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1 
GETTING STARTED

1.1 LOGGING ON AND LOGGING OFF
1.1.1 LOGGING ON TO POLICY MAINTENANCE

The Policy Maintenance Web site is used to maintain commercial insurance policies and allow entry of Proof of Insurance policy information for state reporting programs.  The site can be found at www.driveinsured.com .  Click on New Mexico, the Insurance Companies link, and then the Policy Maintenance button found near the top of the page.
An insurance agent or company representative who wishes to use the Policy Maintenance site must first sign up.  A New User link found on the login page allows a registration form to be filled out to gain access.  Once the registration form is submitted the User Name and Password can be used to login into the site.
Complete all the information on the New User Registration page.  Only select the insurance companies for whom you plan to enter policy information.  Note – This information will be verified with the insurance companies selected.  An email will be sent confirming that the insurance company has authorized your access to the site.  The User Id and Password can be used to access the site temporarily after clicking on the Register button.
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Once you have completed the New User Registration or for existing users, use the following to log in:
Step #1

You:


Login to the site using your username and password.

System Responds:
By bringing up the Policy Maintenance Home Page.
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This page allows access to Commercial Policy Maintenance and Proof of Insurance Entry.  
The system will “timeout” after 10 minutes of no activity.  If this happens, you must log in again.
1.1.2 LOGGING OFF

Step #1


You:


Click the “X” in the Policy Maintenance window to close the window. 
System Responds:
By closing the Policy Maintenance window.
1.1.3 USER SUPPORT
If you are experiencing any problems, please contact User Support at 330-655-7234 with a general description of the problem.
2 PROCESSING FUNCTIONS

2.1 COMMERCIAL POLICY MAINTENANCE
2.1.1 BEFORE YOU BEGIN

This site allows maintaining the registration owners that have non-specific vehicles insured on a commercial policy.  

A company name/number and commercial policy number are required to access the existing information for a commercial policy.  Owners may be searched on the registration database and added to the policy or existing owners on the policy may be removed.
2.1.2 IMPORTANT REMINDERS

COMMERCIAL POLICY SEARCH

A company name/number and commercial policy number are required to access the existing information for a commercial policy.  Make sure to enter the policy number exactly as the insurance company has submitted the policy to the database.


CASE NUMBER AND VIN SEARCH 
Whenever you are entering a case numbers to begin a search, you must enter all of the characters of the case number and the last four digits of the VIN.


MULTI‑HIT SCREENS 

You must review all accounts appearing on your screen.  You will know that there are more accounts on a screen to review if the scroller appears at the right hand side of the multi-hit screen.

OPEN CASE
Proof of insurance can only be entered on those vehicles that have an open case.

TEMPORARY STATUS CHANGE
Temporary status change lasts for 30 days and may only be entered once per case number.
The temporary status will delay the next step in the suspension process by 30 days.  After entering the proof of insurance the insurance company identified on the proof has 30 days to send the insurance information to the database or the vehicle insurance status will become administratively suspended.
ENTERING A POLICY NUMBER
Enter the policy number exactly as it appears on the policy.  Enter only number and letters.
COMMERCIAL POLICIES
Only commercial policies previously sent by the insurance company can be maintained.  The insurance database will be searched for the policy previously sent by the insurance company selected.
ADDING AN OWNER

When an owner is added to a policy all vehicles registered by the owner now become insured on the policy. This process will happen within 24 hours of adding the owner through this page.  Any vehicles in the future that are registered by this owner will automatically become insured under this policy.  Also, when a vehicle that is registered by this owner changes ownership the vehicle will be dropped from the policy.

If an owner is added in error, follow the instructions to remove the owner.


2.1.3 SEARCHING
Step #1:

You:


On the Home Page, select “Commercial Policy Maintenance” 

System Responds:
By taking you to “Commercial Policy – Find List of Policy Owners”.
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Step #2:

You:


At “Get Owners Covered For NAIC#”, select the name or begin entering the name of the insurance company and at “Policy #” enter the complete policy number and press “Go”.

System Responds:
By displaying the current list of the vehicle registration owners that are currently tied to the policy.  All vehicles registered by the listed owner(s) are considered insured on the commercial policy.



If there are no records that match the policy number entered, the system responds with the message “Sorry, this is not a valid commercial policy for the selected insurance company.  Please check your inputs and try again.”
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To determine if you have a matching record, proceed to Matching.

2.1.4 MATCHING

If the screen and the commercial policy you are searching for reflect the same business name or last name and address, you have a match!  (If you are at a multi-hit screen, scroll through the list of owners returned from the search).
If a matching record is located and you want to search for additional owners to add, proceed to How You Do It – Add Owner.

If a matching record is located and you want to remove an owner, proceed to How You – Delete Owner.
If a matching record is located and you want to print a report listing owners for the policy, select “File”, “Print” in your web browser.
If a matching record is not located, the commercial policy has not been sent by the insurance company.
2.1.5 HOW YOU DO IT – ADD OWNER




Step #1
You:


Click the “Add Owner(s) to Policy” button to go to the search page.

System Responds:
By taking you to the search page.
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Step #2:


To search by Name/Address enter as much information as is available for:

You:


At “Business Name (or) Last Name” enter the at least the first three letters of the business or last name




At “First Name” enter the first name 




At “Owner State” select the appropriate state (the default is set to New Mexico).



At “Address” enter the house number and street name or P O Box At “City” enter the name of the city




At “Zip” enter the five digit zip code 




Press the “Go” button.

System Responds:
By displaying the list of owners returned for the search. A maximum of 100 owners will be returned on a search.

If more than 100 owners are returned, an error page will display informing you to enter more information to narrow the search.  




If no matching records are found, the system responds with the message “Sorry, no matching records found”.
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To return to the search screen to enter additional search information, click on “Back to Search Owner”.

When searching by the business/last name and zip code, if the screen and the commercial policy you are searching for reflect the same business name or last name and address, you have a match!  (If you are at a multi-hit screen, scroll through the list of owners returned from the search (the last names display in alphabetical order but the first name do not). Proceed to Step #4.

If a matching account is not located, click on “Back to Search Owner” and proceed to Step #3 to search by the case number and VIN. 

Step #3:
To search by Case Number and VIN

You:


At “Case #” enter the case number and at “VIN” enter the last four digits of the VIN and press the “Go” button.

System Responds:
By displaying the vehicle and owner information from the registration records.

If a matching account is located, proceed to Step #4.

If a matching account is not located, the owner has not received a demand letter to prove insurance status.

Step #4

You:


Select one or more owners from the list by clicking on the box next to their name and click on “Add Owner(s) To Policy.”  If an owner has already been added, the box next to the name will be inactivated.
System Responds:
By adding the owner(s) to the policy.

When an owner is added to a policy all vehicles registered by the owner now become insured on the policy. This process will happen within 24 hours of adding the owner through this page.  Any vehicles in the future that are registered by this owner will automatically become insured under this policy.  Also, when a vehicle that is registered by this owner changes ownership the vehicle will be dropped from the policy.

If an owner is added in error, follow the instructions to remove an owner.
2.1.6 HOW YOU DO IT – DELETE OWNER

Step #1

You:


When the system displays the list of owners found on a commercial policy (see Searching), select an owner(s) that should be deleted from the policy and click the “Remove” button.

System Responds:
By deleting the owner(s) from the policy.
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The owner(s) and all vehicles registered by the owner will be removed from the policy within the next 24 hours.  The insurance company is responsible to send a cancellation to the insurance database if the policy is cancelled.

If an owner is deleted in error, follow the instructions to add an owner.

2.2 PROOF OF INSURANCE

2.2.1 BEFORE YOU BEGIN

This site allows Insurers and insurance agents to review vehicle registration information for a vehicle owner who has received a letter and allows them to enter temporary proof of insurance information. 
If a customer /citizen receives a demand letter to prove insured status, you will need the case number from the notice they received and the VIN of their vehicle. Once this information is entered into the Proof of Insurance Search, you will be able to view the vehicle registration information that the State has on file. 

This will update the insurance status on the Database and show the vehicle as temporarily insured.  This status change will last 30 days, which should give enough time for the database to receive the corrected record from the insurance company through the normal policy reporting process. The company identified on the policy will be notified of the policy entered for the vehicle. 
2.2.2 IMPORTANT REMINDERS


MULTI‑HIT SCREENS 

You must review all accounts appearing on your screen.  You will know that there are more accounts on a screen to review if the scroller appears at the right hand side of the Multi-hit screen.


ENTERING SEARCH INFORMATION 

Whenever you are entering a case numbers to begin a search, you must enter all of the characters of the case number and the last four digits of the VIN.

ENTERING A POLICY NUMBER
Enter the policy number exactly as it appears on the policy.  Enter only number and letters.
REVIEW VEHICLE REGISTRATION INFORMATION
Review the vehicle registration information with the information that you have on file for the customer and determine if there are discrepancies. If a discrepancy is noted, please correct that information in your system so that it comes through the normal reporting process your company uses to provide the insurance policy data to the database.

OPEN CASE
Proof of insurance can only be entered on those vehicles that have an open case.

TEMPORARY STATUS CHANGE
Temporary status change lasts for 30 days and may only be entered once per case number.
The temporary status will delay the next step in the suspension process by 30 days.  

2.2.3 SEARCHING

Step #1:

You:


On the Home Page, select “Proof of Insurance” 

System Responds:
By taking you to “New Mexico Proof of Insurance - Search”.

Step #2:

You:


At “Get Vehicle and Owner Details”, enter the case number and the last four digits of the VIN and press the “Go” button.
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System Responds:
By displaying the vehicle and owner information from the registration records.

If a matching account is located, proceed to Entering Proof of Insurance.

2.2.4 ENTERING PROOF OF INSURANCE

The screen displays the vehicle and owner information from the registration records.  The current insurance status is displayed as well as the number of days remaining until the vehicle insurance status will be suspended.  
Step #1

You:


When the system displays the vehicle and owner information from the registration records, select the insurance company that insures the vehicle from the list and hit the “Tab” key on your keyboard.  
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Use the scroll bar to locate the insurance company.
System Responds:
Moves cursor to “Policy Number”

Step #2

You:


Enter the policy number that the vehicle is currently insured under and hit the “Tab” key on your keyboard.

System Responds:
Moves cursor to “Effective Date”

Step #3

You:


Enter the effective date if the insurance for this vehicle and hit the “Tab” key on your keyboard. You must enter the effective date as mm/dd/yyyy ie; 08/01/2011.

System Responds;
Moves cursor to the comments field.

Step #4
You:


Enter any comments that may explain why the insurance was not on the database for this vehicle and press “Update Insurance Status” to add the proof of insurance.  If at any time you need to clear the information, select “Clear”.
System Responds:
This will update the insurance status on the Database to show the vehicle as temporarily insured.
This screen displays the insurance status and proof of insurance information that was entered.  After entering the proof of insurance the insurance company identified on the proof has 30 days to send the insurance information to the database or the vehicle insurance status will become administratively suspended.

To search for another registered owner, select “Home”.
To log out, select “Logout”.
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