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Neo Guide – Auto Quoting 
Step By Step Instructions 

 
 
The left pane is the easiest way to move back and forth between different screens in the quote. 
Here are a few starter tips: 

 
 
Tip: Avoid the browser back button so you don’t get signed out of NEO. 
 
Note: This is a general document, it does not capture all state specific coverages or 
screens. Underwriting warning messages may show on the screen at any time. For more 
information, refer to ‘Neo Guide – Underwriting Approval’ for how the approval process 
works. 
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If you are creating a brand new customer, reference ‘Neo Guide – Homeowners Quoting’ Steps  
1-3. Then, continue to Step 3 in this guide. 
 
 
Step 1: Creating a New Quote for an Existing Customer or Prospect 
 
After quoting a line of business, the easiest way to quote the next line is to click the client’s 
name on the top of the screen – Quote Summary. 
 

 
 
Then, click on ‘New Quote’. 
 

 
Step 2: Product Selection 
 
Enter the ‘Effective Date’ and choose the ‘State’ from the drop down menu. Then, click on 
‘Personal Auto’. 
 

Tip: The ‘Carrier Group’ will default to Berkley Insurance Company. 
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Step 3: Policy General 
In the ‘Policy General’ section, you will edit Multi-Policy Discounts and Named Non-
Owner Coverage.  
 
Multi-policy Discounts 
Berkley One offers multi-policy discounts. If you indicate additional policies will be added 
within 30 days, the discount will immediately apply. 
 
Complete the following: 

1. If the insured will have a Home, Condo or Renters policy with Berkley One, select 
the appropriate option. If not, select ‘None’. 

2. Select whether the insured is purchasing ‘Named Non-Owner Coverage’. This 
option can only be selected if the insured does not own a vehicle (not available in 
all states).  

• In states where it is available, Named Non-Owner Coverage may be 
purchased for an individual who does not own an auto but drives 
borrowed or rented autos. Coverage may be extended to the spouse 
and resident relatives of that named individual. 

 
 

 

 

 

 

 

 
 
 

Tip: The first ‘Multi-Policy Discount’ field is automatically pre-filled. Do not attempt to 
add anything in that field. 
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Step 4: Named Insured 
 
Verify the Client Information is correct if you built a new quote from an existing client. If this is 
the first quote for a client, see Step 3 of the ‘Neo Guide – Homeowners Quoting’. 
 

Tip: Verify the Green Check. If not, click on ‘Verify Address. If you click on the 
Green Check, Neo will take you to Google Maps to verify the home and address is 
correct. 
 

 
 
 
 
 
 
 
 
 
 
 
 
Step 5: Use of Credit and the Electronic Application Process 
 
It is important to confirm that the applicant is aware and consents to the electronic 
application process. 
 

 
 

Tip: Berkley One runs the insurance score on the first named insured.  
 

Then, ‘Save’ and/or select ‘Next Page’. ‘Next Page’ will automatically save. 
 
 

Step 6: Underwriting  Questions 
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The second section is the Underwriting Questions. The Named Insured questions will default 
to ‘No’, but please review for accuracy. 
 

Tip: The system will automatically perform an OFAC search which is a government 
requirement. 

 
Then, enter the following information: 

1. The current carrier 
2. How long they have been with that carrier 
3. Expiration Date of current policy 
4. Number of cancellations the customer has had with that carrier in the last 3 years 
5. Number of days coverage lapsed in the last 3 years 

 
 
 

 

 

 

 

 
 
Then, click ‘Next Page’. 
 
Step 7: Drivers 

 
If we were able to pre-fill the information from the prior insurance policy, the drivers will 
automatically pre- fill. You will be required to go into each driver and confirm their 
information. 
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7a. Verify Pre-filled Drivers 
 
To verify a driver, click ‘Edit’ and verify the information is correct. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When complete, click ‘Next Driver’ or ‘Previous Driver’ to see other drivers. You may also add 
another driver from this screen by selecting ‘New Driver’. If you are done with all drivers, click 
‘Next Page’ at the bottom of the page or click ‘Return to Drivers’ at the top right of the page 
to see the driver list again. 
 
7b. Add Non-Pre-filled Drivers 
 
To add a driver who did not pull in from pre-fill, click ‘Add Driver’: 
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Then, complete the Driver Detail and answer the question(s). 
 
 
 
 
 
 
 
 
 
 
When complete, click ‘Next Driver’ or ‘Previous Driver’ to see other drivers. You may also add 
another driver from this screen by selecting ‘New Driver’. If you are done with all drivers, click 
‘Next Page’ at the bottom of the page or click ‘Return to Drivers’ at the top right of the page 
to see the driver list again. 
 
 
Step 8: Vehicles 
 

 
 
8a. Verify Pre-filled Vehicles 
 
If we were able to pre-fill the information from the prior insurance policy, the vehicles will 
automatically pre- fill. Please verify the information is correct. Click ‘Edit’ on each vehicle to 
ensure the coverage provided matches what you would like to present to your client. 
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Once the screen opens, ‘Agreed Value’ will be the default. It you would like, you may 
change to ‘Actual Cash Value’: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Continue to 8c. below. 
 
8b. Add non-Pre-Filled  Vehicles 
To add a vehicle that is not on the Vehicles screen, click ‘Add Vehicle Detail’. 
 

 
 
Enter the VIN number first to allow the system to pre-fill information. Then, complete the 
rest of the entries on the screen as noted. 
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8c. Complete the following information: 

1. Choose the registered owner from the list of operators (Note: If the state requires 
electronic reporting, this field will be used to transmit information to the state. The 
other items will pre-fill based on your selection. 

2. Select if the vehicle is ‘Owned’, ‘Leased’ or ‘Financed’. 
3. Select the vehicle usage. 
4. Enter Mileage if required. 
5. Confirm the vehicle is garaged at the risk address (defaults to ‘Yes’). 
6. Select the deductibles. 
7. Confirm that the vehicle has not been modified (defaults to ‘No’). 

 
 

 

 

 

 

 

 

 

 

 

To complete this step on other vehicles, click ‘Next Vehicle’ or ‘Previous Vehicle’. If you are 
done, click ‘Next Page’ or to return to the Vehicles screen, click ‘Return to Vehicles’ in the 
top right of the screen. 
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Step 9: Select Coverages 

 
In this section, you will enter information regarding the limits of coverage you would like to 
quote. 
 Note: these selections will vary by state. 

 

When you are back on the ‘Coverages and Premiums’ page, click ‘Next Page’. ‘Next Page’ 
will automatically save. 

 
Step 10: Loss History/CLUE/MVR Reports 
 

 
 

If you proceed to the ‘Loss History Chevron’, you may run the reports. Each button must be 
separately pressed. 
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Clicking ‘Save’ or ‘Save and Rate’ after each button is pushed will apply the results of the reports. 

 
 
Tip: Once you have clicked these ‘Order’ buttons, if you forgot to add a driver or vehicle, NEO 
will automatically order the reports for any drivers or vehicles you add after that point, 
including at any endorsements. 

 
A loss can be added manually via the ‘Add Loss History’ option in the ‘Actions’ menu on the 
left side of the screen. 
 

 
 
Add the pertinent loss information. Then, click on ‘Return to Loss History’ on the upper right of the 
page. 
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Step 11: View Premium 
 
Once you have entered information above and clicked ‘Save and Rate’, the premium will 
show in the ‘Quote Summary’ Box. If you need the breakout of individual vehicle premium, 
you can navigate back to the ‘Coverages and Premium’ chevron. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 12: Billing 

 
Payment Schedule is found below the Payment Plan. There is the ability to bill on one 
statement account, all policies on one bill using the ‘New Statement Accounts’. 
 

1. You can select a single policy bill. 
2. Select ‘Direct Bill 4 Pay’ to obtain initial quote 
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Note: Payment options should be discussed with the insured and selected at the time of 
application. There are discounts associated with specific payment plans that could impact 
quoted premium. 
 
 
Step 13: Application 
 
To ‘Create Application’, you will select the option from the Quick Actions Tool Bar to the left of 
the screen. Once you create an application, the quote will move from a QT (quote) number 
to an AP (application) 
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