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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Preview  Impart Into | Taskl Task Nu:utel
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Make sure to remember to CREATE TASK!

B 1MPORTED FROM PRINT DRIYER M=l
Presigw I Import Into~ Task | Tazk Mote I

W Creats Task {0 First Page =l
Awailable on - | 01/07/2010 =l 12:01:00.4M —
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Lack Task : " Debug Task : o

impafing 2 pagears! fofal

Irnport/ T &gk, I Cancel

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.

ageRight Desktop

© File Edit Annotate Yiew ‘WorkFlow Task Bookmark Options Help
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File Yiew | To Do List I Completed [tems I T azk Histom I X
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N

Go to SET TASK ATTRIBUTES & complete info as needed
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& Specify Task Attributes | x|

Selected tazk[z]: Market GLI app

SEND_TO
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Click OK & again....lock & open task, go to Set Task Attributes again.
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Unlock all Tasks in this File
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Set Task Attributes. ..
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Reschedule...

Kill

Manual Routing. ..

Release

Return to Sender

Change Task Target...

Hiskary

Refresh Task List FS

Properties...

orrespondence [0 Pages)

0- 0241742017 [0 Pages)
0 - 01/07/20171 [0 Pages)
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= [2 Pages)
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ﬁﬁpeciﬁr Task Attributes | x|

Selected tazk[z]: Market GLI app

Azzsign To Ak I Thereze Rayburn [trayburm] j
SEND_TOD I.-i'-.M Renewal Submizzion j

Create Market Folders W

Payee Mames for Fol.. | Dongbu, First, lsland, RPS Triad

¥ Releaze Taskls] Ok I LCancel

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.

Attributes Could Not Be Set El

\i) Task attributes cannok be ek,

Reason(s):
Sorne kasks or diaries could not be released.

The Task Page must be under the Submission/Quote Folder For a particular Policy Term and on the page level to
create the Marketing/Payee Folders from the [Create Market Folders] list
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And if you didn’t get an error, then .....
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H ] - .: _I

b
|Therese Fayburn [travburn] iz logged in. ”1 filez(z] open. || |£

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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_;'::Elmagellight Desktop H=] E3
. File Edit &nnotate Wiew ‘Workflow Task Bookmark Options Help
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Add Folder Note E
File Edit Yiew Insert Formak Table Tools
pEHS® XLAIR Y AL YE
Arial - 10 v|31g|—§§§|55§5 002« | 4 [
Dongby declined to guote - operation unsatisfactory -
(1] | Cancel Apply
Click ok.
™ imageRight.Client.Notes.Note M=l &3
Eifjm) |
=

14742010 5:55:56 AM - Therese Rayburn (trayburn)
Commercial Lines - Independent Producer - PLAYTWO1

Dongbu declined to quote - operation unsatisfactory

3 @ | Elintranet Home Page - Mi.. | ] HOML - Sagitta Home Pa... | &7 PLATTWOL -AMSZ-Micr‘..”ﬁlmageRi The Note will automatica”y
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.
_;'::EImagERight Desktop
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