AIM User Handbook

Section 8 — Policy Tasks

Non-Renew

1. Inthe Main view tab locate the required
submission. Click the Policy drop down menu,
select the Non-Renew option. The following Non-
Renewal of Coverage window will display.

2. Complete all fields displayed. Click OK to proceed
with this process or cancel to abandon it.

3. Clicking the Send Non-Renewal Notice checkbox
causes the Document window to open, allowing
the user to edit as needed.

4. The finished document should be saved into

ImageRight by clicking on the Policy Folder
(MISC), then click Save > Close.

Policy Mail Out
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1234567801
Policy Information

Policy Effective |4/8/2019 Expiration [4/8/2020

Non-Renewal Information

Flag Policy for Non-Renewal of Coverage

Jones Painting

State |TX

Renewal Status || j Send Non-Renewal Notice
Reason | hd
Approved By | A

Transaction Note

|¢ oK ||x Cancel |

Completing the Mail Out process will change the status of the submission from Binder Issued to Policy In Force
in AIM. It will document in the Activity list the date that the policy was mailed.

1. Inthe Main view tab locate the required submission. Click the Policy drop down menu > Mail Out

option OR Click on the Mail Out toolbar button.

2. Enter the date that the policy is being mailed in the Policy Mail Out Policy MailOut
window
Enter the date W
3. Click OK. This will display the Confirm window, prompting the user to A
issue a policy cover letter for mailing > Select No. v ok |[X cancd |
Accounting

Looking Up Payments

1. Locate the account in the AIM system that payment should have been received on.

2. Go to the Accounting view tab,

click on applicable invoice, then

|| “Account Current

. Premiums £4,000.00
click on the tab Payments Polcy Fees s75.00
. Taxes §203.75

Related to Selected Invoice e e
a. Policy Balance — this shows | paments (i

Policy Balance

o $0.00

the balance of the policy

- e S - . - —
| Main | Detail | Coverages | Activity || Motes | Policy Dats | Accounting

Premium Finandng
$4,000.00 [Frst
$0.00

Term Premium Finance Co. ;Firgt'},]wance';umi{ng Address '450‘5kok|eB|Vd,¢-].D00

By Pransian e S T
LoanMpbr 3007015530 Morthbrook, IL 60062
LOC Premium - L

Est, FT Premium Phidne 1800-728-7255 i [B00) 8373709

Aat Bk Finance Co. Funded Agent (1]

Tax State [TExas | sLaminger |

(AR balance).

| 1nvoices | Payments Related to Selected Invoice | Payments | Assigned Contracts

Payments Related to
Selected Invoice — this tab
shows the payments
received on the account.

| K™
| Fiter

| +) AR -RB/Agent | AP - Company

Type| Balance

[ Dlici720 415964 [372018 [pa

Description Payment Desaription

C w.00] 3,87 75payment % Wi032618 Did 03/26/2018

c. Shows when the monies were received, the check number, amount, etc.

has been paid to the market (AP).

Filter radio buttons allow the user to see what has been received from the retail agent (AR) and what
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