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How to Use Filters When Servicing Policies

Renew

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] 
link to create the future version of the policy.

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.

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.

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  icon and then selecting the Reinstate or Rewrite 
links on the Navigation Toolbar. 
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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.

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.



Page � 2/2010 Issue 2

Tips and Facts

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. 

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.


