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General Information 

 

Agents will bridge policies rated in the ITC, QuickQuote, or QuotePro raters to the Falcon Agent Portal.  Policies will 

be bridged to Falcon mid-processing and the application will need to be completed on the Falcon Agent Portal 

website. 

Setting Up an Agent Login ID 

Agents should contact a Falcon company representative to have an agent ID assigned and their agent portal login 

credentials created.  Please call the Falcon UW Department directly at 800-929-FALC for further information or 

help with your credentials. 

ITC/QuickQuote/QuotePro 

Using ITC, QuickQuote or QuotePro as your comparative rater to quote policies with Falcon Insurance Company, 

when you decide to issue the policy, the rater will bridge the information entered to the Falcon Agent Portal.  Once 

the policy is bound, the policy documents are available to e-sign, and/or print and download from Falcon Agent 

Portal.  

If you already logged into the Falcon Agency Portal, the following screen is the first screen you’ll land on after 

leaving the ITC, QuickQuote or QuotePro rater.  If not, the first screen will be the Agent Login screen.  
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Directly from the Falcon Agent Website 

Policies can be bound for new business by bridging from a comparative rater or directly from the Falcon agent 

portal at agency.falconinsgroup.com. Our standalone website allows you to quickly quote an applicant by entering 

a minimum amount of information. Once this quote is created, the application can be completed, the policy issued 

and documents delivered directly from our web site.  If the quote is saved, it can be retrieved at a later time to be 

modified and/or issued. 

 

The following page will appear giving you the option to search for an existing quote, policy, future policies, pending 

cancels, cancelled policies or complete a new quote. To the right, there is a SEARCH FILTER that defaults to ACTIVE 

POLICIES, FUTURE POLICIES, PENDING CANCELS, CANCELED POLICIES, AND EXPIRED POLICIES; however, based on 

your search needs you can select the different options.  You can type in the policy number, customer name or 

simply click on the search button to bring up all policies/quotes (depending on the search options selected) 
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Click on NEW QUOTE

 

Once you select NEW QUOTE the following display will appear. The system automatically defaults to a standard 6 

month term, basic liability limits (30,000/60,000/25,000). 

Please complete the screen with the applicant’s information. 
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To select different coverage(s) simply click on the option and scroll down to the appropriate coverage. To add an 

additional operator(s) or vehicle(s) please select the ADD DRIVER or ADD VEHICLE option. 

  

Once you have entered the required fields please select GET QUOTE 
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After selecting GET QUOTE the system will generate the following screen. You have the option to proceed with the 

application process or return to the previous screen by clicking on the arrow- Quick Quote – Pricing Options. By 

clicking on the arrow the system will return you to the QUICK QUOTE screen to make any necessary changes. To 

proceed with the application process, simply click on the green box PAY $AMOUNT TODAY/ Monthly Installment 

Amount 

ARROW – Quick Quote – Pricing Option 

  

The QUICK QUOTE screen will appear if you click on the arrow. 
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Select PAY $XXX.XX Today/Monthly Installment Amount to complete application process 

 

Once you click on PAY $XXX.XX Today/ Monthly Installment Amount the system will display the Application 

Information screen.  The mandatory fields are highlighted in yellow.  Although we would prefer all fields to be 

completed, there are certain fields that are required to be completed such the mailing address, marital status, 

gender, date of birth and vehicle information.  You will also be required to complete the Underwriting Questions. 

 

 



  
8 

Once you have entered all of the necessary data into the Application Information Screen please select 

RATE APPLICATION 

 

Falcon will also check for any undisclosed drivers at this point and add them to the policy as EXCLUDED 

unless the insured would like them to be included.   If they want them included, you will need to update 

the added drivers accordingly and the rate will get updated. 

 

 



  
9 

EXCLUDED drivers will exist on the policy like this, and cannot be removed.  They can be changed to 

INSURED though, which will add them as drivers. 

 

Additionally, Falcon will check our databases for any VIOLATIONS that were not disclosed.  If we find 

any, you will be presented with: 
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If the insured feels this is in error, you will need to contact Falcon, but the additional VIOLATION will 

appear like the following: 
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The REVIEW POLICY screen will appear after you select RATE APPLICATION. Please verify the 

information is accurate and then select CONTINUE 

 
 

Falcon will run the policy through our risk verification system and if any issues arise, you will be 

presented with the following message Contact Falcon Underwriting  – Unable to Verify Application 

Information at which point you should call us at 800-929-FALC to discuss the issue: 

 

 
You will NOT be able to continue past this screen if you get this message.  
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In most cases, no issues will arise and once you select CONTINUE, the PAYMENT OPTION screen will 

appear. Please select payment method (Cash, Credit/Debit Card, Agency EFT or Check), enter the 

required information and click ISSUE POLICY  

 

After completing the payment process, you can print all documents associated with the newly bound 

policy.  For instructions on how this works, please refer to Accessing Policy Documents on page 25.
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Enter in the POLICY NUMBER and click SEARCH 

 

Click on the POLICY 
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To process an endorsement, click on ENDORSE next to the information the insured wants to update. 

 

For example, if you need to add a driver, Click ENDORSE next to the DRIVERS section.  Then you can click on ADD 

DRIVER to add a driver. 
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The light orange highlighted fields are mandatory as well as RELATIONSHIP.  Please note the License Type defaults 

to NONE.  Please be sure to select the appropriate option. 

 

Once you have entered the information in the fields, you have the option to CANCEL or QUOTE the transaction. 
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After clicking QUOTE, the following screen will appear. To complete the endorsement process click  ISSUE 

ENDORSEMENT – Pay $ XX.XX Today. 

 

After you click ISSUE ENDORSEMENT, please select payment method (Cash, Credit/Debit Card, Agency 

EFT or Check), enter the required information and click MAKE PAYMENT 
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The POLICY DETAIL screen will appear after the endorsement has been processed. Please review to confirm the 

changes are accurate.  

 

Please select the DOCUMENTS tab to complete the signature process. 
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Click on POLICY HISTORY to review the changes made under the specific policy. 

 

The PAYMENTS tab will provide you with a detailed breakdown of the policy payments and associated 

other fees.  The amount owed DOES include all fees in addition to the premium that is owed. 
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Here’s an example of the specifics involved in adding a VEHICLE: 

 

 

In order to ADD a vehicle you will need to select the YR, MAKE, MODEL, BODY TYPE, VIN10. Enter the VIN and 

select the coverage(s) and click QUOTE. 
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To CANCEL an ENDORSEMENT REQUEST you can click on the CANCEL  in which you will be returned to the POLICY 

DETAIL screen. 

 

 

 

 



  
21 

 

Here’s an example of the specifics involved in removing a VEHICLE: 

Click REMOVE on the vehicle that is being deleted from the policy and then click QUOTE 
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To complete the endorsement click on ISSUE ENDORSEMENT- Pay $XX.XX Today  

 

The POLICY DETAIL will display once the endorsement has processed. Select the DOCUMENTS tab to complete the 

signature process. 
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When you want to process an install payment, please click on MAKE PAYMENT 

 

You will be presented with a screen like the following for Cash, Check, or Money Orders: 
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For Credit/Debit Cards: 

 

And for EFT: 

 

Make the appropriate selections for your insured and choose Make Payment 



  
25 

Enter in the POLICY NUMBER and click SEARCH 

 

Click on the POLICY 

 



  
26 

After finding the policy and clicking on it, click on DOCUMENTS 

 

This screen allows you to either print the documents requiring signature with a traditional wet signature, or sign 

the required documents electronically with an Adobe e-signature process.  

Sign documents with wet signature – Select the policy application and any documents needing signature by placing 

an “X” in the document icon for the documents you intend to print. Then click the green PRINT SELECTED button 

to send the documents to the printer. 

Sign documents electronically – You can also sign the document electronically by clicking on the green button SIGN 

DOCUMENTS ELECTRONICALLY. This will take you to the Adobe website to complete the electronic document 

signing ceremony.  The initial e-signature signing screen looks like the one below. Follow the prompts and 

instructions to sign the documents electronically.  If this option is selected, you will be required to make a copy of 

the insured’s identification and attach it to the Consent to Sign Documents Electronically form and maintain in 

your agency file.  

You can abort the e-signature process at any time during the signing ceremony by clicking on the green button OR 

SIGN WITH PEN INSTEAD. All screens in the signature ceremony have the OR SIGN WITH PEN INSTEAD button in 

the event you’d like to cancel the e-signature process. Once aborted a traditional wet signature is required on the 

documents to complete the transaction.  
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Once the policy application and necessary documents are signed, either electronically or with wet signature, the 

policy is complete and you are ready to issue another new business policy. 

Additionally, when desired, just the ID Cards and the Policy Declarations can be printed. 
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Below is an example of the window that includes the document, in this case the Declarations Sheet, that would be 

provided when the button is clicked. 

 

 

You can either save as a PDF for storage or electronic transmittal, or print to your local printer for manual 

distribution.  
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Here’s an example ID Card:  
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An example Application:  
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There are blank underwriting forms located under the FORMS tab.  

 

Below is an example of an Affidavit of Non-Business Use: 

 

And an example of a Vehicle Inspection Report Endorsement: 
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Falcon can provide, by email or other methods of delivery, reports of your choice that provide whatever 

information you may require.  Below are some examples of reports with sample data: 

 

Currently In-Force Policy Status Details 
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Daily Transaction summary for all policies.
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 Monthly Commission Statement for Agents 
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General Information 

 

Falcon insurance Company has created an insured website for the convenience of our policyholders. Our insured 

website can be found at www.falconinsgroup.com. From here the applicant/insured can do the following: 

 Find company and contact information  

 Find an agent  

 Login to print ID Cards or documents on active policies 

 Enter a preliminary notice of loss and upload photos.  

Please direct the applicant/insured to visit our website to find out the latest news and information about Falcon 

Insurance Company. 

 

 

Preliminary Claims Reporting/Support 
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Policy Summary Page 

 

ID Cards & Documents 
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Make a Payment 
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Contacting the IT Department 

Please contact our IT Department for technical support.  

IT Department 

Falcon Insurance Company 

800-929-FALC x6101 

 

Contacting the Underwriting Department 

Please contact the underwriting department regarding questions about supplies, rates or policy 
issuance. 

Lori Granat 

Underwriting Manager 

Falcon Insurance Company 

800-929-FALC x2001 

lgranat@falconinsgroup.com 

 

Contacting the Claims Department 

Please contact the claims department to report a new claim or to check a status on an existing claim.  

Erin Keene 

Claims Manager 

Falcon Insurance Company 

800-929-FALC x3001 

ekeene@falconinsgroup.com 

 

mailto:lgranat@falconinsgroup.com


  
39 

 

 

 

We are committed to simplifying our Agency Portal for the ease of doing business.  During our implementation 

phase, you may come across minor errors. Below are some errors and solutions that will help correct the problem.   

 

Changing the default PDF Viewer in Chrome 

If you’re having issues viewing or printing PDF documents from within Chrome, please follow the below 

instructions to disable the default Chrome PDF viewer and enable Adobe’s PDF viewer Reader. 

 Launch the Chrome browser. 

 From the URL type in Chrome://Plugin  

 Navigate down to Chrome PDF Viewer and click on Disable link to disable the Chrome PDF viewer.  

 Then click on Enable under Adobe Reader and the checkbox Always Allowed  to enable the regular Adobe 

PDF viewer  
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Printing Forms from Google Chrome: 

 

Select PRINT SELECTED 

 

 
 

The form selected will appear on your screen. In the lower right hand corner the PRINT icon will appear. Click on 

the PRINTER icon 
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To prevent the Falcon Insurance Company LOGO and SIGNATURE from being distorted you will be 

required to go to Option and unclick  FIT TO PAGE.  

 

 
 

 
 

 

 

 

 

 



  
42 

The following error might appear when you select PRINT DOCUMENTS. If you process a change to a policyholder’s 

telephone number or email address we have suppressed the change forms from generating in which you will 

receive this error. However, if you receive this error for any other reason we ask that you notify our office so we 

can resolve the issue.  

 

 

Please check your settings if the documents do not appear after you click on PRINT ESIGNED DOCUMENTS/ PRINT 
SELECTED as it is possible pop-ups are being blocked. It is recommended that you click on the option below 
“ALWAYS ALLOW POP-UPS FROM AGENCY.FALCONINSGROUP.COM” to prevent this issue from reoccurring.   
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Are you unable to advance to the next screen? 

 

Whether you are in the process of securing a QUOTE, processing an ENDORSEMENT or BINDING an application 

there may be times when you select the GREEN PROCESS button and the display does not change. Please review 

the current screen to see if there are any fields highlighted in RED. Please click on the field that has a RED “X” and 

hit the backspace button. Once the RED “X” disappears may proceed.  

 

 

What steps should I take if I receive an error message like the ones below?  

 

If you receive a general error message the best step to take would be to logout and log back into the Agency 

Portal. If you have the POLICY or QUOTE number please type the data into the search field to return to the policy 

you were working on. If you do not have the QUOTE number select QUOTES under the SEARCH FILTER then click 

SEARCH. The system will retrieve ALL QUOTES provided. Please tab to the last page to retrieve the QUOTE.  

 

 

You will receive the following error if the mandatory fields were not completed properly. However, if 

you receive this error and all fields were completed you may need to cancel the endorsement and 

resubmit.  
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Unfortunately, if you receive the following screen after completing an E-signature you will be required to select OR 

SIGN WITH PEN INSTEAD. The applicant will be required to complete the documents with a traditional wet 

signature.  

 

 


