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How To Submit an Endorsement Task

Pull up the active policy in Finys and select the Diary Summary Tab

Policy Summary  Billing Summary = Claims Summary @BERETGGERS)  Document Summary

Select “Add Task”

Add Note Add Task 4» Set Task Status to "I lete" to view ding tasks

Search

Task Status Select... v Created By Select... v

Department Select.... v Recipient Select... v

From the categorizer drop down menus, select: Underwriting/Underwriting/Amendment

Categorizer Select... v ! select... v ! select... v

) L

B/ U EF T B (hertediont = [P = Reciplents Inchude Me Default Due: /112025 B

Effective 9/15/25 Please amend the mortgage to be ABC, 123 Smiley Lane, Whoknows, CA 1 Amendments/Cancelations (Group) (9/11/2025 x |

98502. 1 ‘ ’ @

Select the green person icon to select the recipient (2), For endorsements, please
select “Amendments/Cancellations (Group)” (3), then click “ok” (4)

Select Redpients [ ok J§ x cancel
Search Recipients 4 a To upload documents click the paperclip
4 ~ .
4 Internal Users icon (5)
) lissa patte
(€ Amendments/Cancelistions (Grove) ] ;
A P—— Lastly, click save and close (6)
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How To Process an Endorsement by Referral

Pull up the active policy in Finys and click the “Amend” button for the correct term:

LS ST U Billing Summary | Claims Summary | Diary Summary | Document Summary Policy Number O, Search

Account Number: 1003062 TEST AMENDMENT 1 Policy Number: 0111004573
2417 N TRIPHAMMER RD A/C ASSOCIATES OF NY INC Term: 1
ITHACA NY 14850-1013 11/26/2024 to 11/26/2025

ACTIVE
Renewable

Paid In Full Payment History Last Payment
Nothing Due $a 1 .?* $1,289.93
) in the last 30 days paid on November 26, 2024
View Payments

Term | Effective Expiration  Premium

Change Effactive Dat= Term Premium
I N N -

Enter the effective date of the change and click confirm:

Effective Date

Effective Date ®

Confirm

The policy will now be “unlocked” and look similar to quick quote mode. Make the
desired change on the appropriate tab:

O Insured @ Policy 9 Location 9 Dwelling e Pricing ° Reports

Click the “Document” button to upload any needed documentation:

0 J Doamnt | seve snd Gose J undo AmendmentJ contrue | v efora |




An upload box will open; select “underwriting” for the first two Categorizers and
“Picture/Report” for “Default Categorizer 3”:

i

Categorizers: Underwriting v Underwriting v

Default Categorizer 3:  Picturs/Report v
© 16761 / ) 0111004573

Select files... = The following characters will be replaced within the filename: 2% *: | "<>'~1@#S5S% ~ &

File Name: dog.pcf
Categorizer 3: Picturz/Report v Use cfault
Description

Dog guestionnaire

Add a description of the document

Click the Pricing tab to re-rate the policy

@ e | @ ruiy || @ ocatin || (@) Premises ((.D‘ma' @ o || (D) rvere

s

Change Eff. Date : 12/05/2024

Refresh Rate
Total Premium: $1,289.93
Description Premium
Coverage A - Building Premium $1,269.00
Asbestos Exclusion (51.00)
Silica Exclusion (51.00)

Equipment Breakdown Enhancement Endorsement  $40.00
Loss OF Income Special Limitations (s25.00)

Fire Fee Premium $7.93
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Click the Amend tab (1) and select the correct reason from the “change reason”
drop down menu (2), then write a detailed explanation in the “user changes made”

section (3) (this description will appear on the declarations). Lastly, click “submit
referral (4):

—_
@ v || @ oy || @ tocetion || @ e || @) pricra || ) Repors @m }‘
TEST AMENDMERNT 1
Policy : 0111004573

e e

Change Eff. Date : 12/05/2024

Amendment Details

Hew Term Premium 51,289.93

Prorated Premium 50.00

Change Effactive Date 12/5/2024

Another box will open, type an exlplanation for the change, or any notes to the
endorsement team and click OK:

SubmitReferral

Plezss provide any comments to the undarwriter

Acd additional coverage

Insured is now doing snow removal part time
please 2 snow removal coverage.

If the referral was accepted, the following box will appear, click okay again:

Message

Referral has been Submitted

Ok




