
 
 
 

 
   

      
 

 
Policy Contacts in Slate: How to Add a Mortgagee 
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The policy Participants feature has been revamped to Contacts with a cleaner, more intuitive 
layout. The new design makes it easier to view, manage, and update contact information. 
 
A Contact is anyone associated with the policy, including Insured, Lender, Additional 
Insured, Agent, Sales Representative or Underwriter.  

 
 
Note: To remove a Mortgagee from a policy, upload a Loan Satisfaction letter under the Files 
tab for Underwriting to process. 
 
To add a Mortgagee, follow these steps:  

1. Once you have located the policy, expand the menu options on the left navigation bar 
and click Contacts. 
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2. On the Policy Contact screen, click Manage located on the top right of the Mortgagee 
grid to add a new Contact.   

 

 
 

3. Click the + icon   located on the top left of the mortgage grid. The Mortgagee contact 
most likely already exists in the system – to avoid having to type the address, click 
Search on the Add New Mortgage popup.   

 
 

4. To narrow down your search, enter in the Name of the Lender, as well as the State and 
City (in that order), and click the Search button.   

 
 

5. A list of existing Mortgagees with that information will populate. Select the appropriate 
lender on the list by clicking the blank space within the row—not the bank name 
hyperlink. Once clicked, their information display to the right under Selected Contact(s). 
Click Select.   
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6. To finish, type the Loan Number, and finally “Submit.”  

 
 

7. If you are adding a new lender to the policy whose information does not already exist in 
the system, click the arrow on the Add New Mortgagee popup, then Add New 
Contact. 

 
8. Complete the form to add a new Contact. All fields marked with an asterisk are 

required. When done, click Submit.  
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9. To finish adding the Contact, insert the Loan Number, select Submit and then Save.   

 
10. If there is more than one lender listed, you can change the “Position” to identify which 

lender is the primary mortgagee and update the “Status” if needed. The primary 
mortgagee will display number (1) to the right of their name under the mortgagee grid.  

 
   
 
If you are unable to process the change or need additional assistance, please create an Activity 
for Underwriting using the Underwriting Review Request – Mortgagee Change Request 
template. 
 
 


