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WELCOME TO SLIP! 

The Surplus Lines InformaƟ on Portal (SLIP) has been 
created by the FSLSO to facilitate online interacƟ on 
between the surplus lines insurers doing business in 
Florida and the FSLSO.  SLIP provides a mechanism for 
surplus lines insurers to electronically submit policy 
informaƟ on to the service offi  ce. 

LOGGING INTO SLIP

This is the login screen for SLIP users. In order to 
gain access to your SLIP account, you must enter 
your username and password. Your username and 
password for SLIP are established by FSLSO and are 
unique for each user. 

If you do not have a SLIP username and password, 
please contact our offi  ce at 1-800-562-4496 or via 
email at insurer.services@fslso.com. In the email, 
please include your name, your company name, NAIC 
#, address, city, state, zip, phone number, fax number 
and email address. If you make policy submissions 
for more than one company, you must have a set of 
credenƟ als for each company. 

Once you have entered your username and password, 
click LOGIN.

If you have forgoƩ en your password, check the box 
next to Forgot Password?. 

The following screen will appear. 

Enter your email address and click Submit. A new 
password will be sent to the email address entered. 

If you encounter problems logging into 
SLIP, you should verify that the spelling 
of both the username and the password 
are correct and that the caps lock feature 
on your keyboard is not on. 

!



SLIP MAIN PAGE

Once you have successfully logged into SLIP, the Main 
screen will appear. All areas of SLIP can be accessed 
from this page by clicking the tabs on the menu bar. 

Home on the Menu Bar will direct you to the Main 
screen.

Search Policy will direct you to the screen that will 
allow you to search for policies already submiƩ ed to 
FSLSO. 

New Policy will direct you to the screen that will allow 
you to input new policies and transacƟ ons. 

Reports will direct you to a screen where you can 
run various reports, fi le your No Business leƩ er and 
update your Catastrophe Contact InformaƟ on.

The Users link directs you to the screen that will allow 
you to edit your informaƟ on. 

Seƫ  ngs will direct you to the Seƫ  ng screen, which 
will allow you to assign applicable agencies and 
agents.

The blue IdenƟ fi caƟ on Bar will list the insurance 
company aƩ ached to the username and password 
used. If you make policy submissions for more than 
one company, you must have a set of credenƟ als for 
each company. 

The SLIP inbox houses communicaƟ ons from FSLSO 
and, while set up to look like an email program, you 
cannot reply to the messages that appear here. To 
access your inbox, click the phrase, “You have new 
messages.”

Now that you have an overview of the Main Page, 
let’s begin seƫ  ng up your SLIP account by clicking on 
Seƫ  ngs in the Menu Bar. 

Menu BarIdenƟ fi caƟ on Bar MailboxNews and Events Help/Logout
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SETTINGS SCREEN
The Seƫ  ngs Screen is used to defi ne data specifi c to 
SLIP users, such as Agent and Agency Assignment. 

The Seƫ  ngs Screen must be complete before 
aƩ empƟ ng to submit policy data. Let’s begin by 
selecƟ ng Agents. 

SELECTING AGENTS
To select or deselect agents:

1) Click the Edit buƩ on.

2) Select the appropriate agents from the Available 
Agents box (A). 

3) Using the top arrow (B), move the agent that is 
highlighted to the Selected Agents box (C).

4) ConƟ nue to follow those steps for selecƟ ng all of 
the agents that you work with. 

5) Once you have made your selecƟ ons, click the Save 
buƩ on. 

6) To deselect an agent, use the boƩ om arrow to 
move an agent from the Selected Agents box to the 
Available Agents box. 

SELECTING YOUR AGENCY ASSIGNMENT
Below the Agent Assignment box, you will see the 
Agency Assignment panel. You will move agencies 
from Available to Selected in the same way you did 
with the Agents above. Once you have made your 
selecƟ ons, click the Save buƩ on. 

USERS SCREEN
In this secƟ on, you can edit your user informaƟ on and 
reset your password. If you would like other members 
of your offi  ce to have access to policy data via SLIP, 
they must obtain their own username and password. 

To change any of the User Details, click Edit. Enter any 
new informaƟ on you would like to update, including 
a new password if so desired. Once you have made all 
the desired changes, click Save.

POLICY SUBMISSIONS
Now that you have your Seƫ  ngs and Users set up, 
let’s take a look at how you will submit a new policy. 
For the purposes of this manual, the term “new 

policy” 
applies to a 
policy number 
that has 
never been 
submiƩ ed. 

Entering a 
new policy 
is a two part 

process. First, you will enter the policy informaƟ on 
and then add transacƟ on informaƟ on. 

To begin, click New Policy on the menu bar. 

A

B

C
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The policy detail screen will appear as shown below. 

Under the Policy tab, enter the required policy data 
including policy number, insured name, eff ecƟ ve date, 
and expiraƟ on date. You will also select an agency 
or agent from the drop down list or check the box 
for independently procured coverage. The agent and 
agency drop down list is automaƟ cally populated with 
the selecƟ ons made in the Seƫ  ngs screen.

AŌ er you have input all of your informaƟ on, select 
Save.  The policy details have now been saved and 
you will be provided a System NoƟ ce like the one 
below: 

All of the informaƟ on under this tab is editable. You 
may  do so by clicking Edit. AŌ er you have made your 
correcƟ ons, click Save. 

From here, you will need to input transacƟ on 
informaƟ on. To begin, click the TransacƟ on tab.

Under the transacƟ on tab, you will be able to add 
transacƟ on informaƟ on to the new policy. 

Enter the eff ecƟ ve date and premium amount. Review 
the data for accuracy. If the data entered is correct, 
click Save. 

The informaƟ on submiƩ ed will then appear 
highlighted in the TransacƟ on Grid above the input 
fi elds, with a confi rmaƟ on number. 

POLICY SEARCH
To fi nd a policy that has already been submiƩ ed, click  
Search Policy on the menu bar. The following screen 
will appear. 

A policy search can be performed by entering a policy 
number, the insured’s name or by entering data in any 
of the other fi elds in the seach criteria frame and then 
clicking Search. 

If policies exist that match the entered criteria, the 
search results grid will appear lisƟ ng those policies. 
Select the desired 
policy from the grid 
by clicking the icon 
located to the leŌ  of 
the policy number. 
The policy details 
will display below 
the grid and contain 
general policy data 

Please be sure that you do NOT 
include commas or dollars signs in the 
premium fi eld. !



including policy number, insured name, expiraƟ on 
date and eff ecƟ ve date. From here you will be able to 
edit any general policy informaƟ on as well as add new 
transacƟ on details. 

To move to the TransacƟ on screen, ensure that 
the desired policy is highlighted and click on the 
TransacƟ on tab. 

SUBMITTING A 
BACKOUT
While SLIP allows the user to edit policy level 
informaƟ on, including policy number, expiraƟ on 
date and insured name, you will need to submit a 
“backout” when making correcƟ ons to transacƟ on 
level data. 

Submiƫ  ng a backout is simple. From the transacƟ on 
tab, highlight the incorrect transacƟ on by clicking 
the icon next to the policy number in the TransacƟ on 
Grid.  Then, click Backout located in the boƩ om right 
corner. 

The system will then provide you with the following 
pop-up window. Click OK. 

AŌ er selecƟ ng OK, you will need to 
click Save in order to complete the 
backout. You may then click New to 
enter the correct informaƟ on. 

REPORTS
Aside from submiƫ  ng policies, SLIP 
also has another useful feature to 
help manage your fi lings: Reports.

The Reports feature in SLIP provides 
numerous informaƟ onal reports that 
will help you to beƩ er manage your 

fi les and your compliance standards. 

To access all available reports, click Reports on the 
menu bar. 

There are several reports available to you through 
SLIP, including: 

AcƟ vity Summary: This report provides an aggregate 
count of the number of submissions, policies, 
transacƟ ons and premium reports for the selected 
date range. 

Late Submission Report: This reports provides policy 
level details of any policies submiƩ ed aŌ er the fi ling 
deadline. 

AcƟ vity Detail Report: This report provides policy 
level data of submissions based on the criteria 
selected. 

Catastrophe InformaƟ on: This reports allows 
you to fi le and maintain your catastrophe contact 
informaƟ on with FSLSO online. 

File No Business: This report is used to submit to 
FSLSO that no business was wriƩ en in the state of 
Florida during the reporƟ ng period. 

Insurer Report Card: This report allows you to review 
the degree to which your fi ling requirements are in 
compliance. It also provides an industry average. 

Select the type of report from the drop down menu. 
Then, input any required date informaƟ on. Click Print. 
Please note that this will NOT print the report but will 
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instead display the report on your screen for you to 
print should you choose to do so.

For more informaƟ on on SLIP or further assistance, 
please feel free to contact FSLSO’s Insurer Services 
department at 1-800-562-4496.

If you generate a report and it does NOT 
appear, it is possible that your pop-up 
blocker is turned on; you must have your 
pop-up blocker turned off  to generate 
reports.

!
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