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Accessing Account Information Online
You can access your organization's account information and request transactions conveniently through  
a secure website.

Property - Vehicle - Watercraft Schedules
• View up-to-date property, builders risk, vehicle and watercraft schedules.
• Submit changes.
• Receive an email confirmation.

Underwriting Documents
• Renewal billing, Section V of the Plan Document, Transaction changes and Vehicle Insurance ID cards.

Certificate of Insurance
• Request a Certificate of Insurance.

Claims
• Report a claim.
• Access claim data.
• View individual claim details.
• Submit questions on individual claims conveniently through email.
• Sort claims by occurrence date or claim type.
• View a claim summary report. View the total number of claims and incurred losses by coverage   
 and plan year for five years.

Three Ways to Register for Web Access
1. Online
 It’s easy to register for web access. Follow the step-by-step instructions provided on pages 3 through 5.

2. Over the Phone
 Call 1.800.807.0300 and follow the prompt. Choosing 2 for Web Registration. 

3. Email
 Email the following information to rmscustomerservice@cbservices.org to activate your online access:
  • Your name & title

• Organization name & address
• Telephone number
• Email address
• List of the Risk Pooling Trust location number(s) for which you are the administrator
• List of areas to access (i.e. claims, property, auto, etc.)

Please Note:  
Web access is only available to the administrator on record with Christian Brothers Risk Management 
Services (CBRMS). Upon request, the administrator may authorize CBRMS to add this functionality to other 
people within your organization.
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How to Register Online

Click New Users  
Signup Here link.

The Registration page 
will appear; click Register 

for Administrators.

When you’re ready to proceed 
to the Online Registration   
Form , click the Register   
Online Now button.

Log on to cbservices.org and click on LOGIN.



Complete the Online Registration Form

A form like this one will 
appear. Complete the form 
in its entirety.

Create a username and password. 
Select two security questions and 
answers to help you if you forget  
your password.
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Complete the Online Registration Form

Check all programs you would like 
to access. For RPT, enter your 
seven digit RPT location number. 
If you have more than one location 
number, separate multiple 
location numbers with a comma.

Choose Main or Secondary 
contact. Click the heading 
Contact Type for a definition.

 

When the information is complete, click the Submit button. The Trust will 
verify your registration and set up your account within 3 business days.

X
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Navigating the Menus

On the Welcome page,  
click Risk Pooling Trust in 

the blue banner.

Log on to cbservices.org and access your account using your username and password.

Enter your Username and   
Password, then click the   
Login button.

Welcome 
screen

Select an 
Account screen
Click an Account Number
to access the RPT 
Account Menu section.

0000000 Catholic High School 
1111111 Catholic University
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1. Vehicle Schedules: 
 You may request a vehicle  
 be added, transferred,   
       traded in, removed or changed.

2. Property Schedules:  
 Make changes such as  adding,  
 changing or removing property.

3. Certificates of Insurance:
       Request Certificates of   
 Insurance.
 
4. Builders Risk Schedules:
 Request Builders Risk.

5. Underwriting Documents:  
 Renewal billing, Section V of 
 the Plan Document, Transaction  
 changes and Vehicle Insurance ID  
 cards.

6. Claims: 
 Report a claim and view
 claim information.

NOTE: You will be referred back to this screen throughout this guide to access the following category options.
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Vehicle Schedules
From the RPT Account Menu (sample screen on page 7), locate and click on Vehicle Schedule.

Click on the All Vehicles link under Vehicle Schedule. You will obtain a list of your current vehicles 
as of the moment. You may sort the schedule by site number, unit number, year of the vehicle and VIN number.

By clicking on the vehicle 
description, you can view

details for that vehicle and 
Remove,Transfer, Trade-In or 

Change that vehicle.

To add a vehicle, click on the 
Add Vehicle button.

Click Export List link for 
vehicle listing in Excel format.

A screen like this will appear 
containing vehicle information.

Simply select the type of 
transation you would like to 
perform.

All Vehicles 
Covered screen

Vehicle Info 
screen
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Vehicle Schedules
Instead of manually filling out forms and faxing or mailing them to the Trust, you can perform a 
number of transactions online - adding, removing, changing, trading in or transferring vehicles. 

Updating vehicle information is easy. Simply select a vehicle from the schedule 
and select the type of transaction. Required fields are marked by an asterisk.*

RPT Account Menu screen Change Vehicle screen

Add Vehicle screen Trade-In Vehicle screen

Remove Vehicle screen Transfer Vehicle screen
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Instead of manually filling out forms and faxing or mailing them to the Trust, you can perform a number  
of transactions online - adding, removing or changing property.

From the RPT Account Menu (sample screen on page 7), locate and click on Property Schedule.

By clicking on the building 
name, you can view details for 
that property, and remove or 

change that property.

To add a property, click on the 
Add Property button.

Click on Export List link 
for propery listing in Excel 

format.

Property Schedules

Property 
Schedule screen

Property Info 
screen

A screen like this will 
appear containing 
property information. 

Simply select the type
of transaction you would
like to perform.

9999999 - Catholic High School

1 1234 Main Street Hometown IL
2 5678 Second Street Somewhere IN
3 9876 Rural Road Country Town OH

1 1 Catholic High School HS AV $3,000,000 $6,000 $100,000 $200
1 2  Brothers Residence RE AV $1,000,000 $2,000 $100,000 $200
1 3 Misc OO  $0 $0 $0 $0

1234 Main Street

Gym

Cook

1984

NA

0

0

Yes

0
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Property Schedules

To add a property: click on the 
Add Property button on the 
Propery Schedule screen. 
Complete form and click Submit. 
Required fields are marked by 
an asterisk.*

To remove a property: select Remove 
from the Property info screen. Complete 

the form and click Submit. Required 
fields  are marked by an asterisk.*

To change a property: select Change 
from the Property Info screen. 
Complete the form and click Submit. 
Required fields are marked by an 
asterisk.*

Add Property 
screen

Remove Property screen

Change Property 
screen

Brothers Residence

1234 Second Street

Hometown

WI
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Catholic Church

5678 First Street
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Catholic High School

9876 Education Road

Somewhere

MS
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1966

NA

9999 Graduation Blvd

Reading

PA

99999
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Builder’s Risk Schedule
It is important to let your account manager know when you are planning new construction, 

remodeling or renovating any of your buildings.

From the RPT Account Menu (sample screen on page 7), locate and click on Builder’s Risk Schedule.

Click the Current Projects 
link to access a project list. 
By clicking on the building 
name, you can view
details for that project.

To add a project: click on the 
Add Project button from the 

Current Projects list.

Complete form and click 
Submit. Required fields are 

marked by an asterisk.*

Current 
Projects 
screen

Add Project 
screen

Please provide a copy of the construction contract to your account manager when you 
 are planning new construction, remodeling or renovating any of your buildings.

1 1 Catholic High School HS AV $3,000,000 $6,000 $100,000 $200
1 2  Brothers Residence RE AV $1,000,000 $2,000 $100,000 $200

Catholic High School

1234 Saint Street

Somewhere

IL

00000



13

Certificate of Insurance 
Instead of manually filling out forms and faxing or mailing them to the Trust, you can now request a 

Certificate of Insurance online.

From the RPT Account Menu (sample screen on page 7), locate and click on Certificate of Insurance.

Click the Request Certificate of Insurance link and complete this form.

Location Information: 
Be sure to complete all required fields marked by an asterisk*.

Certificate Holder:
Identify who will receive the Certificate. Complete in its entirety.

Certificate of Insurance screen

9999999999I

Catholic High School

(000) 000-0000

(000) 000-0000

Jane Smith

9999999

9999999 - Catholic High 
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Certificate of Insurance

Evidence of  
Coverage: 
List the coverages needed  
and type of certificate  
holder.

Approval Info: 
Select the Effective  
Date by clicking on the  
calendar or enter the date  
(ex: MM/DD/YYYY)  
and click Submit.

Additional 
Comments: 
Enter additional comments 
in this section.

Certificate Info: 
If Agreement Type is “Written”,  
attach a copy of the entire 
contract agreement, prior to 
signing it.
 
If selecting yes, “Is this  
Certificate for an event”,  
provide the details of the 
event. If no, provide the details  
of the request for evidence  
of coverage.

Jane Smith
 
01/01/2019

0000-000000
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Watercraft Schedules
Instead of manually filling out forms and faxing or mailing them to the Trust, you can now  

request a number of transactions online - adding, editing or removing watercraft.

From the RPT Account Menu (sample screen on page 7), locate and click on Watercraft Schedule.

RPT Account Menu screen

By clicking on the watercraft description, you can view details for that 
watercraft and Remove, Transfer, Trade-In or Change that watercraft.

To add a watercraft, click on the Add Watercraft button.

Click Export List link for watercraft listing in Excel format.
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All Watercrafts Covered screen

1 2 2005 Fancy Boat 000000000 Beautiful Lake $1,000
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Underwriting Documents
To view Underwriting Documents return to the main RPT Account Menu screen (displayed below).

A list of underwriting documents will appear. These include electronic  copies of Renewal documents,  
Section V - Plan Document coverages, changes to your Property, Vehichle or Watercraft schedules and Auto ID cards. 

The list is sorted by transaction date.

Click the plan year you wish to view.

To view a document, click in the checkbox to the left of the Recipient 
column and then click “View” at the bottom of the page.

If you are an Agent, select Agent from the Recipient drop down menu.

NOTE: If Adobe Acrobat is not installed on your computer, please download a free copy of the program by visiting www.adobe.com. 
Once installed, Adobe Acrobat Reader will display an exact replica of the Underwriting Document in a PDF format. You may scroll 
through the document or print all or sections of the document. Remember, the Account Info Section of the Plan Administrator website is 
your online filing cabinet. While we will continue to send you hard copies if requested, we hope this feature will reduce the amount of 
paperwork necessary to administer your participation in the Risk Pooling Trust.

2017-2018
2016-2017
2015-2016

2018
2017
2016

9999999 - Catholic High School

Underwriting Documents screen

Media Management screen
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Underwriting Documents

This will return you to the Media Management screen. Select another document 
from the list or to exit this screen and return to the Underwriting Documents 
screen, click on the ‘X’ in the upper right corner of your browser window and 
again, click on the Close current tab, or click on the ‘X’ on the last tab. Exit screen

To close the PDF document, click on the red ‘X’ in the 
upper right corner of your browser window and click 
on Close current tab, or click on ‘X’ on the last tab. 

Exit screen

RPT 9999999

CATHOLIC HIGH SCHOOL



Auto Insurance ID Cards
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You are able to retrieve online Auto Insurance ID Cards by clicking the Underwriting Documents link.

From the RPT Account Menu (sample screen on page 7), locate and click on Underwriting Documents.

Select the date the Endorsement Change - Auto Change Coverage transaction was processed. 
Print the card and keep it with your vehicle at all times.

To view an Auto ID Card, click in the check box to the left of the 
Recipient, click on the drop down box to the right of Member and 
select ID CARD OTHER, then click ‘View’ at the bottom of the page.

Click the plan year you wish to view.

2017-2018
2016-2017
2015-2016

2018
2017
2016

9999999 - Catholic High School

Underwriting Documents screen



Auto Insurance ID Cards
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999999912345

Catholic High School   9999999

12345678912345678 2015 Chevy Impala

 CBS 12345
To exit this screen, and 
return to the Media 
Management screen, 
click on the red ‘X’  
located in the upper 
right corner.

Auto ID Card  
in PDF format

To access a list of Renewal ID Cards, select the previous plan year.

Auto Insurance ID Cards are available for all states EXCEPT New York that were processed  
through endorsements. For these New York ID cards, call CBS 800.807.0300, press ‘3.’

Locate Renewal ID Cards and click the checkbox to the left of the Recipient 
for ID Card OTHER than click “View” at the bottom of the page.

2017-2018
2016-2017
2015-2016

2018
2017
2016

9999999 - Catholic High School

Underwriting Documents screen

00000
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Claim History and Summary
 

Click on the All Claims link to view your complete list of claims.

From the RPT Account Menu (sample screen on page 7), locate and click on Claims.

All Claims screen

You may sort claims by clicking on the blue column header.

Select a claim number to view specific details.

Click links to view sites info.



Claim Summary Report
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You can view the total of your loss experience or a summary of all claims by line of coverage and plan year.

From the RPT Account Menu (sample screen on page 7), click on Claims and then Claim Summary Report.

Catholic High School  99999999

NOTE: All claim information is confidential and protected against unauthorized access for hacking from 
outsiders. This may result in a slight delay of up to 10 seconds for the information to be retrieved.
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Report a Claim
From the RPT Account Menu  (sample screen on page 7), you are able to report a claim.  

Locate and click on Claims and then click on Report a Claim.

Select type of claim to 
report from the drop down 
box. Select the date the 
accident or event occurred 
and then click the Create 
Claim button.

Report a Claim screen

Catholic High School   9999999

Catholic High School   9999999
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Report a Claim
A vehicle schedule will appear for auto claims; a property schedule will appear for a general liability 

or property claim. Site address will appear for workers’ compensation claims.
Choose the applicable vehicle or site.

Automobile 
Claim Report 
screen

Property Claim 
Report screen

General 
Liability Claim 
Report screen

Catholic High School P. O. Box 1234 Anytown

Workers’
Compensation
Claim Report 
screen

Click here for a blank form.

9999999 - Catholic High School

Click here for a blank form.

To fill out a blank Automobile Claim form, click here. Click here for a blank form.
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