
ADDITIONAL INSURED ENDORSEMENT QUICK CARD

Additional Insured Endorsement
Quick Card

Overview
This quick card will outline how to add an additional insured to an existing policy. Access your policy through 

GreatBuilderUSA. NOTE – only one endorsement may be processed at a time.

1.) Click Endorse on the  

left side of the screen.  

Click Next.

2.) Select Additional 

Insured and then 

click the right arrow 

to move the selection 

over. Click Next.

3.) Complete the 

Endorsement Effective 

Date Override if need 

be. Then choose the 

Additional Insured 

type from the drop-

down options. Answer 

loss history question. 

Click Next.
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4.) Click Add.

5.) Enter Name, 

Address, City, 

State, and Zip Code 

for the Additional 

Insured. Once all the 

information is entered 

click Save & Close.

6.) Click Save & Refresh.

7.) Endorsement will 

move into Quoted 

status. Premium 

should show $0 for 

this endorsement 

type. Click Submit  

to Issue.

8.) Click Print Document 

on the left side of 

the screen to pull 

endorsement form.
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