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In This Issue

Tips for Quick Navigation from the Search Screen for Clients

Tips for Quick Navigation from the Search Screen for Clients
This document shows how to access some shortcuts found on the client Search screen.

Locate the client from SEARCH and instead of clicking the Details  icon to display the card 
file tab, right-click on the Details  icon to display available quick links (context tools). 

Each of the active links in the context tools menu (Open, New Market, New Certificate, 
Certificate Summary, Policy Summary and Servicing) are described below.
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If the card file tab needs to be accessed, the Open link is available so it will not be necessary 
to go back and click on the Details  icon. Click Open to display the client’s card file tab.

If a new marketing record needs to be added to an existing record and it is known that the record has 
not been added, clicking New Market streamlines the add new marketing record process by creating 
the header, adding the Annotation Action and displaying the New Application Selection window all 
with one click instead of four clicks when beginning by just clicking on the client’s Details  icon. 
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Need to add a new certificate in a hurry?  Clicking New Certificate will save four clicks by displaying 
the New Certificate of Insurance screen where the certificate details are completed.

Need to look for a certificate already created? Click Certificate Summary to display the Certificate Summary 
screen. This will save two clicks using the normal path of beginning by clicking on the client Details  icon.
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Quickly access the Policy Summary screen by clicking Policy Summary.

To service the policy quickly, click Servicing to access the servicing tab.

Note: To be added later are Binder Summary, Verification Summary, Actions, Attachments, Claims, 
Delivery, Opportunities, Transactions and the ability to inactivate a client.


