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Description: 

This job aid reviews how to export Farm Personal Property and import Farm Personal Property 
with deductible changes. Import/Export function can also be utilized for Farm Structures, 
Business Auto* and Commercial Property*. 

* Business Auto - available for drivers and vehicles (not for deductible updates), import vehicles 
on a class basis 

* Commercial Property – Only during a change 

• To utilize the import function, begin at step 1 completing the export function first 
• To utilize export function only begin at step 3 

Click each link below to jump to the relevant process steps: 

• Import/Export Personal Property 
• Export Personal Property Only 
• Refer to Underwriting 
• Auto Bulk Edit 

Import/Export Personal Property 
Step Action Screen 

1 Navigate to an 
existing Farm policy: 

 
• See Step 3 

to export 
only 

• Click 
Actions  

• Select 
Change 
Policy 
from the 
drop-down 
menu. 
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2 On the Start Policy 
Change screen, the 
Effective Date field 
defaults to the current 
date:      
 

• Enter the 
appropriate 
date in the 
Effective Date 
field 

• Click Next 
 

 

3 
Select Farm 
Personal 
Property from the 
left-hand menu  

 

 
4 Select Export from 

the top middle menu 
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5 On the Export to 
Spreadsheet screen 
select Export to 
Spreadsheet 
  

• All Available 
will default as 
the format 
type 

• Once 
download is 
complete 
select 
Download 
Spreadsheet 
 

 

6 An Excel 
Spreadsheet will 
download. 
 

• Open the 
download from 
the top of the 
screen 

• All Farm 
Personal 
Property will 
be exported to 
an Excel 
Spreadsheet 
  

 

Export function complete, continue to step 7 for Import function 
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7 Open downloaded 
Excel Spreadsheet: 
 

• Scroll to the 
right to 
Scheduled 
F.P.P. – 
Other than 
Wind/Hail 
Deductible 
and 
Scheduled 
F.P.P. – 
Wind/Hail 
Deductible  

 
8 Select new 

deductible from 
drop down list in 
Excel Spreadsheet 
 

• Old 
deductible 
options may 
still show in 
the 
dropdown, 
do not use 
them, it will 
error and 
not process 

• Once all 
changes 
have been 
made save 
Excel 
Spreadsheet  
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9 In Policy Center 
select Return to 
Farm Personal 
Property 

 
10 Select Import 

 

 
11 Select Browse 

 
• Select 

saved excel 
spreadsheet  

• Select 
Import  
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12 Select Accept 
Changes   

 
13 Select Quote 
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14 Once quoted: 
 

• The Total 
Premium is 
the full-term 
premium 
including the 
prorated 
amount for 
this change. 

• The 
Annualized 
Premium is 
full-term 
premium 
assuming 
that all 
changes, 
including 
this change, 
were 
effective for 
a full-term 

• The Change 
in Cost is 
the prorated 
premium 
related to 
this change 

 
• Agent can select Issue Policy if change is requested 

 
• To amend the quote, click Edit Policy Transaction 

 
• If agent needs to come back to quote, select Save Draft 

 
• If change is not needed, Withdraw Transaction 

 
 

• If the quote print(s) are needed, click the Forms link on the left side of the 
screen 
 

• Quotes stay on PolicyCenter for 30 days 

15 
 

Select Issue Policy 
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16 This is the Policy 
Change Bound 
screen. Agents can 
print endorsements 
by clicking Review 
Changes 

 
17 Select Forms from 

the left-hand menu 

 
18 Select View next to 

the Change of 
Declarations 
Endorsement 

 
 

Return to the top 
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Auto Bulk Edit 
1 Select Vehicles 

 
• Check boxes to the left of 

the vehicles 
• Select Bulk Edit 
 

 

 
• Do not use Import/Export for auto deductible edits; use the Bulk 

Edit function 
• Will not work if less than 2 vehicles are selected and/or different 

vehicle classes are selected together 
• All selected vehicles must be the same type to edit 

 
 

Refer to Underwriting 
1 If underwriter referral is 

required, select Risk Analysis 
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2 Select Request Approval 
 

   
3 Complete the requested 

information: 
 

• Referrals to 
underwriting lock that 
line of business until 
reviewed by 
underwriting, but do 
not affect other lines 
of business on the 
account 

• Select Update 
• Complete Are you sure 

you want to request 
approval?  

• Select OK 
 

   

 

Return to the top 
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