of the companies that 
currently have appointments for the state.  
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7. In the Available Companies section, you can click the checkbox next to each 
company you need to set up with a state appointment.   

8. Click Next.  

 

Add Appointment Types  

The Appointment Types section lists all appointment types available for the company in 

the new state.  

1. To add an appointment type, check the checkbox to the left of each 
Appointment Type you need to add.  

 

Note: Appointment type options will be limited to the appointment type codes 

that have been activated by your CSA. 

 

2. The Start Date defaults to the current date and can be modified. Use the MM-
DD-YYYY format.  

Note: It is recommended that you change the Start Date to 01-01-1900.  
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Add Appointing Authorit ies  

The Appointing Authorities section lists all appointing authorities available for the 

company in the new state. Active staff member names are available to select from the 

dropdown listing.  

1. To add an appointing authority, check the checkbox to the left of the staff 
member name(s) that you want to add to the state appointment.  
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Save Appointment Details  

1. Click the Save button to submit the Appointment Types and Appointing 

Authorities.  
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Confirm Appointment Details Submitted Successfully  

1. From the Companies menu, click Appointment Details then click Maintain State 
Appointment Details. 

 

 
 

2. Select the State you need to view from the dropdown menu then click Search.  
 

 
 

3. You should now see the companies that have appointments configured for the 
selected state in the Available Companies list.  

 

  
 

  

Ki 
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Complete Vertafore Company Set-up Paperwork 

After you add the company and state appointment details to the front end of Producer 

Central, you will need to complete paperwork so that your Vertafore representative 

can configure the backend of Producer Central.  

 

You will only need to fill out the document when:  

1. Adding a new writing company 

2. Adding a company license for states that require one to be sent with the 

transaction 

3. Adding an authorized signer for states that require one to be sent with the 

transaction 

 

Contact your Vertafore representative through My Vertafore for a copy of the 

document.  

Adding a New Carrier/Company to an Exist ing Account  Paperwork 
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Supplemental Account Information Change Form Paperwork 
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Review/Update Company Information 

Use the Review/Update Company page to view or modify existing company 

information such as the Name, Employer Identification Number (EIN), NAIC ID, NAIC 

Group Number, and other details. 
 

1. From the Companies menu, click Company then click Review/Update Company. 
 

 
 

2. You will now see the Review/Update Company page. All the companies will 

appear in a list.  

3. Click the Company Name to see more details.  
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Review Company Details  

1. All the details about the company are listed on this page. Click the Expand 

button ( ) next to any of the sections to see more information. In this example, 

we are expanding the State Appointment Details section.  

 

 
 

2. You can now see appointments configured for the selected company by state. 
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Edit Company Details  

1. From the Review/Update Company page, you can edit any field in the 
Company Details section with a white background.  

2. The fields you can edit are:  

• Company Name 

• EIN 

• Domicile State 

• NAIC ID 

• Short Name 

3. Edit the field contents then click Save.  
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Maintain State Appointment Details 

Use the Maintain State Appointment Details page to maintain information about 

available appointment types and appointing authorities for companies in a selected 

state. 

 

1. From the Companies menu, click Appointment Details then click Maintain State 

Appointment Details. 

 

 
 

2. Select the State from the dropdown menu to see a list of companies associated 

with that state.  

3. Click Search.  

 

 
 

4. Click the checkmark next to the Company you need to edit.  

5. Click Next. 
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6. You will now see the Maintain State Appointment Details for State page. From 

here, you can perform the following actions:  

• Suspend New Appointments 

• Terminate State Appointments 

• Remove Appointment Types 

• Change the Assigned Appointing Authority 

 

Suspend New Appointments  

When you suspend new appointments, the designated appointment type can no 

longer be used for future appointments or terminations.  

1. Click the checkbox under the Suspend New Appts column next to the 

Appointment Type you need to suspend.  

2. Click Save.  
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Remove Appointment Type 

Use the Terminate button to unassign the appointment type from the writing company. 

The company will no longer be able to appoint or terminate producers with the 

terminated appointment type.  
 

1. Click the Terminate button next to the Appointment Type that you need to 

remove.  
 

 
 

2. Enter the Termination Notification Date in the MM-DD-YYYY format.  

3. Click Submit.  
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4. The Appointment Type will have a Status of Inactive and the End Date will match 

the Termination Notification Date.   
 

 

Change Assigned Appointing Authority  

1. You can change the Assigned Appointing Authority by clicking the dropdown for 

the top.  
 

 
 

2. To remove an appointing authority, enter the End Date next to the authority then 

click Save.  
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APPENDIX 1: Sircon for Carriers Help Resources 

Help is just a click away. Vertafore has two resources available to support you 24/7: 

• My Vertafore 

• Sircon Support 

My Vertafore 

My Vertafore is our free online customer support portal and knowledge base. At My 

Vertafore you can:  

• Log a Case – Cases are used to request product support 

• Submit Ideas – Send Vertafore ideas for new product features or enhancements 

• Search Knowledgebase – Search for detailed articles on the Sircon Knowledge 

Base 

 

Note: Sircon does not use the Submit a Product Idea or Chat with VICKI 

functions. 

Contact Vertafore Customer Support  

Can't find what you are looking for at My Vertafore? Our Customer Support team is 

here to help. Click here to email Support or call 877.876.4430.  

https://support.vertafore.com/Support/vf_VertaforeHome
https://support.vertafore.com/Support/vf_VertaforeHome
https://sirconwalkup.vertafore.com/apex/sc_ContactSupport
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APPENDIX 2: Document History 

Version Revision Date Revision Record 

1.0 7/6/2023 Original Document  
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