
 
Submission Process Instructions 

(The Appulate System) 

 

These instructions are for agents already registered with Appulate.  If you are not registered, click here for registration 
instructions. Appulate -Agent Setup Instructions-StateFund First.docx (link to registration document)  

To view instructions on how to key in submission information directly into the Appulate system, follow the 
instructions below.  

For the best experience, please use Google Chrome as the program was designed here, you will get other errors when 
you access this from a different web browser (Edge, Safari, Firefox, etc.).  

1. Go to https://sff.appulate.com/signin and sign in using your Appulate Login and password.  The StateFund First 
logo in blue/white should always show in the top left corner. 

 
  

https://sff.appulate.com/signin


2. Click on the “Create New Insured” Button either from ACORD or the one in Blue for manual entry 

 
 
 

3. Enter the basic client information and click on “Create Insured” 

 
  



4. Select “Request New Quote” from the top left corner.  

 
 

5. Enter the insurance line, product, and expiring details, then click on “Create Request”.  Tab to move between 
fields.   

 
 



 
6. From the State Fund of California line, choose Start quote from the Right to begin entering the general 

application information.  

 

7. You will enter the information per section and as you move down the page, it will also move horizontally to fill 
out the sections shown in the red box. Upon completion, you will be able to select “Request Quote “after all 
required items are done. (Anything with a red asterisk is required and it will show with a Red Number for each 
titled section at the top). 
 

 
 

8. To add a new location, or contact, you will choose + New Record to enter. All information auto-saves and will 
update after you Tab out of that field. 



 
 

9. Loss Experience – must be entered and include gaps in coverage. The dates must be synced to submit. To satisfy 
the loss history there shouldn’t be any gaps in time. Meaning that the dates must follow one another.  
 
Ex: 2 Year Loss History 
6/1/2024-6/1/2025 
6/1/2025-1/1/2026 cnx 
  
*You want to add a line that shows 1/1/2026 to the CURRENT date you want or further out. When it asks if 
the client had coverage for that timeframe, say no – then in the EXPLAIN portion – note that they’ve had a 
lapse in coverage since 1/1.* 
 

 
 

10. Option to upload Loss Runs will show for each year. 



 

11. Once all items are entered and documents are uploaded, you can Request Quote and it will show that the 
Submission has been initiated in GREEN. 
 

 
 
  



12. The three lines will also allow you to go to different sections manually. You may also access the documents 
section from this area to add all documents for uploading. (Loss Runs, Exmod Worksheet’s, Notices o 
Cancellation, etc.)  

 
 

13. Loss Runs – enter the carrier’s name and upload the document by year. 

 
 

14. Documents – enter additional items here. 

 
 

15. That’s it! Your submission has been sent to StateFund First.  You will receive notification when your quote from 
The State Fund is available for downloading.   

 

To Submit from a completed ACORD  

1. Select the “Create New Insured from ACORD: option. It will pull up your file history to select your pdf 
document from. (This must be a fillable PDF and cannot be handwritten.) 
 



2. It will take the data from your ACORD and create the file for you. You will still have to enter any additional items 
not included in the ACORD to complete the submission to Request Quote as mentioned above. 
 

3. If the State Fund of California market is not shown, click on ‘Find Markets” and select it from there to add. If you 
want a quote from other markets, you can make that selection as well and providethe details rquoted (per 
market, questions may duplicate.)

 
 

4. Click Start Quote and proceed with the missing responses. 
 

5. Once everything has been entered and uploaded you can Request Quote to finish. 
 
 
 
 

 
 
 
 
 
 


