Sending a Power Broker Forms CSIO E-Mail Message

1) Click the Forms Generator button.

i) Customers & Prospects Data Centre

Add | Delete | Searches | Print | Limit Scanning Help | |
B[ e|o| =] |
Hrowse Cust | Suppl tary | Sales & Marketing | Sales & Marketing | Networth
Policies
Notes Customer Code: | 30006 Status Code :[SPE | ¥ Producer:[ | ¥
Abeyance Name : Test Customer | Language: [E | Mail To (RiB): [R |
Transactions i
Additional Name : CSR: 2
: Claims - l L
Il convictions Home : (99 Main Street Postal Code: [M8Y2HO | ) |
I Reference :
| ; City / Province : | Some Town/Some Province Tax Region: BC |7
| Home Phone:|{ )} - | Fax Number: [( ) -

2) Click the Form Name you want and then click the Proceed>> button.

i#l) Select Forms Generator Forms =] =] =)
Form Name Form Description Table | InUse | Lang =
[BLANK Blank Letter B E |
PROSPZ2 Prospect Letter re Automobile Insurance B E
PROSPECT Prospect Letter (Sample) B E
L1 | | | | hdl|
L 21|
Search | Proceed Return |
|
—— —== e = L ——

3) Type E, in the Send to: box.
Type Y or N <Enter> key in the Save Memo to Customer's File (Y/N)? box.

i#H Print, Send to Outlook or Email Policy Change Forms

Print, Send to Outlook or E-Mail Form

Send to: (P) Printer/Fax (O) Outiook (E) E-Mail :
Save Memo to Customer's File (Y/N) :

4) Put your cursor in the Enter E-Mail Company Code ficld and press the <Enters key
to display the CSIO Company Table.

i# Print, Send to Outlook or Email Policy Change Forms

Print, Send to Outlook or E-Mail Form

Send to: (P) PrinterfFax (0) Outiook (E) E-Mail :
Save Memo to Customer’s File (Y/N) :
Enter E-Mail Company Code: | | ¥

Enter Form | Memo e Date : | 08/06/2009

Verify Producer Code : ¥ Abeyance Completed (Y/N):[ |
Enter Cust Form | Memo Database Description :
[Blank Letter |

Proceed > |
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5) Select a company e.g. Wawanesa

PILO Pilot Insurance Company

PORT Portage Mutual Insurance Co.

ROYA Royal Insurance Company

SGI Saskatchewan Gov't Insurance

SNA Societe National d'Assurance

TRAD Trader's General Insurance

TRAF Trafalgar Insurance

TRIL Trillium Mutual Insurance [ ]
UNCHN L'Union Canadienne

WAT Waterloo Insurance Company _

WAWA Wawanesa Mutual Insurance Co.

WESS Westom Genra

WEST Western Assurance
YORK York Fire Insurance Co.

Print, Send to Outlook or E-Mail Form

[E ]
wAWA ¥

™ [

Blank Letter - Test Message

7) Put your cursor in the Company E-mail User ID field and press the <Enters key to
display a drop down list of the e-mail recipients for that company.

; Print, Send to Outlook or Email Policy Change Forms E

Print Qand tn Outlnalk ar E_Mail Earm .

E-Mail Recipient Information

Blank Letter - Test Message
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8) Double-click the recipient you want e.g. Grant Zacharias.

i# Print, Send to Outlook or Email Policy Change Forms =]

GZACHARIAS WAWA Zacharias Grant

Proceed >>

9) Change the Letter Subject Matter field if you would like a different subject and press
the <Enter> key to display the form letter.

i@ Print, Send to Outlook or Email Policy Change Forms (=]

Blank Letter - Test Message

10) Type your message and attach a file.

|a Customers & Prospects Data Centre . —— ] oL e S

July 16, 2009

Hello
This iz a test message with an attachment.
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Attach File

11) To attach a file select the Attach File Command icon IESEEs
and do steps 1 &2.

on your desktop

Step 1-Browse and use the Open button to selectthe file to be attached.

D:hUsers'\Roger\Documents'Checking Your Telus C5I0net S5L VPN Connection doc

Step 2 - Paste the 'Attach:' command in your Power Broker memo by pressing Cirl-V.

Copyright {c) 2009 MASTERCOM Consulting Ltd. All Rights reserved.

i) Customers & Prospects Data Centre - I - 4 L_I_I_J‘:' (S e S
[ 1 1 I T T — : 5
i) Form Letter - Blank Letter =

July 16, 2009

Hello

This is a test message with an attachment.

Attach:"D:\Users\Roger\Documents\Checking Your Telus C5ICnet S55L VPN Connection.doc™

Regards

12) To finish the creation of the e-mail and queue it for sending click the Print Courier

10 or Print Times New Roman 11button and the OK button on the Print dialog box
or otherwise click Cancel button.

Print Courier 10 | Print Times New Roman 11 |

13) If wish to edit the e-mail or delete your e-mail it after it has been queued for sending,

you can do this by selecting the e-mail in the “Outgoing Email to be Uploaded” list
and then picking the Edit Mail or Deleted Mail button.

@ Send / Receive E-Mail and Policy Upload / Download [E=EE

This utility creates E-Mail/Upload files for each Insurer which hold all of the letters and policies to be uploaded, since the last time E-Mail
8 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 CSIO Download' found on the EDI Menu.

Delete Policy Edit Mail | Proceed Uploads

Quotes CCRs Help Exit |
Outgoing EMail to be Uploaded |
|| |Insurer Addressee Date Time |UserlD Subject Letter j
WAWA Zacharias 07M6/2009 |08:29 |CL  |BlankLetter- TestMessage Memao
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