On-Line Policy Documents Tutorial
From Agent’s Inbox

To access the Online Document Tutorial
Click on the link labeled “Agent’s Inbox” in the left hand frame under the Support Links.

Support Links

- Agency Information
- Quick Tips

- Help/Tutorial

A

You can also access on-line documents from the Inquiry System. When inquiring on a
policy using agency link click the “Policy Document” link at the top of the page.

Policy Inquiry
Insured's Name: || |
Postal Code: ||— |
Line of Business: || 3 |
Policy Number: || | | |
o S T s ||_ |
Sort Results By: || Policy Number x| Ascending =] |
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Policy Documents
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Policy Information




Search Selections (Policy Documents Tab)

Policy Documents

@ Hide Search [~ Show Operations |

Recipient: Policy: Insureds Name: Trans Type:

| | | | | —
Date Produced:
—

O Advanced Search

Recipient Policy Insureds Hame Trans Type Date Produced ”

[lnsured - invoice || HOPG00OD1007 Abby Smith Bl Billng 11172011
[2gent =] LLpes0o01902 Aaaa EN Change as of 11172011
[2gent =] ARTo70020200 John Smith NB New Business 17172011
[lnsured - Invoice =] HOPGO00OD1007 Abby Smith Bl Billing 11172011
[fgent =] LLps0o01902 Aaaa EN Change as of 11172011
[fgent =] ARTo70020200 John Smith NB New Business 11172011
[Insured - Non-Pay N> | ARTO70016200 Art Bind Bl Billing 8122/2011
[Insured - Hen-Pay = | BOP407D13101 C-store Wicooking Bl Billing 812202011
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Select All ““) page|1 ¥ of3 -~)

Recipient:
| = - -
Leave Recipient empty to select all recipients
Policy:
| Enter a policy number include the symbol (ie: HOP1234567 no Mod needed)
Trans Type:

I = Leave Trans Type empty

Search
Click the SEARCH button -

M Check the recipient you would like to view. You can change the recipient by using the drop
down (ie: Agent, Insured, 1% Mortgagee)

- -
Click on the VIEW button located at the bottom of the page —to view the PDF &

Print using the PDF print button "j



Recipient Type Descriptions Available for use at this time:
Dec Pages & Forms

Agent = Agent Dec & Forms

Company = Company Dec & Forms

Insured = Insured Dec & Forms

Broker = Broker Dec

Additional Insured = Additional Insured Dec & Forms (up to 35 recipients)
1% Mortgagee = 1% Mortgagee Dec & Forms (up to 10 recipients)
2" Mortgagee = 2" Mortgagee Dec & Forms (up to 10 recipients)
3" Mortgagee = 3™ Mortgagee Dec & Forms (up to 10 recipients)
Loss Payee = Loss Payee Dec & Forms (up to 30 recipients)

Invoices (N1)

Insured — Invoice =Insured Copy of N1
Additional Insured — Invoice = Add’l Insured Copy of N1
Mortgagee Invoice/NonPay Notice = Mortgagee Copy of N1

NonPay Notices (N3)

Insured — NonPay Notice = Insured Copy of N3

Agent — NonPay Notice = Agent Copy of N3

Loss Payee — NonPay Notice = Loss Payee Copy of N3
Company — NonPay Notice = Company Copy of N3

Additional Insured — NonPay Notice = Addl Insured Copy of N3
Mortgagee — Invoice/NonPay Notice = Mortgagee Copy of N3

Rescission Notices (N5)

Insured — Rescission Notice = Insured Copy of N5

Agent — Rescission Notice = Agent Copy of N5

Loss Payee — Rescission Notice = Loss Payee Copy of N5
Additional Insured — Rescission Notice = Add! Insured Copy of N5
Mortgagee — Rescission Notice = Mortgagee Copy of N5

TransType Descriptions Available for use at this time:
NB New Business

RB Renewals

EN Change as of

Bl  Billing (includes N1, N3, and N5)




