Adding an Attachment to a Policy Change Form

1) In Power Broker select EDI, Send and Receive E-Mail/Polices and the select the mail item, click

the Edit Mail button and then the “Add To Bottom of Email” button.
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This utility creates E-Mail/lUpload files for each Insurer which hold all of the letters and policies to be uploaded, since the last time E-Mail
& Policies were sent. The Broker EDI software is loaded and the files are sent.

Return mail and policies are also collected. Incoming E-Mail may be viewed, saved, printed, replied to, or deleted. Policies, must be
reformatted using 'Reformat Latest CS10 Download' found on the EDI Menu.

Delete Mail Delete Poli Edit Mail Proceed Uploads Quotes CCR= Hel Exit
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Outgoing EMail to be Uploaded |

| Insurer Addressee Date Time |UserlD Subject Letter
HWAWA Zacharias 03M8/2010 |21:34 CL Policy Change - Wehicle Coverages Memo |

2) Asillustrated below, add text to your email.
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‘Ml View EMail Contents

.to [G=Grant/S=Zacharias,/U=GZACHARIAS/M=TBM204WMICO1/C=99999999/P=} -

.subject Policy Change - Vehicle Cowverages

ACKNOWLEDGEMENT OF POLICY CHANGE - VEHICLE COVERAGES
) i Add to Existing EMail
- | Poli z
kel Add Text to the Bottom of EMail Entry
H Eff
PP: The valued automoblies endorsement {SEF#19a) has been added to this vehicle to -
I cover the new appaised value of $50,000. Attached is a picture of the newly restored Model T
I vgj |Ford.
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| T Add TexttoEMail |  ExitiMNo Save | —
i Save to Customer File | Add To Bottom of EMail | Print | Return I



Adding an Attachment to a Policy Change Form

3)
the desktop.

Now attach your files, as shown below, by double- clicking the Attach File Command icon on

Note: CSIO asks that only PDF and jpeg files be attached. If you wish to attach other files you
should check with the insurance company to see if they can receive them.

4) As shown below, click the Browse/Open button to browse for the file.

ﬁ ‘Attach:’ Command for a Power Broker E-Mail Form,

Copyright & Motices

Step 1- Click the Browse/Open button to select the file to be attached.

Step 2 - Press Ctrl-V to paste the 'Attach:’ command into your Power Broker memo.

]

Browse/Open

5) Click the file you want to attach and then the Open button.
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ﬁ Open
Lookin: | PBAttachmentDemo - @ = E
U= Mame . Date modified Type Size
el i=|1915-Ford-Model-T-b-nf jpg 15/03/2010 8:36 PM  JPEG image 236 KB
RecentPlaces = 1o del T Ford Appraisal.pdf 22/03/2010 749 PM  Adobe Acrobat D... 11KB
! | Vehicle Coverage Add Endorsement (SEF£19... 23/06/2010 9:48 PM  Text Document 1KB
Lomputer
S
w _
File name: 1915-Ford-Model- Tb-nf jpg A4 Open
Metwaork
| Flescftype: [Notesfies () »| | Cancel |
[ Open as read-onty
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Adding an Attachment to a Policy Change Form

6) Click the OK button to have the file copied to the server so it can be included in your e-mail. If
you wish to cancel the attachment select the Cancel button. If you select the OK button and
then wish to cancel the attachment you can ask your Administrator to delete the file in the
\MAIL\AL3MAIL\AttachmentsSend folder on the server.

ﬁ Attach Command E“E@

When you click the OK button, yvour file will be copied to the server for attachment and the following
attach command will be put in the clipboard. Click the Cancel button to cancel the attachment.

Attach:"RAEMAILALIMAIL \AMtachmentsSend1915-Ford-Model-T-b-nf jpg” |

| Cancel || oK

7) Place your cursor in the “Add Text to Bottom of EMail Entry” box and click the mouse to move
back to adding text and then press Ctrl-V to paste in the Attach: command.

L& - Bl
il View EMail Contents @
.to [G=Grant/S5=Facharias/U=GZACHARTIAS /M=TBM204WMIC01/C=999953959,/P=] |_A

.2ubject Policy Change - Vehicle Coverages
ACENOWLEDGEMENT OF POLICY CHANGE - WEHICLE COVERAGES

porid I Add to Exdsting EMail |

ilawsl Add Text to the Bottom of EMail Entry

H Effy
Pz: The valued automoblies endorsement (SEF#1%a) has been added to this vehicle to [=]
cover the new appaised value of $50,000. Attached is a picture of the newly restored Model T

M vej |Ford.

H Attach:"RAEMAILAL3MAIL\Attachments Send\1_1915_Ford-Model.T-b-nf.jpg']
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Add Text to EMail I Exit / No Save I
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1 Save to Customer File || Add To Bottom of EMail | Print | Return |

8) You can now attach more files or finish by clicking the Add Text to EMail button.
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