
 
ID Card Program 

 
Starting The Program: 
 

1) You can start the ID Card Program from the main menu of your rating software by 

clicking on the  button. 
 
2) This should bring up the ID Card Login Screen (shown below). 

 
 

Setting up the Program: 
 
1) Click on the button marked “Setup” on the ID Card Logon Information Screen.  This 

should bring up a window similar to the one shown below: 

 
 
2) Enter the name of your brokerage next to “Agency/Issuer”. 



 
3) Enter your street address next to “Address Line 1”. 

 
4) Enter your City, State and Zip Code next to “Address Line 2”. 

 
5) Enter your broker’s license number next to “License Number”. 

 
6) Enter your bar-coded ID Card Issuer’s Key next to “Issuer Key”. 

 
7) Click on “Add this account”.  You should receive a message telling you that the account 

was added successfully.  Click on OK, then click on “Close”. 
 
Creating An ID Card: 
 

1) On the ID Card Logon Information Screen click on the down arrow to the right of “Issuer 
Name” and choose the name of your brokerage from the list. 

 
2) Enter your PIN Number next to “PIN Number. 

 
3) If this ID Card is for an assigned risk policy put a check in the checkbox at the bottom of 

the screen then click “OK”.  Otherwise, just click “OK”.  This should bring you to the ID 
Card Screen (shown below). 

 
 
4) Enter the required information into the various fields on the screen, be sure to select the 

correct document type and the correct type of registrant on the upper right side of the 
screen. 

 
5) To save the ID Card, click on “Save” on the bottom of the screen. 

 
6) To Print the ID Card, click on “Preview/Print ID Card” on the bottom of the screen. 

 



7) To email the ID Card, click on “Send” on the bottom of the screen.  This should bring up 
a window similar to the one shown below: 

 

 
 

8) Click on  to the right of “To E-mail address”, this will bring up the recipient list 
screen: 

 

 
 
 
 
 
 



 
 
9) If the recipient you want to send to is already in the list, click on their name, then click on 

“OK”.  If not click on “Add” and the New record screen will appear: 
 

 
 
10) Enter the recipient information in the fields provided and then click “OK”. This should 

return you to the Recipient List screen.   
 
11) Click on the name of the recipient and then click “OK”, this should return you to the New 

Message screen with the recipient’s email address now filled in next to “To E-mail 
address”.   

 
12) Click on OK (Upload Message) to send your email. 
 
13) To Exit from the program click on “Exit” on the lower right-hand corner of the screen. 
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