
        

  
This job aid demonstrates the general process to submit new commercial business to TWIA. 
Please note: This job aid is intended as a guide. The actual content of the New Agent Portal 
and available options may change over time. 

Before you start quoting in the New Agent Portal: 

• Check TWIA’s Eligibility Guidelines: Minimum TWIA Policy Eligibility Guidelines,  TWIA 
Flood Insurance Requirements and TWIA Declination Requirements. The risk you are 
writing must meet all requirements to be eligible for coverage with TWIA. 

 
• Locate and download all Certificates of Compliance (WPI-8s, WPI-8Es, or WPI-8-Cs) 

for the property. Use TDI Certificate Search to search for WPI-8s and WPI-8Es. Email 
AgentServices@twia.org for WPI-8-C lookup assistance.  

 
________________________________________________________________________ 
 
1. From the TWIA Home Page www.twia.org select “Login” and then “Agent.” 

 

 

2. Under New Agent Portal, select “Log In to the New Agent Portal.”  

 

 

 

TWIA New Commercial Submission in the New Agent Portal 

https://www.twia.org/minimum-policy-eligibility-criteria/
https://www.twia.org/twia-flood-requirements/
https://www.twia.org/twia-flood-requirements/
https://www.twia.org/twia-declination-requirements/
https://appscenter.tdi.texas.gov/windstorm/p/searchForAppl
mailto:AgentServices@twia.org
http://www.twia.org/


        

3. Enter your Username and Password where indicated, agree to the terms and 
conditions (if you agree) and then select “Login.” 

 

4. On the Agent Dashboard screen (the landing page) select “Start New Quote.” 

 

5. Enter the requested information and then select “Search.” 
 

 



        

6. Next select “Continue as a New Customer.” 

 

7. Enter the New Account Details and then select “Create Account.” 
 

 

 

 

 



        

8. Next choose the Commercial from the drop-down menu and then select “Create 
Quote.” **Quoting a commercial product in this job aid.  

 

 

9. On the Qualification screen, be sure to answer each question with an * by it. 
When done, select “Next.” ***Please note TWIA’s declinations, flood and 
eligibility requirements are not changing.  
 

 

10. Select “Add Building.” 
 

 



        

11. Answer the question with the * red asterisk and then select “Next. “   
 

 

 

12. From the drop-down menus, select the coverage form (Building and Business 
property to cover the café building and its contents), property class code (tip: 
type in restaurant in this case to filter the list; select the option that is the closest 
match to the business type and operation—does not affect premium amount; 
informational only) and risk item type (commercial building and/ or business 
personal property) and then select, “Next.” 
****Please note---the other coverage forms include business property only (if not 
insuring building), habitational (not for condo risks—coverage includes lodges, 
apartments, fraternities/sororities), condo building master and builder’s risk (for 
buildings under construction/repair). ***Also, you are not able to combine 
different coverage forms on one policy.  

 

 

 

 



        

13. Please enter information in the fields with a red asterisk by them. If there have 
been any updates to the roof and/or additions to the building, please add the 
information where indicated. Select “Next” when ready to continue.  
 

 

 

 

 

 

 

 



        

14. First, “Launch MSB” to complete the MSB. You will need your commercial log-in 
information to complete the MSB. If you need your log-in information, please 
email agentservices@twia.org. Next select the desired coverage for the building 
and any endorsements you would like to add. For more information on the 
available endorsements, visit the Agent Training Center via this link: Texas 
Windstorm Insurance Association - TWIA.  
When ready to continue, select “Next.” 
 

 

mailto:agentservices@twia.org
https://www.twia.org/forms-sample-policies-endorsements-certificates/
https://www.twia.org/forms-sample-policies-endorsements-certificates/


        

15. To add a mortgagee to the policy, select “Add Additional Interest.” 
 

 

16.  Select, “Mortgagee” from the Interest Type menu. Be sure to complete the fields 
with a * red asterisk by them. When complete, select “Save.” 
 

 

 

 

 



        

17. Verify the information returned and then select “Next.” 
 

 

18. On this screen, you may add another building (cannot add an apartment building 
or a condo to this type of policy). If an addition is not needed, select “Done” to 
continue.  
 

 
 

19. Your quote is ready to view. If changes are needed, please select “Edit 
Coverages.” If changes are not needed, select “Next” to continue. 
 

 



        

20. On this screen, you may add an Additional Named Insured or a Premium Finance 
Company if applicable. In this case, neither are added. However, you indicated in 
the qualification section (see step #9) that you have a Certificate of Compliance 
for the building, please select “Upload Documents” to attach the Certificate of 
Compliance to the submission. The system will not let you continue until this is 
done. 
 

 
 

21. In the Upload Documents section, you will select the document type from the 
menu to start the process. Once the type is selected, click on “Upload 
Documents” 
 

 
 
 
 
 
 
 
 
 



        

22. Enter a description, select the appropriate building number (if applicable) and 
then click on the Disk icon to save the document. Select, “Next.” 
 

  
 

23. On the next screen, select the desired payment method. A description of the 
available payment methods may be found here:  Payment Methods Available in 
the Agent Portal and Payment Methods in the Policyholder Portal if Insured Direct 
Pay is chosen. Insured Direct Pay is illustrated in this example.  
 

 

 

 

https://www.twia.org/payments/agents/
https://www.twia.org/payments/agents/
https://www.twia.org/payments/policyholders-2022/


        

24. On the following screen, please select the payment plan desired and then select 
“Submit.”  Please note: the policyholder is the only person who can enroll in the 
TWIA 10- Pay Plan option. Agents can only choose TWIA Full Pay, TWIA 2 Pay or 
TWIA 4 Pay as illustrated.  
 

 

Here is a breakdown on the Payment Plans: 

 

 

 

 

 



        

25. A message will follow asking you to Confirm the Payment Method. Once ready to 
move on select “OK.” The policyholder will still have the flexibility to change to 
any of the 4 Payment Plans listed above when they log in to the Policyholder 
Portal.  

 

 

26. The submission was successfully submitted. From this screen you may review and 
download the related documents by selecting “Here.” 
 

 
 


