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Logging on to Admin eSuite 
The instructions on the following pages show how to log onto the Admin eSuite website. 

 
 
 
First Time User 
You must be set up as a user by an Admin eSuite Administrator to register on to the site.  After 
you have been set up, you will need to go to the following website, www.insurad.com. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If this is your first time on this site, click on the Sign up here! link. 

The screen on the following page will appear. 

http://www.insurad.com/
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Enter your User ID (this will be your e-mail address at your financial institution). Enter in the 
financial institution’s Account ID number.  Create a password that contains a minimum of 6 
characters and enter it in the Create Password and Confirm Password fields.  Select a question 
from the drop down box that you will be asked to confirm your identity should you forget your 
password.  Your choices are as follows: 

 
Pet’s Name? 
Favorite Food? 
Favorite Restaurant? 
Favorite Sport? 
Place of Birth? 

 
Once you have selected a question, type the answer in the Your Answer field.  NOTE: All 
fields on this screen are case sensitive. 

 
Click on the Register button and you will be logged onto the Admin eSuite site. 
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Click on the task that you want to perform and a corresponding screen will appear as you 
complete each step. 
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Set Up on the System – Not Registered 
If you have ever requested access to Admin eSuite site but have not registered, you will need to 
do so at this time.  Please select the Sign up here! link to register, and follow the steps 
mentioned under the First Time User section (above).  For security purposes, please select a 
question and provide an answer so that we can verify your identity should you ever forget your 
password. 

 
Once you are registered you will be logged into the Admin eSuite website. 

 
 
The next time you wish to access Admin eSuite please open up your Internet Browser and type  
www.insurad.com in the URL line and the screen below will display. 

 
Enter your e-mail address for your financial institution and your password (the password you 
created when you registered as a first time user).  Click on the Login button. 

http://www.insurad.com/
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The screen below will appear.  Click on the task that you want to perform and a corresponding 
screen will appear as you complete each step. 
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Forgot Your Password – Know Answer to Security Question 
 
To log on to the Admin eSuite (www.insurad.com) website you must have already been set up on 
the system and have already registered as a first time user, per instructions on the preceding 
pages.  If you are already on the system and registered but have forgotten your password, click 
on the Forgot Your Password? link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The screen below will appear. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Type in your User ID (this will be your e-mail address at your financial institution) and click 
Continue. 

 
All fields on this screen are case sensitive. 

http://www.insurad.com/
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If you have not previously registered as a first time user, you will see the following error 
message at this point. 
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If you have already registered as a first time user, the screen below will appear. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Type in the answer to the question you chose to be asked if you forgot your password in the 
Your Answer field.  Click Reset Password. 

All fields on this screen are case sensitive. 

The screen on the following page will appear. 
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You will be asked to create a new password.  Enter a password that is at least 6 characters in 
length in the New Password and Confirm Password fields.  Click Change Password. 

 
 
The screen below will appear.  Click on the task that you want to perform and a corresponding 
screen will appear as you complete each step. 
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Forgot Your Password – Forgot Answer to Security Question 
 
To log onto the www.insurad.com website you must be set up on the system and registered.  If 
you are already on the system and registered but you have forgotten your password, click on the 
Forgot Your Password? link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The screen on the following page will appear. 

http://www.insurad.com/
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Type in your User ID (this will be your e-mail address at your financial institution) and click 
Continue. 

 
All fields on this screen are case sensitive. 

 
The screen on the following page will appear. 
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If you can’t remember the answer to your security question, enter your Phone Number to have a 
temporary password sent to you via e-mail. Click E-Mail Temporary Password. 

 
An e-mail will be sent to the e-mail address associated with your User ID.  The e-mail will 
contain a temporary password.  The screen on the following page will appear. 

 
Note:  In the event that your e-mail address is invalid and the e-mail is undeliverable, the Admin 
eSuite technical support team will contact you via the phone number your provided to complete 
your request. 
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The screen on the following page will appear and once you. On the screen below enter your 
User ID (email address) and temporary password.  Once logged onto Admin eSuite you will need 
to change your password. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Change Password 

To change your password once logged into Admin eSuite, click on the Change Password link in 
the upper right hand corner of the home page. 
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You will be asked to create a new password.  Enter a password that is at least 6 characters in 
length in the New Password and Confirm Password fields.  Click the Change Password 
button. 
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The screen below will appear.  Click on the task that you want to perform and a corresponding 
screen will appear as you complete each step. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Contact Us 

 
All users regardless if they are successfully logged onto Admin eSuite or not, can access the 
Contact Us link.  If the user is experiencing problems getting logged onto Admin eSuite and the 
other instructions above have failed, please click on the Contact Us link in the lower left hand 
corner of the screen shown below. 
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Once you click on the Contact Us link, the following screen will display. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please click on the USA or Canada radio button, depending on where your account is located. 

Type in your Financial Institution name and Account Number in the next two fields. 

Type in your User ID (which is the email addressed used to set up your access to Admin eSuite). 
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If you wish to have a return call you can select the Phone radio button and your phone number 
must be keyed in. 

 
If you wish us to contact you via email then you can select the email radio button. 

 
NOTE:  If the email address that you want us to us for email correspondence is different than the 
one shown in the User ID field you can over key the information in the Email address field and 
provide us with a different email address to use. 

 
Under the section “What area is your Question about?” the only option for users who have not 
yet signed onto Admin eSuite is Access Needed. 

 
You can also add comments in the Comments box. NOTE: The comments box will hold up to a 
maximum of 500 characters. 

 
Once all the fields have been completed on this screen, please click on the Submit button. Based 
on all the information entered your inquiry will be submitted to the appropriate internal email 
address for handling. 

 
A confirmation message will display under the Submit button showing which email address the 
inquiry was sent to. This confirmation message will also contain a date and time stamp of when 
the inquiry was sent. 

 
In the lower portion of the Contact Us screen the following information will display.  If you wish 
to call directly about your inquiry you can select the appropriate US and Canadian 800# as 
shown below.  Also note, there is a call tree for each location that will display once you click on 
Click Here. 
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The United States call tree will display as follows: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Canada call tree will display as follows: 
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