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SOP#: Revision/Version: 1.0
Effective Date: 2013

Prepared By: Technical Writer Judy Thomas
Approved By: CEO Daniel O'Neal
Title: TUTORIAL: Confirmation And Policy Document Emails

Policy: This tutorial serves as a standard operating procedure for processing confirmation and policy
document emails.

Purpose: To provide insurance agents and applicants with step-by-step instructions for processing
confirmation and policy document emails.

Scope: This tutorial covers processing confirmation and policy document emails.
Responsibilities: Insurance agents and applicants are responsible for all of the tasks contained in this tutorial.
Definitions:

Overview: This tutorial was created in 2013 to help insurance agents and applicants process confirmation
and policy document emails.
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System Requirements

System Requirements

This tutorial assumes that the user:

1. Has access to the internet



Overview

Overview

This document was developed to assist insurance agents and applicants with processing confirmation
and policy document emails.

This document contains one main section:

e |. Emails



PART I-EMAILS

PART I-EMAILS

This section explains the purpose of the auto-generated email confirmation receipts and policy document
emails that follow payment.
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Emails | Payment Receipt/Confirmation
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From: E-Professional Insurance Instant Policy Issuance <noreply@eprofessionalinsurance.com= Sent: Wed 9/4/2013 12:16 PM
To: jthomas@insurancesoftwaredesign.com
Ce: jmatteis@managedinsurance.com
Subject: Fireman's Fund payment receipt for John J. Doe

-
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DO NOT REPLY TO THIS MESSAGE
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Thank you for the payment!

You have selected to pay your allied health insurance by Checking
Routing number - 267084131

Bank account number - ****¥**xxkgggg

Amount to be paid 4728.75

Status - To be processed.

Transaction Number 511163

Please save this as a receipt for your payment.

Submitted - 9/4/2013 12:15:47 PM
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1. Review the information contained in payment receipt email, noting the applicant's routing, bank account
and transaction number, as well as the amount paid.

2. Retain this email as a receipt of payment.
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Emails | Policy Document Links
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From: Insurance Innovations Instant Policy Issuance <noreply@eprofessionalinsurance.com= Sent:  Wed 9/4/2013 12:16 PM
To: jthomas@insurancesoftwaredesign.com
Ce info@insinnovations.com
Subject: Fireman's Fund policy documents links for John J. Doe - policy number AHP3000204.

John J. Doe

Thank you for choosing Fireman's Fund as your Allied Health insurance carrier. Managed Insurance Services, LLC (MIS) is the
Program Administrator for Fireman's Fund's Allied Health insurance program and it is our mission to provide you with quality
insurance carriers and exceptional customer service.

MIS has partnered with eprofessionalinsurance.com and your insurance agent Insurance Innovations to provide a web based
insurance platform to meet the needs of today’s business professional. This platform provides 24/7 access to your policy and
billing information, as well as access to additional insurance products that you may need to further protect your business or
practice. If you have any questions about the following policy documents, or additional insurance protection, please contact
your insurance agent — Insurance Innovations at 888-871-9096.

A second email has been sent with your policy documents attached in a PDF format, however since some email settings block

large documents you can click on.the follg nk
_l.’n_EEI onlinepl2000 cies/941498/635138937791961.
] d10E In USINg your user name and password to retrieve your policy

All email inguiries should be sent to your agent Insurance Innovations at info@insinnovations.com.
eprofessionalinsurance.com

**Please do not reply to this email. It was sent from an unattended mailbox, and replies are not reviewed.**

1. Review the information contained in the confirmation email, noting the applicant's policy number, links
to policy documents on the web and email inquiry contact information.

2a. Click on the hyperlink provided in the body of the email to view the policy documents, or
2b. Log on to the portal with the user name and password at the URL provided in the email above.

NOTE: A second email, containing a PDF of the policy documents, is also emailed to the applicant.
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Emails | Policy Document Attachments
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From: Insurance Innovations Instant Policy Issuance <noreply@eprofessionalinsurance.com= Sent: Wed 9/4/2013 12:16 PIV{
To: jthomas@insurancesoftwaredesign.com 4
Ce: info@insinnovations.com {
Subject: Fireman's Fund policy documents attachments for John J. Doe - policy number AHP3000204. J
=] Message | s 635138937791961.pdf (4 MB) {'
e’
John 1. Doe A;
1
Attached are your pD|Il:y‘ documents whll:h reqmre a PDF reader. If you are experiencing problems opening the attached policy <
documents you can ;
3
All email inguiries should be directed to your agent Insurance Innovations at info @insinnovations.com. 2
o «
eprofessionalinsurance.com ¢
-
If you do not have a PDF reader click link to download http://get.adobe.com/reader {
%
f
**Please do not reply to this email. It was sent from an unattended mailbox, and replies are not reviewed.** ?
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1. Review the attached policy documents. NOTE: Documents can also be viewed online by following the
instructions included in the body of the email.

This concludes the Emails portion of this tutorial.
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