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                            CM&F Group, Inc. 
              Partner Portal

- Broker / Producer
- Nurse Registry / Agency
- Practice Administrator

The portal is designed to give our Partners:
- Access to their Clients, Employees, or Independent Contractors Policy documents
- The option of online Renewal
- The ability to make policy changes or cancellations (functionality to be added at a 

later date)



Portal Registration



                            CM&F Group, Inc. 
              Partner Portal

All CM&F Partners should have received an email which asks them to click on a link, type in their 
username (provided via email), and set up a new password. 

If you did not receive this email OR if the email you received signed you up to the incorrect portal:

Please reach out to info@cmfgroup.com with your Brokerage/Agency/Registry/Practice name, the name 
of an Administrator Contact (chosen by you), and an email address. If you signed up for an incorrect 
portal you should let us know in this email. We will forward a new registration link within 24 hours.

The Administrator Contact will solely be used to set up additional portal access to other Producers or 
Employees associated with your Company. The actual Policyholders (Insureds) will get access to their 
own portals, so they should not be given access here.

We have the ability to offer a personalized Link that you can send to new applicants, so that they can 
apply for coverage on their own. You can email us and request the “Broker Referral Link.” As long as the 
applicant uses that Link to bind coverage they will be coded to your Brokerage/Agency/Registry/Practice.

mailto:info@cmfgroup.com


Navigating the Portal - 
Home and My Policies Screens



The Home Screen is an overview of the Portal where you can see Recent Policies or Active Applications.

You can click the My Policies button at the top to view ALL policies and My Applications to view ALL 
Applications.



You can view All Policies or toggle to see only Active Policies.

If the Renew button is active you can use it to renew that Insured's Policy. This button will be available 
95 days prior to the Policy Expiration Date. 

You can view Policy Details or send your client a Registration Email, so they can create their own 
Insured/Client Portal account.

You can sort by the most recent or furthest Effective Date by 
clicking on that Columns Header.



Use the Search bar to find a specific Insured quickly. Please Note: the search is currently case sensitive, so 
you will have to be careful when typing in the Insured name or policy number.

You can also Filter by Year at the top right.

Finally, you can move between pages (if you have multiple policies) by clicking the numbered columns or 
Next.

This is the My Policies screen



If you selected View Details for a Client on the previous page - you will be 
taken to this screen where you can submit an Email Request for that Client, 
such as a Policy Change, view issued Certificates of Insurance or Policy 
Documents, etc. 



Click the links to download 
any policy documentation



Navigating the Portal - 
My Applications Screen



Resume an in-progress 
application



Selecting the View Details button on the previous screen will bring you here. You can quickly review the 
Policy or Coverage Details for the open Application here.



Starting a New Application



Open the “Recommended 
Policies” tab to start an 
application for a new or an 
existing client



Use New Client and input all 
Client information.

If this is for an Individual 
applicant - you will put their 
name, contact information, 
and address here.

If this is for a Group 
applicant - you will fill this out 
using a point of Contact for 
that group with the groups 
mailing address.

Important Note:

If you do not want the 
client to receive email 
notifications or if you 
want to be the main 
contact for the client 
you will have to put 
YOUR email address 
here. All of the other 
information should be 
the clients.



If you are applying for an Individual:

Select their Profession to move 
forward.

If you are applying for a Group:

Select the Group Type to move 
forward.



You will now select the State that the Individual or Group is located in, select Individual or 
Group Insured, and then you will click Start Application.



Answer the questions 
presented on the form and 
proceed through the 
application



Scroll to see quote options 
(different Limits of Liability 
that we offer). If you do not 
see the Limits that you 
require you can email 
info@cmfgroup.com and we 
will check to see if they are 
available in your State.

View further details of the 
quote
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Apply for the quote with the 
Limits of Liability that you 
require.



Answer additional questions 
and select the correct Billing 
Contact. 

The Billing Contact will be 
the Card Holder. Input a new 
Billing Contact if they are not 
already listed in the Drop 
Down Menu.



Submit payment to issue the 
policy



Select the checkbox to send 
an email with registration 
instructions for your client to 
set up their own portal and 
view their policy documents.



Adding additional Users to your 
Portal



Click Manage Users to set 
up additional users in your 
portal



Click on “New Contact”



Select “Producer/CSR” and 
click Next



Enter relevant information 
(including email) and click 
Save



Click on the User’s Name



Click on “Enable Customer 
User”



Click “Save” and your user 
will receive an email with 
instructions on how to 
register



New Feature: Broker Referral Link



Access your Broker 
Referral Link from the 
Recommended Policies 
Page

Note: This link will only 
work for clients. Brokers 
that are logged into the 
portal will get an error 
message if they try to 
follow this link

Copy and Paste the link to 
send to your client



New Feature: Sign your client up for 
the portal to manage their own 

policies and resume applications



Select Client Sign-Up



Enter their email address 
and click Send Registration

Your client will be sent a 
link to sign up for the 
portal. They can resume 
any applications you have 
started for them from the 
“My Applications” Page



Clients with existing 
Policies can also sign up 
for the portal



If they have already 
registered - the button to 
sign them up will be grayed 
out



New Feature: Certificate Creation



Click the “Create COI” 
button from the Policy 
Detail page to generate a 
new Certificate of 
Insurance



Select “Certificate”



Choose the Certificate 
Holder and Additional 
Interest, if applicable



Choose the option to “Add 
a Certificate Holder from 
the drop down to add a 
different Certificate 
Holder’s information



The new certificate will 
show in the “Certificates of 
Insurance” tab on the left


