How to upload documents and photos to a policy.

1. Onthe policy information screen (the home screen of the policy) select Activity from the left side

Policy Info CAROLINA WREN AL00105021-00
123 WREN RD ALEXANDER CITY, AL 35010 | (123) 456-7778 03/06/2024 - 09/06/2024
_ © FersemaiuieFoley
Summary
Policy: AL00105021-00 Policy Term: & Montn
Accounting Status: Active Rated State: AL
Effective: 0310612024 Tenure: 0 Years
Status Expiration: 0910612024 Claims Free: 0 vears
cany Date: 05/13/2024
Last Endorsement:  03/23/2024 - Co
Customer Contact Glaims
No claims exist for this palicy.
Financial Summary
Total Prem / Fees / Third Fy
5076+ 4
Part: $3,050.76 + $76.00 + 50.00 3
Amount Due: @ $52.54 Last Pmt Revd: $365.00 - 0310612024

Future/Renewal Term(s): $0.00

Payment Plan: Direct Bill 25% Down 5 Pay Method: Insured Bill

Instailments: 4 Remaining Acct: Setup Recurring

Agent / Company

Agent S| VINE TEST AGENCY Carrier OLD AMERICAN INDEMNITY COMPANY
Phone (478) 453-4534 Phone 334-466-8023

Fax Fax 334-432-8023

Address 201 BYRD CT Address PO BOX 3005

City/State/Zip WARNER ROBINS, GA 31088 City/state/Zip AUBURN, AL 36831

Email

Lienholder & Mailing Address

Bank / Institution:
Mailing Address:
City, State, Zip:
Loan Number:

HOLMES
123 BONEY
ALLEN PARK MI 48101

2. The second Black Bar running across the page is titled Attachments. On the far right side of the

bar titled Attachments, click on the word ADD: Attachment.

Policy Info CAROLINA WREN
123 WREN RD ALEXANDER CITY, AL 35010 | (123) 4567778
. Notes/Suspenses
Summary
Accounting © Notes & Suspenses - 15 Total
Status © Attachments -0 Total

Include:  Attachments

AL00105021-00

03/06/2024 - 09/06/2024

ADD: Note | Suspense
ADD: Attachment |

Show A

Date ~ Category ¢ File ¢ User ¢¢
No existing attachments.

Policy Documents




3. Apopup will load where you can either drag and drop files or use the blue Add Files button to

choose from your file directory.

Upload Attachments

Select a category and enter a description (optional) for each file to be uploaded

@ Select files to be uploaded
- @

Add files to the upload queue and click the start button.
Add Files 0%  Okb

Close

4. Onceyourfiles are in place select the green Start Upload button. Once files are uploaded select

Close.

Upload Attachments

Select a category and enter a description (optional) for each file to be uploaded

Select files to be uploaded
Add files to the upload queue and click the start button. = @
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5. Usethe +-to expand the attachments section.
AL00105021-00

Policy Info CAROLINA WREN
Y 123 WREN RD ALEXANDER CITY, AL 35010 | (123) 4567778 03/06/2024 - 03/06/2024
- Notes/Suspenses
Summary
Accounting O Notes & Suspenses - 15 Total ADD: Note | Suspense

ADD: Attachment

Stalus {_© Attachments - 2 Total
Show All

Include:  Attachments
# User # ®

4/10/2024 1217 PM  GENERAL IMG_0094 jpg &TC NEW # (g

&TC NEW S5

Customer Contact 41012024 1217 PM  GENERAL 564502A0-6856-40A8-9072 60ETFCFDEF2S PG
Policy Documents
© E-Signature Document Link
© Documents - 0 Total
© POS Docs Link
O Batched items & Memos - 13 Total
O Unprocessed Batch items & Memos - 8 Total
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