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664BWelcome to myAgency 

 
678B0 BWhat Is 
myAgency? 

865BmyAgency provides agency principals (APs) and their designees (APDs) 
the tools to manage all their administrative needs with Citizens in one 
system. As part of Citizens’ initiative to improve the tools and processes 
used to manage an agency’s relationship with Citizens, myAgency will allow 
24/7 online access to oversee agency staff and location(s), request 
commission statements and book-of-business listings and more.  
 
0BAs the insurer with the largest number of appointed agents in Florida, 
Citizens will use myAgency to effectively collect, maintain and make 
information more readily accessible 

 
679B1 BWho Can 
Access 
myAgency? 

1BmyAgency was developed specifically for APs and APDs. 

 
680B2 BWhat are the 
Benefits? 

2BmyAgency enables APs to manage all their administrative needs with 
Citizens in one system. It will allow 24/7 online access to view and request 
changes to the agency staff and location(s), request commission statements 
and book-of-business listings, and more.  
3B  
4BUsing myAgency, APs and APDs can: 
5B  

• 414BRenew agency and agent(s) appointment agreements and pay 
renewal fees  

• 415BAdd and deactivate appointed agents and licensed customer 
representatives (LCRs) to/from our systems and the Agents website  

• 416BRequest view-only credentials for PolicyCenterP

®
P for other agency 

staff members 

• 417BSubmit requests for specific agency actions or items, such as book-
of-business transfers  

• 418BRequest copies of commission statements and book-of-business 
listings 

• 419BAccess, review and download agency-specific communications, 
policy files and reports that require action. 

6B  
7BmyAgency will provide contact information for the agency’s Citizens Agency 
Management representative and Agency Field Manager, providing a more 
consistent experience for users. 
 
8BNote: APs and APDs have identical rights to myAgency.  
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665BBrowser Requirements and Access 

 
681B3 BBrowser 
Requirements 

9BCitizens recommends the Chrome browser for myAgency. Other browsers 
will limit functionality. 

 
682B4 BUsername 
and 
Passwords 

10BAPs and APDs use their email address provided during the appointment 
process to access myAgency.  

11B  
 
12BEstablishing New User Password 
13BAPs and APDs will receive an email informing them they will be required to 
create their new password. Select the link in the email, then continue to 
38TStep 238T below.  

 

553BContinued on next page 
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749BBrowser Requirements and Access, Continued 

 

478B4BUsername 
and 
Passwords, 
continued 

14BThe process for establishing and/or resetting your password are similar.  

872BStep 873BAction 

1090B1 1091BOn the login screen, select 
Forgot your password? 
 
1092BResult: The Forgot 
Username/Password 
screen displays. 

1093B2 1094BEnter your email address, then select Send verification code. 

 
 
1095BResult: The verification code will be sent to your email 
address. 

 

554BContinued on next page 
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750BBrowser Requirements and Access, Continued 

 

479B4BUsername 
and 
Passwords, 
continued 

874BStep 875BAction 

1096B3 1097BEnter the verification code indicated in the email. 

 
1098BNote: The email will be sent from Microsoft on Behalf of CPIC 
msonlineserviceteam@microsoft.com. If you do not receive the 
verification email, check your spam or junk folders. 

1099B4 1100BCreate and confirm new password using the Password 
Guidelines displayed on the screen. 

 
 
1101BNote: Refer to the Forgot Password Guide for additional 
information. 

 

555BContinued on next page 

mailto:msonlineserviceteam@microsoft.com
https://training.citizensfla.com/lms/myIdentity/SSO/myIdentityQSG_SSO_APAPD.pdf
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751BBrowser Requirements and Access, Continued 

 
683B5 BAccessing 
myAgency 

15BTo access myAgency: 

876BStep 877BAction 

1102B1 1103BAccess the Citizens website: www.citizensfla.com. 

1104B2 1105BSelect Login. 
1106B

 
1107BResult: The Login screen will appear. 

1108B3 1109BEnter your email address and password, then select Sign In. 
1110B

 
 
1111BResult: The Agents website will display. 
 
1112BIMPORTANT: The myAgency username and password will be 
different from the website, Citizens Learning Center and 
PolicyCenter username and password. 

 

556BContinued on next page 

http://www.citizensfla.com/
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752BBrowser Requirements and Access, Continued 

 

480BAccessing 
myAgency, 
continued 

 

878BStep 879BAction 

1113B3 1114BSelect your initials to access the My Systems drop-down 
menu.  
1115B

 
 
1116BSelect myAgency from the Systems drop-down menu. 
1117B

 
1118BResult: An additional login screen will display. 

 

557BContinued on next page 
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753BBrowser Requirements and Access, Continued 

 

481B5BAccessing 
myAgency, 
continued 

880BStep 881BAction 

1119B4 1120BmyAgency will temporarily require an additional step to login.   
 
1121BUse your email address and newly established myAgency-only 
password to access myAgency, then select Sign In. 
 
1122B

 
1123BImportant note:  
1124BDo not select 
Citizens Account. 
This is for Citizens 
staff only.  
1125BResult: myAgency 
will display. 
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684B6 BLayout: Tabs 
and Tiles 

16BmyAgency has various tabs to provide important information.  The tabs 
include:  

• 17BAgency: Manage your agency’s relationship with Citizens. Agency 
renewals are managed from this tab. 

• 18BLocations: Manage staff appointments and locations 

• 19BRequests: Track and view submitted requests. 

• 20BSearch: Locate staff records. 

• 21BDashboard: Access agency data and performance statistics. 

• 22BPayments: View payments and balance due. 

• 23BAlerts: Access action-required policy lists. 
 
24BEach tab contains: 

• 25BTiles: Each tab is grouped into various tiles with specific topics. 

• 26BRequest Action drop-down menu: You can request various 
requests and changes are submitted from these tiles.  The available 
actions will differ based on the topic of the tile. 

 
27B

  

558BContinued on next page 
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754BBasic Navigation, Continued 

 
685B7 BSubmitting 
Requests 

28BAll agency management-related requests can be submitted from applicable 
tiles within myAgency. Some requests are auto approved, while others 
require document submission and/or approval/processing from Citizens 
staff. Banners and additional information applicable to these requests will 
display. If a request requires additional processing or approval, the AP or 
APD will receive an email confirming the final status of the request. 
 
29BNote: The Site Map contains a list of all available requests. 
 
30BTo submit any request: 

882BStep 883BAction 

1126B1 1127BAccess myAgency, then select the applicable tab. 

 
1128B2 1129BMost tiles display a Requests drop-down menu to access 

related requests. Select the Requests drop-down menu. 

 
  

559BContinued on next page 
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755BBasic Navigation, Continued 

 

482BSubmitting 
Requests, 
continued 

884BStep 885BAction 

1130B3 1131BFrom Requests, select the applicable request. 

1132B  
1133BResult: The applicable request screen will display. 

1134B4 1135BComplete the applicable request, then select Submit. 
1136B

 
1137BResult: A confirmation banner will appear after any request is 
successfully submitted. 

 

560BContinued on next page 
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756BBasic Navigation, Continued 

 

483BSubmitting 
Requests, 
continued 

 

886BStep 887BAction 

1138B5 1139BTo confirm the status of any submitted change, select the 
Requests tab. The request, any uploaded files and the 
assigned Citizens’ contact will display. 
 
1140BNote: If the request is auto approved, the AP’s or APD’s name 
will display. 

 
 

561BContinued on next page 
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757BBasic Navigation, Continued 

 
686B8 BSite Map 31BUse the site map below to assist with myAgency navigation: 

888BTab 889BFunction  890BTiles 891BActions 

1141BAgency 1142BManage agency and 
agency principal 
information. 

1143BAgency Principal • 420BChange Agency Principal 

• 421BChange Agency Principal 
Designee 

• 422BAgency Principal Info 
Change Request 

1144BCitizens Contact 
Information 

1145BView assigned Citizens 
representatives 

1146BAgency 
Information 
1147Band 
1148BErrors & 
Omissions 
Coverage 
Information 

• 423BAgency Information Update 

• 424BE&O Information Update 

• 425BName/DBA/TIN Information 
Update 

• 426BBuy/Sell/Transfer Business 

• 427BAgency Commission Inquiry 

• 428BElectronic Payment 
Information Update 

• 429BPassword Reset Request 

• 430BGeneral Inquiry 

1149BLocations 1150BView and manage 
staff appointments 
and location details 

1151BAgency 
Locations 

• 431BView Locations 

• 432BAdd Location 

1152BStaff • 433BAdd Staff 

1153BStaff Member 
Details 

• 434BStaff Information Change 
Request 

• 435BTransfer Staff to a New 
Location 

• 436BUpdate Line of Authority 

• 437BRemove Staff 

1154BRequests 1155BTrack status of 
previously submitted 
requests 

1156BRequest Filters 438BN/A 

1157BRequests 439BN/A 

1158BSearch 1159BSearch and manage 
staff 

1160BContact Filters • 440BStaff Information Change 
Request 

• 441BTransfer Staff to a New 
Location 

• 442BUpdate Line of Authority 

• 443BRemove Staff 
 

562BContinued on next page 
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758BBasic Navigation, Continued 

 

484BSite Map, 
continued 

 

 

892BTab 893BFunction  894BTiles 895BActions 

1161BDashboard 1162BAccess and/or export 
agency data about 
policies in force, new-
business 
submissions, claims, 
and performance 

1163BPolicies in Force 
(book of 
business) 

• 738BAgency’s total policy count 

• 739BCount by policy form type 

1164BNew Business 
Written in the last 
12 months 

• 740BAgency’s total new-
business policies 

• 741BCount by policy form type 

• 742BCount by month 

1165BClaims Filed 
within the last 36 
months 

• 444BAgency’s total claim count 

• 445BCount by month 

• 446BCount by policy form 

1166BAdditional 
Document 
Requests 

447BNumber of requests for 
additional documents by: 

• 448BActivity date 

• 449BTransaction type  

• 450BReason 

1167BPerformance 
Violations 

• 743BNumber of performance 
violations received in each 
category for each month 

• 744BRunning count of 
performance violations for 
the agency 

• 745BSummary of running totals 
for each performance 
violation type 

1168BPayments 1169BView fees and 
payments 

1170BPending 
Payments 

• 451BMake payment 

1171BCompleted 
Payments 

• 452BView recent payment 
amounts 

1172BExpired 
Payments 

• 453BView past payment amounts 

1173BAlerts 1174BAccess action-
required policy lists 

1175BAlert filters • 454BFilter alerts by date or status 

1176BAlerts • 455BAccess important policy 
and/or claim information 

• 456BDownload alert files 

• 457BResources and useful links 

 
 

Continued on next page 
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687B9 BFunction 
Overview 

32BManage your agency’s relationship with Citizens using the Agency tab. 
Agency renewals are managed from this tab. 
 
33BThe Agency tab will appear once logged in to myAgency. The following tiles 
display: 

• 34BAgency Principal  

• 35BCitizens Contact Information 

• 36BAgency Information 

• 37BErrors & Omissions Coverage 
 

38B

  

563BContinued on next page 
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759BAgency Tab, Continued 

 
688B1 0BAgency 
Principal Tile 

39BThe Agency Principal tile includes basic AP information, including: 

• 458BAgency Principal Name 

• 459BDFS License number 

• 460BEmail, office, and home contact information 

• 461BLines of Authority 
 
462BAdditional details about the AP also display, including: 

• 463BIs also an Agent? 

• 464BWrites New Business? 

• 465BIs Agent of Record? 
466BA red X indicates no, a green check mark indicates yes. 
 
467BTo update the information listed above, submit a request. 
 

 
 
 

564BContinued on next page 
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760BAgency Tab, Continued 

 
689B1 1BRequest: 
Change 
Agency 
Principal 

40BTo request a change to the AP: 

896BStep 897BAction 

1177B1 1178BAccess the 
Agency tab, 
then navigate to 
the Agency 
Principal tile. 
 
1179BNote: The new 
AP must be 
listed in the 
Staff section in 
the Location tab 
before 
submitting a 
Change Agency 
Principal 
request. 

1180B2 1181BSelect the 
Requests drop-
down menu, 
then select 
Change 
Agency 
Principal. 
 
1182BResult: 
Agency 
Principal 
Change 
Request screen 
appears. 
 
 

 

565BContinued on next page 
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761BAgency Tab, Continued 

 

485BRequest: 
Change 
Agency 
Principal, 
continued 

898BStep 899BAction 

1183B3 1184BSelect the new AP from the Select Staff drop-down menu. 

1185B4 1186BIndicate if the current AP no longer works for the agency. 
 
1187BResult: If checked, the Agent receiving book of business field 
will appear. 

 

566BContinued on next page 
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762BAgency Tab, Continued 

 

486BRequest: 
Change 
Agency 
Principal, 
continued 

 

900BStep 901BAction 

1188B5 1189BIf applicable, select an eligible staff member to transfer the 
book of business to. 
 
1190BIndicate if any additional updates are needed, then select 
Submit. 

 
1191BResult: The new AP must sign a new agency agreement. 
Citizens will email it to them. Once signed and returned, 
Citizens will process the request. 
 

 
 

Continued on next page 
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763BAgency Tab, Continued 

 
690B1 2BRequest: 
Change 
Agency 
Principal 
Designee 

41BCurrent staff can be added or removed as an AP designee.  
 
42BTo request a change to the AP designee: 

902BStep 903BAction 

1192B1 1193BAccess the 
Agency tab, 
then navigate to 
the Agency 
Principal tile. 
 
1194BNote: The AP 
designee must 
be listed in the 
Staff section on 
the Location tab 
before submitting 
an Agency 
Principal 
Designee 
Change request. 

1195B2 1196BSelect the 
Requests drop-
down menu, then 
select Change 
Agency 
Principal 
Designee 
 
1197BResult: Agency 
Principal 
Designee 
Change request 
screen appears. 
 

  

567BContinued on next page 
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487BRequest: 
Change 
Agency 
Principal 
Designee, 
continued 

904BStep 905BAction 

1198B3 1199BIndicate if an AP designee (APD) is being added or removed.  

 
1200B4 1201BSelect the APD to add or remove. 

 
 

568BContinued on next page 
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765BAgency Tab, Continued 

 

488BRequest: 
Change 
Agency 
Principal 
Designee, 
continued 

906BStep 907BAction 

1202B5 1203BIf additional changes are needed, select Add Staff, then 
repeat Steps 3 and 4. Select Submit. 

1204B  
1205BNote: Up to five ADP’s can be added per request. 
 
1206BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab.  

 

569BContinued on next page 
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766BAgency Tab, Continued 

 
691B1 3BRequest: 
Agency 
Principal Info 
Change 
Request 

43BAgency principal information, including phone number, email address, and 
other information can be updated using the Agency Principal Info Change 
request. 
 
44BNote: Any name changes will require supporting documentation in order to 
submit the request.  
 
45BTo change this information: 

908BStep 909BAction 

1207B1 1208BAccess the Agency 
tab, then navigate to 
the Agency Principal 
tile. 
 

1209B2 1210BSelect the Requests 
drop-down menu, then 
select Agency 
Principal Info 
Change Request. 
 
1211BResult: Agency 
Principal Info Change 
Request screen 
appears. 

 

570BContinued on next page 
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767BAgency Tab, Continued 

 

489BRequest: 
Agency 
Principal Info 
Change 
Request, 
continued 

 

910BStep 911BAction 

1212B3 1213BInformation currently on file displays. Select a field to update 
applicable information. 
 
1214BIf the AP’s location has changed, select from an existing 
location listed in the Change Location drop-down menu.

 
1215B4 1216BSelect Submit. 

 
1217BResult: A confirmation 
banner will display, and 
the status of the request 
can be viewed on the 
Requests tab. 

 
 

571BContinued on next page 
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768BAgency Tab, Continued 

 
692B1 4BCitizens 
Contact 
Information 
Tile 

46BTo provide a more consistent experience, each agency will be assigned two 
Citizens contacts to manage their relationship: 
 

• 47BAgency Management Representative (AMR) - process 
administrative requests 

• 48BAgency Field Manager (AFM) - handle requests for additional 
education, support, and advocacy 

 
49BContact information is listed. 
50B

 
 

572BContinued on next page 
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769BAgency Tab, Continued 

 
693B1 5BAgency 
Information 
Tile 

51BThe Agency Information tile includes the following information: 

• 52BAgency name 

• 53BLast four digits of the FEIN  

• 54BEntity type 

• 55BAppointment and renewal date 

• 56BPhone, fax and email information 

• 57BPhysical and mailing address 

• 58BErrors and Omissions coverage information 
 
59BIn addition, the Agency Information tile will indicate if an agency: 

• 60BIs affiliated with a captive agency 

• 61BHas subscribed to an agency management system 

• 62BHas all location access 
63BA red X indicates no, a green check indicates yes. 
 
64BTo update any of the above information, submit a request. 

 
  

573BContinued on next page 
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770BAgency Tab, Continued 

 
694B1 6BRequest: 
Agency 
Information 
Update 

65BUse the Agency Information Update request when any of the following 
agency information needs to be updated: 

• 66BAgency email address 

• 67BPhone number 

• 68BFax  

• 69BCaptive agency status and affiliation 

• 70BLocation access 

• 71BMailing and/or physical address 
 
72BTo update any of the above agency information: 

912BStep 913BAction 

1218B1 1219BAccess the Agency tab, then navigate to the Agency 
Information tile. 

 
 

  

574BContinued on next page 
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490BRequest: 
Agency 
Information 
Update, 
continued 

 

914BStep 915BAction 

1220B2 1221BSelect the 
Requests drop-
down, then select 
Agency 
Information 
Update. 
 
1222BResult: The Agency 
Information Update 
screen appears. 
 
 

1223B3 1224BSelect a field to update. Additional fields may appear based on 
your selection. Complete all required fields. 

1225B  
1226BNote: Entity Type must be changed using the Agency 
Name/TIN request. 

 

575BContinued on next page 
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491BRequest: 
Agency 
Information 
Update, 
continued 

 

916BStep 917BAction 

1227B4 1228BSelect Validate Address. 

 
1229BNote: The address must be standardized, even if no change 
has been made.] 
 
1230BResult: Addresses validated and standardized. 

1231B5 1232BSelect Save to submit request. 

 
1233BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 
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695B1 7BRequest: 
E&O 
Information 
Update 

73BThe E&O Information Update Request will be used when any of the 
following errors and omissions (E&O) information has changed: 

• 74BPolicy number 

• 75BEffective and/or expiration date 

• 76BSingle and annual claim limits 

• 77BE&O company name and/or address 
 
78BNote: Upload the E&O declarations page to support updates to E&O 
coverage. The declarations page can be uploaded using this request even if 
no other changes are required. 
 
79BTo update any of the above information: 

918BStep 919BAction 

1234B1 1235BAccess the Agency tab, then navigate to Requests in the 
Agency Information tile. 
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492BRequest: 
E&O 
Information 
Update, 
continued 

 

920BStep 921BAction 

1236B2 1237BSelect E&O Information Update Request from the Requests 
drop-down 
menu. 
 
1238BResult: The 
E&O Update 
Request 
window 
displays. 

1239B3 1240BSelect a field to update. Additional fields may appear based on 
selection. Complete all required fields.  
1241B

 
 
 

 

578BContinued on next page 
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493BRequest: 
E&O 
Information 
Update, 
continued 

922BStep 923BAction 

1242B4 1243BSelect Next. 
 
1244BResult: The 
E&O 
Information  
1245BUpdate 
Request 
upload screen 
displays. 

1246B5 1247BUpload the E&O declarations page. 
1248B

 
1249BResult:  Upload progress screen will display. 

1250B6 1251BSelect Done. 
1252B

 
1253BResult: A screen summarizing the E&O changes will appear. 

 

579BContinued on next page 
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494BRequest: 
E&O 
Information 
Update, 
continued 

 

924BStep 925BAction 

1254B7 1255BReview the list of uploaded document(s). If needed, upload 
additional files, and delete a previously uploaded file. When 
complete, select Submit Request. 
1256B

 
1257BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 
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696B1 8BRequest: 
Name, DBA, 
TIN 
Information 
Update  

80BThe Name, DBA, TIN Information Update Request will be used when any of 
the following formation had changed: 

• 81BEntity Type 

• 82BTIN (Tax ID number) 

• 83BAgency name 

• 84BDoing business as 
 
85BNote: W-9 forms and updated E&O Declarations page must be uploaded to 
support changes to the agency name or TIN. 
 
86BTo update any of the fields list above: 
 

926BStep 927BAction 

1258B1 1259BAccess the Agency tab, then navigate to Requests in the 
Agency Information tile. 

 
 

581BContinued on next page 
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495BRequest: 
Name, DBA, 
TIN 
Information 
Update, 
continued 

 

928BStep 929BAction 

1260B2 1261BSelect the 
Requests drop-
down menu, then 
select 
Name/DBA/TIN 
Information 
Update Request. 
 
1262BResult: Name/TIN 
Change Request 
screen appears. 
 
 

1263B3 1264BSelect a field to update. Additional fields may appear based on 
the update. Complete all required fields.  

 
 

582BContinued on next page 
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496BRequest: 
Name, DBA, 
TIN 
Information 
Update, 
continued 

 

930BStep 931BAction 

1265B4 1266BSelect Next to continue. 
1267B

 
1268BResult: The upload screen displays. 

1269B5 1270BUpload W-9 form and E&O Declarations page. 

1271B  
1272BResult: The Agency Name/TIN upload progress screen 
appears. 

 

583BContinued on next page 



 

39 
Citizens Property Insurance Corporation 10.12.2026 
Back to Table of Contents or Site Map 

myAgency 
User Guide 
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497BRequest: 
Name, DBA, 
TIN 
Information 
Update, 
continued 

 

932BStep 933BAction 

1273B6 1274BSelect Done. 
1275B

 
1276BResult: A list of uploaded documents displays. 

1277B7 1278BReview the list of uploaded document(s). If needed, Upload 
additional files, and/or delete previously uploaded files. When 
complete, select Submit Request. 
1279B

 
1280BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 
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697B2 0BRequest: 
Buy, Sell, 
Transfer 

87BAny sale or transfer of an agency's Citizens book of business must be 
approved by Citizens and is not automatic.  
 
88BNotes: 

• 89BThe AP from the relinquishing agency must submit the External 
Book-of-Business Transfer (Buy/Sell). Instructions are below. 

• 90BThe receiving agent(s) must have an active Citizens appointment 
and be appointed with the same lines of authority as the 
relinquishing agent. 

 
91BTo submit this request: 
 

934BStep 935BAction 

1281B1 1282BAccess the Agency tab, then navigate to Requests in the 
Agency Information tile. 
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498BRequest: 
Buy, Sell, 
Transfer, 
continued 

 

936BStep 937BAction 

1283B2 1284BSelect the Requests drop-down menu, then select 
Buy/Sell/Transfer Business Request. 

1285B  
1286BResult: The Book of Business Transfer Requests screen 
appears. 
 

1287B3 1288BSelect the appropriate option from the list:  
1289B

 
1290BResult: Based on the selection, different screens will display. 
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499BRequest: 
Buy, Sell, 
Transfer, 
continued 

 

938BStep 939BAction 

1291B4 1292BComplete the applicable fields. 
 
1293BIf Internal Transfer is selected: 

A. 868BSelect the relinquishing agent from the drop-down from 
whom you are transferring the policies. 

B. 869BSelect the transfer effective date. 
C. 870BIf applicable, indicate to deactivate the agent listed 

above. 
1294B

 
 
1295BIf Buy Business from an External Agency (Partial Transfer) 
is selected: 

A. 1296BEnter a valid agency name in the Selling Agency Name 
field. 
1297BNote: Begin typing, then select from the list. 

B. 1298BSelect the transfer effective date. 
C. 1299BSelect the agent in your agency receiving the policies. 

1300B
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940BStep 941BAction 

1301B4, con’t 1302BIf Sell Business to an External Agency (Partial Transfer) is 
selected: 

A. 1303BSelect the relinquishing agent from your agency from 
the drop-down menu. 

B. 1304BSelect the transfer effective date. 
C. 871BIf applicable, indicate to deactivate the agent listed 

above. 
D. 1305BIndicate the receiving agency by entering a valid 

agency name. 
1306BNote: Begin typing, then select from the list. 

E. 1307BEnter the receiving agent’s name and their Florida 
Department of Financial Services (DFS) license 
number. 

1308B

 
 
1309BResult: The Book of Business Transfer Request document 
upload window displays. 
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500BRequest: 
Buy, Sell, 
Transfer, 
continued 

942BStep 943BAction 

1310B4, con’t 1311BIf Complete Agency Transfer (Buy / Sell) is selected: 
A. 1312BSearch agencies to locate selling agency’s name. 
1313BNote: Begin typing, then select from the list. 
B. 1314BSelect the transfer effective date. 
C. 1315BIndicate the receiving agency by entering a valid 

agency name. 
1316BNote: Begin typing, then select from the list. 
D. 1317BEnter the receiving agent’s name and DFS license 

number. 
E. 1318BEnter any special instructions. 

 
1319B5 1320BSelect Next to continue. 

 

588BContinued on next page 
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501BRequest: 
Buy, Sell, 
Transfer, 
continued 

 

944BStep 945BAction 

1321B6 1322BSelect Upload Files to upload the list of policies, including 
insured names and policy numbers, which should be signed by 
the relinquishing and purchasing APs. 
 
1323B

 
1324BResult: The Document Upload progress screen displays. 

1325B7 1326BSelect Done. 

 
 

589BContinued on next page 
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502BRequest: 
Buy, Sell, 
Transfer, 
continued 

 

946BStep 947BAction 

1327B8 1328BReview the list of uploaded document(s). If needed, Upload 
additional files and/or delete a previously uploaded files. When 
complete, select Submit Request. 
1329B

 
1330BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 

 

Continued on next page 
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698B2 1BRequest: 
Agency 
Commission 
Inquiry 

92BThe Agency Commission Inquiry can be used to request: 

• 93BStop pay/reissue requests 

• 94BCommission statement copies 

• 95BPolicy commission inquiry 
 
96BNote: Your request should be processed within 15 business days. Citizens 
will send the AP an email when completed. 
 
97BTo submit an Agency Commission Inquiry: 

948BStep 949BAction 

1331B1 1332BAccess the Agency tab, then navigate to Requests in the 
Agency Information tile. 

 
1333B2 1334BSelect the Requests drop-down, then select Agency 

Commission Inquiry 
 
1335BResult: The Agency 
Commission Inquiry 
screen appears. 
 

 

590BContinued on next page 
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503BRequest: 
Agency 
Commission 
Inquiry, 
continued 

 

950BStep 951BAction 

1336B3 1337BConfirm the displayed email address, then select the 
appropriate action. 
1338B

 
1339BResult: Based on the selection, different screens will display. 

1340B4 1341BComplete the applicable fields. 
 
1342BIf submitting a Stop Pay/Reissue Request, complete the 
Check Number, Date of Check, Check Amount, and Reason for 
Requesting Stop Pay fields shown below. 
1343B

 
 
1344BIf requesting Commission Statements, complete the 
Requested From Month, Year and Requested To Month, Year 
fields shown below. 
1345B

 
 

 

591BContinued on next page 



 

49 
Citizens Property Insurance Corporation 10.12.2026 
Back to Table of Contents or Site Map 

myAgency 
User Guide 

789BAgency Tab, Continued 

 

504BRequest: 
Agency 
Commission 
Inquiry, 
continued 

952BStep 953BAction 

1346B4, con’t 1347BIf submitting a Policy Commission Inquiry, enter the policy 
number and reason for inquiry. 

 
1348B5 1349BSelect Submit Request. 

1350B  
1351BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 

 
 

Continued on next page 
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699B2 2BRequest: 
Electronic 
Payment 
Information 
Update 

98BCitizens can pay commissions electronically (direct deposit) to the agency’s 
financial institution.  
 
99BThe Electronic Payment Information Update request can be used to enroll, 
change, or cancel an electronic payment agreement. 
 
100BNote: Commission schedules and rates can be accessed on the Citizens 
website. 
 
101BTo request a change to the electronic payment information: 
 

954BStep 955BAction 

1352B1 1353BAccess the Agency tab, then navigate to Requests in the 
Agency Information tile. 

 
1354B2 1355BSelect the Requests drop-

down, then select 
Electronic Payment 
Information Update 
Request. 
 
 
1356BResult: Electronic 
Commission Deposit 
Information screen appears. 
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505BRequest: 
Electronic 
Payment 
Information 
Update, 
continued 

 

956BStep 957BAction 

1357B3 1358BIf necessary, update the Banking information, select the 
Acknowledgement Statement, then click Accept.  

 
 

593BContinued on next page 
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700B2 3BRequest: 
Password 
Reset 

102BAPs can request a password reset for their staff. To submit a password 
reset request. 
 
103BTo submit a password reset request: 
 

958BStep 959BAction 

1359B1 1360BAccess the Agency tab, then navigate to Requests in the 
Agency Information tile. 

 
 

594BContinued on next page 
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793BAgency Tab, Continued 

 

506BRequest: 
Password 
Reset, 
continued 

 

960BStep 961BAction 

1361B2 1362BSelect the 
Requests 
drop-down 
menu, then 
select 
Password 
Reset 
Request 
 
 
1363BResult: 
Password 
Reset 
Request 
screen 
appears.  
 

1364B3 1365BEnter the name of user requiring password reset, then select 
Submit Request. 

1366B  
1367BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 

 
 

595BContinued on next page 
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701B2 4BRequest: 
General 
Inquiry 

104BTo submit a General Inquiry request: 
 

962BStep 963BAction 

1368B1 1369BAccess the Agency tab, then select Requests in the Agency 
Information tile. 

 
 

1370B2 1371BSelect the 
Requests 
drop-down, 
then select 
General 
Inquiry 
 
 
1372BResult: The 
General 
Inquiry screen 
appears.  
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507BRequest: 
General 
Inquiry, 
continued 

 

964BStep 965BAction 

1373B3 1374BEnter the details of your inquiry, then select Next. 

 
1375B4 1376BUpload any documents that support your request or if you do 

not have any documents to provide select Submit Request to 
complete your request. 
1377B

 
1378BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 
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702B2 5BAppointment 
Renewal 
Overview 

105BAll agent appointments from the agency will renew on the same day. Any 
agents appointed mid-term will have pro-rated appointment fees, and their 
renewal appointment date will align with that of the other appointed agents 
in their agency.  

 
703B2 6BProcessing 
Appointment 
Renewals 

106BAPs and their designees will receive notice of pending appointment 
renewals 60 days prior to the expiration of the agency’s appointment with 
Citizens. Additional notices will be sent 30, ten and two days prior to 
appointment expiration.  
 
107BImportant Notes: 

• 108BIf the renewal is not processed by the renewal date, the option will 
expire.  

• 109BAny credentialed user that has not completed mandatory training 
will not be able to renew their appointment with Citizens. Refer to 
Appendix 2: Agent Appointment Education Requirements for more 
information. 

 
110BTo process an agent/agency appointment renewal: 

966BStep 967BAction 

1379B1 1380BAccess the Agency tab up to sixty days prior to appointment 
expiration. 
1381B

 
1382BResult:  The Renew Now icon will display. 

1383B2 1384BSelect Renew Now. 
1385B

 
1386BResult: The Agency Renewal page appears. 
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508BProcessing 
Appointment 
Renewals, 
continued 

 

968BStep 969BAction 

1387B3 1388BTo review a list of appointed agents for each agency location, 
select the arrow next to each location. 
1389B

 
1390BResult: All staff assigned to the location displays. Review to 
confirm accuracy. If changes are not needed, continue to Step 
6. 

1391B4 1392BIf changes to appointed agents are needed, select the green 
check next to their name. 
1393B

 
1394BResult: The line will highlight and drop-down menu options will 
display. 
 
1395BNote: The payment button will be unavailable if any of the 
listed agents or LCRs have failed to complete mandatory 
Citizens training. Continue to Step 5 to remove them from the 
renewal or refer to Appendix 2 Appointment Education 
Requirements for further instructions to complete mandatory 
education.  

1396B5 1397BSelect a nonrenewal reason and, if appropriate, an agent to 
transfer the book of business to. 

1398B  
1399BResult: The recalculated amount due will display. 
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509BProcessing 
Appointment 
Renewals, 
continued 

 

970BStep 971BAction 

1400B6 1401BSelect Pay. 

1402B  
1403BResult: The One-Time Payment screen appears. 
 
1404BNote: Fees for supplemental applications that are pending 
payment within 60 days of the renewal date will be included in 
the renewal balance. 

1405B7 1406BVerify payment amount and select Review: 

1407B  
1408BResult: The One-Time Payment screen appears. 

 

599BContinued on next page 
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798BAppointment Renewals, Continued 

 

510BProcessing 
Appointment 
Renewals, 
continued 

 

972BStep 973BAction 

1409B8 1410BEnter payment information, then select Review: 

1411B  
 
1412BResult: The Confirm Payment screen will appear.  

 

600BContinued on next page 
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799BAppointment Renewals, Continued 

 

511BProcessing 
Appointment 
Renewals, 
continued 

 

974BStep 975BAction 

1413B9 Confirm payment amount and select Pay. 

1415B  
 

1417B10 The Payment Receipt will generate if processed successfully.  
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704B2 7BFunctions 
Overview 

111BThe Locations tab enables APs to view and manage staff, appointments 
and location details: 

• 112BView locations 

• 113BAdd location 

• 114BAdd staff 

• 115BUpdate staff information  

• 116BTransfer staff to a new location 

• 117BUpdate an agent’s line of authority 

• 118BRemove staff 
119BTo access the Locations tab, select Locations from the banner.  
120BThe Locations tab will display two tiles, Agency Locations and Staff. 

121B

 
 
122BTo see a list of staff in one location, select its name from Agency Location. 

 

601BContinued on next page 
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705B2 8BSupplementa
l Application: 
Add Location 

123BWhen adding a new location, a fully appointed agent also must be added to 
the new location when the request is submitted. 
 
124BIf a new location needs to be added: 

976BStep 977BAction 

1419B1 1420BAccess the 
Locations tab, 
then navigate to 
the Agency 
Locations tile.  

1421B2 1422BSelect Add 
Location. 
 
1423BResult: The 
Supplemental 
Application 
screen displays. 

  

602BContinued on next page 
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801BLocations Tab, Continued 

 

512BSupplemental 
Application: 
Add Location, 
continued 

 

978BStep 979BAction 

1424B3 1425BComplete all required fields. 

1426B  
 

1427B4 1428BSelect Validate Address. 

1429B  
1430BResult: The address is validated and standardized. 

1431B5 1432BTo add an additional location, select Add Location. Repeat 
Step 3 above.  

1433B  
1434BResult: The new location appears on the Agency Locations 
tile. 

 

603BContinued on next page 
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802BLocations Tab, Continued 

 

513BSupplemental 
Application: 
Add Location, 
continued 

 

980BStep 981BAction 

1435B6 1436BTo add staff to the new location, select the green icon as 
shown below. 

 
1437BResult: The Add Staff screen displays. 

 

604BContinued on next page 
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803BLocations Tab, Continued 

 

514BSupplemental 
Application: 
Add Location, 
continued 

 

982BStep 983BAction 

1438B7 1439BComplete all applicable fields, then select Add Staff. 

1440B  
1441BNote: Refer to Supplemental Application: Add Staff Overview 
for detailed instructions on adding staff. 

1442B8 1443BWhen you have added necessary staff at the new location, 
select Submit Request. 
 
1444B

 
 
1445BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 

 
 

605BContinued on next page 
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804BLocations Tab, Continued 

 
706B2 9BSupplementa
l Application: 
Add Staff 
Overview 

125BYou can add staff via the Supplemental Application when adding a new 
location or from the Locations tab in the Staff tile. 
 
126BNotes: 

• 127BWhen adding staff, APs can assign various appointment types 
based on license, location and job duties. Refer to Appendix 1 
Assigning Staff Appointment Types to determine which role best fits 
the staff you are adding. 

• 746BAgents previously terminated by Citizens for cause are not eligible 
to apply within two years of their termination date. 

• 747BFees for supplemental applications that are pending payment within 
60 days of the renewal date will be included in the renewal balance. 

 
128BTo access the Add Staff function: 
 

984BStep 985BAction 

1446B1 1447BAccess the Add Staff function, either from the Supplemental 
Application to Add Location, or from the Locations tab. 
 
1448BTo access from the Locations tab, select an agency location to 
expand the staff list. 

 
1449B2 1450BSelect Add Staff. 

1451B  
1452BResult: The Supplemental Application to add staff will display. 
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805BLocations Tab, Continued 

 

515BSupplemental 
Application: 
Add Staff 
Overview, 
continued 

 

986BStep 987BAction 

1453B3 1454BThe Supplemental Application screen is dynamic, and 
additional fields will appear based on the information entered. 
1455B

 
 
1456BTo add staff, refer to the appropriate section below: 

988BIf adding a: 989BThen see: 

1457BFully Appointed 
Agent 

1458BAdd Staff: Fully Appointed Agent 

1459BLimited Agent 1460BAdd Staff: Limited Agent 

1461BLicensed Customer 
Representative who 
writes and services 

1462BAdd Staff: LCR Write and Service 

1463BLicensed Customer 
Representative who 
only services 

1464BAdd Staff: LCR Service Only 

1465BSupport Staff 1466BAdd Staff: View-Only Support 
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707B3 0BAdd Staff: 
Fully 
Appointed 
Agent 

129BFully appointed agents must meet the following additional requirements to 
be appointed with Citizens: 

• 130B2-20 or 20-44 Florida resident agent license or a 9-20 or 90-44 
nonresident agent license. 

• 131BAppointment with at least one authorized insurer writing one or more 
of the following lines of business: 

o 132BPersonal Residential 
o 133BCommercial Residential 
o 134BCommercial Nonresidential Property 

• 748BAgents previously terminated by Citizens for cause are not eligible 
to apply within two years of their termination date. 

 
 
135BAfter accessing the Supplemental Application Add Staff screen, add a fully 
appointed agent following the steps below: 
 

990BStep 991BAction 

1467B1 1468BSelect the red X next to the Does the staff member have a 
DFS License Number? 
1469B

 
1470BResult: The red x turns to a green check mark and the DFS 
License Number field displays. 

1471B2 1472BEnter the DFS license number. 
1473B

 
1474BResult: Appointed license type and personal information, such 
as name, Social Security number and birthdate, are pulled from 
DFS records and the applicable fields are gray and prefilled. 

  

608BContinued on next page 
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516BAdd Staff: 
Fully 
Appointed 
Agent, 
continued 

 

992BStep 993BAction 

1475B3 1476BEnter other contact information. 

 
1477B4 1478BIndicate if the new agent is the AP designee by selecting the 

red X. 
1479B

  
 
1480BIf yes, review and select Confirm. 

 
 

609BContinued on next page 
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517BAdd Staff: 
Fully 
Appointed 
Agent, 
continued 

 

994BStep 995BAction 

1481B5 1482BSelect the red X to indicate that the agent can write new 
business. 
1483B

 
1484BResult: The red X will change to a green check mark. 
Additional fields will appear. 

1485B6 1486BSelect the red X to indicate if the new agent will be an agent of 
record on policies written at the agency. 
1487B

 
1488BResult: The red X will change to a green check mark. Lines of 
authority will appear. 

1489B7 1490BIndicate the agent’s line of authority by selecting the red X next 
to the applicable line. 
1491B

 
1492BResult: The red X will change to a green check mark. 

 

610BContinued on next page 
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518BAdd Staff: 
Fully 
Appointed 
Agent, 
continued 

 

996BStep 997BAction 

1493B8 1494BSelect Add Staff. 

1495B  
 
1496BResults:  

• 1497BThe agent has been added to the request. A 
confirmation banner appears. 

1498B  
 

• 1499BAdditional staff can be added prior to completing the 
process by repeating steps listed above. 
 

• 1500BEdits to any staff member can be made to the 
Supplemental Application by selecting the green Edit 
Staff icon from the Agency Locations tile. 

1501B  
 

1502B9 1503BSelect Submit Request. 

1504B  
1505BResult: The Supplemental Application has been submitted. A 
confirmation banner appears. 

 

611BContinued on next page 
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519BAdd Staff: 
Fully 
Appointed 
Agent, 
continued 

 

998BStep 999BAction 

1506B10 1507BThe Requests tab will display, with the Supplemental 
Application request to add staff listed. 
 
1508BThe newly requested agent’s name, LMS, agreement, and 
payment status will display. 

1509B  
 
1510BResults and Additional Actions: 
136BAfter a supplemental application is submitted, both full and 
limited agents must complete the following prior to 
appointment: 

• 137BSign and return the Agent Appointment Agreement 
within 15 days of receipt. 

• 138BComplete Citizens-assigned New Agent Onboarding 
(NAO) modules, which will be assigned to them 
following the initial application submission. Required 
education will need to be completed within 30 days of 
assignment. 

• 139BSubmit a $125 appointment fee for each agent 
appointed. Fees will be pro-rated for mid-term 
appointment and due within 15 days. This fee is due 
annually and can be paid through myAgency. 

• 140BFees for supplemental applications that are pending 
payment within 60 days of the renewal date will be 
included in the renewal balance. 

 

612BContinued on next page 
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708B3 1BAdd Staff: 
Limited Agent 

141BLimited agents write new business for a fully appointed agent and do not 
have their own book of business.  
 
142BLimited agents must meet the following requirements to be appointed with 
Citizens: 

• 143B2-20 or 20-44 Florida resident agent license or a 9-20 or 90-44 
nonresident agent license. 

• 144BAppointment with at least one authorized insurer writing one or more 
of the following lines of business: 

o 145BPersonal Residential 
o 146BCommercial Residential 
o 147BCommercial Nonresidential Property 

 
148BYou can add a limited agent via the Supplemental Application when adding 
a new location or from the Locations tab in the Staff tile. 

1000BStep 1001BAction 

1511B1 1512BSelect the red X next to the Does the staff member have a 
DFS License Number? question. 
1513B

 
1514BResult: The red X will change to a green check mark and the 
DFS License Number field displays. 

  

613BContinued on next page 



 

74 
Citizens Property Insurance Corporation 10.12.2026 
Back to Table of Contents or Site Map 

myAgency 
User Guide 

812BLocations Tab, Continued 

 

520BAdd Staff: 
Limited 
Agent, 
continued 

 

1002BStep 1003BAction 

1515B2 1516BEnter the DFS license number. 
1517B

 
1518BResult: Appointed license type and personal information, such 
as name, Social Security number and birthdate, are pulled from 
DFS records, and the applicable fields are gray and prefilled. 

1519B3 1520BEnter other contact information. 

 
1521B4 1522BIndicate if the agent is the agency principal designee by 

selecting the red X. 
1523B

  
 
1524BIf yes, review and  select Confirm. 

 
 

614BContinued on next page 
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521BAdd Staff: 
Limited 
Agent, 
continued 

 

1004BStep 1005BAction 

1525B5 1526BSelect the red X to indicate that the limited agent can write new 
business on behalf of a fully appointed agent. 
1527B

 
1528BResult: The red X will change to a green check. Additional 
fields will appear. 

1529B6 1530BImportant: To request appointment for a limited agent, do not 
select Will staff member be an Agent of Record on policies 
written by your agency? 
1531B

 
 

 

615BContinued on next page 
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522BAdd Staff: 
Limited 
Agent, 
continued 

 

1006BStep 1007BAction 

1532B7 1533BSelect Add Staff. 
1534B

 
1535BResults:  

• 1536BThe agent has been added to the request. A 
confirmation banner appears. 

1537B

 
 

• 1538BAdditional staff can be added prior to completing the 
process by repeating steps listed above. 
 

• 1539BEdits to any staff member can be made to the 
Supplemental Application by selecting the green Edit 
Staff icon from the Agency Locations tile. 

 

1540B8 1541BSelect Submit Request. 
1542B

 
1543BResult: The Supplemental Application has been submitted. A 
confirmation banner appears. 

 

616BContinued on next page 
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523BAdd Staff: 
Limited 
Agent, 
continued 

 

1008BStep 1009BAction 

1544B9 1545BThe Requests tab will display, with the Supplemental 
Application request listed. 
 
1546BThe new agent’s name, LMS, agreement, and payment status 
will display. 

1547B  
 
1548BResults and Additional Actions: 
149BAfter a supplemental application is submitted, both full and 
limited agents must complete the following prior to 
appointment: 

• 150BSign and return the Agent Appointment Agreement 
within 15 days of receipt. 

• 151BComplete Citizens-assigned New Agent Onboarding 
(NAO) modules, which will be assigned to them 
following the initial application submission. Required 
education will need to be completed within 30 days of 
assignment. 

• 152BSubmit a $125 appointment fee for each agent 
appointed. Fees will be pro-rated for mid-term 
appointment and due within 15 days. This fee is due 
annually and can be paid through myAgency. 

 

Continued on next page 
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709B3 2BAdd Staff: 
LCR Write 
and Service 

153BLicensed Customer Representatives (LCRs) assigned to a single location 
and working on behalf of a fully appointed agent can: 

• 154BWrite new business  

• 155BServices existing business 
 
156BOnly staff holding a 4-40 license can be assigned this appointment type. 
Appointment agreements, appointment fees, and Citizens-assigned 
education is not required. 
 
157BYou can add an LCR via the Supplemental Application when adding a new 
location or from the Locations tab in the Staff tile: 

1010BStep 1011BAction 

1549B1 1550BSelect the red X next to the Does the staff member have a 
DFS License Number? question. 
1551B

 
1552BResult: The red x turns to a green check mark and the DFS 
License Number field displays. 

1553B2 1554BEnter the DFS license number. 
1555B

 
1556BResult: Appointed license type and personal information, such 
as name, Social Security number and birthdate, are pulled from 
DFS records, and the applicable fields are gray and prefilled. 

1557B3 1558BEnter other contact information. 

 
 

617BContinued on next page 
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524BAdd Staff: 
LCR Write 
and Service, 
continued 

 

1012BStep 1013BAction 

1559B4 1560BImportant: To add an LCR who can write new business under 
an appointed agent, select the red X next to Can the staff 
member write new business? 
1561B

 
1562BResult: The red X changes to a green check mark and the 
option for Can the staff member service all locations? 
disappears. 

1563B5 1564BSelect Add Staff. 
1565B

 
1566BResults:  

• 1567BThe LCR has been added to the request. A 
confirmation banner appears. 

1568B

 
 

• 1569BAdditional staff can be added prior to completing the 
process by repeating steps listed above. 

 

• 1570BEdits to any staff member can be made to the 
Supplemental Application by selecting Edit Staff from 
the Agency Locations tile. 

 
 

618BContinued on next page 
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525BAdd Staff: 
LCR Write 
and Service, 
continued 

 

1014BStep 1015BAction 

1571B6 1572BSelect Submit Request. 
1573B

 
1574BResult: The Supplemental Application has been submitted. A 
confirmation banner appears. 

1575B7 1576BThe Requests tab will display, with the Supplemental 
Application to add requested staff listed. The new LCR’s name 
and status will display. A confirmation email will be sent to the 
AP, APD and new staff member. 

 
 

619BContinued on next page 
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710B3 3BAdd Staff: 
Service-Only 
LCR 

158BYou can assign an LCR to all agency locations; however, they are limited to 
servicing existing business at these locations.  Staff assigned this 
appointment type are prohibited from writing new business. 
 
159BStaff holding a 4-40 license can be assigned this appointment type. 
Appointment agreements, appointment fees, and Citizens-assigned 
education is not required. 
 
160BYou can add a service-only LCR via the Supplemental Application when 
adding a new location or from the Locations tab in the Staff tile. 

1016BStep 1017BAction 

1577B1 1578BSelect the red X next to the Does the staff member have a 
DFS License Number? question. 
1579B

 
1580BResult: The red x turns to a green check mark DFS License 
Number field displays. 

1581B2 1582BEnter the DFS license number. 
1583B

 
1584BResult: Appointed license type and personal information, such 
as name, Social Security number and birthdate, are pulled from 
DFS records, and the applicable fields are gray and prefilled. 

1585B3 1586BEnter other contact information. 

 
 

620BContinued on next page 
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526BAdd Staff: 
Service-Only 
LCR, 
continued 

 

1018BStep 1019BAction 

1587B4 1588BSelect the red X next to Can the staff member service all 
locations? 
1589B

 
 

 

621BContinued on next page 
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527BAdd Staff: 
Service-Only 
LCR, 
continued 

 

1020BStep 1021BAction 

1590B5 1591BSelect Add Staff. 

1592B  
 
1593BResults:  

• 1594BThe Service-Only LCR has been added to the request. 
A confirmation banner appears. 

1595B

 
 

• 1596BAdditional staff can be added prior to completing the 
process by repeating steps listed above. 

 

• 1597BEdits to any staff member can be made to the 
Supplemental Application by selecting Edit Staff from 
the Agency Locations tile. 

1598B

 
 

 
 

Continued on next page 
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528BAdd Staff: 
Service-Only 
LCR, 
continued 

 

1022BStep 1023BAction 

1599B6 1600BSelect Submit Request. 
1601B

 
1602BResult: The Supplemental Application has been submitted. A 
confirmation banner appears. 

1603B7 1604BThe Requests tab will display, with the Supplemental 
Application request to add staff will be listed. The newly added 
LCR’s name and status will display. A confirmation email will be 
sent to the AP, APD and new staff member. 

 
 

622BContinued on next page 
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711B3 4BAdd Staff: 
View-Only 
Support 

161BSupport staff can be assigned a view-only access to new and existing 
business written at all agency locations. 
 
162BSupport staff do not require a DFS license. Appointment agreements, 
appointment fees, and Citizens-assigned education are also not required.  
 
163BAfter accessing the Supplemental Application Add Staff screen, add view-
only support staff following the steps below: 

1024BStep 1025BAction 

1605B1 1606BImportant: Do not select the red X next to the Does the staff 
member have a DFS License Number? question. 

 
1607B2 1608BEnter personal and contact information. 

 
 

623BContinued on next page 
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529BAdd Staff: 
View-Only 
Support, 
continued 

 

1026BStep 1027BAction 

1609B3 1610BSelect the red X next to Is Support Staff? 

 
1611B4 1612BSelect Add Staff. 

1613B  
 
1614BResults:  

• 1615BThe newly added support staff has been added to the 
request. A confirmation banner appears. 

1616B

 
 

• 1617BAdditional staff can be added prior to completing the 
process by repeating steps listed above. 

 

• 1618BEdits to any staff member can be made to the 
Supplemental Application by selecting Edit Staff from 
the Agency Locations tile. 

 
 

624BContinued on next page 
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530BAdd Staff: 
View-Only 
Support, 
continued 

 

1028BStep 1029BAction 

1619B5 1620BSelect Submit Request. 
1621B

 
1622BResult: The Supplemental Application has been submitted. A 
confirmation banner appears. 

1623B6 1624BThe Requests tab will display, with the Supplemental 
Application request to add staff listed. The new support staff’s 
name and status will display. A confirmation email will be sent 
to the AP, APD and new staff member. 

 
 

625BContinued on next page 
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712B3 5BRequest: Edit 
Agency 
Location 
Information 

164BIf an agency location, phone, fax, email address or other basic information 
needs updating, submit a request to Edit Agency Location Information. 
 
165BTo submit the Edit Agency Location Information request: 
 

1030BStep 1031BAction 

1625B1 1626BAccess the Locations tab, then expand the location that 
requires updating by selecting the blue hyperlink. 

1627B  
1628BResult: That location’s Staff tile expands. 

1629B2 1630BSelect the Requests drop-down menu, then select Edit 
Location Information. 

1631B  
1632BResult: The Location Information Update screen displays. 

1633B3 1634BMake updates as necessary. 

 
  

626BContinued on next page 
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531BRequest: Edit 
Agency 
Location 
Information, 
continued 

 

1032BStep 1033BAction 

1635B4 1636BSelect Validate Address. 

1637B  
1638BResult: Address is validated and standardized. 

1639B5 1640BSelect Save.  

1641B  
1642BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 

 
 

627BContinued on next page 
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713B3 6BRequest: 
Staff 
Information 
Change 

166BStaff information, such as location, name and contact information can be 
updated by submitting the Staff Information Change Request. 
 
167BTo update staff information: 
 

1034BStep 1035BAction 

1643B1 1644BAccess the Locations tab, then expand the staff’s location by 
selecting the blue hyperlink. 

1645B  
1646BResult: That location’s Staff tile expands. 

1647B2 1648BSelect the radio button next to the staff name needing updates. 

1649B  
1650BResult: The Staff Member Details screen displays. 

  

628BContinued on next page 
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532BRequest: 
Staff 
Information 
Change, 
continued 

 

1036BStep 1037BAction 

1651B3 1652BSelect the Requests drop-down menu, then Staff Information 
Change Request. 

1653B  
1654BResult: The Staff Information Change Request screen 
displays. 

1655B4 1656BComplete necessary edits. 

 
 

629BContinued on next page 
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533BRequest: 
Staff 
Information 
Change, 
continued 

 

1038BStep 1039BAction 

1657B5 1658BSelect Submit. 

1659B  
1660BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 

 
 

630BContinued on next page 
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714B3 7BRequest: 
Transfer Staff 
to a New 
Location 

168BIf a new agency location with a fully appointed agent is added, existing staff 
can be transferred to the new location using the Transfer Staff to New 
Location request. 
 
169BNote: Each location must have a fully appointed agent on staff. If the only 
fully appointed agent is removed, the location will be deactivated 
 
170BTo request staff transferred to a new location: 
 

1040BStep 1041BAction 

1661B1 1662BAccess the Locations tab, then select the location’s hyperlink 
from where you’re transferring staff. 

1663B  
1664BResult: That location’s Staff tile expands. 

1665B2 1666BSelect the radio button next to the staff that requires 
transferring. 

1667B  
1668BResult: The Staff Member Details screen displays. 

  

631BContinued on next page 
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534BRequest: 
Transfer Staff 
to a New 
Location, 
continued 

 

1042BStep 1043BAction 

1669B3 1670BSelect the Requests drop-down menu, then Transfer Staff to 
New Location. 

1671B  
1672BResult: The Transfer Staff to a New Location screen displays. 

1673B4 1674BComplete required fields. 

 
 

632BContinued on next page 
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535BRequest: 
Transfer Staff 
to a New 
Location, 
continued 

 

1044BStep 1045BAction 

1675B5 1676BSelect Validate Address. 

1677B  
1678BResult: Address is validated and standardized. 

1679B6 1680BSelect Add Location. 

1681B  
1682BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 

 
 

633BContinued on next page 
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715B3 8BRequest: 
Update Line 
of Authority 

171BYou can request to updates the line(s) of authority for fully appointed and 
limited agents by following the steps below.  
 

1046BStep 1047BAction 

1683B1 1684BAccess the Locations tab, then selecting the blue hyperlink to 
expand the agent’s location. 

1685B  
1686BResult: That location’s Staff tile expands. 

1687B2 1688BSelect the radio button next to the staff name that requires 
updates. 

1689B  
1690BResult: The Staff Member Details screen displays. 

  

634BContinued on next page 
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536BRequest: 
Update Line 
of Authority, 
continued 

 

1048BStep 1049BAction 

1691B3 1692BSelect the Requests drop-down menu, then Update Line of 
Authority. 
1693B

 
1694BResult: The Update Line of Authority screen displays. 

 

635BContinued on next page 
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537BRequest: 
Update Line 
of Authority, 
continued 

 

1050BStep 1051BAction 

1695B4 1696BA green check mark indicates the agent’s current line of 
authority.  

• 1697BTo add an additional line, select the red X. 
1698B

 
• 1699BTo remove a line of authority, select the green check 

mark. 

 
 

636BContinued on next page 
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538BRequest: 
Update Line 
of Authority, 
continued 

 

1052BStep 1053BAction 

1700B5 1701BAdd any additional details, then select Submit. 
1702B

 
1703BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 

 
 

637BContinued on next page 
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716B3 9BRequest: 
Remove Staff 

172BThe steps to remove staff will vary based on role and assigned book of 
business. 
 
173BTo submit a Remove Staff request: 

1054BStep 1055BAction 

1704B1 1705BAccess the Locations tab, then select the blue hyperlink to 
expand the staff location. 

1706B  
1707BResult: That location’s Staff tile expands. 

1708B2 1709BSelect the radio button next to the staff that requires removal. 

1710B  
1711BResult: The Staff Member Details screen displays. 

 

638BContinued on next page 
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539BRequest: 
Remove Staff, 
continued 

 

1056BStep 1057BAction 

1712B3 1713BSelect the Requests drop-down menu, then Remove Staff. 
1714B

 
1715BResult: The Remove Staff screen displays. 

 

639BContinued on next page 
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540BRequest: 
Remove Staff, 
continued 

 

1058BStep 1059BAction 

1716B4 1717BThe Remove Staff screen will vary based on role of the staff 
member being removed: 

• 1718BIf the staff member being removed is a fully appointed 
agent, their book of business must be transferred. 
Indicate the Transfer Effective Date, then select the 
Agent receiving policies. 

1719B

 
• 1720BIf the staff member being removed does not have a 

book of business, continue to Step 5. 

 
 

640BContinued on next page 
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541BRequest: 
Remove Staff, 
continued 

 

1060BStep 1061BAction 

1721B5 1722BSelect Submit. 

1723B  
1724BResult: A confirmation banner will display, and the status of 
the request can be viewed on the Requests tab. 
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670BRequests Tab 

 
717B4 0BOverview 174BAPs can check the real-time status of any submitted request. 

 
175BEach request record includes, if applicable: 

• 176BThe Citizens’ representative assigned with reviewing and/or 
processing the request or, if auto-approved, the AP or APD that 
submitted the request. 

• 177BA request (case) number 

• 178BThe type and status of request 

• 179BAny attachments 
 

180B

  

641BContinued on next page 
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842BRequests Tab, Continued 

 
718B4 1BFiltering 
Requests 

181BThe Requests list can be filtered by: 

• 182BRequest Number 

• 183BRequest Type 

• 184BRequest Status 

• 185BDate range for submitted requests 
 
186BTo sort the requests list: 
 

1062BStep 1063BAction 

1725B1 1726BSelect the appropriate Request Filters using the and drop-
down menus. 

 
  

642BContinued on next page 
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843BRequests Tab, Continued 

 

542BFiltering 
Requests, 
continued 

 

1064BStep 1065BAction 

1727B2 1728BSelect Filter Requests. 
1729B

 
1730BResult: A list of filtered requests display. 
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671BSearch Tab 

 
719B4 2BOverview 187BThe Search tab is a quick and easy way to locate and edit staff and includes 

multiple filters to make the search efficient. Filter staff by: 

• 188BName 

• 189BAppointment type 

• 190BStatus 
 
191BOnce located, APs can submit staff change requests from the Search tab, 
including: 

• 192BStaff Information Change Request 
• 193BTransfer Staff to a New Location 
• 194BUpdate Line of Authority 
• 195BRemove Staff  196B

 

643BContinued on next page 
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844BSearch Tab, Continued 

 
720B4 3BFiltering 
Search 
Results 

197BStaff records can be filtered by: 

• 198BFirst and last name 

• 199BAppointment type 

• 200BStatus 
 
201BTo sort the staff records list: 
 

1066BStep 1067BAction 

1731B1 1732BSelect the appropriate Contact Filters using the fields and 
drop-down menus. 

1733B  
 

 

644BContinued on next page 
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845BSearch Tab, Continued 

 

543BFiltering 
Search 
Results, 
continued 

 

1068BStep 1069BAction 

1734B2 1735BSelect Filter Contacts. 

1736B  
1737BResult: The list of filtered results display in the staff records 
list. 
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672BDashboard Tab 

 
721B4 4BOverview 202BmyAgency’s Dashboard provides agency principals self-service 

downloadable data analytics and access to key metrics to help manage their 
agency’s relationship with Citizens, including your current book of business. 
 
203BThe dashboard displays interactive charts and reports of policies-in-force, 
new-business submissions, performance violations and claims on their 
agency’s book.  
 
204BAPs can explore and drill down on the metrics in the charts and reports 
using filters. Metrics, policy lists and filtered reports can be exported without 
affecting the underlying dataset or the original dashboards. 
 
205BNavigate between available dashboards by selecting the corresponding 
tabs at the bottom of the screen: 
 

 

645BContinued on next page 
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846BDashboard Tab, Continued 

 
722B4 5BSummary 
Tab 

206BThe Summary displays when the Dashboard tab is accessed and displays 
the number of: 
 

1. 207BPolicies in force by form type 
2. 208BNew business written in the last 12 months by form type 
3. 209BClaims filed within the last 36 months 
4. 210BAdditional document request activities by month 
5. 211BPerformance violations by month 

 
212BTo access, select Dashboard: 

213B

 
  

646BContinued on next page 
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847BDashboard Tab, Continued 

 
723B4 6BBook of 
Business  
Tab 

214BThe Book of Business tab provides metrics for the past 12 months and 
includes: 
 

1. 215BPolicy count by form type 
2. 216BPolicy count by effective date 
3. 217BHistorical policy in force metrics by month 
4. 218BPolicy details list 

 
219BAPs can export a copy of their current book of business using this tab. 
Refer to Viewing, Filtering and Exporting Dashboard Data for more 
information. 
 
220BTo access, select Dashboard, then the Book of Business tab: 

221B

 
  

647BContinued on next page 
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848BDashboard Tab, Continued 

 
724B4 7BNew 
Business Tab 

222BThe New Business tab provides metrics for all business written in the past 
12 months and includes: 
 

1. 223BTotal new business within the last 12 months 
2. 224BTotal premium  
3. 225BEffective date-range selector 

226BNote: Metrics will recalculate based on date range selected. 
4. 227BNew business by form type by month 
5. 228BPolicies by form type 
6. 229BPolicy details list 

 
230BTo access, select Dashboard, then the New Business tab: 

231B

 
  

648BContinued on next page 
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849BDashboard Tab, Continued 

 
725B4 8BClaims-FNOL 
Tab 

232BThe Claims-FNOL tab provides metrics for the last 36 months of claims filed 
on your book of business. The screen details: 
 

1. 233BTotal number of claims 
2. 234BIndemnity paid 
3. 235BClaims reported by date 
4. 236BClaims reported by date with indemnity paid 
5. 237BWho reported the claim 
6. 238BCAT (catastrophe) event filter 
7. 239BReported date filter 
 240BNote: Metrics will recalculate based on date range selected. 
8. 241BClaim details 

 
242BTo access, select Dashboard, then the Claims-FNOL tab: 

243B

  

649BContinued on next page 
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850BDashboard Tab, Continued 

 
726B4 9BAdditional 
Document 
Requests Tab 

244BThe Additional Document Requests tab displays metrics for the past 12 
months of additional document requests (ADRs) sent to the agency. The 
Additional Document Requests screen displays: 
 

1. 245BThe total number ADRs sent 
2. 246BNumber of ADRs by date the activity was created 
3. 247BADRs by transaction type 
4. 248BADRs by reason 
5. 249BDetailed list of ADRs including agent of record, license number and 

ADR reason 
 
250BNote: The total number of additional documents requested may be 
more than the number displayed in the Number of ADR’s section 
(See 1 in the screenshot below). The Policy Details List includes a 
list of all documents requested. 
 

251BTo access, select Dashboard, then Additional Document Requests.  
252B

 
  

650BContinued on next page 
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851BDashboard Tab, Continued 

 
727B5 0BPerformance 
Violations 
Tab 

253BThe Performance Violations tab displays metrics for the past 12 months of 
performance violations sent to the agency. The Performance Violations tab 
provides: 
 

1. 254BNumber of performance violations 
2. 255BTotal number of performance violations by type 
3. 256BPerformance violations by month 
4. 257BDetailed list of performance violations including agent of record, 

license number and reason for violation 
 
258BTo access, select Dashboard, then Performance Violations: 

259B

  

651BContinued on next page 
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852BDashboard Tab, Continued 

 
728B5 1BViewing, 
Filtering and 
Exporting 
Dashboard 
Data 

260BData Sources  
261BThe charts and graphs on the dashboards are generated from reports. 
Each report is based on one dataset, with one or more reports used to 
create the Dashboard. 
 
262BDashboard metrics cannot be edited, but there are several ways to use the 
data to monitor your agency and make data-supported decisions. Users 
can: 
 

•  263BView, sort and filter reports 

•  264BExport reports to Excel  
  

1070BTo 1071BAction 

265BView Report Details 
View details about the 
data behind the chart 
on both dashboards 
and reports. 
 

1738BHover over a tile to view details about the data behind the visual 
on both dashboards and reports. 

 
 

652BContinued on next page 
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853BDashboard Tab, Continued 

 

544BViewing, Filtering and Exporting Dashboard Data, continued  
 

1072BTo 1073BAction 

1739BView in Focus Mode 
1740BUse Focus Mode to 
expand a chart or 
graph. 
 
1741BTip: You can use the 
Focus mode for a 
better view of the 
objects in the 
dashboard. Filters can 
be applied in Focus 
mode. 

1742BHover on the tile until the option for Focus mode displays. Select 
Focus Mode. 
 

1743B  
1744BResult: The selected chart or graph displays. 
 

• 1745BTo exit Focus mode, select Back to report. 

• 1746BHover on the chart to access filter and export options. 
1747B

 
 

 

653BContinued on next page 
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854BDashboard Tab, Continued 

 

545BViewing, Filtering and Exporting Dashboard Data, continued  
 

1074BTo 1075BAction 

1748BExport Data to Excel 
1749BExporting data to 
Excel will allow APs 
and APDs to print and 
share data. 
 
 
1750BTip: An agency’s book 
of business can be 
easily accessed and 
exported using this 
feature. Exported files 
can be printed. 
 

1751BHover in the chart, 
graph or list until 
More Options 
displays, then 
select Export 
Data: 
 
 
1752BResult: The Export Data window appears: 

 
 
 
866BSelect the format needed 
from the File format drop-
down menu, then Export.  
 
 
 
 
 
 
 
 

1753BResult: A successful export message will appear. The report will 
appear in the workspace below: 

 

654BContinued on next page 
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855BDashboard Tab, Continued 

 

546BViewing, Filtering and Exporting Dashboard Data, continued  
 

1076BTo 1077BAction 

1754BDrill Down Data in a 
Chart or Graph 
1755BThe total number for 
each data set will 
display by default. 

266BTo drill down by month or, if applicable, form type, select the data 
set on the chart. The total for the selected data set will display the 
recalculated value. Any associated detail lists and/or charts will 
update based on the selection. 
1756B

 
 
1757BClick within the tile again to clear drill-down settings. 

1758BFilter Data in a List 
1759BCreate a custom 
report using list filters. 
 
1760BTip: Use this feature 
when remarketing your 
book of business. This 
can be useful when 
determining what 
policies are coming up 
for renewal or when a 
market opens for a 
specific policy type. 

1761BPolicy Details lists can be filtered in ascending or descending 
order by column. To sort, click on the column once to sort 
ascending; twice to sort in descending order. 
1762B

 
 
 
267BResult: The list will re-sort based on your selection. 

 

Continued on next page 
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673BPayments Tab 

 
729B5 2BOverview 268BFrom the Payments tab, APs can view fees and payments, including: 

• 269BPending Payments to make a payment 

• 270BCompleted Payments to view recent payments 

• 271BExpired payments to view past due payments 
 

272B

  

655BContinued on next page 
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856BPayments Tab, Continued 

 
730B5 3BMaking a 
Payment 

273BWhen a balance is due, the Payments icon turns red: 
274B

 
 
275BTo make a payment: 
 

1078BStep 1079BAction 

1763B1 1764BSelect the Payments tab. 
1765B

 
1766BNote: A payment can only be made on a pending balance due 
when all required education is complete. 
1767BResult: The Payments tab displays. 

1768B2 1769BThe balance due displays in the Pending Payments section. 
Select Pay to complete the payment. 
1770B

 
1771BNote: A payment cannot be made if training is not complete. 
1772BResult: The One-Time Payment screen will display. 
 

 

656BContinued on next page 
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857BPayments Tab, Continued 

 

547BMaking a 
Payment, 
continued 

 

1080BStep 1081BAction 

1773B3 Enter payment information, then select Review: 

 
 

 

657BContinued on next page 
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858BPayments Tab, Continued 

 

548B53BMaking a 
Payment, 
continued 

1082BStep 1083BAction 

1777B4 Confirm payment amount is correct, then select Review: 
1779B 

 
Result: The Confirm Payment screen will appear. 

  

658BContinued on next page 
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859BPayments Tab, Continued 

 

549B53BMaking a 
Payment, 
continued 

1084BStep 1085BAction 

1780B5 Enter payment information, then select Review. 

 
 

1783B6 Confirm payment amount, then select Review. 

 
 

Continued on next page 
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673BPayments Tab, Continued 

 

730B53BMaki
ng a 
Payment, 
Continued 

Step 1085BAction 

7 The Payment Receipt will generate if processed successfully. 
Email, Print, or Download the receipt.  

 
 

 

Continued on next page 
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674BAlerts Tab 

 
731B5 4BOverview 276BFrom the Alerts tab, APs will access important policy and/or claim 

information that should be viewed or acknowledged by the agency principal. 
 
277BAPs can: 

• 468BAccess communications and announcements 

• 469BDownload policy files 

• 470BAccess resources and useful links 
 

 

659BContinued on next page 
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860BAlerts Tab, Continued 

 
732B5 5BAccessing 
Alerts 

278BWhen new alerts and policy files are sent, the Alerts tab will display red. To 
access the alert: 

1086BStep 1087BAction 

1785B1 1786BSelect the Alerts tab. 

1787B  
1788BResult: The Alerts tab will display a list of recent 
communications and their status:  

• 471BNot Started 

• 472BStarted 

• 473BCompleted 
474BNote: Tasks that have not been completed will display first. 

1789B2 1790BSelect View from the Actions column. 
1791B

 
1792BResult: The communication displays. 

1793B3 1794BThe alert task will include the following: 

• 475BAlert Details to clarify what action is needed 

• 476BFiles will include the policy files pertaining to the Alert Details 

• 477BUseful Links will include links to job aids, guides and 
additional resources. 

 
 

660BContinued on next page 
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861BAlerts Tab, Continued 

 

550BAccessing 
Alerts, 
continued 

1088BStep 1089BAction 

1795B4 1796BTo download policy file, select the data list link. 

1797B  
1798BResult: The data file will open as a .csv file. 

1799B5 1800BWhen the alert task is completed, select Mark as Completed. 

1801B  
1802BResult: The Alert will indicate Completed. 

1803B6 1804BSelect Alerts to return to the list. 
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733B5 6BStaff 
Appointment 
Type Options 

279BWhile processing renewals or adding new staff, AP’s can select or update 
staff appointment types based on their role at the agency. Refer to the chart 
below to determine which role best fits the needs of your agency. 
 
280BNote: Appointment fees and new agent education requirements do not 
apply to LCR’s or support staff; however, Citizens reserves the right to 
assign mandatory education to all credentialled users. 

281BAgent and Staff Credentialing and Appointment Overview 

282BSuggested 
Credential 

283BFully 
Appointed 
Citizens 
Agent 

284BLimited 
Agent 

285BLicensed 
Customer 
Representative 
(LCR) 

286BLicensed 
Customer 
Representative 
(LCR) 

287BSupport Staff 

288BLicense Type 
289B2-20, 20-44, 
9-20, 90-44 

290B2-20, 20-44, 
9-20, 90-44 

291B4-40 Only 
292B2-20, 20-44, 
293B9-20, 90-44 or 
294B4-40 

295BNo license 
requirement 

296BFunction 

297BWrite new 
business 
under their 
own license 

298BWrites new 
business 
under a fully 
appointed 
agent 

299BWrites new 
business and 
service under a 
fully appointed 
agent 

300BServices 
existing 
business 
(cannot write 
new business) 

301BView Only 

302BDFS 
Appointed* 

303BYes 304BYes 305BNo 306BNo 307BN/A 

308BCarrier 
Appointment 
Requirements 

309B3 
appointments 
for each line 
of authority 
(PL, CNR, 
and/or CR) 

310B3 
appointments 
total 

311B0 
appointments ≠ 

312B4-40: 0 
appointment ≠ 
313B2-20: 1 
appointment 

314BN/A 

315BFees 
316B$125.00 
annually 

317B$125.00 
annually 

318BNone 319BNone 320BNone 

321BEducation 
Required 

322BYes 323BYes 324BNo 325BNo 326BNo 

327BSign Agent 
Agreement 

328BYes 329BYes 330BNo 331BNo 332BNo 

333BListed as 
Agent of 
Record 
(AOR)? 

334BYes 335BNo 336BNo 337BNo 338BNo 

339BCan Write 
New 
Business? 

340BYes, only for 
themselves 

341BYes, their 
location only 

342BYes, their 
location only 

343BNo 344BNo 

345BCan Service 
Business? 

346BYes ‡ 
347BYes, their 
location only 

348BYes, their 
location only 

349BYes, all 
locations 

350BNo. Can 
view policy 
data, notes, 
and 
documents, 
create notes 
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676BAppendix 1: Assigning Staff Appointment Types 

 
 

351BAgent and Staff Credentialing and Appointment Overview 

352BPolicyCenter 
Location 
Access 

353BBased on 
Agency 
Access 
Requested 
(single/all) 

354BSingle 355BSingle 356BAll locations 357BN/A 

358BHow to 
indicate in 
myAgency 

359BIndicate YES 
to the 
following 
questions: 
 
360B● Can the 
staff member 
write new 
business? 
 
361B● Will staff 
member be 
an Agent of 
Record on 
policies 
written by 
your agency? 
 
362B● Does the 
staff member 
have a DFS 
License 
Number? 

363BIndicate YES 
to the 
following 
question: 
 
364B● Can the 
staff member 
write new 
business? 
 
365B● Does the 
staff member 
have a DFS 
License 
Number? 

366BIndicate YES 
to the 
following 
question: 
 
367B● Can the 
staff member 
service all 
locations? 
 
368B● Does the 
staff member 
have a DFS 
License 
Number? 

369BIndicate YES 
to the following 
questions: 
 
370B● Can the staff 
member 
service all 
locations? 
 
371B● Does the 
staff member 
have a DFS 
License 
Number? 

372BIndicate 
YES to the 
following 
question: 
 
373B● Is Support 
Staff? 

374B* Citizens appoints agent with DFS 
375B† For any staff added mid-term, the fee will be prorated. 
376B‡ Where will depend on the location access set up for the agency. 
377B≠ The representative should be appointed through DFS for their agency. 
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734B5 7BOverview 378BAgents must successfully complete Citizens’ training modules prior to 

completing their appointment process. 
 
379BIn addition, appointed agents must complete other training and certification 
requirements as Citizens deems necessary. 
 
380BNote: If an agent was previously appointed with Citizens or changing 
agencies, training is not required, but it is encouraged and will be available 
in Citizens Learning Center (CLC). 

 
735B5 8BAssigned 
Education 

381BAgents seeking appointment will receive an email from Citizens indicating 
the following online modules must be completed: 

• 382BNAO1: Citizens’ Role in 
the Marketplace 

• 383BNAO2: Citizens Agent 
Appointment Agreement  

• 384BNAO3: Information 
Security for your Agency 

• 385BNAO4: Agent 
Performance Standards 

• 386BNAO5: Systems and 
Resources 

• 387BNAO6: Claims and 
Loss Management 
388BThe modules must be 
completed within 30 days 
of assignment. Reminders 
will be emailed ten and 2 
days prior to the deadline. 

 
389BThe agent’s 
progress will 
display as 
Education 
Status on 
the Requests 
tab in 
myAgency. 
 
 

661BContinued on next page 
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862BAppendix 2: Agent Appointment Education Requirements, 

Continued 

 
736B5 9BAssigned, 
Mandatory, 
Voluntary and 
On-Demand 
Education 

390BAssigned Education 
391BCitizens reserves the right to assign additional mandatory training as 
needed. 
 
392BMandatory Training 
393BAny user that has not completed the training will not be able to obtain 
and/or renew their appointment with Citizens.  
 
394BVoluntary Live, Online, Webinars and Virtual Courses 
395BCitizens offers classroom and online training to educate our agents about 
our products and services. All agency staff are encouraged to access 
Citizens Learning Center (CLC) to explore our library of online modules and 
recorded webinars. 
 
396BJob Aids and Guides 
397BCitizens has created multiple resources to assist with all aspects of writing 
and servicing business. To access job aids and guides, login to the Citizens 
Agents website, then select Training. Select Personal or Commercial to 
view the full library of resources. 

 
737BMandatory 
Training: 
Renewal 
Education 
Requirements 

398BAppointed Agents 
399BIf there are appointed agents in an agency that have not completed 
mandatory training, this will prevent the agency from renewing with Citizens.  
 
400BThe payment button will be unavailable if any of the listed agents have 
failed to complete mandatory Citizens training: 
401B

 
 

662BContinued on next page 



 

134 
Citizens Property Insurance Corporation 10.12.2026 
Back to Table of Contents or Site Map 

myAgency 
User Guide 

863BAppendix 2: Agent Appointment Education Requirements, 

Continued 

 

551BMandatory 
Training: 
Renewal 
Education 
Requirements
, continued 

402BAPs can choose to either nonrenew the appointed agent or allow the 
appointed agent to complete the mandatory education prior to continuing the 
agency renewal process: 
403B

 
 
404BLicensed Customer Representatives 
405BLCRs who have not completed the mandatory training prior to renewal 
payment being made will be removed from your agency and will have to be 
recredentialed.  
 
406BAPs can either select Remove LCR Staff to manually remove LCRs who 
have not completed mandatory training or Pay to remove them 
automatically: 

  
 

663BContinued on next page 
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864BAppendix 2: Agent Appointment Education Requirements, 

Continued 

 

552BMandatory 
Training: 
Renewal 
Education 
Requirements
, continued 

407BAvoiding Blocked Renewals or Revoked Credentials 
408BTo avoid adverse action, credentialed users will need to complete the 
mandatory training or be removed from the agency’s staff appointment prior 
to the agency’s renewal date.   
 
409BUsers can access mandatory education from the Agents site by selecting 
Citizens Learning Center from the Systems menu at the top of the 
webpage: 
410B

 
 
411BEnter the name of the mandatory education in the search box at the top of 
the CLC homepage, or, if the training has already been assigned, select 
Launch from the Past Due list:  
 

412B  
 
413BOnce the training has been completed, the renewal function to be updated 
in myAgency. 
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