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AIM+ Transmitting Policies

Reviewing Policy Records

Prior to transmitting policies, you can search for and review the policy records. Additionally, you can preview or print the
Pre-Transmittal Policy Register Report to review the policy and endorsement records. The Pre-Transmittal Policy Register
Report includes the policies and endorsements for the selected underwriter and agent within the selected date range.

Steps

1. From the Module menu, click Policy Transmittal.

2. Onthe Policy Transmittal tab, enter the information that is common to all the policies and endorsements
you want to search for and transmit:

e Underwriter—Defaults to the underwriter set up for your company, if only one is available. If
two or more underwriters are available, select the underwriter to which you are transmitting.

e Agent-Defaults to the agent ID set up for the selected underwriter, if only one is available. If two or
more agent IDs is available, select one or more check boxes for which you are transmitting the policy.

e From Issue Date-Type or select the beginning date for the policies you want to transmit.
e Through Issue Date—Type or select the through date for the policies you want to transmit.
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3. Click Search. The policy and endorsement records with an Issue Date that falls within the selected
date range display.

Note: To simplify the search results when you have several policy and endorsement records, select one of the column
headings to sort the information in the grid.

4. If you want to preview information for the policy records prior to the transmittal, click View. The Pre-
Transmittal Policy Register Report displays the policies for the selected underwriter and agent within
the select date range. If you want to print this report, click Print.
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Transmitting Policies

After reviewing the policy and endorsement records, transmit the policies and endorsements to SISCO underwriters
through the Internet or as a text file. Policies for non-SISCO underwriters can be transmitted as a text file.

You can transmit policies to SISCO underwriters through the Internet. Policies and endorsements for non-SISCO
underwriters can be transmitted as an e-mail attachment.

Important! To transmit policy and endorsement mages, you must first publish the policies and endorsements within AIM+
Documents. If policies and endorsements are not published, only the policy data is transmitted. Policy images and Stewart
Prior Files data are not transmitted.

Steps

1. From the Module menu, click Policy Transmittal.

2. Onthe Policy Transmittal tab, enter the information that is common to all the policies and endorsements
you want to search for and transmit:

e Underwriter — Defaults to the underwriter set up for your company, if only one is available. If
two or more underwriters are available, select the underwriter to which you aretransmitting.

e Agent — Defaults to the agent ID set up for the selected underwriter, if only one is available. If
two or more agent IDs is available, select one or more check boxes for which you are
transmitting the policy.

e From Issue Date — Type or select the beginning date for the policies you want totransmit.
e Through Issue Date — Type or select the through date for the policies you want totransmit.

Note: Only policies and endorsements with an Issue Date within the selected date range are transmitted.

3. The E-mail Status To defaults to the e-mail address of the person logged in, if specified in the account
information. If this field is blank or the e-mail address is incorrect, type the e-mail address of the person
you want to be notified for status reports during the policy transmittalprocess.

4. Inthe Destination section, select the option that best describes how you want to transmit policies:

o File —Generates a policy transmittal file in XML format with the policy data. You can e-malil
this policy transmittal file to a non-SISCO underwriter. Continue with step 5.

¢ URL - Displays the pre-defined URL for SISCO underwriters only. Policy data is automatically
sent to the SISCO underwriter via the Internet. Continue with step 5.
5. If you selected the File option to transmit policy data, click the Browse button ' to find and select the
folder where the XML file will be saved.
6. After you review the selected policies, click Transmit.
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Removing Policies from Transmittal

For improved process and accuracy, you can now easily remove one or more policies/endorsements before transmitting a
batch of completed policies/endorsements.

From the Policy Transmittal screen, on the Policies grid, unselect the checkboxes for the policies/endorsements you do
not want to transmit. Each record is selected by default. This feature also allows you to transmit one or more
policies/endorsements at a time, upon
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@ Note

Remember, when Stewart is your underwriter in AIM, your policy register data is automatically transmitted via
Stewart Access while policy images are transmitted via the policy transmittal feature. The process for transmitting
a policy or endorsement in AIM+ has not changed. The only change is the ability to remove specific policies and
endorsements from transmitting.

If you have unselected a Policy, the Endorsements associated with that policy will be unselected automatically
but can be checked again manually.

A separate transmittal job will be created for each agent that appeared in policies grid after search.
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