
Backing Out a Registered Transaction 

1. On your homepage, select the Policies tab and enter the policy number you are searching for. 

 

2. Select the transaction from the search results.  Click on the Edit icon. 

 

 

 



3. Click on the Edit button at the bottom of the screen. 

 

4. Make the correction and click the Save button at the bottom of the screen. 

 



5. When you save the correction, you will get the following message: 

 

Enter the reason you are backing out the transaction and click the Backout and Replace button. 

6. You will be returned to the policy details page to resubmit your corrected transaction.  If there 
are any alerts, you will need to clear them before proceeding.  Click on the Resume in Wizard 
button. 

 



7. Review the new revised summary at the top of the screen and if everything looks fine, click on 
the Submit to SLA button. 

 

8. If the filing is an old filing, you will need to complete the *Late Filing Explanation field which will 
enable the Submit button. 

 

9. If the submission is successful, the transaction will be at the top of the Submission List page. 


