
Mortgagee Changes 
 

1) To access the Mortgagee Changes screen, click the new Policy Management icon. 
 

 
 

2) Select the Mortgagee Changes link to open the Mortgagee Changes page. 
 
 
 

 



3)  Enter the policy number into the data field and click the Submit button.  In order to 
proceed past this page, the policy number must be valid, the policy must be active, the Retail 
Agent number of the “viewing as” user must match the Retail Agent number listed on the 
policy, and there must be no pending changes on the policy. 

 

 
 

If there are any problems, as listed above, the following type of error message will 
appear: 
 

 



4)  If there are no errors, RHQ will return with the Insured’s information.  If this information is 
correct, click the Continue button to move on to the next step.  If the information is not correct 
click the Cancel button to return to the previous screen. 
 

 



5)  Once the Insured’s information is confirmed as correct, RHQ will display all of the Mortgagee 
data associated with that policy.   
 

 
 

To edit current 
Mortgagee 
information, click the 
“Edit” button 
associated with the 
proper Mortgagee. 

If there are fewer than 
three Mortgagees, a 
blank box will appear.  
To add an additional 
Mortgagee, click the 
“Edit” button. 



6)  Clicking the “Edit” button under a current Mortgagee will direct the user to a page where that 
Mortgagee’s information can be edited.  Make any necessary changes in the data fields and click 
the “Submit” button. 
 

 
 
7)  Clicking the “Edit” button under a blank Mortgagee record will direct the user to a page where 
they can enter all of the necessary information to create a new record.  Simply fill in the data 
fields and click the “Submit” button. 
 

 
 



8)  Once the user has completed all of their edits, any changes to a Mortgagee record will be 
displayed on this screen.  Edited records will be displayed under the original, and any fields that 
were updated will be shown in red.   
 

 
 



9)  Underneath the Mortgagee data display is where the User can enter a requested effective 
date for the change.  The effective date can be anywhere between the current date and the policy 
expiration date.  This field will be automatically populated with the earliest possible date for the 
change.  If a Renewal Offer has already been generated, the effective date will be defaulted to 
the Renewal term effective date. 
 

 
Once all changed Mortgagee data is correct and an Effective Date has been selected, click the 
“Submit” button at the bottom of the screen to submit the change. 
 
10)  After the change is submitted, a page confirming that the changes were submitted will be 
displayed.  In addition, a copy of the changes is emailed to the email address filled out on the 
previous screen. 
 

 



Note: If any errors occur while submitting the change, an error message similar to the following 
will appear.  In this case, click on the link to send an email to the proper policy processing center 
for more assistance. 
 

 


