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Flood Web Site Guide and Additional Flood Information 
 

 Login Instructions 

 Flood Web Portal Home Page 

o Quote/App  

 Create a Quote/App ï Process a new Flood insurance quote. 

 Search for Quote/App ï Resume an existing quote.  Update a quote/ 
application. 

o Excess Flood 

 National Flood Services offers Excess Flood. 

o Search 

 Search for Policies ï Search for insuredôs policy information; search for 
policies in Suspense.  Policies in Suspense are policy not yet issued or in the 
process of being endorsed or waiting on additional information. 

 Community Information ï Track applications you have uploaded with an 
online payment. 

 Zone Determination Search ï Search for prior Zone Determinations 

 Declaration/Renewal Bill ï Search for recently issued declarations or 
renewal bills. 

o Reports - Order various types of reports. 

o Documents 

 Community Status Book ï Check the status of any Community by State. 

 Elevation Certificates ï Order a request to a quote for an Elevation 
Certificate 

 Endorsement Form ï Download an Acord Flood Endorsement form. 

 FIRA Documents ï Download a copy of the Summary of Coverage or Claims 
Handbook. 

 Flood Manual ï Download or view the Flood Insurance Manual 

 Policy Forms ï Download or view all three Flood policy forms. 

 Public Records ï Search for public records. 

 Request Supplies ï Request supplies online. 
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o Training Library 

 NFIP Agent Training ï View information on Flood Training 

 View Training Classes on the following: Elevation Certificates, Flood 101, 
Grandfathering, Lowest Floor Elevation, Basements & Enclosures,  

 FIRA. & CE Training ï Flood CE Training 

 Condominium ï View a training class on Condominiums. 

 FloodPro Users Guide ï Guide for using the FloodPro system.  

 F.A.Q ï Frequently asked Flood questions and answers. 

 Whatôs New With FloodPro ï View a video about the FloodPro system. 

o News 

 View current and past Newsletters 

 Track Storms 

 About NFIP ï Link to the National Flood Insurance Program page on the 
FEMA.gov website. 

o Help 

 About Us ï Information about National Flood Services 

 Contact Information ï Lists all contact information by Department at NFS. 

 Chat with a Flood Expert ï Live chat for questions regarding policies, 
Agency Services, Submit-For-Rate, and Claims. 

You will also see button links for the following: 

o Search for Policies ï Search for Flood quotes/applications, Inforce, Cancelled, 

Expired, Pending policies, Renewal Billings, Voided policies, and Future Effective 
policies. 

o Create a Quote/App 

o Report a Loss. 

o Training Library 

o Chat with a Flood Expert 
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Flood Online System 
 
 

For Internet Assistance, please call the Flood Processing Center at                            
1-877-721-9519.  The Flood Insurance Processing Center hours are from 8:00 am to 
8:00 pm EST. 
 

If you are quoting a property not located in the State you are domiciled, you 
must have a Non-Resident License for the State in which the property is 

located. 
 

You may need to remove your pop-up blocker to 
connect to the system. 

 
Go to the Internet, and type in the web address www.phly.com. 

 
Select Products & Services 
 

Click login 
 

        

 
 
 
 

http://www.phlyins.com/
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If you already have a login, you may use the same username and password to 
access our Flood Portal. 
 
If you do not have a login, you may create a new account now. 
 

 
 

When setting up a new account, choose Producer.   Fill in the requested 

information. 
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Click Continue after you have entered in the requested information. 
 
Complete the Password Reset Question and then click Submit. 
 
You may now select Flood Insurance Portal. 
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If you need additional assistance with the online system, or 
have questions on a policy, or quote, please call the Flood 
Insurance Processing Center at 877-721-9519.    
 
                                                
 
  You will now be directed to the Flood Insurance Processing Center Website. 
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Home Page 
        
Please take a moment to view the Home page of the Flood Online System.  Your 
links will be listed near the top of the screen. 
 

 
 
 
This guide will explain each area of the FloodPro system, beginning the links at the top of the 
screen. 
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Quote/App 
 
Create a Quote/App or Search for Quote/App. (You may use the link at the top of 
your screen, or use the feature button.) 
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 If the insured is a business or an association, click the box. 

 On renewal, who will is to be billed. 

 If the insured is a business or an association, click the box.  

 If you have a Secondary Applicant, click the box.  

 Enter your property street address, the zip code.  The system should then fill in the City and 
State 

 You must click the ñVerify Addressò box.  The system will begin pulling the Flood Zone 
Determination.   

 When the Flood Zone has been determined, you will see that the Zone Determination 
Lookup box at the top right of your screen has filled in a Ref ID number.  If the zone cannot 
be quickly determined, it will be manually mapped and emailed to the agency contact 
person. 

 
If you do not save your quote, you will lose all of your information.  Quotes needing the Flood 
Zone determined will have the Flood Zone emailed to you within 24 to 48 hours.   
 
You will now need to choose your Policy Type and waiting period.   
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Do not select Mortgage Portfolio Protection Program (MPPP) unless you are 
contracted to use this program. 
 
Only use ñProvisionalò if it applies.  
 

Go to the Flood Manual in the ñDocumentsò section for information 
on the Mortgage Portfolio Protection Program and the Provisional 
Rating Program. 
 
If you have questions, please call the Flood Insurance Processing Center at 
877-721-9519, or view the Flood Insurance Manual. 
 

 
 
 

 
 
If you see that your ñCommunity Numberò box information is empty, your Flood zone was not 
immediately determined and is being mapped. 
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Click Flood Zone Determination and another box will appear. 
 

If the Contact Name, Phone, Fax, and/or email address need to be changed to you, 
for this quote, please change the information, and then click ñSubmitò.                        
 

 
 
 
If your zone has been determined, and the Flood Zone is B, C, or X, a box may pop-up, and you 
will be asked if you wish to change the policy type.   
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Make your selection and continue with your quote.  If you are not sure, go to the ñDocumentsò 
section of the website and review the Flood Manual, or call the Flood Insurance Processing 
Center at 877-721-9519 for assistance. 
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Click ñSave and Calculateò.  This will save your information and calculate the premium. 
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If you quote has any errors, a Validation Panel will appear.  Make your corrections, and then click 
ñSave and Calculateò. 
 

 
 
 
If your Flood Quote does not give you a total premium, your quote has errors.  The most likely 
error is that you did not enter in any Elevation information.  If your property is in a Special 
Flood Hazard Area (SFHA) - all a zones and V zones, you may be required to obtain an 
Elevation Certificate from your insured.  Please feel free to call the Flood Insurance 

Processing Center at (877-721-9519) for assistance in determining the Lowest Floor 

Elevation of the building. 
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If you have quoted properly, the system will give you a Total Premium, and will also give you 
premiums with different deductible options. 
 
You will find the premiums with different deductible options on the right side of the screen. 
 

 
 

 
Select ñPrintò to print/view the application. 
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Search for a Quote/App  
 
This selection allows you to resume/view a previous quote saved in the system.  You may search 
for your quote by  

 Quote Number, 

 Insured Last Name 

 City, State, Zip Code.   
 

Click the ñSearchò box.  When your insuredôs name and quote number appear on the screen, click 
the drop-down arrow in the Action box, and select ñEdit Quote/Appò. 
 

 
 

 Click ñEdit Quote/Appò and your quote/app will appear. 
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If you need to make any corrections, may expand all, or expand a certain item.  Make corrections 
and then click ñSave and Calculateò. 
 

When resuming or making changes to a previously saved quote/application, 
you may need to correct your effective date. 
 
 

 
 
You may now print your application and submit with your documentation and premium. 
 
If your insured wishes to pay by credit card, you may now submit a credit card payment. 
 
When an insured has paid by credit card, you do not need to submit the application, but you 
do need to submit all supporting documentation, such as a copy of the Flood Zone 
Determination for the Preferred Risk Policy applications and Elevation Certificates and 
photos for those applications rated using Elevation information. 
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If the property is closing on a loan, you must fill in a name and address of the mortgage company.  
If no mortgage company appears on the application, and you stated the óWaiting Periodò is a 
ñLender Required ï No Wait (SFHA)ò, the policy will become effective 30-days from the day you, 
the agent, signs and dates the application. 
 
NFIP Guidelines state that your application, supporting documentation (such as an Elevation 
Certificate, proof of prior coverage dec page) and check, all need to be received at the Flood 
Insurance Processing Center within 9-days.  The address of the Flood Insurance Processing 
Center is printed at the top left-hand corner of your application. 
 
For an explanation of the effective date guidelines, please go to the Flood Manual and review the 

General Rules section. 

 
If your insured chooses to pay by check, have them make the check payable to Philadelphia 
Indemnity Insurance Company for the full amount of the premium due.  If your insured chooses 
to pay by Credit Card, click the ñSubmit Paymentò box and continue along the screens filling in the 
payorôs Credit Card information.  When you have completed the credit card information screens, go 
back into the application and print the application.   
 
Proof of Insurance: If your insured has paid by check, you may fax a copy of the application to a 
mortgage company or title company as proof of insurance.   If the insured has paid by Credit Card, 
fax a copy of the application and the ñCertification of Proof of Purchase of Flood Insuranceò 
form to the Mortgage Company or Title Company. 
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Uploading Application Documents 
 
If you have an Elevation Certificate or Photos you wish to upload 
instead of mail, you may upload documents into your application. 
 

 
 
Click ñUpload Documentsò 

 

 
 
After the screen appears, click the + sign next to Upload. 
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Select your File Type and then type in a description. 
 
Click the ñSelectò box. 
  

 
 
Once you click the ñSelectò box, this will then allow you to upload your 
document. 
 
After you have added your document, click the ñAddò box. 
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Applications with checks 
 

Checks are made payable to Philadelphia Indemnity Insurance Company and mailed 

with the Producer signed and dated application and any supporting documentation to: 
          
                Philadelphia Indemnity Insurance Company 
                Flood Processing Center 
                PO Box 2057 
                Kalispell, MT 59903-2057 
 

Applications with Credit Card Payments 
 

Applications submitted with a credit card payment do not need to be mailed to the Flood 
Processing Center, unless, you have quoted your risk using an Elevation Certificate, or if you are 
using any documentation as Proof of Prior coverage.  When in doubt, call the Flood Insurance 

Processing Center at 877-721-9519. 
 
Note: Documents, such as Elevation Certificates, Variance Forms, and photos 

may always be uploaded to the application.  When uploading photos, make 

sure you note the date the photos were taken.   

 
See Page 25 for completed application instructions. 
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Residential Condo Building Association Policy Applications 
(RCBAP) 

 
All RCBAP Applications must be submitted with the following documentation. 

 
1. Completed application signed and dated by the Producer. 
2. Completed Elevation Certificate (if used when rating). 
3. Replacement Cost Valuation. 
4. Two photos of the building.  One front/side and one back/side.*** 
5. Payment of the full amount of the premium. 

 
Acceptable documentation of a buildingôs Replacement Cost Value is a recent 
property inspection report that states the buildings value on an RCV basis.  The cost 
of the buildingôs foundation must be included in determining the RCV.  The cost of 
bringing the building into compliance with local codes (law and ordinance) is not to 
be included in the calculation of the buildings replacement cost.  To maintain 
reasonable accuracy of the RCV for the building, the agent must update this 
information at least every three years. 
 
If you do not have a copy of a Replacement Cost Valuation, you may use a copy of 
your Property coverage application, at the time of the Flood application.  You must 
attach a note to the application stating you are using this documentation as a 
Replacement Cost Valuation until the Property policy has been issued.  Once the 
Property coverage policy has been issued, you will be required to submit a copy of 
the Property coverage declaration page to the Flood Insurance Processing Center.  
Please reference the Flood policy number on the Property policy declaration page. 
 
For new construction only:  We will accept a statement from the contractor 
listing the cost of the construction.  This statement must include the cost of 
the foundation. 
 
***Photos must be dated within the last 90-days. 
 
Any questions regarding the submission of an RCBAP application, please call 

the Flood Insurance Processing Center at 877-721-9519. 
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New Standard Rollover or New Preferred Risk Policy Rollover 
Applications 

  
Do you have an insured with a current Flood policy who would like to transfer 
their coverage to your agency or to our Company? 
 
You will need to process a new application to keep the current policy dates, but you will want to 
use the ñRollover/Renewalò for your waiting period. 
 

 
 
The system will ask you for the current policy number, and then you will complete the application 
for your premium and print your application.   
 

You must attach a copy of the current policy term Flood 
declaration page to your application and check for the total 
premium, and submit to the Flood Insurance Processing 
Center for processing. 
 
If necessary, you will also need to attach a copy of an Elevation Certificate and required photos. 
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The Preferred Risk Policy (PRP) Program 
 
 

Agents should print a copy of the ñPreferred Risk Policyò guidelines. This 

is a policy type for properties located in low-risk flood zones. 
 
 

The Preferred Risk Policy (PRP) offers low-cost Flood coverage to owners and tenants of eligible 
buildings located in the moderate-risk B, C, and X Zones in the NFIP Regular Program 
Communities. 

 
This program can save your insured hundreds of dollars on their flood insurance premium.  Please 
become familiar with this program. 

 
To access the Preferred Risk Poilcy Program guidelines, please refer to the ñDocumentsò 
section and then select ñFlood Manualò for instructions. 
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FLOOD APPLICATION SUBMISSION INSTRUCTIONS 
 
 
Your agency is required to keep a copy of the application on file for seven (7) years or more 
depending upon your State Department of Insurance guidelines.  The insured is not required to 
sign the application.  Your insured may pay by check or credit card.  (Master Card, Visa, Diners 
Club, Discover, and American Express are the only cards accepted.) 
 

1. If payment is by check, attach a check for the total premium amount, made payable to 
Philadelphia Indemnity Insurance Company. 

2. Mail the original Producerôs signed and dated application form. 
3. Attach a copy of any supporting documentation such as an Elevation Certificate (if one was 

used to rate the policy), a copy of the current Flood dec page if you are rewriting a policy, 

photos, if required, etc.  Make sure photos are dated. 
4. Mail all information to the following address: 

 
                Philadelphia Indemnity Insurance Company 
                Flood Processing Center 
                PO Box 2057 
                Kalispell, MT 59903-2057 
 
Your signed application, check and all supporting documentation must be received at the Flood 
Processing Center within 9-days of the completion of your application. 
 

Please do not mail Flood applications to any other 
address than the one listed above.  Failure to mail to 
the proper address may cause delays in processing 
and may place your insuredôs coverage and effective 
date in jeopardy. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 26 

Excess Flood 
 
As the NFIP does not always provide enough coverage, you should also quote 
Excess Flood.  
 

Philadelphia Insurance Companies has 
formed an agreement for our agentôs to write 
Excess Flood with WNC. 
 
For an application, please email Pamela Moats at pmoats@phlyins.com. 
 
You may also choose to use the option NFS provide Excess Flood Coverage. 
 
To request a quote, complete the attached Application form. 
 
 

 
 
 
 

      
 
 
 
 

mailto:pmoats@phlyins.com
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 Search 
 
Policy Search:  Looking for a policy that has already been issued?  Use the Search for 

Policies link or the Search for Policies button. 
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Once on the ñPolicy Searchò screen, you may search by Status, and then by Policy Number, 
Insured Name, etc.  You may find it easier to type in just a portion of your insuredôs name if you do 
not have the policy number.  Click ñSearchò.  
 

Hint:  If you are searching for a new policy, use All Statuses, with the insured name.    If 
you are searching for a renewal policy, you will use the expiring policy number, but change 
your last four digits to the current year.  Example:  Your expiring policy number ends in 
2010.  Your renewal policy will end in 2011.  Leave off the last four digits to view all policy 
terms. 
 
When your Policy Search Results appear, click the drop-down arrow of the Action box.  You can 

select from ñCancel Policyò, ñEndorse Policyò, ñView Summaryò, or ñReport 
Claimò.  
 
 
 

Unable to find your policy information? It may be ñPendingò or ñFuture 
Effectiveò. Many times, after a payment is received, but the policy is not yet issued, your policy 

will be pendingò.  To find a Pending or a Future Effective policy, use ñAll Statusesò for your 

Status, and input the policy number or insured name. 
 
Note:  Renewal policies will have the last four digits of the policy number updated to the next year. 
 
Example:  Your expiring policy number is 87-00000000-2010; the renewal policy number will be 
87-00000000-2011.  You may leave off the last four digits to view all policy terms. 
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Why is a policy in the Pending status?  It may be because we have a new application 

that is going through the Underwriting process.  Applications stay in suspense until reviewed by an 
Underwriter.  Once the Underwriter issues the policy, you will find the policy information in the 
Policy Status section of the Internet.  Another reason could be not all of the documentation was 
received to process your application.  If you do not mail a copy of the Elevation Certificate, (if you 
rated the policy with a Certificate), or a prior dec page (if you are processing a Renewal 
Conversion), the policy with either not be issued until all of the documentation needed is received 
or the policy will be issued with lower limits of coverage. 
 

Call the Flood Insurance Processing Center at 877-721-9519 to ask questions 

regarding any policy in the Pending status. 
 
 
 
 

COMMUNITY INFORMATION SEARCH 
 
A ñCommunity Determinationò search will give in a preliminary Flood Zone.  You will want to 
obtain a certified Flood Zone Determination during your Flood application or quote. 
 
 

 
 
Enter your property Address and Postal Code.  Click you tab key.  This should fill in your City and 
State boxes.  Click the ñVerify Addressò box.  Once your address has been verified, click 
ñSearchò. 
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Your Community information and Preliminary Flood Zone will appear. 
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Zone Determination Search 
 
To search for a previously issued Flood Zone Determination, or search for a Zone Determination 
that was a manual map, use the Zone Determination Search option. 

 

 
 
You may search by Reference Number, Insured Name, Property Address, City, State, or Postal 
Code.  Click ñSearchò. 
 
Once your selection(s) appears, click ñSelectò. 
 

 

 


