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Tenant User Instructions 
 
If you are a New User, click the ‘Register’ button.  If you are already registered, enter your e-mail address and 
password and click the ‘I Agree/Log In’ button.  The “Terms of Use:” link will open a page in a new window so 
you may review the terms of use for the Tenant User website.  If you’ve forgotten your password, enter your e-
mail address then click the ‘Forgot My Password’ button.   Your e-mail address will be validated against the user 
database and your password e-mail to you immediately.  Note that if you enter the e-mail address of another 
registered user, any e-mailed information will be sent to them. 
 

 
 

To register, complete the ‘Create an Account’ screen. The right side of the “Bill To” (If Different) section is for 
your billing information. Use the address where your Credit Card Company sends YOUR monthly statement. 
Click the ‘Confirm Registration’ button to save your entries when you’ve completed the registration form. 
 

 
 
Enter your e-mail address in the e-mail address field, enter it a second time in the confirm e-mail address field.   
The system will check your e-mail address to confirm you’re not already registered in the system.   
 
Enter a password in the password field, it must be at least five characters, this can be letters, numbers or a 
combination.  Enter the same password in the confirm password field. 
 
Enter the Institution Code you’ve obtained from the Institution Risk/Business Manager. This is an 8-digit code. 
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Continue filling in the Tenant User and Credit Card Billing Information sections.  Fill in the ‘Tenant User 
Information’ first.  Note the ‘Credit Card Billing Information’ is what your credit card company uses to bill you,  
You may leave the information blank if it is the same as your Tenant User Information and the system will fill the 
information in automatically for you. 
 

 
 

Once you’ve filled in all the information, click the ‘Confirm Registration’ button to continue to the next screen. 
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Review your registration information, if there’s something you need to correct, click the ‘Fix Registration’ to 
return to the previous screen to make changes.  If you’re satisfied with your registration, click the ‘Finalize 
Registration’ button to complete your registration.   
 

 
 

The screen above will notify you that your registration is complete.  You should receive an e-mail with your 
registration information (not your password).  A copy is forwarded to Bene-Marc for future reference in the event 
you later need help.  To purchase insurance click the ‘Return to the Home Page and Login’ button. 
 

 
 

Your e-mail address and password are passed from registration to the login screen.  Click the ‘Buy Insurance’ 
button to login to the system. 
 

 



Tenant User Instructions (11/07) – Page 5 of 24  

The first step toward your insurance purchase is to enter the “Institution Code” of the institution you’re 
requesting for Tenant User insurance.  If you entered an “Institution Code” during the registration process, the 
code will appear in the box.  If you need to change the code for another institution, enter the new 8 digit code and 
click the ‘Verify’ button.  The system will validate the code and the name of the institution will appear after the 
code.  Click the ‘Continue’ button for the next page. 
 

 

 
 

You now have the opportunity to review your ‘Tenant User Information’ and ‘Credit Card Billing Information’ data.   
You may change the information for your current order. 
 

 
 



Tenant User Instructions (11/07) – Page 6 of 24  

When the information is reviewed and edited if necessary, click the ‘Continue’ button for the next page. 
 
On the next page, you’ll select the “Event Type” you are purchasing insurance for.  At the top of the page, you 
will see that your order number has been created.  All pages from this point on will display your e-mail address 
and your current order number.   
 

 

 
 

The “Event Type:” box is a drop down.  Select your event type and it should appear in the “Event Type:” box.  
Some of the event types: 
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After the event type is selected, enter the maximum number of attendees on a given day.  If the event will run for 
multiple days, this is the highest number on the best attended day. 
 

 
 

 
Enter the number of “Event Days:” This must include set up and tear down days for the event.  A one day event 
could require one day for the event but also require one day for set up and another day for tear down.  This 
would mean the event days would be three (3).  In the example shown, there is only one event day, no set up or 
tear down is required: 
 

 
 

 
Select the date(s) for your event.  The date boxes are drop downs to select year, month and day.  The beginning 
and ending date defaults to the date following the transaction date.  Coverage cannot be purchased for the 
current or a previous date.  For a one day event, both the beginning and ending dates should be the same. 
 

 
 

Dates may be consecutive or non-consecutive.  The example shows a two day event on consecutive days.  If the 
event dates are consecutive, select ‘Yes’ and click the ‘Continue’ button. 
 
 

 
 

Dates may be consecutive or non-consecutive.  The example shows a two day event on non-consecutive days.  
The “Beginning Date:” should be the date of the first event and “Ending Date:” should be the date of the last 
event.  If the event dates are non-consecutive, select ‘No’ and click the ‘Continue’ button. 
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If you entered that your dates were non-consecutive, you’ll be taken to the “Non-Sequential Date Entry” screen.  
Your event type, attendees, event days, beginning and ending date are displayed for your review.  If you reached 
this screen by mistake or there’s an error in your entry, you can click the ‘Correct Above’ button and return to the 
previous screen. 
 
Note that you can ‘Correct Above’ or ‘Add Dates’ but there isn’t a ‘Continue’ button.  You return to the previous 
screen for corrections or add dates before continuing to the next screen. 
 

 
 
Once the a number dates equal to the number of event days has been added, you can no longer enter dates, but 
can click the ‘Continue’ button to proceed to the next screen.  
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After clicking the ‘Continue’ button, you are presented with a summary of your charges to this point in the 
process.  There are other options on subsequent pages that may add to the cost of your event coverage. 
 
Note that in some cases, there isn’t standard coverage for an event.  In this case, the event charges will be TBD.  
Please continue with the process though your order will be flagged for review.  Bene-Marc will determine if 
coverage can be obtained through another Insurance Carrier and contact you for approval and final processing. 

 
 

The “Aggregates” list limits of liability.  Click the ‘Continue’ button after reviewing this page. 
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The ‘Event Information, Institution Contact:’ page: 
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On this page, enter the name for your event, a description, the campus and location.  The ‘Will the event be held:’ 
box is a drop down with the options of Indoors, Outdoors or Both.  Enter your Institution contact and e-mail 
address to contact that person. 
 
Click the ‘Continue’ button after answering the questions on this page. 

 
The next information is required to determine the history and Risk for your event: 
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Has this event been held in the past?  If it’s a repeat event, you must enter the number of times it’s been held in 
the past.   
 

 
 

The following question must be answered “Yes” or “No”.  If you answer “Yes”, your order will automatically be 
flagged for review. 

 

 
 
 

The following is a “Yes” or “No” question.  If you answer yes, you must provide a brief description of previous 
incidents or losses.  If you answer “Yes”, your order will automatically be flagged for review. 
 

 
 
The following is a “Yes” or “No” question.  If you answer “Yes”, your order will automatically be flagged for 
review. 

 
 

 
 
The expected “Gross Revenue” from your event is for information only.  It will not affect the cost or conditions of 
your coverage. 
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The following is a “Yes” or “No” question.  If you answer “Yes”, your order will automatically be flagged for 
review. 
 

 

 
 

The following is a “Yes” or “No” question.  If you answer “Yes”, your order will automatically be flagged for 
review. 
 

 
 

Click the ‘Continue’ button after answering the questions on this page. 
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Click the ‘Continue’ button after answering the questions on this page. 
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Click the ‘Continue’ button after answering the questions on this page. 
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If you have “Additional Insured Information” enter information and click “Continue” 

 
 
 

 
                                                                      

Click the “Select” button to select coverage to processed to next question 
 

   
 
 
 
 
 



Tenant User Instructions (11/07) – Page 19 of 24  

 
Click the “Select” button to select coverage to processed to next question 
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Click the “Select” button to select coverage to processed to “Order Summary” 
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The “Order Summary” will give you information on the order and total premium. 
“Print This Page” if you choose and click “Continue” to move to the “Order Agreement” 
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Click “I Accept” if you agree to the “Order Agreement” 
 

 
 

A tenant user will click “Bill My Credit Card”  
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Tenant User Instructions (11/07) – Page 24 of 24  

 

 
Enter credit card information and check tenant user information. Enter “Security Code” in place provided and 

click “Submit” to complete order 

 
 

You will receive a receipt for your order once transaction has been completed. 
 


