Job Aid
0 Citizens Insurance Suite [l 2Tg{ icyCe nter Personal and

Commercial
Lines
Uploading and Linking Documents
What Uploading and linking documents based on task
Who Personal and Commercial Lines agents
When The process for uploading documents in PolicyCenter® differs depending on
the scenario and, for new submissions, the line of business:
Scenario Procedure See Page
Creating new business | Uploading Required Documents 2
Linking Documents 7
Creating a policy Uploading Documents to an 8
change, activity, Activity
cancellation, or
responding to an
activity from Linking Uploaded Documents to 8
Underwriting an Activity
Additional resources Access Agent Frequently Asked 1
are needed Questions

Continued on next page
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Job Aid
0 Citizens Insurance Suite [l 2Tg{ icyCe nter Personal and

Commercial
Lines
Uploading and Linking Documents, Continued

New As you create a new submission, the Required Documents screen displays a
Business: dynamic list of documents you must upload. Use the procedure below to
Uploading upload documents during a new-business submission.
Required
Documents Note: Personal lines submissions will have the option of using single or

multiple-document upload procedures. Commercial lines policies will only
have the option for single-document submission.

Step | Action

1 Single or multiple documents can be uploaded in the same step.

On the Required Documents screen, select the check box next to

the applicable document(s) in the Required Document Description
section:

Single-Document Upload:

Search Results

Upload Upload Multiple

Required Document Name | Required Document Desc...

= Election Not To Buy A completed Election Not
— Separate Flood Insurance  To Buy Separate Flood

Insurance form. (CIT -
EVO1)

Multiple-Document Upload:

Search Results

Upload Upload Multiple

Required Document Name | Required Document Desc...

W Photos of Detached Addit\a:nal photographs

Structures are required for Other
Structures when that
structure is clearly
separated from the main
building, such as pool
houses, in-law/guest
quarters, detached
garages or workshops.,

o Photographs Minimum of two (2)
-— recent photographs
angled to show full front,
one side and roof, and
second showing full rear,
aother side and roof,
Additional photo required
for each detached
structure if applicable.

Result: The Upload or Upload Multiple button becomes active.

Continued on next page
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Uploading and Linking Documents, Continued

Job Aid

Personal and
Commercial
Lines

New Step | Action

Business:
Uploading

2

For a single-document upload, select Upload:

Required
Documents,

continued

Status Filter

Description Filter

[sever | o | im0 |

Search Results

Required Document Name

Election Not To Buy
Separate Flood Insurance

=

-

Upload Upload Multiple

Required Document Desc...

A completed Election Not
To Buy Separate Flood
Insurance form. (CIT -
FNO1)

Linked Document Status

Not Uploaded

For multiple-document upload, select Upload Multiple:

Search Results

Required Document Name

W Photos of Detached

Structures

Photographs

[ LT |

Upload Upload Multiple

Required Document Desc...

Additi;-’nal photographs
are required for Other
Structures when that
structure is clearly
separated from the main
building, such as pool
houses, in-law/guest
quarters, detached
garages or workshops.

Minimum of two (2)
recent photographs
angled to show full front,
one side and roof, and
second showing full rear,
other side and roof.
Additional photo required
for each detached
structure if applicable.

Linked Document Status

Not Uploaded

Not Uploaded

Result: The Upload Documents screen displays.
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Uploading and Linking Documents, Continued

Job Aid

Personal and
Commercial
Lines

New Step

Action

Business: 3
Uploading
Required
Documents,
continued

For a single-document upload: Select Browse to navigate to the
desired document and double-click to select it:

Upload Documents geturn to Required Documents

(o] e

Document Contents

Atachment
Name

Description

File Type

| Choose File to Upload x|
Author « . < Desk.. » TestPolicy Docu... v & | Search Test Policy Documents 0
Recipient | gganize v New folder = M @
-~ - y ~ [
Related T - Name D Type
47| 4-Point Inspection Form ! Interne
Status
y Ce of Trust 4 Interne
Document . Ele to Buy Separate Flood Insurance (Flood .. 4 Interne
2% Reauest tn Frclude Contents Coverane. 4 Interne ¥
v o<
File name: | Election Not to Buy Separate Flooc | [ AllFiles (") -

Result: Once the document is selected, its file name appears in
the Name field. It should describe the document; rename it if

necessary.

For multiple-document uploads: Select Add Files, or select the
files from your computer, then drag and drop files to the Upload

field:

Upload Documents Return to Required Documents

es to upload

& Choose File to Upload X
A« Desk. » TestPs w @& | Search Test Policy Documents @
Organize ¥ New folder =y ™ @
w” O Name Date modified Type A
4| Election ot to Buy Separate Flood Insurance (Floo... _4/5 0PM Interne.
5] IMG_20190401_101855462 PG Rl
[4 £ Photos Adohie
+!| Request to Exclude Contents Coverage Interne »
v o< >
File name: | "IMG_20190401_101235462" "Phots | | All Files (=) ~
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Uploading and Linking Documents, Continued

New
Business:
Uploading
Required
Documents,
continued

Lines

Step

Action

4

For a single-file upload: Select Required Document
Document Type:

Upload Documents Return to Required Documents

Document Contents

Attachment Election Mot to Buy Separat
Name Election Not to Buy Separat

Description

File Type OCTET Stream

Author Bill X Agent

Recipient

Related To —- Submission : 12031522 (2019-04-05)
Status

Document Type hequired Document X ~

For File Only - Mo Review Needed
Inspection report
Proof of Repair
Request Change At Renewal
[Requred Bocument |
'

I Single Epayment Authorization Form

For multiple-file uploads: Click in the Name field to re

as the

name file (if

needed), then click in the Required Document field to identify the

document.

U pload Documents Return to Reguired Documents

Upload Add Files

€ Drop additional files anywhere on this worksheet

Name Required Document | Description
v
| Click in Field to Rename <none>| X v |
| i Photos <nonex

. Photos of Detached Structures
Photographs
Proof of Prior Insurance

Proof of New Purchase

If you are attaching a Document because you need an action taken on the policy, please create the ap

Continued on next page
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Lines

Uploading and Linking Documents, Continued

New
Business:
Uploading
Required
Documents,
continued

Step

Action

5

Click OK or Upload to upload the document(s).
Single-Document Upload:

Upload Documents geturnto Reguired Documents

Coc | cmce

Multiple-Document Upload:

Upload Documents ReturntoRequired Documents

Upload Add Files

Result: The document status has changed to Uploaded.

If needed, repeat Steps 1-5 until all required documents display
with an Uploaded status. Select SUBMIT when done:

Required Documents

Select SUBMIT when all Required Documents are uploaded.

Search Results

Select the SUBMIT button if you are satisfied that the submission is ready for Underwriting review.

Required Document Name | Required Document Desc... | Linked Document Status

Note: A submission will not be sent to Underwriting for approval
until you upload all of the required documents and you select
SUBMIT.

Continued on next page
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Job Aid

Personal and
Commercial
Lines

Uploading and Linking Documents, Continued

New
Business:
Linking
Documents

An uploaded document can be used more than once by selecting the Link
option. For example, if one document includes burglar and fire alarm
information, it can be used for burglar and fire alarm documentation. Use the
procedure below to link an uploaded document to more than one required

document.
Step | Action
1

On the Required Documents screen, select the check box next to
the item that needs linking to an uploaded document:

Required Document Name

v Proof of Prior Insurance

= T 6

Required Document Desc...

Proof of Cancellation or
Menrenewal by prior
insurer or Proof of
Lender Placed Insurance.

Linked Document Status

Not Uploaded

Result: The Link button becomes active.

Select Link:
Required Document Name  Required Document Desc... | Linked Document Status
v Proof of Prior Insurance Proof of Cancellation or Mot Uploaded
Nonrenewal by prior
insurer or Proof of
Lender Placed Insurance.
Result: The list of uploaded documents displays.
Click Select next to the appropriate document:
Documents return to Required Documents
Search Documents
oocumentrome [ ] DateRange From Wiy
Related To <none> - Date Range - To MM/ddlyyyy
Document Type Required Document - Author
Name Type Author Uploaded 1
T PCPL_New_Business Su..  Required Document  Bill X Agent 04/05/2019 02:51 PM

column.

Result: The Required Documents screen displays, and the name
of the document just selected appears in the Linked Document

Citizens Property Insurance Corporation 05/29/2019
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Lines

Uploading and Linking Documents, Continued

Uploading
Documents
for a Policy
Change or
Responding
to an Activity
from
Underwriting

Linking an
Uploaded
Document to
an Activity

Policy changes can be created by an agent or Underwriting staff.

PolicyCenter will send a Notice of Policy Change activity to the agent of
record when there is a change to a policy during the underwriting process.

For example, when an Underwriter removes mitigation credits, PolicyCenter
will send you a Notice of Policy Change activity. In order to place mitigation
credits back on the policy, you must complete a policy change and any
documents associated with that change will be listed in the Required
Documents screen.

Use the procedure below to upload document(s) for an agent-created policy
change or in response to a Notice of Policy Change activity:

Step

Action

1

Access the policy, complete any necessary policy changes and in
most instances, request approval.

Select Required Documents from the sidebar.

2
3

Follow the outlined in the New Business: Uploading Required
Documents section of this job aid.

Click SUBMIT to send the response to Underwriting and/or
complete the policy change.

Examples of agent-initiated activities include requests for:

Reinstatement

Change at renewal

Review Sinkhole Loss coverage
Change a payment plan

Add a new mortgage company

First, upload the document in order to link to it.
(Hint: Actions > New Document > Upload Documents)

Continued on next page
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Uploading and Linking Documents, Continued

Linking an
Uploaded
Document to
an Activity,
continued

Once the document has been uploaded, use the procedure below to link the
uploaded document to an activity.

Step | Action
1 . . -
Access the policy, and then select Actions > New Activity >
Request, then select the appropriate option.
: ~  Summary
Actions N
Go to... Account Information
Account File - Account Number
Policy File Account Name
Create Address
MNew Note
Mew Document » Balire
| New Activity Ml Reminder - Parsnnal Residential
New Activity to Billing Center » Wl CL Only: Request for Change at Renewal
Copy Submission i Underwriter Review # CL Only: Review And Approve Reinstatement
New FNOL Issuec CL Only: Roof/Electrical Update
NMew Transaction First I¢ PL Only: Request for Change at Renewal
Change Palicy New & PL Only: Request for Reinstatement
Cancel Policy First Named Insured
Result: The New Activity panel appears.
2

Select Link Document to attach a document to this activity.

Activity

New Activity

All required documents for this reinstatement must be linked to this activity before
bending the request to underwriting.

Result: A list of existing documents associated with the policy will
display.

Continued on next page
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Uploading and Linking Documents, Continued

Linking an
Uploaded
Document to
an Activity,
continued

Step

Action

3

Click Select next to the appropriate document:

Activity
Documents Return to New Activi y

Search Documents

Document Name

1

Related To <none> M
Document Type Required Document =
Name Type
= | [0 1ko_liNewsubmission_..  Required Document
[} 1kb_SaNewSubmission_..  Required Document

Auther
Able X Agent
Able X Agent

Date Range - From MM/ddfyyyy
Date Range - To MMiddhyyyy
Author
Uploaded 4

01/26/2017 01:56 PM

01/26/2017 01:56 PM

Result: The Activity workspace will display the name of the

document that was linked.

Complete any applicable notes in the New Notes section, then

select Send Request.

Priority Normal

AssignTo Underwriter

nt must be linked to this activity before

Documents

Document N... | View

O kbiiNew.
New Note
Topic
Subject
Related To

Text

€| Author o
R Able X Agent «
Coverage Requests -

Requesting Reinstatement

— Issuance : 13105942 (2018-01-11) ~
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Uploading and Linking Documents, Continued

Additional
Resources

For more information, see the following FAQs Answer IDs:

Training module: Policy Change: Type 2241 into the search box

Training module: New Business: Submission through Issuance: Type
2235 into the search box

How do you link required documents? Type 2289 into the search box

What document types can be uploaded in PolicyCenter? Type 2336
into the search box

What is the file size limit for uploading documents in PolicyCenter?
Type 2377 into the search box

Access FAQs by:

Clicking on the Knowledge Base link at the top right corner of every
screen in PolicyCenter.

Selecting Search Frequently Asked Questions from the Agents
website’s top menu.

End Procedure

11
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