MASTER CERTIFICATE TEMPLATE OPTIONS MENU


Effective:  07/27/2011
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	Click
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	Appends to 
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	What it does to Master
	What it does to Cert
	What it does to AOI/Holder

	DISPLAY
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	Lists all certs attached to the Master Template
	Lists all AOI/Holder associated with certs attached to Master Template
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	n/a
	Existing Master – no change
	Attaches a cert to the existing Master Template
	Attaches an AOI/Holder to the cert 
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	Creates another Master Template (no change) with updated prompts on current policy  
	Attaches a cert to the Master Template - UPD
	Reissues cert and holders not previously selected, therefore, allows selection of AOI/Holder
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	REI
	(Same as UPD)

Creates another Master Template (no change) with updated prompts on current policy 
	Attaches a cert to the Master Template - REI
	Reissues cert with AOI/Holders previously selected, so you don’t have to reselect again

	REPRINT
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	n/a
	Existing Master – no change
	Reprints all certs attached to the Master Template
	Reprints with all AOI/Holder associated with certs being reprinted
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	REV
	Allows you to select an existing Master to create a brand new revised Master Template with changes rather than creating it from scratch
	Attaches a cert to the revised master Template
	Reissues cert with AOI/Holders previously selected.
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	Click
	Options Menu
	What it does

	VIEW
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	Preview the selected individual certificate

	ADD
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	Use the wizard to create a new Master Certificate Template

	PRINT
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	Create a schedule to print PDF or export to excel based on your selection in the dialog box:

· Print AOI/Holder Listing for Certificate #######?

· Pr8int Description of Operations Detail for ALL Certificates?

· Print Schedule of Certificates?

	ARCHIVE
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	Archive selected Master Template and any associated certs

	ARCHIVED
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	ARCHIVED option is N/A.
Go to >> Archived Certs to display Master and associated certs that were archived
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	Click
	Options Menu
	What it does

	VIEW
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	Preview the selected individual certificate

	PRINT
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	Print the selected individual certificate

	REVISE
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	Create a new cert that is a copy of the selected certificate.  You can make changes on the Cert Preview tab. 
IMPORTANT NOTE:  Do not make any changes or corrections of any info that prefills from prompts, AOI/Holder, or template, otherwise you may have a discrepancy of what was issued on the Cert and what’s prompted in Sagitta.
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List of all Masters (MS) or MasterPrints (MP) or individual Certs (S) referencing the selected Policy:
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Option to Print to Acrobat or to Export to excel – 3 separate menu selection items available:
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Master Cert “2010” no longer appears 





You can View and Reprint a cert, or Print a schedule, but DO NOT ADD under Archived Cert..











IMPORTANT NOTE:  The certificate that “goes out the door” (to the certholder, the insured, the agent or the carrier) must be filed down in ImageRight so that we know which version is valid.  Make appropriate text note explanations on the cert when necessary.
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