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Why am | unable to secure a quote, process an application, or make a change request?
¢ Required information is missing or entered incorrectly.
¢ Any messages that begin with “Action” on the Summary/Payment/Submit tab must be
resolved.
e The rating engine has experienced technical difficulties.
e A time out error will occur if you have been away from your desk or have stopped entering
information for a period of 30 minutes.

What information is needed to receive a quote?
¢ Required fields are designated by an asterisk (*).

What do I do if I'm unsure of what data to enter?
e Click on the question mark (?) and a small window will appear with definitions or additional
information regarding the data required.

Why am | receiving the message that | can only continue in VIEW mode?

e Someone else is currently working with that client record.

e AgentsXpress was not exited properly. To unlock the client, the user identified by the system
must enter the client and exit by selecting one of the following options: Save and Exit, Exit
Without Saving, Home, or Signout.

e A time out error will occur if you have been away from your desk or have stopped entering
information for a period of 30 minutes.

What do I do if | select Add Another Resident/Operator or Add Another Vehicle by mistake?
e The system will require you to add some information before leaving the page. If you do not
want to add an operator/vehicle then go down to the bottom of the page and select delete

operator/vehicle. This will allow you to go to the next page without adding any information.

Why is an existing client’s name and address protected on an application?

e Because the client’'s name and address is tied to multiple policies, therefore, a change
needs to be processed prior to entering a new application. Contact us to process the
change. Once the change has been processed you can then create the application with the
correct information.

How do | quote a change to an existing policy?

e Create a change for the client you would like to quote. Then go to the Summary/Payment/
Submit tab to see the new premium and view the changes on View/Print Summary. Exit the
policy and delete the change if not needed from the Pending Activity page.
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How do | delete an entry on the Pending Activity page?
e In order to delete an entry, it must have been created in your office, be pending, and the
producer who created the entry must be selected on the Pending Activity page.

Why don't all clients have a hot link on the Pending Activity page?
e Only the Applications that were created in your office have a hot link.
e Only the Changes that have an active status and do not have any pending activity have a
hot link. Only one change can be done at a time.

What are the definitions of the statuses on the Pending Activity page?

e P =Pending. Pending means it has been created but has not been submitted.

e U = Underwrite. Underwrite means the change/cancellation was submitted and is waiting
for underwriter review. All changes will go from pending status to underwrite status.
Applications will only show pending status until submitted. Once the application has been
submitted you may view it through AgentsXpress History or through InquiryXpress.

What are the definitions of the statuses on the AgentsXpress History page?
e A = Accepted. Accepted means a change/cancellation has been accepted.
e T = Declined. Declined means a change/cancellation has been declined.
e D = Deleted. Deleted means an entry has been deleted from the Pending Activity page.
e S = Submitted. Submitted means an application has been submitted.

How do | print my documents if | forgot to print them prior to submission?

o Applications: Go to AgentsXpress History and locate your policy. Proceed to the
Summary/Submit page and print the necessary documents.

e Changes/Cancellations: Select the policy from the Pending Activity page and go to the
Summary/Submit page and print the necessary documents. Once an underwriter has
approved the changes they will be removed from the Pending Activity page and you must
then go to AgentsXpress History and follow the Application directions.

How can | make a correction to a previously submitted application?

e A change will have to be submitted through AgentsXpress to amend the application if it
has been approved. If you cannot hot link on the policy number, the application has not
been approved. Contact an underwriter to make the correction.
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