
Creating Market Folders 
 

 
In Sagitta create policy, either new or renewal.  Prepare application.  Bring application 
into ImageRight, either by printing, scanning or emailing in. 
 
Save the document in Submission/Quote subfolder in the Policy Term - YYYY folder.  
Note the document highlighted below is filed in the Submission/Quote folder, not in the 
Market folder.   
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Make sure to remember to CREATE TASK! 
 

 
 
Click on Import 
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After application is imported, LOCK & OPEN task. 
 
Note the task you created is set at the page level. 
 

 
 
Go to SET TASK ATTRIBUTES & complete info as needed 
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Click OK & again….lock & open task, go to Set Task Attributes again. 
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Make sure to insert YOUR name, SEND TO:  AM Renewal Submission, 
CHECK the Create Market Folders box (important!) 
Insert market names with commas to separate 
Click box to Release Task 
 
Click OK……..and VOILA……… 
 

[If you get an error that looks like this, then the document is not filed in the 
Submission/Quote folder or the task is not on the page level. This feature works 
only if the document is at the Submission/Quote folder level and task is on the 
page level.] 
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And if you didn’t get an error, then ….. 
 

 
 
You have now created your Market folders! 
 
Now you can insert whatever correspondence you may have for each of the respective 
companies in their own folders. 
 
NOTE:  You may want to create a FOLDER NOTE, to keep a short running diary of 
activity or status for quick review without having to open each market folder. 
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Click ok. 

 The Note will automatically 
date & add your name.  You can then just add notes to this as you continue to receive 
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your quotes or other info back from the companies, or final status. 
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