
 

© 2025 Everise Licensing Department - Proprietary and Confidential                                                                                                                              

1  

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Everise Onboarding 

Portal Guide 
Everise Licensing 

Portal Guide 



 

© 2025 Everise Licensing Department - Proprietary and Confidential                                                                                                                              

2  

Contents 
Welcome to the Everise Licensing Portal ........................................................................................................ 3 

Biographic Information ...................................................................................................................................... 4 

Employment History ........................................................................................................................................... 5 

Address Information ........................................................................................................................................... 6 

Residence Information ...................................................................................................................................... 6 

Mailing Information ........................................................................................................................................... 8 

Business Information ........................................................................................................................................ 9 

Background Information ................................................................................................................................. 10 

State-Specific Questions .................................................................................................................................. 11 

Alabama ........................................................................................................................................................ 11 

California ....................................................................................................................................................... 11 

Georgia .......................................................................................................................................................... 13 

Minnesota ..................................................................................................................................................... 13 

Missouri ......................................................................................................................................................... 14 

New York ....................................................................................................................................................... 14 

Texas ............................................................................................................................................................. 15 

Massachusetts .............................................................................................................................................. 15 

Uploading Documents ...................................................................................................................................... 17 

Where to Go ..................................................................................................................................................... 17 

Guidelines ......................................................................................................................................................... 17 

 

  



 

© 2025 Everise Licensing Department - Proprietary and Confidential                                                                                                                              

3  

Welcome to the Everise Licensing Portal 
 

1. Click the link in the email to access the Everise Licensing Portal. 

2. Change your password to log in. Follow the guidelines indicated in creating a password. 

3. Include at least: 

• 8 characters 

• 1 letter 

• 1 number 

 

4. Prepare the following: (Please see page 16 for guidelines and requirements.) 

• Fingerprint Questionnaire 

• Driver’s License or State ID Card 

• Social Security Card 

• Valid proof of eligibility to work in the US— for non-US citizens only 

 

 

Reminders 

▪ Accurately input information into the Producer Detail Record section of the Everise Licensing  

Portal website. 

 

▪ The information entered will be used to renew and apply for your licenses. 

 

▪ The Licensing Department will be updating the business email, business phone number and 

business fax number in NIPR to reflect Everise information since we will be the authorized 

submitter to apply for and maintain your licenses. 
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Biographic Information 
 

 

 

 

Social Security Number (SSN) – Enter your SSN without dashes. The dashes will auto-populate. 

 

Gender – Select which applies. 

 

Citizenship Country – Select which applies.  

 

Agent Type – This is automatically selected as Producer. 
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Employment History 
 

 

 

 

Reminders 

▪ The portal requires 5 consecutive years of work history including self-employment, full/part 

time work, military service, unemployment, and full-time education. 

 

▪ It will not allow you to proceed to the next section if there are gaps greater than one month in 

the 5-year timeline.  

 

▪ Start from your oldest to most recent employer. 

 

 

 

Review Checklist 

 

❑ I have included the city and state for each entry. 

 

❑ I have used the city and state where I lived for the entries when I worked from home or was 

unemployed. 

 

❑ I have included a position for each entry. 

  

Start Dates must be less than or equal (today’s date).  End Dates must be less than or equal (yesterday’s date) or blank for the most recent entry. 



 

© 2025 Everise Licensing Department - Proprietary and Confidential                                                                                                                              

6  

Address Information 

Residence Information 
 

 
 

Personal email – Input your personal email. 

 

Business Email – Input everise.licensing@weareeverise.com 

 

Business Website URL– Leave blank.  

 

 
 

Residence Address 1 – Enter the street address. 

 

Residence Address 2 – Enter apartment, suite, unit, building, floor etc. 

 

Residence Address 3 – Leave blank. 
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Residence City – Input city. 

 

Residence State – Select from the dropdown. 

 

Residence County – Select from the dropdown (if available). 

 

Residence ZIP Code – Enter ZIP Code.  

 

Residence Country – This will be defaulted to USA. 

 

Residence Phone – Enter without dashes. 
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Mailing Information 
 

 
 

If Mailing Information is the same as Residence Information, tick the Mailing Same As Residence 

Information box. 

 

If mailing information is different from the residence information, input as listed below. 

 

 

Mailing Address 1 – Enter the street address. 

 

Mailing Address 2 – Enter apartment, suite, unit, building, floor etc. 

 

Mailing Address 3 – Leave blank. 

 

Mailing City – Input city. 

 

Mailing State – Select from the dropdown. 

 

Mailing County – Select from the dropdown (if available). 

 

Mailing ZIP Code – Enter ZIP Code.  

 

Mailing Country – This will be defaulted to USA. 
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Business Information 

 

Business Information is required to be the same as Residence Information, except for the business phone 

number & fax number.  

 

Enter your residence information for each line or tick the Business Same As Residence Information radio 

button. 

 

 

 

Business Phone – Enter 2087323776 without dashes. 

 

Business Fax – Enter 2087323776 without dashes. 

 

 

Review Checklist 

 

❑ I have updated the business email to everise.licensing@weareeverise.com. 

 

❑ I have updated the business phone number to 2087323776. 

 

❑ I have updated the business fax number to 2087323776. 

  

mailto:everise.licensing@weareeverise.com
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Background Information 
 

 

It is crucial to disclose all background including expunged, dismissed, or those that happened 30 or 40 years 

ago. 

This process involves an FBI background check. Answering no when it should have been yes will complicate 

the process and could cause the license to be delayed or denied. The departments of insurance have been 

assessing fines and penalties for incorrect answers. 

If you have any background, please provide: 

1. A hand signed and dated typed statement, stating the facts of what occurred and how it concluded. 

 

2. Supporting court documents, (some states may require certified copies with the court/county clerk 

stamp & signature): 

• charging document 

• court documents which detail the conviction/sentencing 

• final judgment 

• resolution of charges 

• probation/community service requirements & completion (if applicable) 

• receipt for any fines paid 

Many states will not accept summaries from the county website, a search engine, or any other form. 

If you need any assistance with the background questions, send an email to 

licensingdept@weareeverise.com. 

 

If you answer yes to any of the background questions, you will see Question 8 which needs to be 

answered yes. 

You will then get Question 8A which you will need to answer no. 

mailto:licensingdept@weareeverise.com
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State-Specific Questions 
 

ALL state questions that require a yes or no answer must be answered, including the states that fall under 

optional. 

 

Alabama 

 

 

Alabama wants to know if you are a US Citizen. 

If you are not, the additional question 1a will populate for you to answer. 

 

California 

 

 

1 – Answer yes. It is just an acknowledgement that you understand that you do need to disclose 

everything.  This is not asking if you have background. 
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3 – Answer this question based on your personal background.  This includes driving offenses such as a 

DUI, reckless driving, driving with a suspended license, whether or not you spent any time in jail, and 

whether or not you believe the conviction has been removed from your record. 

 

 

  

7 – Accept or deny according to your preference.  It is a disclosure agreement, consenting to have 

your phone number published in their directory. 

 

 

 

8-11 – Optional questions. It is not necessary to answer these. Leave them blank or answer them as 

you see fit. 
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Georgia 

 

1 – Answer should match how you answered questions 1a, 1b, and/or 1c under the general 

background questions. 

3 – Answer yes, the Georgia State Department of Insurance requires their Citizenship Affidavit be 

provided with the application.  Georgia will send out a deficiency letter for every application.  This 

notice can be disregarded. 

4 – If you: 

• never held a Georgia License - answer no 

• have held a Georgia License - this question is asking if you have any new background other 

than a minor traffic offense that is needing to be reported.  

 

Minnesota 

 

 

1 – A yes answer is required to move forward in the portal. Click the link to read the Tennessen 

Warning that is provided. 
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Missouri 

 

 

1 – Missouri asks if you have been a non-resident for the last 3 calendar years and if you have had 

income paid to you from their state. 

• Answer yes if you did NOT have Missouri income. 

• Answer no if you traveled to Missouri for work from another state, making you a non-

resident, then you would have non-resident income.  

 

New York 

 

 

2 – This question is asking if you have ever transacted business in New York with an expired Producer 

License.  (If you have never held a New York license, you will answer no.) 

3 – Answer yes. Everise provides mandatory training that meets the Cybersecurity requirements.  
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Texas 

 

 

1 – A yes answer is required to move forward in the portal.  Click the appropriate link to read the Texas 

State Specific Requirements that are provided.  

 

Massachusetts 

 

 

2 – Read and answer accordingly. 

 

Review Checklist 

I have read and understand the following questions: 

❑ CA1 has been answered yes because I am acknowledging that I understand what CA requires to be 

disclosed. This question is not asking if I have background. 

❑ CA3 has been answered yes if I answered yes to general background questions 1A, 1B, or 1C 

and/or if I have any traffic offenses.  

❑ GA1 has been answered yes if I answered yes to general background questions 1A, 1B, or 1C (I do 

not need to disclose traffic offenses to GA). 

❑ MO – If I did not have Missouri non-resident income in the last 3 years, I will answer yes. I will 

answer no if I did not live in Missouri but traveled into Missouri for work. 

❑ NY1 is asking if I transacted business in NY with an expired license. 

❑ NY3 must be answered yes, acknowledging that I will comply with cybersecurity if needed. (This 

requirement is covered by the cybersecurity CBT that will be completed in the Everise mandatory 

training.) 
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Uploading Documents 
 

Where to Go 
 

 

 

This is what the Everise Onboarding Portal looks like once you have gone back to the home screen.  

Click the Documents tab to start uploading.  IMPORTANT: If you see a duplicate upload, DO NOT 

delete.  If you delete the duplicate, it will delete all copies from the portal. 

 

Guidelines 
 

Fingerprint Questionnaire 

• Save the attached Fingerprint Questionnaire to your computer before answering or it will come 

back to us blank. 

• Complete the required information. Your name must be entered on the fingerprint 

questionnaire as it appears on your driver’s license or ID.  

• Save again after filling out. 

Driver’s License or State ID Card 

• Provide a clear, easy-to-read color photo or scanned copy—both front and back of the ID. 

(Make sure all 4 corners can be seen.) 

• It must be current, not expired, and with current name. 

• NOTE: Are you having a legal name change or about to? Let us know by sending an email as 

the name on your producer licenses must match your legal name before production. 
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Social Security Card  

• Provide a clear, easy-to-read photo or scanned copy (does not need to be in color)—front only. 

Georgia Citizenship Affidavit  

• If we need to apply for a non-resident GA license, you will receive a separate email with an 

additional required document and instructions. 

Valid proof of eligibility to work in the US — for non-US citizens only 

• Please provide a clear, easy-to-read color photo or scanned copy—both front and back of 

the document. The document must be current. (Make sure all 4 corners can be seen.) 

 

2. Review Checklist 

 

❑ I have uploaded a clear color picture of the front and back of driver’s license or state-issued ID. 

❑ I have uploaded a clear picture of the front of SS Card. 

❑ I have uploaded the completed fingerprint questionnaire and the name matches what is on my ID. 

❑ If not a US citizen: I have uploaded a clear color picture of the front and back of proof of eligibility to 

work in the US (e.g., work authorization, permanent resident card). 

 

 

 Frequently Asked Questions 

 

Can I upload multiple files? 

• You can upload more than one file at a time by pressing on CTRL and then click on the files you want to 

select. 

What to do with duplicate uploads? 

• If you see a duplicate upload, it’s okay! The Licensing Department will clean it up. If you delete the 

duplicate, it will delete all copies from the portal. 

What to do if I uploaded the items in the incorrect section? 

• If the items are not uploaded under the designated area, it’s okay! We will still get the documents. 

 


