
Premium Service Company 
Online Renewal Process

South Carolina Department of 
Insurance



Follow these preliminary steps 
necessary prior to Renewal: 

You will need to download and fill out 
the “Annual Statement” pdf file. You 

will upload this file later in the 
renewal process. 



Preliminary Step 1

Click “Premium Service Company 
Renewal Process” under Companies on 
the home page.



Preliminary Step 2

Scroll down to 
Renewals and 
locate #1 License 
Renewal & Annual 
Statement form 
4502



Preliminary Step 3

Right click on the link and 
choose “Save Target As”



Preliminary Step 4

Navigate to a familiar directory. Press Save.



Preliminary Step 5

Wait until download is finished. Press close. Remember where you saved the file to. 



Preliminary Step 6

1) After form 
is completed 
click “File” and 
“Save”

After saving, go to where you saved the “ANNUAL STATEMENT”
pdf file, open it, and fill out all information. After form is 
completed, click “File” and “Save”.



Step 1

Go to the 
department’s 
homepage
(www.doi.sc.gov)



Step 2

At top of the 
home page, click 
on “SCDOI 
Online Services



Step 3

Under 
Registered 
Company Users, 
click “Renew 
Company 
Licenses. 



Step 4

Be sure to 
read the 
Terms and 
Instructions. 
Once done, 
scroll down.



Step 4, continued

After reading 
Click “I Agree”
to continue.



Step 5

Enter 
Company 
login 
information.



Only if creating a new password, if not 
proceed to Step 6

Create and 
Confirm a 
New 
Password



If you created a new password, If not 
proceed to Step 6

Create and 
Answer 
Secret 
Questions



Step 6

Click “Renew 
Company licenses.”



Step 7

Enter all 
financial 
information, 
then Scroll 
Down



Step 7 continued

1) Enter all 
Commercial 
information

2) If you did 
not download 
the “ANNUAL 
STATEMENT”
form in the 
preliminary 
steps, it can be 
downloaded 
here.

3) Once completed 
upload the ANNUAL 
STATEMENT FORM 
Here



Step 8

After 
reading, 
click “I 
Agree”



Step 9

Select “Continue to Proceed



Step 10, Payment Option 1: Electronic 
Check

If paying by 
“Electronic Check”
select that from the 
drop box and hit 
continue.



Step 10 continued: Electronic Check

Enter your check 
information in the 
boxes as shown, 
then click submit 
ONLY ONCE!



Step 10 continued: Electronic Check

1) Review 
and verify 
check 
information

Click Authorize (only once) to proceed

2) Click Authorize (only once) to proceed.



Step 10, Payment Option 2: Credit 
Card

If paying by 
Credit Card, 
select the option 
from the drop 
box and hit 
continue 



Step 10 continued: Credit Card

Select “Continue to Proceed.



Step 10 continued: Credit Card

Enter Credit Card 
information



Step 10 continued: Credit Card

Select “Submit” to Proceed



Step 10 continued: Credit Card

1) Review 
and Verify 
Credit Card 
Information

2) Click “Authorize (only click once) to proceed



Step 11

Note: The processing can take a few minutes to complete.



Step 12

Once the renewal is completed, a  
confirmation page will be displayed. Please         
print and keep this page as your receipt.



Thank You

If you have any questions, please  
contact the SC Department of 
Insurance - Special Licensing 
Services by email at:

wseawright@doi.sc.gov


