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Trexis.com User Guide 
To log into www.trexis.com, enter a valid login and password now. If you do not remember the 

login &/or password, contact Tech Support, (877) 888-1712, 8 a.m. to 5 p.m. CST Monday-Friday 

for assistance. 
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Program Descriptions 
 
 

Trexis is a non-standard auto program that is not insurance scored, best selected for inexperienced 

drivers and those with less than average credit. 

Trexis One is a mid-market auto program using insurance scoring as rating criteria. Lower rates are 

offered for customers with average to better credit. 

Both programs offer better rates for multi-car, transfer, and full coverage business and will reward 
drivers more likely to renew. 

 

Quoting 
Click on “Start New Quote” from a location on the home page. In other sections of the website “Start 

New Quote” can be accessed from the blue tool bar at the top of the page under PRODUCERS. 

If the initial quote screen does not appear when you click on “Start New Quote”, the Pop-up Blocker 

may need to be disabled on the computer. If assistance is needed, please contact our Tech Support 

Department at (877) 888-1712. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When quoting in Trexis if selecting to rate the quote with an insurance score using Trexis One 

please be aware that once an insurance score is obtained the non-scored Trexis program will not be 

available for this quote. You will not be able to go back into the Trexis quote and will need to re- 

enter the quote in Trexis. 

Once coverages are selected and the  button has been clicked, Trexis will begin 

rating the policy but Trexis One will require that you accept the Federal Fair Credit Reporting Act 

before proceeding. 



3  

Effective Date 
60 days in the future will be accepted in the Effective Date field. Advanced Quote discounts apply in 

most states when a quote is initiated at least 7 days but not more than 60 days prior to the policy 

effective date. The named insured must be 19 years old or older to qualify. 

 

There are two ways to navigate through the quote/app screens. You can click on the 

button on each screen or you can click on the tabs across the top of the screens.  
 

When moving through the screens by clicking on the tabs, any information completed on the 

screens will be saved if proceeding forward through the tabs. If attempting to move back to 

previous screens prior to saving, the following message will appear: 

 
 
 
 
 
 
 
 
 
 
 

SR-22/FR-44 
In some states, this option is not available and an error message will automatically appear. In this instance 

the SR-22/FR-44 request must be removed before proceeding. 

 

In states where these forms can be filed, if the State field does not automatically populate, use the 
drop-down box to view a list of states where SR-22s are available. 
FR-44s are only available in Virginia, SR-50s are only available in 
Indiana. 
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Violations 
Violations should be entered to receive an accurate quote. Click on “Add” next to the Violations field. 

Select from the list of choices provided. Click on “Add” to include each additional violation. NOTE: MVR is 

run at Point of Sale. Use unknown date when prospect is not sure of exact violation date. 

✓ Violations entered during the quote process may be deleted or edited before binding the endorsement. 

✓ Violations returned through the MVR may not be deleted or edited. 
 

 
 
 

 

 
Vehicles 

Some older vehicles may not be listed. If the model cannot be found, click on Model not found. 

This will allow the year, make and model of the vehicle to be entered manually. If the vehicle 

model is not found, or an error message is displayed, call Tech Support (877) 888-1712. 

 
Proof of Prior 

By opting to override the information from the Consumer Report, the applicant will be required to 

submit proof of prior insurance. If we do not receive proof within 30 days of the effective date, the 

discount will be removed and policy up-rated. Document Upload is the best way to submit proof of 

prior. See section on document upload for detailed instructions. 
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The following is an example of a proof of prior discrepancy: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Quote Summary 

If you determine that something needs to be changed on the policy, click on the appropriate 

section tab to be returned to that section of the quote. 

Pay plan options 
The premium, installment payment, and the date of first payment may vary due to pay plan 

selected. Once a pay plan is selected a more detailed quote summary will be shown. 
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Search for an Existing Quote 
To search for an existing quote, look up by First or Last Name and Search status (Quote). A date 

range can be entered to narrow the search. 

There is another “Start New Quote” button on this page. 
 
 

This is a  HELP button. Click on it anywhere you find it for a more detailed explanation of the 

area you are in. 

 
Payment Due Dates on Quotes and Applications 

Available payment plans will be shown on the quote and application summary along with the first 

payment due date. This provides more information while selecting the installment payment option 

that best fits your customer’s needs. 

The premium shown on the quote and application reflects the “last pay plan selected” for 

previously completed quotes. Confirmation of the last plan selected is shown at the beginning of 

this section. We offer alternative plans below the initial selection and the selection can be changed 

any time prior to binding: 

 
Total premium and payment dates can vary depending on the payment plan selected. 

 
The payment schedule shown at the bottom of the quote/application summary will be 

representative of the plan selected. 
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Application 
Quotes are automatically saved and can be retrieved for the next 60 days from the Policy Center. 

Make necessary changes and updates for the application, driver, or vehicles. 
 

Add lienholder in Vehicle screen if one is required. When typing in the field provided, choices of known 

lien holders will appear. If at all possible, select the exact provider and location. If the provider does 

not appear, click on Not in list to enter the information manually. 
 

Underwriting questions: A short questionnaire must be completed. If an answer requires explanation, 

space will be provided. All questions should be posed to and answered by the applicant. 
ALL household residents 14 years of age or older, all regular operators of the vehicles described in this 

application, and all children who live away from home who drive these vehicles, even occasionally, must be 

disclosed and either rated or excluded. 
 

It will be necessary to accept the terms of the Federal Fair Credit Reporting Act Response in order to 

continue. 

MVR 
MVR is run after the Underwriting questions have been answered. 

This alert advises that an MVR was not found on Driver 01. You may either select Edit Quote or 

Accept & Continue. Without a valid MVR, the policy rate is subject to change. 
 

Select  (bottom of the page) to print the documents for the applicant’s approval 
prior to binding coverage or you may send a copy electronically using the E-signature process. 

Bind and Pay 
When selecting Bind and Pay the user will be directed to the RTR Payment Screen. This screen 

offers pay options: Agency Account (Sweep), E-Check (insured Bank Account only), Credit Card. 

This screen also offers the user an option to Change Pay Plan and select if the down pay will be 

made with two payment sources. 
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Example of Split Pay option: 
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E-SIGNATURE 
 

 

 
When using the E-Signature option the e-signed documents can be retrieved from the Pending Items folder. 
Notification is given for policies pending signature and those that have expired without signature. Insured 
must have a valid email address. E-Signature applications require your acknowledgement the email address 
entered is a valid email address for the Named Insured.  

 

Policyholder will receive an e-mail requesting a signature. 
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When the policyholder opens the documents they will be prompted to enter their chosen 

password. They will have the option to agree to the Electronic Signature. A full summary of the 

application documents will be displayed for their approval. Each required signature area will be 

clearly marked. 

Once all required signatures are completed, a copy of the document is available for download or view. 
 

 

If the e-signature process is not fully completed within 15 days of the policy effective date, the policy 

will be set up for cancellation. 

The ability to resend the e-signature documents is available if needed through the Pending Items work 

area. If a wet signature is obtained prior to the cancel date, the application containing all required wet 

signatures must be faxed or uploaded to us to avoid cancellation. 

Once the policy cancels for this reason, it must be rewritten. A policy that has cancelled for failure 

to return e-signed documents is no longer eligible for e-signature. 

 
The application can be reprinted through the policy documents or the Accounting Center if the e- 

signature is not completed by the policyholder. 
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Document Upload 
 
 
 
 
 
 
 
 
 
 
 
 

At New Business 
 

 

 
At upload of new business, any other policy related documents such as proof of prior 

insurance may be uploaded before exiting the Bind & Print screen. 

1. Immediately after payment is made, the option to Upload Policy Related Documents is 

available. Select the type of document from the list provided. 

2. After selecting document type, click Choose File: 

3. Select a document file type (example: PDF, jpeg, or docx). 

4. Each file is assigned a file number and uploaded into the Document Upload Log. 

5. This provides immediate proof the document has been received. 
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Policyholder Registration 
 

 

 

Note: If you see the message below, the policy has been bound. Policyholder Registration will then be 

available after the underwriting review has been completed and the policy has been activated.
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For Existing Business 
Proof of prior insurance or any other policy related document may be uploaded at any time. 

1. This feature can be accessed from the Producers option on the tool bar, by selecting 

Agency Tools, then Document Upload. 

2. Enter the policy number, select the type of document you wish to upload. 

3. Select a document file type (example: PDF, jpeg, or other graphics file). 

4. OR Within the policy by clicking on the Document Upload button 

5. After selecting document type, click the Choose File button: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Each file is assigned a file number and uploaded into the Document Upload Log. This provides 

immediate proof the document has been received. 

 
Document Upload Log 

 
Access your Document Upload Log through the Producers tool bar at the top of the 

website, www.trexis.com, or at the bottom of the Home Page. 

http://www.trexis.com/
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Receipt can be 

confirmed by 

policy number, 

upload date and 

the file name 

assigned at time of upload. 
 
 
 
 
 
 
 

CONSUMER REPORTS 
All known household members and state registered vehicles will be retrieved based on the garaging 

address provided through available consumer reports. This is only available in KY, GA, VA, TX, SC, CO, 

NV, AL, AZ, & MS currently. The option to accept or reject each household member or vehicle listed 

and certain information such as names, date of birth, vehicle make and model, and VIN numbers will 

be entered into the appropriate screen automatically. 
 

The garaging address is required during the quoting process. The address will be verified against 

consumer reports. Please note: if the pre-fill window does not appear, no additional household 

member and vehicle information will be returned. This process only takes a few seconds to complete. 
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“Accept” drivers that should be listed as Principal drivers on the policy. To designate a driver as a Non- 

Driver, select “Household member” from the drop-down box that will appear when “Reject” is selected. 

Anyone designated as a “Household member” will appear on the policy on a pre-filled screen. 
 

Other listed individuals may be rejected because they are no longer in the household, are unknown, 

have never been in the household, or are the same as an individual you have listed on the application. 

One of the options listed must be used to reject an individual and only ones rejected as a “Household 

member” will be listed on the policy. It may be necessary to designate an individual as “Duplicate” if 

they are listed more than once or they are the driver designated as Named Insured. 
 

The option to accept or reject each vehicle listed will be included in the Vehicle section. To complete 

this process, select “save and continue” as on the other quote screens. Verify that all information is 

correct for each driver and vehicle as some information may vary with that provided by the applicant. 
 

PAPERLESS DISCOUNT 
When customers choose electronic document delivery they will be eligible for the Paperless 

Discount. 
 

 

When in the General Information screen, select the “electronic” option from the Document 

Delivery Method. It is mandatory that the applicant currently have and maintain a valid email 

address to be eligible for the electronic document delivery option. The policyholder will receive 
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an email within 24 hours after the quote is bound that will include a link to accept the 

Paperless Terms & Conditions. The discount will be removed if the terms are not accepted 

within 30 days. A section is added to the Paperless E-mail section in the Pending Items bin if 

any of these email addresses are invalid and need correction. 

By clicking on the detail button, a list of invalid emails will be provided. 
 

Once the correct email address is obtained, return to the pending items folder, click on Detail, and 

edit the email address. A new email to the policy holder will be generated and the pending item 

will be removed from the list. The terms must still be accepted within the original 30 day period to 

avoid removal of the paperless discount. Agents and policy holders will still have the option of 

printing policy documents from our website as needed. Paperless can be added mid-term and the 

discount will be pro-rated. 
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Endorsement 
The POLICY CENTER can be accessed from three areas of the 

home page: 

If the policy is not eligible to be endorsed, reinstated, or for a 

rewrite, the icons will not be visible or are grayed out. Contact 

our Customer Service Department at (877) 384-7466 for 

questions about these policies. Grayed-out (protected) fields 

may not be endorsed on-line. These changes must be faxed to 

Customer Service at (877) 684-7466. 

You may endorse up to seven days in the past or thirty days in 

the future. 

The driver screen will default to the Named Insured. To access a 

driver listed on the policy, hover the mouse over the Drivers Tab 

and all listed individuals will appear. Click on the one needed to 

view/endorse. 

 
 
 
 
 
 
 

Endorse Driver or Vehicle Information 
Drivers and Vehicles listed on the policy can be selected by hovering with the mouse over the 

App, then selecting the appropriate vehicle. 
 
 

 

 
 
 

• Three days prior to bill or draft date, no changes can be made to existing account 
information. 
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• If deleting or changing EFT/recurring payments, the change will be effective on the 
upcoming installment due date. 

• Once a bill has been generated, it must be paid, for any payment type. 
EFT/recurring payments will be effective on the following installment. 

• EFT/recurring payments can only be added one time per policy term. 

 

 
The endorsement quote is saved in the system for sixty (60) days. 

Rewrite/Reinstate a Policy 
A rewrite button is available for 6 months on lapsed/expired policies that are outside of the 

reinstatement period and on policies that have been cancelled per insured’s request. Policies 

that have been non-renewed are not eligible to be rewritten. 

Website Cancellations 
There are two areas in the policy center to cancel policies. 

1.) Through the Policy Search screen, by selecting the  symbol on policies that are 
eligible to be cancelled online: 

Or  

2.) after you have accessed the policy, you will be able to cancel from the Policy Screen: 

 
Cancels can be processed up to seven days prior to or seven days after the current date. Non- 

insured signatures must be faxed in or if the request is processed in the agency the signatures 

must be kept on file. 
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ADDITIONAL INFORMATION 

 
Policies can be endorsed up to seven (7) days past the current date or 

thirty (30) days into the future. 

Endorsements may not be processed on-line to policies that are 

cancelled or expired. Also, endorsements may not be processed to 

policies in pending cancellation status if they are due to cancel the 

following day. 

Endorsements may not be processed to policies that are within 3 days 

of the expiration date. These endorsement requests must be faxed to 

Customer Service at 1-877-684-7466. 

Saved (unbound) endorsements will be held in the system sixty (60) 

days. After that time, a new endorsement must be submitted. 

When a new driver is added, an MVR will be ordered. 

Fax endorsements to Customer Service at 1-877-684-7466 for changes 

to protected fields. 

 
 
 
 
 
 
 
 

Please contact our TECHNICAL SUPPORT DEPARTMENT with any questions you may have or for 

additional assistance at 1-877-888-1712 


