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Background 
 
MyRPS provides access to information regarding your organization as well as 
insured policy data, including: 

 E&O and Licensing 

 Recent Submissions, Documents and Invoices 

 Monthly Statements 

 Expiring Policies     

 Reports 

 Policy Documents 
 

 
The following information is available within this Basic Navigation Job Aid: 
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My Organization ................................................................................................................... 4 

Policies ................................................................................................................................ 13 

Reports ................................................................................................................................ 17 

Accounting Contact for Multiple Locations .......................................................................... 17 
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Access MyRPS  
 

To access the MyRPS Portal go to my.rpsins.com/Portal/account/login  

 

Login using the email and password created for you by your portal 
administrator or RPS Customer Care. 

 

 

 

 

 

 

 

My Account 

 

Upon clicking the My Account tab, you will have several tabs to navigate. These tabs are described 
below. 

 

 

 

Statements  

 
 

There are several options to download these accounting details within the various tabs. 

 

If you are the accounting contact for multiple locations, click here for further instructions. 

 

 

 

 

 

 

 

 

 

 

https://corpteams.ajgco.com/rps/CIT/Training/SitePages/Home%20(New).aspx
http://www.rpsins.com/
https://my.rpsins.com/Portal/account/login


 
 

MyRPS Retailer Basic Navigation Job Aid 

 

October 21                                                  IT Training Library                                                                          Page | 3 

This information is confidential and should not be copied or distributed outside of  and/or its subsidiaries. 
 

Agency Bill Statements 
 
The Agency Bill Statements tab is an Accounting statement recap of invoices generated at month end. 
Statements are due by the 15th of the following month, or as indicated on each line item for items with alternative 
payment terms. 
 

 
 

Open Invoices 
 
Open Invoices is a recap of invoices with an open balance (debit or credit). This tab is for RPS Binding only.   
 

 
   

Paid Invoices 
 
The Paid Invoices tab is not currently supported by RPS. 
 

 
 

Direct Bill Commission Statements 
 
Direct Bill Commission Statements is a monthly recap showing the retailer’s commission owed to them (or 
back to RPS if displayed as a credit) for Direct Bill Insured and Direct Bill Company policies. 
 

 
 
 
 
 

https://corpteams.ajgco.com/rps/CIT/Training/SitePages/Home%20(New).aspx
http://www.rpsins.com/


 
 

MyRPS Retailer Basic Navigation Job Aid 

 

October 21                                                  IT Training Library                                                                          Page | 4 

This information is confidential and should not be copied or distributed outside of  and/or its subsidiaries. 
 

Past Due Notices 
 
The items listed in the Past Due Notices tab are sent twice monthly advising all open balance due to RPS for 
Agency Bill accounts. Currently, this is RPS Binding only. 
 

 
 

Broker Statements 
 
The Broker Statements tab is an Accounting statement recap of invoices sent to a retailer, advising specific due 
dates per account in which payment is due to RPS. This tab is for RPS Brokerage Division only. 
 

 
 
 

 

My Organization 

 
 

View or update agency information with My Organization. 
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General / E&O Info 
Click General / E&O Info to view and update E&O and W-9 Information. An Update Required 

message will appear for any information that needs updating.  

 

View Users and modify Document Delivery Settings on the General / E&O Info tab. 

 
 

 

View Users 
Add, edit or delete MyRPS users and their permissions on the View Users screen. Note: if you are not 

able to add, edit or delete users, you do not have the appropriate access level to complete the actions.  
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Add a New User 
 
Add a new user to access the portal through Add a New User.  The organization’s administrator must 
complete fields to create the new user.  Once all fields are complete, click Save User.  
 

 
 

Note: An accountant role grants a user the ability to view all statements, include those of associated 
“child” agencies, when their email address matches the accounting contact email address. 
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Document Delivery Settings 
 

Enter email addresses for either policy document delivery or document notification with a link to the PDF 
policy document. This setting is not available to all organizations. 
 

 
 

Update My Info 

To update E&O, license or W-9 information, click New 
Change Request. Note: Open Change Requests and 
Closed Change Requests should not be used. 
 

 
 
 

New Change Request 
Complete the fields on the 
New Change Request and 
click Save Changes.  
 
Fill the fields on the 
subsequent pages with the 
required information. These 
individual pages are 
pictured below. 
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Agency License       E&O  
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

Individual Agent License 
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W-9 Form 

 
 

Open Change Request 

Open Change Request should not be used within MyRPS. 

 

Closed Change Request 

Closed Change Request should not be used within MyRPS. 

 

Licenses 
View Agency Licenses for Retailer. The license where the retailer resides is listed at the top, marked 

with a star. 

 

Outdated issues for the primary license are highlighted in red. Only the primary license will be flagged 

for outdated information. Any out-of-state licenses will not be flagged as outdated.  
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Contacts 
 

View, edit or add contacts for an organization on the Contacts tab. 

 
 
Documents / Images Tab 
View documents for an organization on 

the Documents / Images tab. There is an 

option to filter by document type if multiple 

documents are listed. 

 
 
 
 

Submit Claim 

Retailers can view any current claims on the Submit Claim field by searching Policy# 
or Named Insured. To complete the search with selected parameters, click Search.  
Click Reset to clear entries. 
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Create a New Claim 
 

 

Process 
 

 
Step 1:  

 

To create a new claim, click on New FNOL Entry.  Select Date/Time of 
Loss and then click Find Policy. 
 

 
 

 
Step 2: 
 

 

Add Policy Number or Insured Name, then click Submit. 
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Step 3:  
 

 
Policy information will prefill; complete additional required information and click 
Next.  
 

 

 
Step 4:  
 

 
Complete the additional required information on subsequent pages, clicking 
Previous or Next to navigate between pages. Add any attachments on the final 
page and click Submit.    
 

 

Note: Contact the Claims Department for further instructions and questions on online claims. 
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Policies 

 
View all policies* placed with RPS with filter options. To use the filter option, enter the desired filter 
information and tab out of the field to see the filtered information. Click the magnifying glass beside 
each specific policy to view the Policy Detail Information. 

 

 
 

*Note: This tab does not include policies processed online (efinity, RPS Standard Express, RPS E&S 
Personal Lines Express, etc.). 
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  Policy Detail Information Screen 
 

Each tab on the Policy Detail Information screen displays a variety of information. Certain tabs only 

appear if there is information for the tab. For example, if a schedule is added to the policy, the 

Schedules tab will appear. 

 
Tab Name Available Information 

 
General 
Information  

 
General information regarding the policy.  
 

 
Schedules 

 
Only available if a schedule is added to the policy. 
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Certificates 

 
View any certificates listed on the policy. Also Request a New Certificate, Add a New 
Certificate, Add a Certificate Holder or View the certificate on this tab. 
 

 
Limits & 
Deductibles 

 
View policy limits and deductibles.  
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Accounting 
Summary 

 
Provides detailed policy accounting information.  
 

 

 
Policy 
Documents 

 
View documents associated with the policy. There is also an option to download and 
print these documents. If available, click Download Selected to download multiple 
documents. 
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Reports 
 
 

Run the following report types with the option to download and export to PDF or Excel: 

 Policy In-Force  Pending Cancellation  Cancelled 

 Expiration List  Payment History  Agency Production 
 
 
 

Accounting Contact for Multiple Locations 
 

 
Information 
 
If you are the accounting contact for multiple locations, you are able to view statements for 
all locations to which you are assigned. You are determined the accounting contact for a 
specific location in two locations: 1) on the initial onboarding application (my.rpsins.com), 
and 2) on the Add New User screen (as shown on page 6 of this manual).  
 
If the accounting contact needs to be updated, send a message to 
CustomerCare@rpsins.com.      
 

 
 

Process: View Statements from Multiple Locations 
 

 
Step 1:  

 
Click Statements on the top banner.  
 
 
 
 

 
Step 2:  
 

 
If you are the accounting contact for multiple locations, you can view the 
statements of the individual locations to which you are assigned through the drop-
down. This drop-down also allows you to enter a specific Producer ID number to 
search a single location.   
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Once a location is selected, there are a variety of invoices and statements 
available to view:  
 

 
 
Open Invoices and Paid Invoices are not available when viewing all statements 
from multiple locations (shown below).  
 

 
Step 3: 
 

 
Click View All Statements to view a particular month’s statements for all your 
assigned locations and proceed to Step 4.  
 

 
 
Note: Only offices with statements available for the selected month will be 
displayed. 
 

 
Step 4:  
 

 
Clicking View All Statements (from Step 3) navigates to an All Offices screen 
that displays four separate tabs:  
 

1. Agency Bill Statements 
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2. Direct Bill Commission Statements 
3. Past Due Notices 
4. Broker Statements 

 
To view all Agency Bill Statements for all assigned locations, ensure the Agency 
Bill Statements tab is selected and click Download All.  
 

 
 
To receive statements from all assigned locations on the other statement types 
(Direct Bill Commission, Past Due or Broker), select the appropriate tab and click 
Download All. 
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