Create Motorcycle Full Application Policy

Description:
This job aid describes the step by step process how to create a Motorcycle Powersports Full Application
policy.

Step Action Screen

1 On the Account Summary screen: " Daaiop |= Aoourt [+ By [+ S [ Tem siekcaton |+ Teming |- Todsig |+ Ui

e Click the arrow to the right of the
Actions field.

e Select “New Submission” from the
drop-down menu.

2 PolicyCenter defaults the Rate State to the " besgop |~ Acwourt [+ Bty [+ Sewet [+ e deuntaton |~ Teting |~ g |-
prospective member’s mailing address.

New Submissions

You can update the Default Effective Date
on this screen or the Policy Info screen.

e Select the radio button to the left of the
Motorcycle and Off-Road field.

e Click the Select button.

3 On the Policy Info screen:

op | v Agcount | = v Seach v Ieam Administiation |v Testing |v Training v
& | submission (Pending) Motorcycle and Of-Road Indiana  EMfective: 10/20/2021 VerucaSalt  Accou

Policy Info (s i

Address has alidated

e Select the Yes radio button to select the
Give Privacy, Credit Report and
Insurance Score Notice? option.

ey s Change o 8 -

10 MONROE BLVD
ERRE HAUTE, 1M 47803-1628

e Click the OK button on the Give Privacy,
Credit Report and Insurance Score
Notice pop-up window after reviewing
the disclosure statement.
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Create Motorcycle Full Application Policy

4 The Policy Info screen is where you change u e —— > s i
the Effective Date and add policy level
discounts to the policy submission.

& | submission (Pending) Motorcycie and Of-Road Indiana EMective: 10/30/2021 Verucasalt Account: 240686383

Policy Info () (EE) ey

10/30/2021 1038 AM Paidin Fu Ve @

e Complete all required (*) fields.

Note: If you answer “Yes” to the Automate
Electronic Delivery of Required Documents
question, PolicyCenter will automatically send
any required documents to the policyholder. To
use this option, you MUST specify “Online
Account Access” for Designated Delivery
Preference New Selection and enter the
policyholder’s email address.

Nationwide Documents/Email

Producer of Record

Note: The default Document Delivery
Preference New Selection field is “Online
Account Access (email)”. If this default value is
accepted, then an Email Address is required.

e Click Next > button.

5 On the Drivers screen, the account holder u besgon [+ Aceourt | - St~ Iom pomicirron [+ Tesiog |~ Trinig |~
information defaults in as the Primary
Named Insured.

(¥ sibmation Panding)  Wotaryce and O Rsad Indian Secv: 1020202 Verucasat Acount 240683

Drivers (g (N IE Ty

. ' . &,cu Is

e Review the defaulted information on the )

Contact Details tab. Required fields

include:

o First Name

Last Name

Driver Type (defaults to “Driver”)

Date of Birth

Marital Status

Gender

SSN

Relationship to the Insured

Financial Responsibility Filing

Required (defaults to No)

Licensed Driver (defaults to Yes)

International License (defaults to

No)

o License State (defaults to State
entered for Account address)

o License # (not required for a quote,
but is required to issue)

o License for 3 years in the same
state (defaults to Yes)

MHame DatecfBirth ¢ Gender & Marital Status

1 Veucasalt 08/10/1996 Female  Single

oiscounts

O O O O O O 0 O

O O
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6 You may add additional drivers to the u besgon [+ Aceourt | - St~ Deam pomicirron [+ Tesiog |~ Trinig |~

policy e

Drivers (o

e Click the Add button.

e Select New Person.

ane> - L 4
ruca Ves @ Mo
Indiana
186124
- ense Ac

7 Complete the required fields, as listed in & ot s M i rd Bl s M el M et 5
Steg 5. Drivers mm_sm
e Click the Next > button.
‘ - ‘ . L Ne
® o

sl
- ®
Disco
Lt
Separated -
Female
]
Other -
ves @

8 If the driver has any previous accidents or
violations, you may enter them on the
Accidents/Violations screen. simisnicon RSSO =) e ey

v Seach v Team Administration v Testing |v Training | v

Motorcycle and OffRoad Indiana  Effective: 10/30/2021 Veruca Salt  Account: 340686383

rType

Any additional accidents/violations
reported by the Department of Motor
Vehicles are added automatically when the
submission is bound.

e Click the Next > button.
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9 On the Vehicles screen, add all the
appropriate vehicles to the policy.

e Click the Create Vehicle button.

Desitop | »  Agcount | = ~ Seach v Jeam Administation |v Testing |v Training | v

| Submission Pending)  Metorcycleand OffRoad indiana  Eflective: 10/30/2021  Veruca Salt Account: 140635353

Vehicles caes

10 On the Vehicle Details tab:

e Enter the appropriate information into
the VIN field.

e Press the Tab key to call VIN Services.

Note: Entering the VIN auto populates the

Desktop | »  Account ~ Search w JTeam Administration |w Testing | Training

\i‘ Subsmission (Pending) Motorcycle and Of-Road Indiana  EMective: 10/30/2021 VerucaSalt Account: 240686383
vehicles e () e
Vehicle Details

Vehicle# = Vehicle Type = Year = Make Model VN

1 Motorcycle 2018 Harley-Davidson  FLTRU Read Glide Ultra (Two-Tene)  1HDIKGO1S

vehicle’s Year, Make, and Model. In some cases, a
new screen displays where you select the
particular motorcycle VIN via a radio button
then click the OK button.
® ves X "
¢ Complete the Purchased New and
Purchase Date fields, if applicable.
e Click the Next > button.
n On the Lienholder/Additional Interest " e — > Cms T AMITTD e TGl rhs
screen, enter any car loan or lease details & ubmision Pending)  Moloreycesnd Ot faad Inciona et 10302071 Veca Skt Accuns 46656383
for the vehicle. Lienholder/Additional Interest (= (=TS X R
e Click the Add button to display — o
additional interests’ options.
e Select New Company from the drop-
down list.
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12 On the New Ad(ditional Interest screen: n e (s e

¥ submission (Pending) Motorcycie and Off-Road Indiana  Effective: 10/20/2021 Veruca sait Acco

340686383

Iditional Interest - 2018 Harley-Davidson FLTRU
oad Glide Ultra (Two-Tone)

e Complete all required fields.

e Click the OK button.

hird Party Typs # | Lianholder
+ | LLC ar Company not solely owned by the Primary Insured
@ ves No

123456783

* | Ffth Third

Address Same addressas: a

+ | 123 Main st

+ | indianapolis
state Indiana =

7iF Code ¥ | 42040000

United States of America

13 Verify the Lienholder Type information you n Tl < Semti|+ Toam Admnkicaion |~ Tesing |~ Tk |+
entered appears on the :
Lienholder/Additional Interest tab.

a‘Squwsmn Pending) Motorcycle and Of-Road Indisna  Effective: 10/20/2021 VerucaSalt Account: 340686383

Lienholder/Additional Interest ey (R (o ey
wder s |wikdetyoes | modstvear s | i ose =

FLTAU Road Glide

1 Motorcycle 8 Hariay-Davidson [ oad S0 1psp1aseTITT

e Click the Next > button.

Mame 3 Type Expiration Date Centificats Required = Loan Mumber 2

Lienholder ~ | 031672023 ®ves [ INo 123456789

14 On the Coverages screen, the Policy-level u Desop [+ Acenane |+ < Sewdt v T Auiiaraton |+ Tembg |+ Teining | v
Coverages display on the top half of the
screen with the Vehicle Level Coverages
on the bottom half:

& | submission (Pending) Motorcycle and Off-Road Indiana  Effective: 10/20/2021 Verucasalt Account:

e o

evel Coverages
e Select the appropriate policy and s
vehicle-level coverages. R
. cogs IO TR ot
e Click the Next > button. | cuem saspo
Comprehensive v
Collision v}

aptions
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15 On the Underwriting screen, you may u besion [+ Aceou | = ~ et [+ oo Bniimmton | - Teurg [ Toining | -
review additional details on the following
tabs:

o UW lIssues

o Prior Policies (shown in Step 16.)

o Prior Losses

o Credit Bureau Report

o Motor Vehicle Records

O S S —

Underwriting (e () Emmmmy
U Issur Prior Losses | Credit Bureau Report | Motor ehicle Records

Mo issues identified 3t this time,

View Issues Blocking ViewAll =

No data to display

e Click the Prior Policies tab.

Note: Motor Vehicle Records will not return until
the Finalize Quote step.

16 On the Prior Policies tab, complete the " T — « Sech|= T bmikemtion [ Testg [= T |
required fields:

o Carrier

o Lapse in Coverage

o Reason for Lapse (if needed)

% sbmsson(pending  Motocyele and Of-hoad Inclana Efecthe: 3072021 Ve Salt Accouat: 40686383
Underwriting _ (e () ey
T e T e e

Prior Motarcycle and Off Road Policies
<nanex

Laps

<nane>

e Click the Quote button.

17 On the Quote screen: " irTlo Lo v S|~ Team Admiciematon |+ Teie |+ Taining| v

\i‘s«nnnmmwp.«ed: Motorcycie and Off-Road  Indiana  EMective: 10/30/2021 Verucasall Account: 679213782
¢ Click the Finalize Quote button. Quote ey iz (R

Frimary Hamed insured

e Click the OK button on the Finalize
Quote pop-up window after reviewing
the disclosure statement.

Policy Address 10 MONROE BLVD
TERRE HAUTE, IN 47803- 1626
GO

AMCO Insurance Compan

Policy Level Discounts/Surcharges

Description

‘Advance Quote Discount
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18 Clicking the Finalize Quote button orders
the MVR report for Auto submissions and
places the submission in Binding status.
After binding the policy, if no incidents are
found on the report, you can advance to
the Payment screen, enter the billing
information, and issue the policy.

The system displays a progress bar as a
visual cue of running validations report
ordering. Once validations are complete,
the system automatically displays the
Payment screen.

Note: If a validation or report fails, PolicyCenter
continues to display a validation message,
warning, or Underwriting rule on the impacted
screen.

arts

g Re

If discrepancies are found in the reports, the bind
process stops, and a review of the report is
required, allowing you to take the appropriate
action. After resolving any discrepancies, you
must quote and finalize the quote again, before
moving to the Payment screen and issuing the

policy.

19 On the Payment screen:

e Complete the required billing
information. Required fields include:
o Installment Plan selection
o Day of the Month (defaults to the

Effective Date of the submission)

o Bill Delivery Preference

Paperless Billing Consent

o Email Address (if Paperless Billing
Consent is chosen)

O

e Click the Issue Policy button.

pop-up window.

e Click the OK button on the confirmation

op |+ Agcount | = ~ Seach v Team Administration v Testing |+ Training |+
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20 Next, complete the Down Payment Details
information. The Initial Down Payment is
the amount which must be submitted for
down payment. You may need to scroll
down to the bottom of the Payment screen
to locate the Down Payment section.

e Click the Add button.

Note: You may add up to four down-payment
methods.

e Select Cash from the drop-down list.

Note: In certain circumstances, like adding the
policy to an existing billing account, a down
payment is not required. However, it is
recommended to accept a down payment when
possible.

21 In the Payments Details section:

e Review the down payment details and o

adjust as necessary.

e Enter the down payment amount in the
Amount field.

e Click the Submit Payment button.

22 The Submission Bound screen displays. This | =« o
indicates the submission is bound, the
Billing Account successfully created, and
the down payment accepted.

Next, you must collect the documents E
required to complete the bind process. .
e Click on the Documents link.
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Documents defaulting on the Documents screen are those required to finish the issuing process. This
includes documents needing signatures or additional documentation from the member. An example of
this would be the Central Alarm Certificate.

Additional documents can be found by clicking on the Add button. These documents are optional but
are available for the member. An example of this would be a down payment receipt.

There are two ways to obtain the member’s signature. The member can physically sign printed
documents (click the View button to generate a PDF) or electronically sign documents online using
eSignature.

If you selected “Yes” for the Automate Electronic Delivery of Required Documents question on the
Policy Info screen, required documents will show as already sent for eSignature when you display the
Documents screen. If this is the case, you will only need to eSign any optional or added documents.

23 To create an eSignature envelope, at least
one document selected must have a “Yes”
status in the eSignable column.

op |+ Agcount | = v Seach = Team Testing = Training |  LiveChatforAgents

Policy File Matorcycleand OFf Road indiana Veruea Salt Account: 679213782 Policy: 9113MC010008 I Force)

Documents

e Select all the documents to provide to
the member. The documents selected
create an envelope to be emailed to
the required signers.

d  eSignable 3 Authe

e Click the eSign Documents button.

ICHCH NN
DDODDDDDD

24 On the eSign Details screen:

op [+ Agcount | = v Seach v Ieam Testing | Training |v  LiveChatfor Agents

PolicyFie  Motorcycleand OftRead Indiana VerucaSall Account: 675213782  Policy: 9113MCOL0008  In Force

eSign Details [ st [ coce |

Required Signer(s

e Enter or verify the email address for
required signers. You can add Carbon
Copy recipients not requiring a
signature.

e Click the Send button.

An email is sent to all recipients to take
appropriate action using the eSignature
functionality.
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25 PolicyCenter produces a second set of
documents during the eSignature
envelope creation process. The second set
of documents includes signatures once the
process completes.

(5] Poticy File

+ Seasch v Ieam Testing v Training |+  LiveChatforAgents

Motorcycle and Off-Read Indiana VerucaSall Account: 679213782 Policy: 9113MCO10008  In Force

Dacuments

ts | PrintCustomer Documents | Resend Print

e

"I"he Status Eolumn updates to o 5 S S
Completed” after the envelope is signed ; rtrn | e e | agie £ | ]
and returned. 0 = B
n o v jm i
(B] e Yes JimHy
1 Mo No JimHg
1 [ view | Ves Yes Jim g
1 Yes Yes Jimng
1 o o o imug
] Mo Na Jim
0 [ view o v smu
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