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To create a renewal policy, click on Create Renewal.
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 Search for the prior policy by entering information in any or all of the fields by 
policy number, name of insured, and/or effective date. 

 For businesses with DBAs, the SLA enters the DBA name. Partial name search 
is also acceptable.

 To search for a policy effective over 2 years from current date, the effective date 
must be entered along with either the policy number or name of insured.
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 When you locate the prior 
policy, check the check box 
next to the policy/binder 
number.

 Click on the Create Renewal 
button.

 If the prior policy is not listed 
on the search results, you 
will need to create a renewal 
from scratch.  (Refer to 
Create a Renewal from 
Scratch.)
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 The Standard Policy button is selected by default for all transactions.   If the renewal is a master policy, select the 
radio button for master policy.  Check the multi-state policy, multiple insurers and/or exempt commercial 
purchaser/commercial insured checkbox if applicable.

◦ A master policy is a single contract issued on a group basis with certificates of insurance issued to the policyholders.

◦ A multi-state policy covers a risk that resides in more than one state.

◦ An exempt commercial purchaser/commercial insured (ECP/CI) is an insured that meets three requirements and the policy is exempt from a 
diligent search. (Refer to California Insurance Code (CIC), Section 17601.1(b))
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 The primary insured name 
and zip code are carried 
forward from the initiating 
policy.
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 If the prior policy was 
registered by the SLA the 
following information is 
carried over to the renewal:

1. Insurer 
2. Coverage

 Each field can be updated if 
the information has changed 
on the renewal.
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 Update the effective 
and invoice dates.

 Update the insurer and 
coverage information if 
applicable.

 Enter the premium and 
any taxable fees.

 Click on the Next button 
to navigate to the next 
screen, or the Save for 
Later button if you 
choose not to submit to 
SLA at this time.
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 Required documents to upload:

◦ Declaration page/binder/certificate
◦ Multiple insurer list (if applicable)

 If you are not completing the 
online SL1 and SL2 forms, you 
must upload copies of the 
completed forms.

 Select the file(s) you wish to 
upload.

− Remember that the upload will only be 
successful if the documents are less 
than 10MB in size and in a TIFF, PDF, 
PNG, PDF/A, or JPG/JPEG format.
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 Once a document has 
been selected, check the 
document type(s) that is 
included in the selected 
file.

 Click the Upload file and 
the file will be listed under 
the Transaction Document 
header.

 You can select one pdf
and click on multiple 
document types contained 
within the pdf or select one 
pdf per document type.
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Section 1
If you have selected the Complete SL1 Form button:

 You can enter the broker’s name and license 
number, or organizational name and license 
number.

 You can select from a list of transactors created by 
your master user from the drop down menu.

Section 2

The information entered on the policy details screen will 
be transferred over to the corresponding fields on this 
form. 

 Enter any information not entered in the policy entry 
screen, such as the descripion of risk and location of 
risk.

 If the location of risk is the same as the insured’s 
address, check the box Same as Above.

 If there is more than one location of risk, check the 
box labeled Various .

Section 3

 Name of insurer is carried forward from policy 
details. Enter date of signature and check the 
electronic signature box.
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Section 1

 If you have selected the Complete SL-2 Form
button:

 Enter the placing broker’s first and last name, or 
 Select a transactor from a drop-down list of transactors

created by your master user. 

o If you select a transactor from the drop-down list, the 
broker’s license number will populate with the license 
you have on file.

Section 2

 The information entered on the SL1 form will be 
transferred over to the corresponding fields on 
this form. 

Section 3

 If coverage pertains to private passenger 
automobile liability, complete sections 3(A) 
through (C).
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Section 4
 If the coverage pertains to health insurance for a small 

employer as defined by CIC section 10700(x), complete 
section 4.

Section 5
 If the policy was placed with a risk purchasing group (RPG), 

you would enter the name and address of the RPG. You will 
need to determine if the RPG was registered with California, 
and if the insurer writing the risk was authorized under the 
RPG.

Section 6(A) and BB)
 Enter the diligent search effort to place the risk with an 

admitted carrier.

 If someone other than the person named on line 1 
performed the diligent search, enter the first and last name 
of the unlicensed individual who actually conducted the 
search.

Section 7(A) and (B)
 If 7(A) is answered yes because the risk was submitted to at 

least three admitted carriers, complete section 7(B).  The Yes 
button is selected by default and section 7(B) is enabled.  
Complete the fields for each insurer.

 If 7(B) is answered no because the risk was not submitted to 
at least three admitted carriers, section 7(B) will be disabled
and section 8(A)  is enabled.
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Section 8(A)

 If 7(B) was answered no because the risk was 
not submitted to at least three admitted 
carriers, you will skip the table and complete 
section 8(A) and 8(B) or 8(C).
◦ If your answer to section 8(A) was yes and you 

determined that fewer than 3 admitted insurers 
wrote the type of insurance mentioned in lines 2(C) 
and 2(E), then complete 8(C).

◦ If you answer to section 8(A) was no, then explain 
why the risk was submitted to less than three 
admitted carriers in California in section 8(B).

 Complete both the Date of Signature field and 
check the box to electronically sign the form.

 Click the Save Form button.
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 If the search results bring back 
zero records, you can create a 
renewal from scratch. 

 On the search results page, click 
on the click here to Create a 
Renewal from Scratch link.
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 The steps to creating a renewal from scratch from this point follow the 
same process as creating any renewal except for two issues:

◦ After the options page, the system will generate a standalone transaction message that tells the user that this 
renewal has not been linked to the prior year’s policy and may receive a tag.

◦ Because the renewal was created from scratch, information from the prior policy will not be carried forward to 
the renewal. 

 After selecting OK, return to the instructions beginning with Policy 
Details.
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 Review the policy 
information for 
correctness.

 This example policy does 
not have any alerts and 
the pink banner does not 
display (for how to 
address alerts, see slide 
9).

 Click the Submit to SLA 
button.
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 If your policy is past the 60 day postmarked date and the policy is late, the Late 
Filing with Explanation box will be displayed.

 If you want to write the SLA about an issue that pertains to the transaction, write 
a note in Submission Notes.

 Click on the Submit button.
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