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Introduction 
 

This chapter covers how to create and view non-application ACORD forms such as changes, binders, 
claims, certificates, evidences and cancellation requests.  These forms are integrated with the policies.  
Users are able to insert scanned signatures into these forms so they can be emailed immediately out of 
the system.   

Forms 

How to Create a Form 

Forms can be created from the Client screen as well as from the Policy screen.  Once the form has been 
created, fill it out and close to save.  Information specific to each form will be discussed later in the 
document.   

Client Screen 

1. Highlight a policy that will integrate information into the form. 

2. Click on the New Form button.  A list of forms that are appropriate for the policy type highlighted will 
appear. 

3. Highlight the appropriate form from the list and click on OK. 

 

Figure 1: Forms List 
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Policy Screen 

1. In the Policy screen, click the button on the toolbar which represents the form that should be created. 

 

 

Figure 2: Policy Screen Toolbar 

Policy Change Form 

» There are three change requests in the system: Personal Auto Change Request, Personal Policy 
Change Request (Except Auto) and Commercial Policy Change Request.  The system will 
automatically open the form that is appropriate for the policy highlighted. 

» On the Personal Policy Change Request (Except Auto) and the Commercial Policy Change request, 
make sure the Policy Type field is properly check marked.  If a policy type is not check marked, the 
policy cannot be updated when the form is closed. 

» The Type of Change field must have a value of Add, Change or Delete.  Select Add and Delete to 
add or remove a vehicle, drivers or additional interests, etc. from the policy.  Use Change to alter 
information on a current vehicle, driver, additional interest, etc. 

 

 

Figure 3: Change Request/Policy Type 
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» When deleting or changing information on the form, look for buttons that allow the user to select 
information from the policy (i.e. Select Vehicle, Select Coverages, Select Driver, Select from Policy) 
instead of having to enter it manually. 

 

 

Figure 4: Auto Policy Change 

 

» On a Personal Auto Change Request, after a new vehicle has been added, the user can select the 
same coverages as another vehicle on the policy.  This is done by going to the Vehicle 
Coverages/Premiums tab and clicking the Select Coverages button, then selecting the vehicle whose 
coverages are to be copied.  After selecting the existing coverages, the user can still make 
adjustments specific to this vehicle. 

» Hitting the No button on the General Questions tab will automatically check mark all no on all 
questions. 
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» When the form is completed, close the form and a message will pop up:  Do you want to PUSH the 
changes to the (Policy Type) Application?  Note:  This can be done only once for each form created.  
Clicking yes will immediately transfer the changes made on the change form back to the policy.  Do  

» not do this until all changes have been entered on the form.  Some agencies choose to wait and allow 
a download to update the policy information. 

Binder 

» A Binder will automatically pull in the company and the effective and expiration dates of the policy. 

» Go to each tab and use the Select Policy button to pull forward other vital information from the policy 
onto the binder. 

» On the Name and Address tab, enter the individual/entity that the binder will be sent to.  This can be 
done by using the Select from Policy button or the Select from Addr. Book button.  The user can also 
manually type a name and address and then click the Add to Addr Book button if it would be used on 
other binders. 

 

Figure 5: Binder 
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Cancellation Request 

» The Company, Policy Number, Effective and Expiration dates will automatically populate into this 
form. 

» This form can only be completed for policies that exist in the agency’s system.  To cancel a policy that 
a customer has with another agency/company, print a blank form and fill out by hand.  To retain that 
form, scan and attach as an image on the customer’s file. 

» Entering the Effective Date and Hour of Cancellation will automatically change the policy to Cancelled 
status.  When the Client screen is refreshed, the policy to be cancelled will remain on the Policies tab 
and display as a gray record.  When the policy reaches the cancellation date, it will no longer display 
with the active polices and will only be displayed if the user chooses to view All or Cancelled policies. 

 

 

Figure 6: Policies Tab (shows policy to be cancelled) 

 

» The For Agency/Company Use tab allows the agency to identify the reason for cancellation. 
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Figure 7: Cancellation Request 

Claim 

» There are four loss forms in the system:  Automobile Loss Notice, Property Loss Notice, General 
Liability Notice of Occurrence/Claim and Workers Compensation – First Report of Injury or Illness.  
The claim form will open that applies to the policy selected. 

» The Company, Policy Number, Effective and Expiration dates will automatically populate into this 
form. 

» Look for buttons that allow the user to select information from the policy (i.e. Select Soc Sec #, Select 
Vehicle,  Select Driver, Select Loss Payee, Select from Policy) instead of having to enter the 
information manually. 
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Figure 8: Auto Claim 

 

» Each claim form has a Claims Payments tab.  The purpose of this tab is to enter claim payments 
made to the insured.  If two claim payments are made on the same date, there must be a unique 
check number on each record.   

» This tab is also where the claim can be marked as open or closed.  There is a Claims Report which 
prints a summary of all open claims. 

 

 

 

 

 

 



 
FSC Manager 

Forms 

 

 

Page 9 

© Vertafore | 26550 W. Mondovi Street | Eleva, WI | 54738 

 

 

 

 

Figure 9: Auto Claim/Claims Payments tab 

Certificate 

» Generally, there should be one certificate per customer or at the most, one certificate for each 
renewal period.  Each certificate can have multiple certificate holders. 

» The first time the certificate is created, go through each tab and use the Select Policy button to pull 
forward information from various policies. 

» On the Cert Holder/Desc of Ops tab, enter a certificate holder.  Use the + button to add additional 
certificate holders.  When adding certificate holders, the user has the option of selecting from the 
address book, selecting from a policy or manually entering the information.  Below the Certificate 
Holder section the user can enter a unique Description of 
Operations/Locations/Vehicles/Exclusions/Special Provisions.  Use the arrows in the Certificate 
Holder section to see the Description of Operations for each certificate holder. 

» The printer icon will print a certificate for the current certificate holder displayed on the screen.  The 
user can print certificates for all certificate holders by going to File->Print All.  To skip the disclaimer  



 
FSC Manager 

Forms 

 

 

Page 10 

© Vertafore | 26550 W. Mondovi Street | Eleva, WI | 54738 

 

 

page, go File->Print Preview.  This will open all of the certificates in Adobe Reader.  Hit Print and 
select Odd pages only in the Subset. 

 

 

Figure 10: Certificate 

 

» The Preview Report button on the Certificate Holder tab will print a list of all the certificate holders for 
that certificate.  The Email Report button allows the user to email this report in PDF form. 
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Figure 11: Certificate Holders Report 

 

» When an additional certificate is needed for the same policy period, go to the Forms tab on the Client 
screen and open the existing certificate.  Update any information that is necessary and add a new 
certificate holder. 

» When the policy renews, there are two methods of doing the renewal certificate.  Some agencies 
simply open the existing certificate and update it.  Other agencies will create a new certificate for this 
renewal.  On the Certificate Holder tab, they will use the button Select from Other Certs.  This opens 
a list of other certificates.  Select the previous certificate and then select which certificate holders to 
bring forward to this certificate. 

Mass Email Certificates 
Users may do a mass email or print certificates of liability insurance.  Each certificate holder will receive a 
copy of their own cert via email (unless no email address exists).  The entire transaction will record to the 
Tranlog. 

1. Click the Mass Email/Print button on the Certificate Holder tab. 

2. The Certificate Mass Email/Print screen will show all certificate holders selected, the user can 
deselect records as needed. 

3. Certificate holders that have an email address will default to email.  The rest will default to print.  The 
user may edit an email address but must press the Save button to have it email correctly and update 
the Certificate Holder record. 

4. One certificate will be sent to each certificate holder.  (Use CC or BCC fields to select an email 
address to carbon copy or blind carbon copy.) 

5. Edit the default subject if desired, type in message. 

6. Click Run . 
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Figure 12: Certificate Mass Email/Print screen 

        

If the user would like a default email signature to appear on the mass emailed certificates, click the 

Certificate Mass Email/Print button. Click the Change Signature button .  Type in the email signature 
and click OK.  The next time the Certificate Mass Email/Print button is used, the signature will pull in by 
default. 

The system will indicate how many certificates will process and ask the user if they would like to continue.  
When the user answer "Yes", the emails will start to send and the certificates to be printed will go to the 
printer.  When all certificates are emailed/printed, a Tranlog will appear.  The user can add notes at the 
top, select a different Tranlog category, create a FollowUp and then save the Tranlog. 
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Figure 13: Tranlog 

Default Description of Operations 
Users are able to add a default list for Description of Operation/Locations/Vehicles to save time in 
repetitively entering the same information.  To add a list of default descriptions: 

 

1. Open a certificate, go to Tools and click Setup Default Description of Operations 

 

Figure 14: Setup Default Description of Operations 

 

2. Click the + button to add a description 
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Figure 15: Adding a default Description 

 

3. Enter a short description name at the top 

4. Enter the text that will pull into the Description of Operations 

5. Click OK to save the default text 

6. Click OK to save and exit the setup 

 

To use the default descriptions after they are added click the Select Description button on the Description 
of Operations/Locations/Vehicles section of the Cert Holder/Desc of Ops tab.  Highlight the description to 
be used on the certificate and click OK. 

 

The default descriptions added to the system will be available for all certificates on all clients. 
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Financial Responsibility Form (SR-22) 

» The Company, Policy Number, Effective and Expiration dates will automatically populate into this 
form. 

» Use the Select Driver button to select a driver from the policy. 

» Add and Delete vehicles as needed.  The form supports a maximum of two vehicles or the user can 
select the option of All Owned and Non-Owned Vehicles. 

Auto ID Cards 

The auto ID cards are printed from the Client screen.  The ID cards will vary by state. 

1. Highlight an Auto policy and click on the ID button on the top toolbar.  

2. Some information such as effective and expiration date and some state specific fields can be edited. 

3. Hold down the Control key and click on the vehicles needed. 

4. Hit Preview or Email. 

5. If previewing, print the form.  If emailing, complete the email form. 

Supplements 

» The Commercial Professional Liability, Restaurant/Tavern Supplement or Contractors Supplement 
can be created by highlighting a commercial policy on the client screen and click the New Forms 
button. 

» Several other supplements are found on the applications themselves under the Supplements menu.  
These include: CA  and AZ Auto Supplement (ACORD 61),  AZ Auto Supplement Spanish (ACORD 
62), CA Insurance Supplement (ACORD 65), Auto Inspection Report,  CA Earthquake Coverage 
(ACORD 66), CA Property Ins Disclosure (ACORD 67), CA Computation Disclosure (ACORD 68) and 
Lender’s Loss Payable Endorsement ( FORM 438BFU). 
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Figure 16: Supplements 

How to Retrieve a Form 

To view forms previously created or to re-open and edit a form: 

1. Go to the Forms tab on the Client screen. 

2. Select the type of form at the top by clicking the form name. 

3. Double click on the form or highlight the form and click the Open button. 
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Figure 17: Forms Tab 

How to Assign a Signature to a form 

A user will only have access to the signatures that they have been authorized to use.  Signatures can 
only be inserted into the ACORD applications and forms. 

1. On an ACORD application or form, click the Signatures menu option. 

2. A dropdown will appear with the signatures available to the user.  Select the signature that will be 
inserted in the document.  A signature has to be selected once for each application or form by each 
user.  The application or form will continue to use the signature selected until the user changes the 
signature.   
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Figure 18: Signatures 

Obtaining Support 
 
If you have any questions about this training, please contact FSC Customer Support.  Thank you and 
enjoy using FSC Manager! 
 
West Coast Customer Support: 800-433-2550 
Midwest Customer Support: 800-401-2895 
Email: fscmanagersupport@fscsolutions.com 
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