
Step by Step Instructions for Issuing Emergency Permits 
1) Login to your Online Services Account (enter User ID/Password and select Login) 

 

  
 
Example 
 

  
 
 
 
 
 
 

  



 
 
 

2)  Select the option “Emergency Adjuster & Disaster Insurance Adjuster Reentry Permit”  
 

  
 
 

3) Complete the Attestation form and select either Adjusters or Appraisers, as needed – then click “Ok” 
 

 
 
 
 



Example 
 

  
 
 

4) You can either add each adjuster/appraiser individually or you can obtain a template and import numerous 
adjusters/appraisers from an Excel spreadsheet.  Your company’s name, SC Code and NAIC # will be displayed.   
 
Note – If more than one emergency is declared and “active” at a given time, you will have to select the 
emergency event for which a permit is desired. 
 

   
Copy of template Import spreadsheet Individual Entry 



 Option to Add Adjuster(s) Individually:  Complete all “R” required fields; “O” represents other optional fields 
and select “Ok” 

 

  
 
Example 
 

  
 
 
 
 
 
 
 



 Select either Print and Email Permits or just Email Permits.   
 

 
 

 

  



Example of permit and email notification:  

 

 

 

The name of the declared 
emergency will appear 
here on the permits. 

If more than one emergency is 
declared and “active” then you 
will select the emergency 
desired. 



 

 

 

 

  



 Option to import groups of adjusters from spreadsheet (SC_Emergency_Template.XLSX): 
 

 
 

 Starting with row #2, enter at least the name (required field) and save file 
 
 

 
 

 Select file from saved location 
 

 

 
 
 
 
 
 



 Select either Print and Email Permits or just Email Permits.   

 

 



 
 


