Activities in Policy Center

Actions My Queues (1 - 15 of 32)
VRt ies |&ll Queues [ Transaction Type: [al [ Categories: [al Assign First To M=
My Accounts ] ® %) |DueDate |Creste Date Priorityss |Cstegory |Subject Item Count | Policy Transaction # | Transaction Type  Briran
My Submissions = 05/29/2016 High System  Renewal Application Ready for Your Review 1 TWIA- Renewal
My Renewals o] 05/29/2016 High Systern  Renewal Application Ready for Your Review 1 TWIA- Renewal
'Plﬂér?;::tr\nns =) ' 05/29/2016 High System  Renewal Application Ready for Your Review 1 TWIA- Renewal
=] 05/30/2016 High System  Renewal Application Ready for Your Review 1 TWIA- Renewal
‘ M ] 05/30/2016  High System  Renewal Application Ready for Your Review 1 TWIA- Renewal
[1 & 05/31/2016 High System  Renewal Application Ready for Your Review 1 TWIA- — Renewal |

Activities are notifications from TWIA in Policy Center.
This job aid demonstrates how to reassign, review, and complete activities.

Depending on your Work Queue preferences setup, activities will either be in ‘My
Activities’ or ‘My Queues’. However, activities can only be worked from ‘My
Activities’. To view and update your preferences for activity assignment in Policy
Center, refer to the Work Queue Preferences Job Aid.

Reassigning Activities
Use the steps below to move activities from ‘My Queues’ to ‘My Activities’'.

A((nunt | policy | - | Search | - [ Administration |- |

1. Click on ‘My Queues’
2. Check the boxes next to Activities to assign yourself
3. Click Assign Selected to Me
These Activities will now appear in ‘My Activities’ for review.

Reviewing Activities
Once Activities are in the ‘My Activities’ section, you may review them.

Activities with a Due Date:
e Action must be taken by the due date

e Examples of an activity with a due date
o Certain policy changes (for example, adding a repair date, correct policy data)
o Respond to UW question "My Queues (1. 15
o Upload requested documentation A ouees

O % | ¢ | Due Date

Activities without a Due Date:
e Possible action required or informational

e Examples of an activity without a due date
o Renewal Generated
o Inspection Ordered



https://lms.exponential-impact.com/Student/contentframeset.aspx?history=0&topElement=129300&element=129315&page=1

Completing Activities

Activities with a Due Date:

First, take action, such as submitting a policy change or uploading documentation.
Second, enter a response in the Comments section and then click the Submit to

TWIA button on the activity to properly complete it.

Desktop - | Account  ~ Ialm Search |~ ] Team ] Administration |~ ] _ Go
e

i Policy File | 58 Windstorm and Hail | | Account = AQO | Policy = TWIA-0004 In Force (Exp. 04/08/2017) | Open Activities: ¥

“

Activity

Activity Detail

Submit to TWIA _ View Notes | Cancel

Once you have reviewed and completed the activity and entered any necessary comments, click the "Submit to TWIA"
button to submit the activity to TWIA for approval. Click "Cancel" to navigate away from the screen; any changes
will be deleted.

Activity Info Activity History
Palicy = TWIA-0004; f

T sta Mod d By
Subject Submit Labeled Diagram imestamp & odified B

Description Please view the diagram on the "Documents® link under the Tools menu. BM Aseociation

Because there are multiple structures at this location, please label the diagram with the item
number(s) shown in the submission.

Once you have labeled the diagram, please upload it via the "Documents” link in the Tools
m

Comments Fﬁrbmitted a policy change updating roof repair date. _

Status Open

Due Date 0B/06/2016
Escalation  08/01/2016
Date

Assigned
to

Documents must be submitted via the "Documents” link in the Tools Menu. To provide a document, click on the "Upload Document” button.

06/07/2016 03:23  Texas Windstorm Insurance

Comments = Action

Created

By clicking Submit to TWIA, you are responding directly to Underwriting. There is

no need to contact TWIA, unless you have additional questions.

Activities without a Due Date:

First, see if action needs to be taken on the activity, such as submitting a renewal.
Second, click the Accept & Close button on the activity to properly complete it.

Activity Detail

Accept & Close _ View Motes | Cancel

Once you have reviewed the activity, please click the "Accept & Close® button to acknowledgy
“cancel” to navigate away from the screen. The Acthvity will remalkn open untll "Accept & Clos

Documents must be submitted via the "Documents® link in the Tools Menu, To provide a docu

Activity Inlo
Policy = TWLA-000

Transaction Too






