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Introduction

FSC Manager gives users the ability to create a proposal using the ACORD applications for a selected
client and merging them into a Microsoft Word document. These documents can be used as a proposal
for new business or as a summary for existing clients.

This chapter will review how to create a new proposal or modify an existing proposal. It will also offer
instructions on how to modify the master proposal templates.

Proposals

How to Create a new Proposal

1. Open a Client screen.

2. Click on the Client Letters button on the toolbar.

3. Click the circle next to Client Proposals to view the proposal list.
4

Click the plus button.

-
™ sj ngle Letters
File Help

=% 2 Y

" SingleLetters  ( FarmPeports © Client Proposals ¢ Master Proposzals [ File Read Only

At Lodging, Ine Commercial Propozal doc
Abraham, Wwilliam & Sandra Perzonal Package Renewal doc
Abrakarm, William & Sandra Perzaonal Package Renewal-example. doc
Ahbrakam, YWilliam & Sandra Perzonal Propozal. doc
Aldrich, Dawid & Liza Perzonal Propozal doc

Al'g Plumbing Commercial Propogal doc

Arthr, MarilynJ Personal Proposal doc

Baker, Jamesz E & Carol Perzonal Propozal doc

Citw af Eleva Commercial Propozal. doc

Curham, Denise % Steve - Propozal 1.doc

Durham, Denize & Steve Persanal Propozal doc
Durham, Denize Personal Propozal doc

Wilzon, Wilfred & FK.ay Personal Package Renewal doc

Figure 1: Proposals
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Choose the Proposal Type from the dropdown list.

By choosing the proposal type, the name of the proposal and the ltems Selected to Add on Printing
will be filled in from the Client’s active policies.

7. To change the order of the items selected highlight the item to move and use the up or down arrows
to move it in to the desired position.

8. Items Available to Add on Printing can be added to the proposal provided the client has that type of
policy. To add an item from this list highlight the item and click Add ltem to Selected.

9. Leave the checkmarks in OK All Document Data and OK All Report Data.

-
@ Build New Pro posal Questions

Master Proposal to use

b aarcr Perannal Pronnzal T=riate

This Proposal Name
|Smith, Pepton Perzonal Propozal

ltems Selected to Add on Printing

Add On Perzonal Auto.doc
Add On Perzonal Home. doc

Add On Perzonal Umbrela.doc ﬂ
Add On Summary Page.doc

+ Add [tem to Selected |

ltems Awvailable to on Frinting

Add On Perzonal Auto.doc # These Options do not
Add On Perzonal Dwelling Fire.doc " have to be zelected
Add On Personal Home. doc v OF &l Document Data
Add On Perzonal Inland Marine. doc

Add On Perzonal Maobile Home. doc [w 0OF Al Report Data
Add On Personal Motorcycle, doc

Add On Perzonal Recreation Yehicle.Doc

Add On Personal Snowmobile.Doc 1/ ak. ‘

Add On Perzonal Umbrella.doc
Add On Perzonal ‘W atercraft doc ‘

Add On Summary Page. doc = x LCancel

10. Click OK to create the Proposal.
11. To view the proposal highlight and click Modify.
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12. Clicking Modify will open the proposal. This document can now be modified (e.g. move text and/or
remove any unwanted fields). Don’t forget to save changes.

Coll Fone
Fax Munbar
Emnait peyrenm ch e

.
Trepsced by fcceun Bouze

AUTOMOBILE
Fresented By My Tnsurance Agency

Company: Ao Owisx:
Policy §:  PATITIHG

DEIVIE LI'TIN G

Hame Are e

VFHICLE LISTING
Tear Liaks Ladel

LIABILITY COVIEAGES
Propsriy
BoditbIjury  Damage  Iadical
Perzeniaccent Per Accienc Per Perien

Tffecive: 06270007 ® 02052007

Eirthday Diciver Lic § Brate
TR DISas TR 56H W
Trpe Vehicle ID Murnber
TR Al RARAL S0 7
Ty rad Tndernzu rad

Loteric Koteric
Personlhccidem  Pereniaccient

Froparty
EadibrInjurr Damags
PersonlAccilent Por Accilent  PIP

HLITGLE LIITTY
Lishiliy ical
Lishilicy PP

Tninzured Tnderinsured
Llstorie LIserit
PorenlAccent  PerenlAccent

T msu resd Tndernsured
Motorit Hoteree
T msu red Tndernsured

Hotoric Kloterit

13. Close and save changes to the proposal. To print, highlight the proposal and click Print.

14. When a proposal is printed this way a tranlog with complete information will automatically be created.

How to Modify an Existing Proposal
1.

2
3.
4

Click Client Letters from the Client Screen toolbar.

Click the circle next to Client Proposals to view the proposal list.

Highlight the proposal to modify and click Modify.

This will open the proposal in Microsoft Word and allow changes to be made. Don’t forget to save

changes.

To keep a copy of the original proposal before the changes, highlight the original proposal and click

Copy.

Name the copy with a slightly different name then modify the copy.
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Read Only Option

Once a Proposal has been created users can set it to read-only, this will disable the Modify function until
the user removes the check from the Read Only option, see below.

FSC Manager
Proposals

Confirm

Are wou sure you wank READ ONLY OFF an File

\:') "Smith, Pevton Personal Proposal . doc"?

Figure 4: Read Only

To set the Read Only option the user must put a check in the File Read Only check box. To remove the
read-only setting, the user must highlight the letter to remove the read-only option from and click the File
Read Only check box, this will pop up the warning above. If the user selects yes the letter will no longer
be read-only and will be able to be modified.

How to Modify Master Proposal Templates

1.

2
3.
4,
5

Click on Client Letters from the Client Screen toolbar.

Click the circle next to Master Proposals.

File Read Only is checked.

Remove check mark from File Read Only to make changes.

Highlight the Master Proposal Template to change and click Modify.
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This will open the Proposal setup area.

To add new fields to the Proposal, highlight the field in Tables Available and click Add Table to

Selected.

FSC Manager
Proposals

Highlight the table in Tables Selected to display the Fields in Table.
9. From Fields in Table highlight the field to add and click Add Fields To Selected.

10. To view changes in the proposal format, click OK to open the Word document and show the merged

fields.

11. Changes can also be made to the Word document using the tools in Word.

12. Make sure to save all changes.

3
| Modify Master Proposals

Setup Title |Add On Perzonal &uto

Tables Selected Display Links
Clients

Gendpplnfo

PaPersonalduto

CompanyLizt

Subagencylist

4 Add Table to Selected ‘

Tal

ables-Avaitable—__
Glienm and General &pp | nfn_) ﬂ
LtETrateBing:
BuzinezsT ppelookup
ClairmzPaprents
Chents *
ComparwList *
ComparnyFlans
Employers
F amily
Gendpplnfo *
Leadlookup
FPhonelurmbers
PalicyTypes
Producers
Propozalk stendedinfo
GIMClients
Subagencylist *

" Master

Policy Code|"
Addto Link|Fields in Table (Mmlﬁe

Ids Selected  Fomat |

[ Optianal |

j‘

ComparyPlanz. CompanyCode(aG4)
ComparyPlanz. PlanCode(THA)
ComparyPlanz.Plani ame(The Hartford]
ComparyPlanz. R atingPlan(]

tables to be added and click Add Table
to Selected. Highlight the table in
Tables Selected toview Fields in
Table. To add a field highlight the field
in Fields in Table and click Add Fields
to Selected. Allfields in Fields
Selected will be added to the
Proposal.

—

K

‘ + Add on Beport[z) ‘

From Tables Available highlight the l

Cliente-FlientFief
Gen.t’-‘n.pplnfo PalicyMumber
Gendpplnfo Effectivel ate
Gendpplnfo. ExpirationD ate
Gentpplnfo. Termlength
Gentpplnfo Paolicy Tatal
CarparyLizt Comparnyh ame
PaPersonalduto voungl river
PaPersonalduto. DriverTraining
PaPersonaltuto. GoodStudent
PaPersonalauto AntiT heft
Genapplnfo. PolicyCode
Subagencylist Subagencyl ame

X Cancel

4|
+|
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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

Last Updated 08/09/2011
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