 GUI GUIDE


Have you ever opened GUI and wondered exactly which template is used for what activity? If you answered yes, then you are in the right place! Below is a GUI guide, where you can learn more about each section and when each activity should be used. The sections used are outlined in the below categories:
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CHG – Change - used when any type of endorsement or change is made to a policy. Be sure the template matches the change you wish to process.
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GEN – General – Used when needing to notate general items in AMS.
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REN – Renewal – Specifically used to document Renewal activities.
	Used to advise agent of renewal status (Ex:  Insured did not pay renewal, policy lapsed)

	Used to document Renewal term has been paid – Be sure to close out the Renewal suspense if paid

	Used to follow up on Renewal term that is set up on auto pay so we can ensure payment was made

	Used if we need to follow up with Mortgage Company and request payment (suspense automatically created) 
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COMM – Communication - Used to document all communication to/from customers, third parties, agents, etc.
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RTG- Routing – This tab will only be used by the Routing Team.
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Used to document chat with Carrier or insured —
if able to download a copy of the chat transcript,
please attach to this activity

*DO NOT NOTATE CHATS WITH TL OR QUALITY
COACHES IN AMS/GUI*

Used when sending email/fax directly from your
outlook — if sending directly from AMS, you do
not need to save activity in GUI as AMS will
automatically generate an activity for you

Used when needing to send outbound mail
(suspense automatically created)

Use these for additional phone activities if
needed (you only need a separate phone in/out
if the line has disconnected — if still on original
call, then continue notating on one phone
template)

Used if a VM is received

Used when an insured comes into the office for
assistance

Used to advise AOR that the insured is needing
call back — make sure you are detailed in your
notes so AOR can effectively assist
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Updating address on carrier site ONLY! When updating in AMS,
an activity box will pop up (action for that will be Document
File)

‘Adding a boat to a policy

‘Adding/Updating credits on a policy (Ex: alarm & wind mit,
credits)

Updating payment plan on a policy (Ex: going from pay in full
to installments)

Classic auto policy changes ONLY (policy type will be specified
in AMS and under “PolTyge in GUI)

Changes to auto coverages ONLY

Updating insured’s information on the carrier site.

‘Adding/Removing a driver from an Auto policy

‘Adding a Golf Cart to insured’s policy

Changes to Lienholder (Auto)
Changes to Mortgagee (Home and Flood)

Use when not making full change (ex. Only needing to update
loan # use this activity and action “Change Mortgagee/Lien/Al"
from dropdown to specify change made)

'Add/Replace/Remove Vehicle from Auto policy

'Add/Replace Motorcycle from Auto policy

Used to “schedule” (add) items like personal jewelry

Used to generate Mortgage Change suspenses for Offline
Advisors (suspense automatically created)

“Opt-out” removes the insured from list of those
receiving requests to confirm their mtg.

Used to request an RCE (suspense automatically created)
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Starts the cancellation process — Suspense automatically created
for Agent and Personal Service (if cancellation was not processed
while on the phone) once activity is saved

Used to confirm the cancellation has been processed (suspense
automatically created)

Used to document general information (Ex: when working BWIC
emails, if email needs not action you will create a document file
activity stating so)

Used when anything is uploaded to the carrier site

Used when waiting on documentation for a policy and follow up
is needed (suspense automatically created and set for YOU)

Used when updating the Risk Rating information for Flood
policies

‘When a caller is needing 3 or more policies worked on a single
AMS account (suspense automatically created)

‘When mortgagee calls to verify policy information

Used to advise if there is a Non Renewal and steps that
have/need to be taken

Used when payment is taken

Regarding Returned Mail - used to verify the insured's occupancy

When insured is requesting a rewrite, complete template to
corresponding policy type. “Other” can be used for anything not
home/auto (ex. Umbrella or Life)

Used to notify the AOR (suspense automatically created)

Used to notify AOR that insured needs quotes on a new line of
business (ex. Has only home with us but would like quotes for
auto). Be sure to complete the template to the corresponding
policy type.





