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The Paperless Application Submission feature in PASS/EASi, provides producers with the ability to 

electronically transmit new business private passenger and commercial applications directly to the 

Plan.  Producers who submit applications using an electronic payment method (Credit/Debit Card or 

Producer Sweep), will have the option to submit the signed application and all supporting documents 

electronically, eliminating the need for mailing. 

Currently only applications meeting the following conditions can be submitted to the Plan using the 

paperless application submission process.   

❖ Private Passenger and all Commercial new business applications. 

❖ Application must be submitted using an electronic payment method, Producer Sweep or 

Credit/Debit Card, if available for the application type.  

❖ Premium Financed Applications. The application must be submitted using an electronic payment 

for the non-financed deposit premium and a premium finance company that is authorized to 

electronically transfer premium financed deposit to the NY Plan. This option is only applicable 

to private passenger applications. 

 

The following provides instructions on how to complete your application using the electronic payment 

options and transmitting the signed application and all supporting documents to the Plan using the 

Electronic Paperless Submission feature, scan and upload, or fax. 

 

Premium Financed Applications: 

To use the paperless application submission feature for applications that are premium financed, 

producers must: 

1. answer, “yes” to the question “will any portion of this policy be financed?”.  

2. select the authorized premium finance company from the “finance company name” menu.  

3. enter the “Quote ID” that was provided by the finance company. If the Quote ID is not entered, 

the following error message  will appear when the producer tries to submit the application. 

The Quote ID is to ensure that the application can be easily identified by the finance company 

when scanned and uploaded or faxed through the paperless application portal.  

4. also answer “yes” to the question “Is deposit financed?” 
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Non- Financed Applications: 

To use the paperless application submission feature for applications that are not premium financed, you 

must first answer “No” to the question “Will any portion of this policy be financed?”. The producer must 

then select an electronic form of payment (Credit/Debit Card or Producer Sweep) located in the 

“Payment Submitted” menu. 
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The following describes in detail, the steps to follow for: 

• Electronic Submission via Scan and Upload 

• Electronic Submission via Fax 

• Attaching subsequent documents electronically 

 

Electronic Submission via Scan and Upload – the most efficient delivery method 

In the following example, we have selected Scan and Upload with Credit Card as the electronic payment 

method.  

When you have entered all required application information, click on the Submit button and you will be 

transferred to the Official Payments website at which time you will be required to enter the credit card 

information.  
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After completing the credit card information, you will see the following screen. From this screen, click on 

the box to view/print the application and ID cards. You will also see the Upload Scanned Documents 

button located under “Transmission of documents”.  Follow these steps to complete the scanning and 

uploading of all required documents to the Plan. 

For Private Passenger applications, click on the Uploaded Scanned Documents box to locate the files 

you want to upload. 

Sample of the Private Passenger application screen: 

 

When you click on the Upload Scanned Documents box, the following window will open. 
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For Commercial applications, you must click on the Browse box to locate the files you want to upload. 

Sample of the Commercial application screen: 

 

When you have located the application, and supporting documents you want to upload, click Open and 

the document name will appear in the Local File Path window.  You may select up to 4 files to transmit 

in one upload.  Select Add another file and another local file path window and Browse button will 

appear. 
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You will see the file(s) you have selected as shown below.   

 

Once you select your file (s) and click upload, the following confirmation message will appear. 
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If any of the files in your transmission were not successful, an error message will display in the 

confirmation for that specific file, as shown below. 

 

Note:  File size is limited to 10MB and file types of GIF, JPEG, JPG, PDF and TIFF.  DO NOT TRANSMIT IN 

COLOR, as it will greatly increase the size of your file.  Your upload should contain the completely signed 

application, Credit Card Payment Authorization receipt and the Authorization for Photo Inspection, if 

applicable, and all other supporting documents required for the processing of the application.  

Viewing Documents 

Once you select Close, you will be re-directed to the Application Submission screen, where you can view 

your uploaded documents. 

Sample of the Private Passenger application “Electronically Delivered Documents” screen: 

Clicking on View will display the images. 
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 Sample of the Commercial application “Electronically Delivered Documents” screen: 

Clicking on the paper icon will display the images. 

 

Deleting Documents 

For private passenger applications, producers will be able to delete images if they have made a mistake 

with the documents they uploaded.  The images can also be “undeleted” if necessary. 

Sample of the Private Passenger application delete option screen: 

 

 

For commercial applications, producers will be able to delete images by clicking on the trash icon if they 

have made a mistake with the documents, they uploaded. 

Sample of the Commercial application delete option screen: 
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Electronic Submission via Fax 

As a secondary option to those who do not have a process for scanning documents, you will also have 

the option of faxing the application and all supporting documents to the Plan.  

 

When you have entered all the required application information, click on the Submit button and you will 
see the following screen. 
 
To get the fax cover page for private passenger applications, click on the box next to the “Print Fax Cover 
Page” under Transmission of documents, the cover page will then be populated with the fax number, 
and information from the application. 
 
Sample of the Private Passenger application fax option screen: 
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To get the fax cover page for commercial applications, click on the “Print Fax Cover Page” under 
Transmission of documents, the cover page will then be populated with the fax number, and 
information from the application. 
 
Sample of the Commercial application fax option screen: 

 

Once you have gathered all the documents to include in your transmission, fax the entire packet to the 

Plan using the fax number on the fax cover page. The fax cover page MUST  be included as page one of 

your transmission. The fax cover page will contain the following: 

• The fax number to fax the documents. 

• Applicant and Producer Names. 

• Date the fax was generated. 

• EASi/PASS reference number of the application. 

• A checklist showing all the required documents you should include in the fax transmission. 
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Sample of Private Passenger Fax Cover Page:  

 

Sample of Commercial Fax Cover Page: 

 

Once you select Close, you will be redirected to the Application Submission screen, where you can view 

your faxed documents. To view your faxed documents, the fax cover page MUST be included as page 

one of your transmission. 
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Attaching Subsequent Documents Electronically 

After you have completed your electronic submission, you may come to realize that you omitted 

something, or you may be requested by the NYAIP, to submit documents you may have forgotten to 

include in your original electronic submission.  Once the application has been submitted, you may access 

the application by going to Other Services on the PASS Home Page and clicking on Reprint 

Application/View Assignment Information. 

 

Search for the application in the Inquiry/Reprint Search Facility. 
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Once you have located your application, click on the Choose Action dropdown and select View Details.  

Once you select View Details, you will see the following screen based on the application type: 

Sample of private passenger application details screen: 
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Sample of commercial application details screen:  

 

If the application was submitted using the electronic payment method for the full deposit premium, you 

will see the Upload Scanned Documents and Print Fax Cover Page options.  You can submit any follow up 

documentation for the application using either one of these methods, and your submitted documents 

will be tagged with the application’s reference number for matching purposes.   


