Submitting a Prospect Notification Through the InSource Client Portal

InSource’s Prospect Notification form is now available through the client portal. To access the portal,
open your internet browser and go to

https://client.InSourceES.com

Provide your email address and password on the login screen:

solutions

Password

Forgot your password? Click Here

After you log in, the dashboard appears. If you submit Prospect Notifications, the dashboard displays a
table of your recent submissions and the status of each one. To submit a new prospect, click Start New
PN in the left navigation menu or use the blue button above the table.
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+ Start New Prospect Notification

@ Dashboard

PROSPECT NOTIFICATION ENT ifi i
FreTReTReT e Prospect Notifications

B, Start New PN Show 10 entries Search:

Status Is Bid? Proposed Effective
Show All < Show All & d ¥ Dpate Y Client First Name Last Name Prospect Company Name Actions
| Denied | No 4 05/25/2026 Test Client Ryan Ryan Tinker Bomb Squad Training Emporium n
| Suspended | Yes 3 05/22/2026 Test Client Ryan Ryan Tinker Staffing Depot R Us n
No 2 05/18/2026 Test Client Ryan Ryan Tinker ABC Staffing n
[ Carrier Review | No 1 05/01/2026 Test Client Ryan Ryan Tinker Jennifers House of Pain n
Showing 1 to 4 of 4 entries (filtered from 25 total entries) First = Previous Next Last
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Use the Prospect Notification Form to provide the information our underwriting team and carrier need

to evaluate prospective business and determine coverage eligibility. The form includes the following tabs:
Overview, Staffing Employee Info, Training and Safety, Exposure & Risk Assessment, and Review.
Complete all required fields on each tab before saving or submitting the form.

@ DASHBOARD » B CREATE PROSPECT NOTIFICATION
@ Dashboard

Create: Prospect Notification

B, Start New PN

24 Overview 2 staffing Employee Info £ Training & Safety

Proposed Effective Date *

Profile Information

Prospect Company Name *
Prospect FEIN
Prospect Company Website

Prospect's Mailing Address

5 Exposure & Risk Assessment

Cancel Save Draft Send Prospect Notification

2 Review

What is the effective date needed for this requested coverage?

Client *

Test Client Ryan

First Name * Last Name *
Ryan Tinker
Email *

ryan.tinker@scmea.net

Phone Number *

Street Address 1 *

On the Staffing Employee Info tab, enter at least one row in the table and answer the applicable
questions based on the work the employees will perform. You can add as many rows as needed to reflect

the different job types associated with the prospective business.

Win
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@ DASHBOARD » B, CREATE PROSPECT NOTIFICATION
@ Dashboard

Create: Prospect Notification

B Start New PN

2 Overview 2 Staffing Employee Info 2 Training & Safety

Status State Class Code

Number of Employees
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New Staffing Employee Info

DBA(s) e Draft | Send Prospect Notification

Will your employees perform their work at a different address than the Prospect Mailing

Address on the 'Overview' Tab? * er Address Actions

Use Prospect Address

Number of Employees *

0
v14.2.,0-alpha.0

placed.

Detailed Description of Job Duties *

Estimated Annual Payroll *

0

Cancel




The Training & Safety and Exposure & Risk Assessment tabs include questions about safety protocols and

exposure risks. Provide detailed responses to support an efficient review and help avoid delays caused by
follow-up questions.
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@ DASHBOARD » [, CREATE PROSPECT NOTIFICATION

Create: Prospect Notification Cancel ‘ Save Draft

2a Overview & Staffing Employee Info 2 Training & Safety £ Exposure & Risk Assessment 2 Review

@ Dashboard

B, StartNewPN

What training does the staffing company provide? *
What training does the prospect company provide? *

Is PPE required for any of the job duties? * OYes ONo
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@ DASHBOARD » B CREATE PROSPECT NOTIFICATION

Create: Prospect Notification [ cancel | save oratt

@ Dashboard

B, Start New PN

2 Overview & Staffing Employee Info & Training & Safety £ Exposure & Risk Assessment 2 Review
Has temp placement company visited the work site? * OYes ONo
Did you complete an OSHA Establishment Search for this prospect? * OYes ONo

Will there be any group travel or company transportation exposures? * @ OYes ONo
Any trenching/excavation exposures? * OYes ONo
Is there any height exposure above ground level? * OYes ONo
Is there any chemical exposure? * OYes ONo
Is there any machinery or equipment exposure? * OYes ONo
Do any operations require respirators or dust masks? * OYes ONo
Are there any airborne and/or bloodborne pathogens exposures? * OYes ONo
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When you are ready to submit your Prospect Notification, complete the required information and consent
on the Review tab, then click Send Prospect Notification. You will receive a confirmation email and can
track your submission and its status directly in the client portal.



Viewing Prospect Notification Status in the Client Portal

You can view the status of a Prospect Notification from your client dashboard or by opening the
submitted PN. The status tags shown in the portal indicate the following:

e Submitted - Received by InSource and pending review.

e Processing — Currently under evaluation by InSource underwriting.

e Carrier Review — InSource has completed its review and submitted the Prospect Notification to the
insurance carrier for review.

e Approved - The overall Prospect Notification has been approved. Review the Staffing Employee
Info tab for approval details based on the requested coverage.

e Denied -The overall Prospect Notification was not approved by InSource or the carrier.

e Suspended-The Prospect Notification was reviewed and suspended because it is bid-only.
Review the Staffing Employee Info tab for conditional approval details based on the requested
coverage.

e Expired - Bid-only prospects have expired. To reactivate one, contact your InSource Account

Manager. Additional review may be required to reinstate and endorse coverage.
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® + Start New Prospect Notification
Dashboard
Prospect Notifications
B Start New PN Show 1o entries Search:
Statfls Is Bid? Proposed Effective
All S Show All ¢ d ¥ Date Y Client First Name Last Name Prospect Company Name Actions
[ Denied | No 4 05/25/2026 TestClientRyan  Ryan Tinker Bomb Squad Training Emporium n
Yes 3 05/22/2026 TestClientRyan  Ryan Tinker Staffing Depot R Us n
[ Approved | No 2 05/18/2026 Test ClientRyan  Ryan Tinker ABC Staffing [ o |
No 1 05/01/2026 TestClientRyan  Ryan Tinker Jennifers House of Pain n
Showing 1 to 4 of 4 entries (filtered from 25 total entries) F Previou n Next
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@ DASHBOARD » B TEST CLIENT RYAN
@ Dashboard
Client: Test Client Ryan
Prospect Company Name: ABC Staffing

Status: —

Revision #: 2

B, Start New PN

2q Overview

& Staffing Employee Info

& Training & Safety

95 Exposure & Risk Assessment

X Review
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Account Manager Communications About Prospect Notifications

In addition to viewing your Prospect Notifications in the client portal, your assigned InSource Account
Manager may contact you by email about follow-up items or request-specific details. Your Account
Manager will also email you with the confirmed final status and certificates of insurance, endorsements,
etc.

Requesting Access to the Client Portal

If someone on your team needs access to the client portal, contact your InSource Account Manager and
include the following information:

e First Name
e LastName
e Email Address
e Phone Number

After we receive the request, our IT team will set up the account and send an activation email to the new
user.

n

employer solutions

Almost done......

InSource’s System Administrator signed you up for access to this site. Your
new account is almost ready. Before you can login you need to confirm your

email address by clicking the button below.

Activate Account

If you're having trouble clicking the activate account button, copy and paste the

URL below into your web browser.

Activate the account as soon as possible, since the link expires for security reasons. Then follow the
prompts to create a secure password and sign in to the portal.

If your activation link expires, email your InSource Account Manager and our IT team will send a new one.



