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® How to Use Filters When Servicing Policies

How to Use Filters When Servicing Policies
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| After accessing Servicing > Renewal > selecting the expiring policy, use the [Show]
| link located in the upper right corner of the screen to select a specific range of policies. Note
| the Policy Stage list on the right side of the search screen may be changed to include or
! exclude marketing policies. By default marketing and policies in history are excluded. Specific
| date ranges may be entered to narrow down the list of policies displayed. Once the selections
| have been made, click Search to display the filtered policies. If the expiring policy’s Mode is
| New, it can be used again by selecting New from the Renewal Policy Mode list located on
! the left above the Search filters. Choose the version of policy to renew and click the [Next]
3 link to create the future version of the policy.
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CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Busy Bee Crafts and Supplies A | Commercial Account
servicing
Services ~
e Reneval Policy Mode: Filters: [ Hide ][ Back J[Hext]
Market Analysis = : — — : -0
Binders T -
Renewal ssung Cemiens| | CvaBpDate(R)i| |8 Cvg. Bxp. Date (To)i [ |6 Include History:
< i Biling Carriers | | UpdatedDate (Fr): | || Updated Date (To): | |6
Claim =
New Certificate(s)
—— Page 1 of 1
Renswal Certificate(s)
Renewsl Certificate(s e
ficat Line Of Business Status Updated By Annualized $§  Policy Coverage Issuing Carrier
Verification(s) Select Policy Number Frrmrm Mode Updated Date Billed Premium T Tom Billing Carrier
n o Auto - Commercial lp'l’:r":" i Mary Oberleitner $0.00 01/02/2008 01/02/2003 Connecticut Mutuz
BA-87654-1 e snew 09/18/2008 $0.00  01/02/2010 01/02/2010 Connacticut Mutuz
Policy
Jay R Brandon $0.00 11/03/2008  11/03/2008 Penn Hational
& LirEsEs i [FerE= T 11/02/2008 $0.00  11/03/2009 11/03/2009 Penn Hatienal
" Auto - Personal $0.00 / $0.00
[F] Homeowners $0.00 / $0.00

Fact: If the issuing or billing carrier is changed on the header on the underwriting
screen of a policy with a future status and Save Changes is selected on the
Navigation Toolbar, the policy Mode changes to Re-New-Co. This indicates a
renewal to the agency but new to the carrier.
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Edit

After accessing Servicing > Edit, use the [Show] link located in the upper right corner
of the screen to select a specific range of policies. Note the History list on the right side of
the search screen may be changed to include or exclude history policies. By default history
policies are excluded. Specific date ranges may be entered to narrow down the list of policies
displayed. Once the selections have been made, click the Search button to display the filtered
policies. Choose the version of the policy to edit and click the Generate Edit button to create
the pending edit for the policy.

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Busy Bee Crafts and Supplies | Commercial Acco

servicing

Services ~

Marketing This optien is used to make changes or comrections that do not require a change request.

Enter the effactive date of the edit: 4]
Market Analysis _11/19!2009 i

Enter = brisf description of the =dit: [process edit. |

Binders
Note: This information will popuiate the action deseription field
Edit Entsr sdditions| notes to populats the action memo section: [procecs edit, ‘
Page 1 of 1
Renewsl Filters: [ Hide ]
- |
[ B ooy, o o= f ]
Claim ey Tt = Term Eff. Date (Fr): Bl (Toy: Updated By:
o Gl
Audit - (Fr): o

History: | Exclude History v
(Include History |
Exclude Historv
. History Only |
enfications Billing Carrier Updatsd Data (Fr): 1 Updated Date (To): 21

| cvg. Eff. Date (To):
g. Exp. Date
o)

Selact policy to adit:

Stage
Line Of Business Status Updated By Annualized $ Policy Coverage Issuing Carrier
Select Policy Number Description Mode Updated Date Billed $ Term Term Billing Carrier
Auto - Commerciz Policy Mary Oberleitner $0.00 01/02/2003 01/02/2009 Connecticut Mutuz
o] el - In Force Renew :
BA-87654-1 T 03/18/2008 $0.00 01/02/2010 01/02/2010 Connecticut Mutuz
uto
0O o (Auto - Personal Ip'l’:r":‘f o Jay R Brandon $0.00 11/03/2008 11/02/2008 Penn National
11032008 1 Fonee i 11/03/2008 $0.00 11/03/2003 11/03/2009 Pann National
® % Equipment Floate I""’:r"‘f P— Mary Oberleitnar $0.00 01/07/200% 03/23/2009 Connacticut Mutuz b
EQ-350876-1 ¥ Fonme 03/23/2009 $0.00 01/07/2010 05/22/2009 Connacticut Mutuz
Forldift Policy
% (Equipment Float: I""’:T"V P— Mary Oberleitnar $7,250.00 01/02/2002 01/02/2009 Fireman's Fund In
Cpp-2908765-A o Fore 03/18/2008 $0.00 01/02/2010 01/02/2010 Firernan's Fund In
Spacial Packags
B o (Equi Float: d = Mary Oberleitner $500.00 01/02/2008  02/02/2008 Firernan's Fund In
Cpp-308765-A Panding s 10/02/2009 $0.00  01/02/2010 01/02/2010 Fireman's Fund In v
servicing

Tip: Leaving a pending edit on the policy allows it to be tracked on the Home >
Edit page until it is either aborted or posted.
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Cancel

After accessing Servicing > Cancellation, use the [Show] link located in the upper right
corner of the screen to select a specific range of policies. Note the Policy Number box on
the left side of the search screen is an entry field that when utilized will lookup policies with
the specific number entered. The default policy lookup includes the coverage date range
entered in the date field on the Servicing screen to the right of the description box. Enter in
a policy number or line of business to narrow down the list of policies displayed. After making
selections, click on the Search button to display the filtered policies. Choose the version of
the policy to Cancel and then click the Generate Cancellation button to create the pending
Cancellation for the policy.

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG
Client Name: Busy Bee Crafts and Supplies | Commercial Account

servicing

Services

E3

This option is used to generate a cancellation form and/or indicate a policy is pending cancellstion or has been cancelled.

n effective

Marketing

Market Analysis

date: [11/19/2008 | |

Enter the cell.

Enter a brief description of the cancellation: ‘PI’UEESS cancellation

New Certificate(s]
Renewal Certificata(s]
Verification(s

Polcy toda:
Peliey semtes:
.
iling camers[ |

Term Exp. Date (Frl: [01/02/2010 |f
Cvg. Eff. Date (Fr: [ |
Cvg. Exp.Date (F: [ |7
Updated Date (F: | |6l

Term Exp. Date (To)i [10/08/2010 ]
Cvg. Eff. Date (Ta): [ |
Cvg. Exp.Date (Ta): | |i
Updated Date (To): [ |iBl

Sort Field 1: | Eff Date v Sort Order 1: Sort Field 2: | Coverage Exp Date |%.

Binders
Note: This information will papulate the action description field.

Edit Enter additional notes to populate the action memot [procoos can caliavio -

Renewal Select cancellation method: | pro-Rata v
C 5 Page 1 of 1
Filters: [ Hids ]
Claim
Audit Policy Humbers| | Term Eff. Date (F): [01/02/2009 | R Term Eff. Date (To)s |10/08/2009 | Updated By: [ |

LOB:

L]

Select policy for cancellation:

Stage

Line Of Business Status Updated By Annualized $ Palicy Coverage Issuing Carrier
Select Policy Number Description Mode Updated Date Billed $ Tarm Term Billing Carrier -
O % Auto - Commerciz I"';r"" Renew Mary Obarlaitnar $0.00 01/02/2009 01/02/2009 Connacticut Mutuz
BA-87654-1 _If‘x A“L:; 09/18/2008 £0.00 01/02/2010 01/02/2010 Connacticut Mutuz
o Equipment Floate I"';r":" S Mary Oberleitner $7,250.00 01/02/2009 01/02/2009 Fireman's Fund In
Cpp-908765-A n Farce 03/18/2009 £0.00 01/02/2010 01/02/2010 Fireman's Fund In

Special Package

Equipment Floate $500.00 / £0.00

General Liability - $2,500.00 / $0.00

Glass and Sign $250.00 / £0.00

~

servicing

Tip: Leaving a pending Cancellation on the policy allows it to be tracked on the
Home > Cancellation page until it is either aborted or posted.

Fact: Posted cancellations may be reinstated or rewritten from policy history
by clicking the Details [E* icon and then selecting the Reinstate or Rewrite
links on the Navigation Toolbar.

Dimensional’
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Claim

After accessing Servicing > Claim, use the [Show] link located in the upper right corner
of the screen to select a specific range of policies. Note the History list on the right side of
the search screen may be changed to include or exclude History policies. By default history
policies are included and the default policy lookup is determined by the line of business
selected and the date entered in the date field located on the Servicing screen to the right of
the description box. After making selections, click on the Search button to display the filtered
policies. Choose the policy the Claim will be added to and then click the [Next] link to create
the pending Claim for the policy.

CLIENT PROFILE | OPPORTUNITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIOMS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Busy Bee Crafts and Supplies L | Commercial Account

servicing

Services

Page 1 of 1

Filters: [ Hide ][ Back 1 Next ]

Market Analysis

- . . =I5 Term Eff. Date I:l
Binders Py tmbers [ oo (Fr): [ & (To):
e Py Mose | C
)
ey st SN S | P e |

HD

Updated By:

History: | Include History A

Renewal =
Cvg. Exp. Date
s=uing Eamien Cvg. Exp. Date (Fr): :

(To)
Cancellation

ifi

Stage
Line Of Businass Status Updated By Annualized § Policy Coverage Issuing Carrier
Select Policy Number Description Mode Updated Date Billed $ Term Term Billing Carrier
. o Auto - Commerciz Policy Mary Oberleitner $0.00 01/02/2008 01/02/2008 ‘Connecticut Mutuz
BA-B7654-1 Ff;":u‘”e""m = 01/23/2008 £0.00 01/02/2009 01/02/2009 ‘Connecticut Mutuz
. @ Auto - Commerciz IP"FED':V [F— Mary Oberleitner $0.00 01/02/2009 01/02/2009 ‘Connecticut Mutuz
BA-87654-1 Tiore 01/23/2008 $0.00 01/02/2010  01/02/2010  Connecticut Mutuz
0O o Auto - Commerciz I"‘;“‘V E— Mary Oberlsitner $0.00 01/02/2009  01/02/2009 Connecticut Mutuz
BA-B7554-1 e 09/18/2008 50.00 01/02/2010 01/02/2010 Connacticut Mutuz
e o Auto - Commerciz Eriey Mary Oberlsitner $0.00 01/02/2008  01/02/2008  Connecticut Mutuz
BA-87654-1 ‘f;" ::‘Edm e 03/18/2003 £0.00 01/02/2008  01/02/2008  Connecticut Mukuz
servicing

Tip: Leaving a pending Claim on the policy allows it to be tracked on the Home
> Claim page until it is either aborted or posted.
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Audit

After accessing Servicing > Audit, use the [Show] link located in the upper right corner
of the screen to select a specific range of policies. Note the History list on the right side of
the search screen may be changed to include or exclude History policies. By default history
policies are excluded and the default policy lookup is determined by the date entered on the
date field located on the Servicing screen to the right of the description box. After making
selections, click the Search button to display the filtered policies. Choose the policy the Audit
will be added to and then click the Generate Audit button to create the pending Audit for
the policy.

CLIENT PROFILE | OPPORTUMITIES | MARKETING | POLICIES | CLAIMS | SERVICING | ATTACHMENTS | ACTIONS | TRANSACTIONS | DELIVERY | T-LOG

Client Name: Busy Bee Crafts and Supplies |- Commercial Account
sarvicing
Services o~
Marketing This optien is used to record audit information.

Enter the affective date of the audit: 7]
Market Analysis [11/19/2009 | T

Enter = brief description of the sudit: |PFDCESS audit. |

Binders
Note: This information will populate the action description field,
Edit Enter additional notes to populate the action memo: [procece 2udit |
Page 1 of 1
Renewal Filters: [ Hide ]
- - O
& = T ==
Claim ) .

— Policy Mods: | Al B ]| e e etes 01/02/2010 m Exp. Date 10/08/2010
" : :

Policy Status: | A

New Certificate(s) | )| Gug. EFf. Date (Fr):

S - o

LOB:
History: | Exclude History |kl
Include Histo
Exclude History
History Cnl

£l Updated Date (To):

Select policy to be audited:

Stage

Line Of Business Status Updated By Annualized § Palicy Coverage Issuing Carrier
Select Policy Number Description Mode Updated Date Billed § Term Term Billing Carrier
0 % Auto - Commerciz Fr =y Renew Mary Oberlaitnar $0.00 01/02/2009 01/02/2009 Connecticut Mutuz
BA-87654-1 !&sz 0s/18/2008 £0.00 01/02/2010 01/02/2010 Connecticut Mutuz
o) o Equipment Floate Palicy o Mary Oberlaitner $0.00 01/07/2009 03/23/2008 Connecticut Mutuz
EQ-90876-1 FD:‘;‘H;";‘;W enew 03/23/2009 £0.00 01/07/2010 05/22/2009 Connecticut Mutuz
@ (Equipment Float: lp';r":" = Mary Oberlaitner $7,250.00 01/02/2009 01/02/2008 Fireman's Fund In
Cpp-908765-A SDH";‘ g:j@ug snew 03/18/2009 $0.00 01/02/2010 01/02/2010 Firemzn's Fund In L |
@ (Equipment Float: F“g"";“‘e“t R Mary Oberlsitner $500.00 01/02/2009 02/02/2009 Fireman's Fund In
Cpp-908765-A SDE[:‘”D':[LQE 10/09/2009 $0.00 01/02/2010 01/02/2010 Fireman's Fund In
0 @ Umbrella - Comm: Fr =y New Mary Oberlaitnar $4,500.00 10/08/2009 10/08/2009 Gulf Management
L 1o [F=3 10/08/2008 £4,500.00  10/08/2010 10/08/2010 Gulf Mznagement ¥
servicis

Tip: Make sure to update the pending Audit to include the results of the audit.
Leaving a pending Audit on the policy allows it to be tracked on the Home >
Audit page until it is either aborted or posted.
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