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Document Purpose
The purpose of this document is to provide an InsurLink User Guide for our R&R Insurance Clients.

Using InsurLink

R&R Insurance is happy to provide you with access to your insurance information anytime via the web. By now,
you should have received an invitation email with information to activate your Portal account. The email looks
similar to the one below:

Nvermdore Usversay Training Apency <Pestmaster Edenmortl.vertafre. com Sent  Fl 2272005 328 M
. Lundaust 2ot

Agcess Do Postal Sile for Veriaf cie Usive ity Traning Agemoy

Hi Scott Lundguist,

Variafore Unversty Traning Ageney inuites you o accoss your murance information using your persenal Partal
This service ks available from both your computer and mobile device,

Using your Fortal, you can see your policy coverage, insurance D cards, and aven upload documants fo us.
You can wid the following bnk 1o sign in and aclivate your Portak

https:/fche ntportal.ve rtafore.comf Acc ounty/ Cre at e/ P nw it e Ide ntifie r=fblbaf2e - 871 b-4548- #345-51 6d FHI342TH

Please sign i wathin 13 days of receipt of this emall, Otherwise, your mvitation will expire and youl need to
contact us for a new nwtation.

Thank you,
Vertafore University Training Agency
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INSURANCE

Use the link in the email to open and activate your account for the Portal. If you have not received the email*
or you didn’t activate the account within 15 days of receiving the email, contact us for a new account activation
email.

*If you have not received the email in your Inbox, check your Junk email folder.

You can access the Portal on your desktop computer, smart phone, or tablet providing you with flexibility. The
Portal contains tabs of information that include an Overview, Policies, Auto ID Cards, Claims, Documents, and
Certificates.

What you see may differ depending on your permissions.

Overview Tab
The Overview Tab displays your Quick Links, announcements from your agency, recent documents, and a list of
your agency contacts.

Polices
Auto ID
Clams
Documents

Ceatificates

Billing Summary

You can also access any of the functions from within the tabs in the My Quick Links section. This includes
functions such as adding drivers to a policy, submitting a claim, downloading an auto ID, and more.

Policies Tab

The Policies Tab displays all of your current and future policies. Each policy includes the policy number, the type
of business (such as Homeowners or Private Passenger), and the policy term, an icon for the insurance company
providing the coverage, and a View Summary link, a link to a pdf File, or a Not Yet Available notation.
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INSURANCE
Click the View Summary link to see the details of the policy similar to the following example:

POLICY NUMBER: PA 123002
Basic Policy Information

008 ed
Bothel, Wl 55011
an « o
L Darprian et vrh, i iy
= gy ASC Ciwpanyd

Personal Auto

[T

viehicles
bl S007 DOGF FIE0 CHEYROLET CAVARD §ALAMAARG 13 § Door raeiop VNG N TGARAGE D
e
Cowerage Lumit 1 it 2 Ty, At ey
Bacily wpury i) L] RO

erhile SO O0GT P Ferd 7130 P trec VN ORDROMIFDTRICET FTF

e
Conwrage L il B e, R Vet ok

To request a change to the policy do the following:
1. Click the policy in the grid.
2. When the Policy Summary page loads, scroll to the bottom of the page and click Request a Change.

Additional Coverages

Mo coverages ate avalable lo show. Flease view yout full policy document for all coverages, or contact your agent for detals

Do you want to make a change to your policy?

Tyou o K2 12 request any changes to Your polcy, DISase OIve U 83 much Informalion as possicie and we'll CoNtact you 10 varty detas

3. On the Request Policy Change window, enter the change you would like to make. Whether it is to
Add/Remove a driver or Increase/Decrease coverage limits. Complete all information and when you are
finished click Submit.

R&R Insurance receives a follow up.

The change request date and status appear on the Policy Summary page. A member of our staff will process the
change and let you know when completed.

Wik e

[ —

Auto ID Tab

The Auto ID Tab lists all vehicles insured on your policy. On this tab you can view, download, email, and print
an Auto ID card for a policy.

Being able to view online is handy if you need your Auto ID card, but do not have it with you. You can use your
smart phone or tablet to access the Portal and produce an electronic copy of your card.
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B o ams reme

Claims Tab

On the Claims Tab, you can view claims entered by our agency as well as submit a claim.

Based on your permissions you may or may not be able to enter a new claim.

Do the following to submit a claim:

1. On the Claims Tab click Start a New Claim.
2. The first thing you need to do is choose the policy for which you are filing the claim.

x

Policy

Please choose... v

3. Complete the fields on the Claim Form. Some selections you choose from a list while others you type
in the information.
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INSURANCE

4. When you have finished entering all the information, click Submit.

Phone Number Email Address
Cell: (555) 555-5555 v alf@clp.com v
Other Details or Comments

5. After submitting the claim, you will see the claim you have entered with a status of Pending and a
notation of Sent to Agent.
6. When an agent reviews and enters the claim in the management system, the status will change to
Open.
7. Once the agent closes the claim, the status will change to Closed.
*Note: If you submit more than one claim on the same policy, you will receive a notification that you have
already submitted a claim for that policy. You can still choose to submit the new claim, but a warning message
will appear first. *
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Documents Tab
On the Documents tab, you will see documents we have shared with you as well as any you have uploaded to the
Portal. The documents are stored in a secure encrypted form.

All Files -

oI CIED

. ImageRight

ED 8Y my contact
Use the Actions Drop-Down to open, move, rename, delete or share a link to the document in an email.

A

) e ey

. Archived CREATED Oty
CREXTED By iy contaet 1152018 0 fteme AC m@ .
Open
. ImageRight e ' Move
EREATED Y i COTMSEL 8232019 5 Items
! Aename
: Dalats
. Policy Info - ‘
mv contact TE019 1 ltems Share in Email

To add a document, click Add Document above the document list.

All Files ~

Cororocmerr L von s L

Certificates Tab

If you have commercial lines policies and use certificates with us, you may see the Certificates Tab. The
certificates in the list are Master Certificates because they contain all the information required by multiple
certificate holders.

| S—] St
g # ACORD 01724 Comtcat of Liabibey
MECRD 25 1 et ACTTV B s
g #ACORD 24 0318 Carmicats of Proparty
AT e s sgste ACORD 24 1 Hedar ACTIVE B
g # CL1932601043 Comcass of Listibey
ACORD 35 10 beaders v B v s

When you click a certificate in the grid, another web page opens showing all the current certificate holders. You
can print an existing certificate, request a certificate for a new holder or email a certificate.

E WACORD 24 0118 Eerimiriee of Pazpenty
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If you have permission to add holders, you are able to add holders directly to a Certificate by clicking the Add
Holders button. The prompt requests you to fill in the necessary information (required fields are in blue):

Once you add the holder, they will immediately add to the list of holders on that certificate. You can then
download or view the sub-cert immediately.

Billing Summary Tab

The Billing Summary Tab is where you can see a summary of all open invoices on your account. You will always
see your open account balance on the top left, and then you can filter by any date range to see invoices within
that time period.

ACCOUNT BALANCE ©

'$100,049,933.00

SHOWING ACTIVITY DURING
1072472019 - 0172272020

Transaction Summary

DATE POLICY & POLICY TYPE INVOICE @ DESCRIPTION BALANCE

Header

The Header includes important menus.
Hi (username)

Test Customer Firm & My Team ~ . My Account
Change Password
Manage Users
Email Settings

Log Out

DAL TU LIDT
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Here is where you can Change your Password, Manage Users, Change your Email Settings or Log Out. The
Manage Users option allows you to add users who have access to your Portal. When you click Manage Users,
you will see a list of Contacts that we have entered for your account. If you do not see the name and email you
are looking for, contact our office and ask us to add the contact and email address. The Email Settings selection
allows you to opt out of email confirmations for requests and submissions you have made on the web site.

x

Email Settings

SAVE AND CLOSE

My Team
The information listed are the people in our agency responsible for your account. With this information so
convenient, you can easily contact us if needed.

Test Customer Firm @ My Tegm ~
Y

acal@mallinator.com

acal@mailinator com
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