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1. Getting started  
1.1 Accessing the website  

Step Action 

1 Open the internet browser on your computer. 

2 Type http://www.projectcapmarketing.com in your URL web address line, and press 
Enter. 
 
Result: The Project CAP website (https://iw.trustedchoice.com) home page is 
displayed on screen.  
 

    
 
Tip: Add this to your Favorites, so you can easily access the Project CAP website. 
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1.2 Product Registration – Advantage Subscription  

Step Action 

1 Click the “Subscribe Now” button on any of the following pages on the IW site: 

 Home page 

 Solutions page 
 

 
      
  Result: The login screen is displayed. 
 

    
 
 

2 Enter your IIABA username and password.  If your agency has multiple branches, 
you may have more than one username/password.  Contact the IIABA if you have 
questions about how to log in. 
 
Result: The billing page displays 
 
Note:  If your agency already has an Advantage subscription, you will see a message 
confirming that, and then can continue to your agency dashboard.  
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1.3 Subscription Billing  

Once you have logged into the Project CAP website, the billing page is displayed.  

 

Step Action 

1 Enter agency name, email address, card holder first name and last name, credit card 
number, month, year of expiration, CVV code.  Check the Terms and Conditions 
checkbox. 
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2 To read the Terms and Conditions just simply click the “Terms and Conditions” link. 
 
Result: Terms and Conditions popup window displays 
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Tips: To close the popup window, just simply click the close icon on the right side of 
the popup window.  

3 Click the “Subscribe Now” button  

       
 
Result: Congratulations page displays  

 
      
Tip: If if the transaction fails due to invalid credit card information, you can re-enter 
your card information on the billing form.   
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4 If your Agency prefers to subscribe for the Advantage program by ACH or echeck, 
then click on the link under “Subscribe Now” button on “Solutions” page. 

 
 

5 Enter agent first name, agent last name, agency name, agency street address, 
agency city, agency state, agency zip, agency phone number (optional), agency 
email address, select payment options.  Check the Terms and Conditions checkbox 
and drag the slider to unlock the form. 
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Once the “Submit” button is clicked, based on the payment options selected, an 
email will be sent contacting your agency to complete the Subscription process. 

1.4 Agency Dashboard  

 

Step Action 

1 Click the “Continue” button on the Thank you page 
 

 
 
Result: The Agency dashboard page is displayed 

 
On the Agency dashboard user is able to view the following: 

 A list of your agency’s current programs.  

 Your agency’s Trustedchoice.com profile status: Incomplete, Complete, or 
Published.  New subscriber agencies’ profiles are “Incomplete”.  

 Your agency’s Payment Profile status 
   
Note: Agency location now has access to “My Agency” tab  

2 Click “Complete your Profile Now” link on Agency Dashboard  

 
 
Result: The agency profile page is displayed 
 
Tip: You can also navigate to your agency profile by clicking “Agency Profile” tab 
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1.5 Agency Profile  

Agency profile consists of three tabs Basic Profile, Mandatory Elements and Optional 

Elements tabs. Users are only required to complete the Basic and Mandatory tabs to 

publish their agency profile. Completing the Optional Elements page is providing 

supplemental information to enhance agency location profile on www.trustedchoice.com. 

Step Action 

1 Click the “Edit” button to update enter agency information 
     

    
 
Result: Agency Profile is displayed in Edit mode. 
 
Basic Profile  
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 On https://www.trustedchoice.com, 
Agency Name is displayed in agency search results.  

 
 
Agency Name is also displayed on agency profile available from the “View Profile” 
link. 
 

 
 
Agency Email is the email address to which leads are sent. 
 
Agency Public Phone Number and Agency Email are displayed to a prospect on 
your agency profile after the prospect has clicked on the CONTACT AGENCY / 
CONTACT AGENT button. 

 
 
On http://www.projectcapmarketing.com, under “My Agency” -> “Agency 
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Profile” section, click on “Mandatory Elements” tab 
 
Result : The Mandatory tab is displayed 

  
 
Click on “Optional Elements” tab 
 
Result: The Optional Elements tab is displayed 

         
 

1.6 Buttons  
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Button Description 

1 Click “Save” button after entering agency information  

  
 
Result: Agency information entered is saved.  Page is refreshed and user is 
redirected to Agency Dashboard. 
Note: CAP will send all prospect notifications generated on 
www.trustedchoice.com to the email address that was provided on basic profile 
tab. 

2 Click “Discard” button after entering information. 

 
 
Result: Agency information entered is not saved.  Page is refreshed and user is 
redirected to Agency Dashboard. 

3 Click “Publish“ button after completing Basic and Mandatory page 

 
 
Result: Agency information entered is saved and Published and is available on the 
https://www.trustedchoice.com/. Page is refreshed and user is redirected to 
Agency Dashboard. 
 
Note: All Fields on Mandatory and Basic profile tabs are required to Publish 
profile 

 

                  

 

                  1.7 Completing Agency Profile 

Field Description 

Positioning 
Statement  

Enter Positioning statement.  Maximum length is 1500 characters.  The 
field will show you how many characters remain as you type.  
 

       
Tip: You may copy and paste content into the field.   
 
On www.trustedchoice.com 
The “Positioning Statement” is displayed in agency search listing in Find 
an Agent seach results.  
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It is also displayed on agency profile available from the “View Profile” link. 
 
Note: The image displayed on “About Us” is not customizable.  
 
 

 
 

Primary Image Click “Choose File”button to select your company logo on your computer. 
 

     
 
Result: File menu on your local computer is displayed. 
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Select desired image (logo) file on your computer and select “Open” 
button. 
 
Click “Upload” button to upload selected image 
 
Result: Selected image (logo) is uploaded and displayed on your agency 
profile. 

      
Note: The “Clear Image” button will be displayed upon an image (logo) is 
uploaded.  

        
Click “Clear Image” button to remove uploaded image  
 
On www.trustedchoice.com 
“Primary Image”  is displayed in agency search results. 
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“Primary Image” is also displayed on agency profile available from the 
“View Profile” link. 
 

 
 

Physical 
Address 
Information 

Enter Agency Physical address location: 
Address Line 1  
Address Line 2, City, State, Zip  

 
 
Note: “State” field is a drop down and user can select appropriate “State” 
on the menu list. 
 
On www.trustedchoice.com 
“Physical Mailing Address” is displayed in agency search results. 
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“Physical Mailing Address” is also displayed on agency profile available 
from the “View Profile” link. 

 
 

Mailing 
Address 
Information 

Enter agency “Mailing address” if different from “Physical address” 
 

 
 
Note:  If Mailing address is the same as same as agency Physical Address 
then user should check the “Same as physical address” checkbox. 

Agency 
Management 
Information 

Click the dropdown arrow to select appropriate “Agency Management 
System” for agency location. 
 

 
Rating Vendor Click the dropdown arrow to select appropriate “Rating Vendor” for 
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agency location. 
 

 
Agency 
Contact Email 

Enter agency “Agency Contact email” address 
 

 
Note: This email address, rather than the “Agency Email” on the first tab, 
is used for Project CAP communications with your agency. 

Office Hours Select business start and close from drop down menu  
 

 
 
Uncheck “Closed” checkbox for days agency location is open for business 
and leave “Closed” checkbox checkd for days business is closed. 
 

  
 
Tip: To apply a selected start and close time for Monday to the rest of the 
week, just click “Apply to All”button after setting the start and close time. 

  
 
On www.trustedchoice.com 
“Office Hours” is displayed in agency search results. 
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“Office Hours” is also displayed on agency profile available from the 
“View Profile” link. 

 
 

Year Founded Click the dropdown arrow to select “Year Founded” 
 

 
 
On www.trustedchoice.com 
“Year Founded” is displayed on agency profile available from the “View 
Profile” link. 
 

 
 

Companies 
Represented  

To Add “Company(s) Represented” select company from menu option. 
 

 
 
Click “Add to My Listing” button  
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Result: Selected company (s) is displayed in the “These Will Appear In 
Your listing” column.  

 
 
To Remove Selected company (s) Select company you wish to remove and 
click the “Remove From Listing” button  

 
 
Result: Selected company(s) will be removed from “These Will Appear In 
Your listing”  
 

 
 
Tip: To move multiple companies between columns just simply click on 
company you wish to move once to highlight your selection on the menu 
list, (click twice to unselect a company) then click “Add to My Listing” 
button to add or “Remove From My Listing” button to remove companies 
from listing menu. 
 
On www.trustedchoice.com 
“Companies Represented” are displayed on agency profile available from 
the “View Profile” link. 
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Badges The Badge field represents the services your agency offers. Follow steps 
as used for “Companies Represented” 
 
On www.trustedchoice.com 
Agency Services (Badges) are displayed in agency search results. 

 
 
Agency Services (Badges) are also displayed on agency profile available 
from the “View Profile” link. 
 

 
 

https://projectcapmarketing.com/


https://projectcapmarketing.com  
User Manual  Page 21 
 

Types of 
Insurance 

Follow steps as used for “Companies Represented” 
 
On www.trustedchoice.com 
“Types of Insurance” are displayed in agency search results. 
 

 
“Types of Insurance” are also displayed on agency profile available from 
the “View Profile” link. 
 

 
 

Languages Follow steps as used for “Companies Represented” 
 
On www.trustedchoice.com 
“Languages” are displayed in agency search results. 
 

https://projectcapmarketing.com/


https://projectcapmarketing.com  
User Manual  Page 22 
 

 
 
“Languages” are also displayed on agency profile available from the “View 
Profile” link. 
 

 
 

States Agency 
Represents 

Follow steps as used for “Companies Represented” 
 
On www.trustedchoice.com 
“States Agency Represents” is displayed on agency profile available from 
the “View Profile” link. 
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Types of 
Commercial 
Insurance 
Agency 
Support 

Click to select type of Commercial insurance your agency support. 
 

 
 
Note: Type of Commercial insurance is set to “None” by default 
You cannot select multiple types of insurance your agency supports. 

 

    

Field Description 

Agency Website Enter “Agency Website” address 

 
 
Tip: Enter website address by starting with (WWW) 
 
On www.trustedchoice.com 
Agency Website is shown in www.trustedchoice.com when an agency 
is contacted. (Note: Prospect should be registered and logged-in to 
their profile to contact an Agency i.e. when clicked on CONTACT 
AGENCY / CONTACT AGENT button, otherwise a login page will be 
prompted asking to login or register to contact an agency) 
 
Agency Website is displayed on agency profile available from the 
“View Profile” link. 
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Agency Contact 
Name 

Enter Agent who will be CAP Point of Contact person. 
 

 
Principal Name Enter organization “Principal Name” 

 
Communities 
Served by ZIP (Up 
to 20) 

Enter Zip codes where the agency provides service. 
 

 
Note: Separate each zip code by comma. 

Principal Title Click the dropdown arrow to select “Principal Title” 
 

 
Marketing 
Information 

Copy and paste links from your social media pages to fields. 
 

 
 
On www.trustedchoice.com 
Social Media buttons are displayed on agency profile available from 
the “View Profile” link. 
 
Note: The image displayed on “About Us” is not customizable.  
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Agency Slogan Enter your “Agency Slogan” 

 

 
 
On www.trustedchoice.com 
“Agency Slogan” is displayed on agency profile available from the 
“View Profile” link. 

 
 

Choose Video 
Hosting Site 

Click dropdown arrow to select appropriate “Video Hosting Site” for 
agency video. 

https://projectcapmarketing.com/


https://projectcapmarketing.com  
User Manual  Page 26 
 

 

 
Note: CAP currently supports the following  video hosting sites: 
“YOUTUBE” and “SMOTRICOM” 

Agency Video 
(Paste the Embed 
Code) 

Copy and paste your agency YouTube video link to “Agency Video”  
 

 
 
Tip: Paste link without the last letters after the last number in link see 
example below: http://www.youtube.com/watch?v5edr (Remove the 
edr from link) 
 
On www.trustedchoice.com 
“Agency Video” is displayed on agency profile available from the 
“View Profile” link. 
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Team Selection Click “Add Person” to add team members to your agency profile. 
 

 
Result: Team member editable fields displays 
 
Enter Person Name in the “Person Name” field click the dropdown 
arrow to select “Title” and click the “Upload” button. 
 
Result: Image uploaded is displayed 
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Click the “Submit Person” button 

 
 
Result: Saved team member information is displayed in read only 
mode 

 
 
Note: You can update each team member profile by clicking “Edit” or 
Delete team profile by clicking “Delete” button. 
“Cancel button” will discard new information entered for team 
member. If it is a new profile then profile will not be created, if profile 
already exists then updates made to profile will not be saved.  
 
On www.trustedchoice.com 
“Team Selection” is displayed on agency profile available from the 
“View Profile” link.  
 
Note: The team member image order is not customizable.  
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Testimonials Click “Add Testimonial” button 
 

 
 
Result: Testimonial editable fields displays 
 

 
 
Enter “Author” name enter “Testimonials” and click “Save” button  
 
Result: Saved “Testimonials” is displayed in read only mode. 
 
On www.trustedchoice.com 
“Testimonials” are displayed on agency profile available from the 
“View Profile” link. 
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Publish  Refer to “Publish” buttons. 
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