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Seminar Level: Basic: An introductory level course is basic in nature and addresses
fundamental concepts. We expect attendees to have a basic level of insurance knowledge,
have been oriented to an agency’s processes. For functional courses, it is not necessary for the
attendee or participant to have previous knowledge of the agency management system or
software program.

Class Description: This is the first session in the Epic version of the Proposal Track. You will
install the free set of proposal templates and be introduced to the Applied Epic/Word interface.
We will walk through the basic functions of Adding a Template, Copying Templates, Template
Associations, and Applied Epic Data Fields. Also provided are details on management of form
letter and proposal templates through the use of Template Folders and Proposal Groups.

This session will provide you the basics of how to use each of the functions within the Applied
Epic/Word Integration. We will be focusing on Summary / Proposal templates for this series of
classes, though all of the tools also apply to attachment templates.

Learning Outcomes:
¢ Create attachment templates using the basic functions of Applied Epic Data Fields.
¢ Install a full set of proposal documents on your system for customization.
e Implement agency specific versions of Summary and Proposal templates.

Assumptions: This seminar is based on the following

Applied Epic Version 2014 MU6
Microsoft ® Word Version 2010, 2013
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Introduction to the Proposal Workshop

The Applied Epic/Word Integration is one of the most powerful tools in your automation arsenal.
Utilizing this integration provides your agency the ability to use client detail that already exists in
Epic.as well as standardize the wording and look and feel of the documents that are generated
by your staff that represents your agency. Using this integration increases your service staff
efficiency by minimizing the need to manuscript the wording of every document that is
generated as correspondence to your clients.

We will be concentrating in this series of classes on Summary/Proposal Templates. All of the
tools we will discuss during class also apply to Attachment Templates. For additional details on
Attachment Templates, please see Appendix A at the end of this handout.

The intention of this session is to provide you with a set of workable Epic templates that you will
customize to match your agency’s branding — including, but not limited to your colors, font
family, logo, photos, etc.

PLEASE READ THIS FIRST

This is a demonstration/hands on session. It is highly recommended that you attend as many of
the Proposal Track sessions as possible after this class to develop the skills you will need to
continue to customize your templates. The knowledge gained from these sessions will be critical
in your ability to continue updating your templates once back at your office.

If you are reading this prior to arriving in Las Vegas for Applied Net 2015, here is a list of tasks
that you should complete and bring with you to the workshop:

1. Access absolutionsinc.com downloads page and download the Free Proposal Set —
Applied Epic — Commercial Lines (zip) file. Be sure to save this file to a location you will
remember or write it down.

2. Follow the instructions in this handout to import the proposal templates into your desired
Applied Epic database. Please see the next section for step by step instructions.

3. Have a list of the fonts and font sizes, along with the RGB (Red/Green/Blue) color
numbers for any colors you wish to incorporate in your templates Bring those with you
to class.

4. If you have picture files (e.g. logos, or otherwise) that you wish to use during the
workshop, have them loaded/accessible on the laptop you will be bringing to class.

If you are reading this after arriving in Las Vegas for Applied Net 2015, do not worry. You can
still attend the series of classes and learn/practice some new tips and techniques. If possible,
please attempt to complete steps 1 and 2 above prior to this class. If that is not possible, we will
have a few of the template files available to copy and import into your Applied Epic system.

/I PAGE 6
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Word Configuration

Before we start working within the Applied Epic/Word Integration, there are a few items we may
want to configure so that working within the templates is easier.

Pesky Advanced Options

First, let's turn off 3 Advanced Options that are designed to help the casual user of Word, but
which will make the work of the more serious template builder more difficult. By default, all 3 of
these options are turned on.

e When selecting, automatically select entire word

e Use smart paragraph selection

e Use smart cursoring

Word Opticnn) e e —

Ganeral ~
! advanced options for working with Word,

Sieplay [ Un-chack thase 3 boxes. I
Proafing Editing cpon
S [ Tywenag replaces pelecied best

S Dﬁhmqmng patcanyticatty usbect enting woad
||| Senguage o Al bedl 10 B Qrepprd and diopped \
| T T =, T e —— If checked, Word select more than

AAGFSNLYNY CHEaLE SrEwWIRG CAPRAS when rLeing ALtaShaped I IR our By PO R, - Gad

Cutlomizs Bbiran L fee precmsion wark,
Lt bt paesgraph PELECHion m—
M | Tuick Access Tasibas g vt cursoning
Hew
B | aadam Uie Ehe dnpert '“"M Smart cursching will automatcally
~ Wit oparen made Mmove Eh curser o be on & Scresn
Prink W | Teust Cented 77 Proempt fo wpdais atyle that you & locking at.

L Bormal style fad Bulleted & pesmbeied lists

Save & Sand Egep track of formatting
; Klar {omestting eansidengies
Help \pdating 15y to mabih celechon: | Keep previous rambenng and bubels pattem [=]
2] Oessad o Enasbide ghick and type
Defaull paragragh styles | Nosmad [=] ;
B e WY i Aot s i oo Review these and change

any needed.

T copy, and pathe

Parting ypt®n ihe 1ame document:
Parling Ertween dooumenty:
Fasting Sgtween donenents when siyle defmdions
Pasting [1om other peoprams:

Krep Saarce Farmatting e ns |L.
Keep Seance Farmatting (Dt uslt] [ =]
Uit Destmation Stries Detautt [= |

Neep Sourte Farmatting Detatt [ =]
st paste gctures as In line with test | = |
& Eeep bulets and ramibers when pasteng bee with Keep Ten Ondy ophion

e Also review the Cut, copy and paste selections for any changes that might be useful
there. Usually the defaults are okay except for Pasting from other programs where you
may want to change to use Merge Formatting as the option.
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Quick Access Toolbar

Next, let's add some commonly used
functions to your Quick Access Toolbar so
that you will not have to shift focus among

Review View

References

1 o e -

Mailings

=
ut

your Ribbon Tabs so frequently. seect [ overties | Deee | et
ridlines s Customize Quick Access Toolbar..,
Table Roy

Show Quick Access Toolbar Below the Ribbon

There are two ways to add commands to ot O
the Quick Access Toolbar: search Document Migimize the Ribbon

=R "|

Right Click on the command where you
find it on the ribbons and then left click on “Add to Quick Access Toolbar”

-OR-

select “Customize Quick Access Toolbar”, change the Functions to “All Functions” and then
scroll through the list & move to the “Selected” section. Click OK when complete:

Design Mode

Once we start adding Applied Epic data fields into a template, in order to apply any formatting to
those fields, we need to “remove content control”. Content control can be viewed in design
mode where controlled data fields will show up with “Group” indicators around them. It is
possible to remove content control just by right clicking and then selecting “Remove Content
Control” on grouped items, but it can be helpful to view your document in design mode to be
able to see them. That particular command is located on the Developer ribbon. Since that is the
only command that will be needed in most situations from that particular ribbon, add it to the
Quick Access Toolbar. In most cases, unless you have had opportunity to need the Developer
Word Options 7 Tk ribbon before, this ribbon may

# not even be active within your
Customize the Ribbon and keyboard shortcuts. .
version of word. In order to
Choose commands from: & Customize the Ribbon: (& . . . .
froofing Populr Cammands = MeinTabs =] / activate it, click on File,
o ” W # Options, Customize Ribbon
. = g and then mark the box to the
' S ’ = raragon £ leftof Developer Ribbon and
Quick Access Toolbar f E::y | IEErsltmg Che':;xthis / then C“Ck OK
Add-Ins Define New Number Format... ':’;JE Layout
rust Center AJ Delete eferences
oot cent Drow Tabe / Y, Once you have the Developer
I#] Draw Vertical Text Box eview . A
i Eneil L t Ribbon activated, you can then
A rom E [ geno ] | 1 ngCentrat ¢ right click on the design mode
A Font Color » [ [/] Blog Post . .
icon & left click on Add to
' Fonjghe se:t[EI Post) ~ !
AR AR A AN AR AR AV AV 4 4t 4V e N R 4 Quick Access Toolbar or as

outlined above, access File, Options, Quick Access Toolbar and select that command and add it
to your Quick Access Toolbar. Alternatively you can simply add the Design Mode icon through
the “Customize Quick Access Toolbar” process mentioned above.
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Applied Menu Add-In and Applied Save and EXxit

Last but not least, add the Applied Add-In Menu to the Quick Access Toolbar. In order to access
the Applied Add-In, you need to actually be editing a template within the Epic/Word Integration.
Open Word within Epic, click the Add-Ins ribbon, right click on the Applied menu, then left click
on Add to Quick Access Toolbar.

“ Home Insert Page Layout References Mailings Review View Developer Add-Ins
Eluetooth =

Applied =
Add Group to Quick Access Toolbar

If desired you can add a separate option to your Quick Access Toolbar for “Applied Save and
Exit”. From File, Options, Customize Quick Access Toolbar, change the Functions to
Macros then:

1. Select Project.Common.SaveExit Macro

2. Add to move to the right window

3. With the item selected

p— in the right window
snerE E-E Customize the Quick Access Toolbar.
Display
Choose commands from: Customize Quick Access Toolbar: (i H
Procfing IMacros LI IFor all documents (default) LI 4' MOd Ify
Save
Language <Separators Save H
. ,559_, Project. Common.AskVariableMacro Undo 3 5' SeIeCt an Icon from
Advanced ,559_, Project. Commen.AutoClose Redo the Optlons
Customize Ribbon % Project.Commen.ConditionalMacro Align Right
% Project.Comman.ConvertDacument Center
Quick Access Toolbar % Project.Commaon.DataMacro Quick Print
A L2, Project Common DoDochew ? Design Mode 6. OK when complete
1% Project.Commaon.DoDocOpen Organizer
Trust Center % Project.Commen.FileSave Menu Commands =
% Project.Common.FileSaveAs > Project.Common.SaveExitMacro 7 OK to EXIt the Word
1% Project.Common.MarkTemplateSav... e FD Send to Mail Recipient . .
,535. Project. Common.Register_Event_Ha... e + Open the Navigation Pane N | Optlons WlndOW.
o %, Project. Commen ReplicateMacro = = Insert Page and Section Breaks 3
|5, Project. Common.SaveExdtMacro << Rermove | - |
li%  Project.Commen.SaveMacro
,559_, Project
ﬁsa Project Symbol: _
A0004 ! tOHEEmY =
D LESE A e»e
av2>@Aa ¥ 0 I’Q.Ye
YEZO %4 0 (4]
OELZOS = =
L]
I ShowQu ED-EDEH o Customizations: Reset * |0
Ribbon | |=3 o7 i [H B I'® = s T e |10
(Al X v O T S iz
= ([T
PYSGHEIOLAVED & oﬂl
Display name: IPlojed.CnmmunSaveB:itMaclo y

e ] I ) ———

Now that we have all of our “easy to access” commands set in the Quick Access Toolbar, let's
work with it in creating proposal templates.
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Importing Templates

For this series of classes, we are going to import the Free Proposal set from the AB Solutions
website to assist you in creating your own set of templates customized for your agency.

From the Homebase screen of your selected Applied Epic database (e.g. samplel or
production), click Procedures — Import — Custom Items.

#{procedures

File  Edit  Areas Home Lo

Wednesday, July 06
b:58 PM

Procedures Home

Accounting

Activities

Job Management

Document Management

Interface Management

Policy

< Custom Items

O Prospect Files

O Prospect Batches

Export

The Import — Custom Items screen opens. If you haven't imported any items previously, this
screen will be empty. Otherwise, previously imported files may show. Click the Add Icon:

& e Sy
File  Edit Areas Home Locate  Actions  OnDemand  Access  Links  Help
Wednesday, July 06 3 - v o o] . = . B s P! , 1= 2
6:58 PM Horme: Locate Actions ©On Demand Access Links MNew Print Save Unda
(BT Import - Custom Items
D Bat... | Status | Created | Created By |
Accounting | 3|t Tmported 1/30/2011 GODWINI |
2 ITmparted 1}30/2011 GODWINI

Activities

Job Management
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This opens the Select Files dialogue box. Navigate to the location of the [export] files (i.e. files
downloaded from absolutionsinc.com), select that file and click Open.

| Orgarice v ew fokdes
- < hame Dite modfied Type r
- . Free Propesal Set_Epie_ Commercal Lines SNB/013501 M Comprred Lopp— KB
. -
L ]

& s
L ]
L ]
| -
&

[

T T B R B TH

File name: Frew_Pripoial_Set_Epie_Commercisl I Lines

[ |

Back at the Import — Custom Items screen you will see your file processing.

Inpor
)| Bt & stabes Created | Craatad By
x|! taported 1/30/2011 GEOWIN

fi S R B AL Lol
3 Frocesang 7si2011 COOWIN

'0 e was succassfuly ensiaried 1o the central fie storage

Filg; C:\Usiers) TEMP.I0RDOM 008\ Desktopl testofexpeet, 20

Inc.

When processing of the file is complete and ready for import, the status will change to “Ready”.

| E“"““ e Note: the file will not update to “Ready”
|1 o T status automatically. To check its status,
" 2 Imported 1/30/2011 click on the Refresh link in the top right
n E Ry Tlefz0Lt corner of the Import — Custom Items screen.
d Be patient; all good things come to he who

waits
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Select the file then click the Import button.

Bat... * Status Created | Created By
Imparted LA0izo1L GOOWIND
Imported 17302011 GOOWIND

freee
B
x

;

|

The Import screen opens. Click on the Summary/Proposal template tab. All of the files available
for import will be selected by default. You may unselect an item by unchecking the box to the
left of the template title. You may change the details of each item by selecting the item in the list
on the left and then modifying the details on the right. Next Click on the Summary Cover
Pages/Proposal Documents tab and repeat these steps.

Atachwert tepistes Tempiates Custem Forers

| Dol Fre ek Ordy  Cirrend roposal  Sissidantial Saction - Dvveling Fre ~ Mo tems

Once all files have been selected and modified, if desired, click on the Import button.
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Note: Files will automatically be marked “Import as new template.” If you click Finish and any

templates with the same nhame already exist, an indicator will display in the Duplicate Found
column and a Validation Error dialogue box will display.

Attachment Templates | SummaryProposal Templates I Summary Cover Pages/Proposal Documents I i

Attachment Templates

Title & | Duplicate Found | Template Detail

Audit Past Due [ Details |

Audit ko Customer

Auto ID Cards
Base Letter to Cartier *
Ease Letter to Customer *
Template to v
Yalidation Error |

Sub-fo

Template titles must be unique. Subsic

Actnﬂty

=

Click OK on the error message. One by one select each template where a duplicate exists and
either 1) change the name of the template or 2) click the radio button Import and replace
existing template. Once details for all templates to be imported have been corrected, click the
Import button. The status of the file will now show “Importing.”

Import - Custom Items

]| Bt | Status | Created | Created By |
% |1 Imported 143002011 GODWIN] |
z Imported 1/30/2011 GODWINJ
3 Tmparting 7l62011 GODWIN]

You will need to click on the Refresh link to update the status of your import process. Once the
file says “Imported” you can exit the Import — Custom Items screen by clicking File, Exit or
clicking the X in the top right corner.
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Editing Templates in Word

There are two ways to open up Word and edit Summary / Proposal
templates. From Home Base select Configure. From the Configure
Menu, access Policy, and Summary/Proposal Templates.

Yalidation

Do you wish to edit the template now?

Choose the template and Edit. Clicking Finish in the e
Template Details area will generate a Validation box asking
us if we want to Edit the Template Now. Answer Yes if to edit the template.
Select Actions => Edit Template

Inserting Date Fields

Most

proposal cover pages and letters begin with a date. To insert a date and time into a

template, you can use Applied Epic’s data field found under the Applied Menu or Word's Quick
Parts field:

Applied Epic's "Today's Date" Variable
Click the Applied menu and select Data. In the Data Field Selector window, open the
GeneralDataMerge folder and select the Today’s Date variable.

This variable, when merged, reflects the date that the document was created. If the
document is added as an attachment on an account, it always reflects that merged date.

This is the desired output for most agencies.

-OR-

Microsoft Word’s "CreateDate" Variable
In Word 2010 or 2013, open the Insert ribbon bar and then click on Date & Time.

oy d9-ulHE - 435b0eld-clbTa-4303-9898-£ 450b160T aze.notify - Microsoft Word

) =

- Home Page Layout References Mailings Review iew Deweloper Add-Ins Acrobat

=l j El(sl ’_l_‘ J Q % -IJ j j j A J 4{[ A= [&signature Line -

LT b @l = il | = = = 2= ”

j j ] al gi) {1 = ihl R =E . - = = | Date 2 Time Q
Cover Blank Page | Table  Picture Clip Shapes Smartit Chart | Hyperlink Bookmark Cross-re ference Header Footer  Page Text Quick Wordsrt Drop ——— Equation Symbol
Page~ Page Ereak - Art - - ~  Mumber~ || Box- Partsw - Cap - "84 Object - - -

Pages Tables Tlustrations Links Header & Footer

Then choose the date and time format that you would prefer, and don't forget to check the
box to Update automatically.

When this variable is added to a template, it updates the date that the document was
merged. This date remains static unless any changes are made to the document, at which
point the date is updated to the date of that last edit. In other words, this variable reflects
the date that the document was last modified.

This output is not desired by most agencies. Use it with caution.

I PAGE 14

CLIENT NETWORK CONFERENCE | www.appliednet.com



http://www.appliednet.com/

A\

APPLIED|INET

Epic Data Fields

The basics of inserting any Applied Epic data field into your = B

template are: Applied > 2a5E LayoUT
) ) Data

Click the Applied menu and select Data. Bsk Variable

¢ The Data Field Selector window displays. Double click on a
folder to view its contents.
o To select a data field, do one of the following: Replicate Cormand
e Double click on the field name.
e Click on the field name and click the right arrow
button.
e To go back to the previous set of folders, double

click the folder up @button at the top of the list.

If Staternent

Sawe and Exit

Data Field Selectar

It's important to note that in Applied Epic, you can cut, “—:'D"Ef ?g;ﬁgfmn
copy, and paste data fields within a document or Palicy Number
between two documents. Once you have something Policy Effective Date

. . . . Palicy Expiration Date
just right, there is no need to re-create it from scratch Palicy SoLrce

if you want to use it in a different document. Policy Type Code

| [hzert | Cancel

ASK Variables

Note that we will be reviewing ASK variables in greater detail in the “IF ASK Math SET
Bookmarks” class in this series.

ASK variables are a great tool for obtaining data that the system doesn’t “know” or have
contained in a data field, but that the end user does. ASKs are very useful in attachment
templates, but also helpful in some proposal templates. Care must be taken when using ASKS
in proposal documents so that the description which defaults advises the user merging the
proposal group which template applies to the question that is being asked.

I PAGE 15
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To add an ASK variable, within your template:
o Make sure your paragraph markers are on (click the
97 icon on your Home ribbon)
¢ Reveal Code — Hold down the ALT key and then click
the F9 key on your keyboard
e Place your cursor where you want the ASK variable to
be inserted, click Applied Menu, ASK variable.

A\
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Eisa): \Is
T Applied = ayout Refer

Data

Ask Wariable
If statement

Replicate Command

Sawve and Exit

« Enter a variable name inthe Variable

¥ Default response

It's Freel|

Add Epic Variable | [ Insert | Cancel

Example of an ASK variable:

Variable Name Name field — cannot contain spaces or
[premant non-alphanumeric characters.

Fromgt e Enter the Prompt you want the end user to
Entes the premium amount for this endorsement (e, 750.00] see When the ASK bOX pODS Up. You can

put examples of how you want them to
answer the question as shown above.

e Optionally add a Default response by

Fieporsd clicking the box for Default Response. This
is what will fill the ASK boxes answer area
automatically. The end user will have an
opportunity to type over this answer.

¢ Click Insert then Cancel to exit the ASK
variable function.

{ ASK premamt "Enter the premium amount for this endorsement (ie, 750.00)"\d "It's Freel" \*

MERGEFORMAT Y REF premamt }

NOTE: The REF portion of the ASK is where the answer is placed. By default, Applied
Epic puts this directly after the ASK. However, the REF portion of the ASK variable can
be cut and/or copied and used in other places in the document anywhere AFTER the ASK

variable appears in the document.

Microsoft © Word" — Introduction to Applied Epic Interface — Install Free Set: // PAGE 16

APPLIED NET CLIENT NETWORK CONFERENCE | www.appliednet.com



http://www.appliednet.com/

IF Statements

A\

APPLIED|INET

Note that we will be reviewing IF statements in greater detail in the “IF ASK Math SET
Bookmarks” class in this series. Ifs are often called “Conditional Statements”. They are “true or
false” statements. An IF statement uses an “operator” to compare specific information (i.e.: a
field value in the database, or the result of an ASK variable) to a value entered in the IF

statement. The format of an IF statement is:

[ IF “Expression” Operator “Comparison Expression” “True Text” “False Text” }

Note the placement of the quotation marks in the above example. If there is no false, the last
two quotation marks will have nothing between them, or may simply be removed.

Examples of uses of IF statements would include:
¢ Have the proposal say “No Coverage” if a specific vehicle does not have physical

damage coverage included

e Eliminate an entire row from a proposal template if the limits field is blank. This is very
useful in the commercial auto page where either CSL or split limits might be written, one
template can very easily cover both coverage options.

e Add in wording for specific coverages. An example here is to add in a description of that
“blanketed coverage” means if there is a Location O listed on the application.

To create an IF statement:

e Confirm your paragraph markers are on (click the T icon

on your Home ribbon)

¢ Reveal Code — Hold down the ALT key and then click the

F9 key on your keyboard

e Place cursor where you want IF statement result to

appear in the merged document.
e Click Applied Menu, IF Statement

If Statement Builder Box opens:

o Expression field is generally based on
an Epic Data Variable but can also be
based on the results of an ASK
variable.

e To Add a Data Variable, with cursor in
the Expression field, click on Add
Applied Epic Variable, or you may
use a “placeholder” and place the data
field later.

e Double click on each applicable folder
to navigate to the field you want to use
in the IF Statement.

e Click Insert, then Cancel.

E

Ir

@

3= A N

Applied = | ayaut Referenc

ibri

Data
Ask Warizhle
If Statement =]

Replicate Command

Save and Exit

mLi

[

If Statement Builder

Expression ||

Operator - I

Comparison expression |
I~ Mumeric comparison

i If Expression Evaluates as True

i If Exprezsion Evaluates as False

Add Ask Varisble | Add Epic Varisble |

Cancel
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e The next field to complete is the Operator Field and the available values from the drop

down are:
Operstor | +| =  Looks for an exact match in comparison expression
N = <  Less than the value in comparison expression
SHprESsEn <= Less than or equal to comparison expression
<= o <> Not equal to comparison expression
N = >  Greater than comparison expression
Evaluates a5 _ | >= Greater than or equal to comparison expression

Select the appropriate value for the type of IF statement being built.

o The Comparison Expression field should be completed with the value you are comparing
the value in the Expression field with.

e The TRUE field should contain what you want to pull into your merged document if the IF

statement has a true result.

The FALSE field should contain what you want to pull into your merged document if the

IF statement has a false result (which could be nothing).

Example of completed IF Statement Builder box:

If Statement Builder

—If Statement

Expression ICCIDE
Operator | = -

Comparison expr&ssi{:nlS PC

[” Numeric comparison

—If Expression Evaluates as True

Special

—If Expression Evaluates as False

Add Ask Varible | Add EpicVariable |[ Inset | Cancel

Click Insert, then Cancel to exit the IF statement.
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The resulting IF statement:
1
IF-"$ DOCVARIABLE-
MasterAccountMerge.Policy.Line.LOB.Property.RiskMerge.5ubjects.Subject.CausesOfLoss.SubCausLoss.
Code*0*522§".="SPC""Special """ 3
1

Let's bfeak dOWT‘ what What you what to pull | | What you what to pull
each piece of this IF if your comparison is if your comparison is
statement means: "True" "False"

You can use place
markers in any of these
fields if you want to Insert
the IF statement and then

complete it manually. Expression: The _ Comparison
Value Youwill be Operator._ ) Expression:
Comparing How you will be comparing What you will be
the value: comparing the value
= Equal To against
= Less Than
= (Greater Than

== Not Equal To
== Less Than orEqual To
== (areater Than or Equal To

Notes about True & False portions:

e You do not have to have ANY value in these fields if you don’t want anything inserted into
the document (example, if there is information in the 2" address line of the customer’s
address you want whatever is in that field to pull into the document PLUS put a line return
before it to separate it from whatever the 1* address line value is but if the field is empty

you don’t want anything to pull or any line returns entered to separate. Just leave the
False portion blank. The IF statement will look like this:

$DOCVARIABLEMasterAccountMerge.Account.Common.Address.Address1*0* 1 EIF"$DOCVARIABLE-
Mastenﬁ.ccnuntMErge.AccountCnmman..ﬁ.ddress.Addressl*ﬂ*S{}“-{}-"-“-“1'|
$DOCVARIABLEMasterAccountMerge.Account.Common.Address.Address2*0* 58" " dq

DOCY ABRILAE WMlasterf cocountiderge. Account. Conmonan. Add i ¥ ¥ L.oncy o

i no—- - - R P B - o — o . B = e B R
FC0CVARIABLEN asterAccounti erge Account.Commaon.Comman.AcctName™ 0

e You can format the text within the True and False portions of the IF statement any way
you like. It can be bolded, italicized, bulleted, etc.

e Scanned images can be inserted into the True & False portions (example would be, if
Prodl is equal to CARJEL, enter this picture or signature graphic, etc.).
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Replicate Commands

Replicate Commands are used to insert Schedules of Information into a template. Examples of
schedules in Applied Epic are:

o Data from the policies selected to merge into the template

e Servicing Roles

e Any Schedule within application detail such as vehicles, drivers, Workers’ Compensation
class codes, Property Premises and Subjects, etc.

While Replicate commands can be inserted without also using a Table (as with policies or
servicing roles), schedules of information generally have better results if they use a Table. The
instructions below are for using the Replicate Commands with a Table.

Use tables to organize information and create interesting page layouts with side-by-side
columns of text and graphics. Create a new blank table with the Table button under the Insert
tab on the Ribbon and fill in the empty cells, or convert existing paragraphs of text (separated by
a character such as a tab) to a table. A table can also be created from an existing data source,
such as a database or spreadsheet. One of the best features of a table is the ability to format by
column, row or cell. Tables are a great way to align schedules in Applied Epic.

Usually tables are used in conjunction with the replicate commands to create a schedule, for
instance, a list of the vehicles on a policy. First create a two row table the way you want it, with
the column headers and data fields, then insert the replicate commands after you have finished.

Steps:
1. Associate the document template with the appropriate application that schedule data

fields will pull from.

Edit the document template.

Return at least once.

Create a table with 2 rows and as many columns as you want.

Click once anywhere in the table, right click and then left click on Table Properties.

Click on Options and UN-mark the box Automatically resize to fit contents.

Optionally, right click on the table and select Autofit and Fixed Column Width

In the first row, type the headers for the schedule. Format as desired.

In the second row, insert your data fields (Applied, Data Fields) with whatever

formatting, IF statements, etc. needed.

8. Adjust the column widths for the headers and data.

9. Place the cursor directly below the table.

10. Click Applied / Replicate Commands.

11. Your cursor will be at the end of the first Replicate command — backspace once to
remove the space between the field and the paragraph marker.

12. Place cursor at the end of the first Replicate command and hit the Enter button to create
a return between the two commands.

13. Place your cursor at the end of the second Replicate command and remove the extra
space between the field and the paragraph marker.

arwpd

~No
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14. Take the mouse out to the left of the 2nd row containing the data fields and click with left

mouse to select that row.
15. Click CUT or CTRL+X.

16. Select the return that is between the two Replicate commands and PASTE the cut row.

The end result will look similar to this:

Vehicles]
1

Vehlclen

g -DOCVARIABLE-

DoC MasterAccauntMerge Policy.Line.LOB.Busin
VARI essAuto Vehicles.Vehicle . VehYear*0*54. }-
3-DOCVARIABLE-

Mast MasterAccauntMerge Policy.Line.LOB. Busm
erAcc | essAuto.Vehicles.Vehicle.VehMake*0*55-}
ount | {-DOCVARIABLE-

Merg MasterAccc»untMerge Policy.Line.LOB.Busin
e.Poli | essAuto.Vehicles.Vehicle.VehModel*0*56-

{ .DOCVARIABLE ENDREP-}

{-DOCVARIABLE-
MasterAccountMerge.Policy.
Line.LOB.BusinessAuto.\VVehi
cles.Vehicle.VehVIN*0*57-Fx

Comp+
Deductiblex

DOCVARIABLE-
MasterAccountM
erge.Policy.Line.

LOB.BusinessAu
to.Vehicles.Cov
erages.VehicleC
overages.Compr

ehensive.COMP.
Deductible1*8*
61-Fx

Collision- "

Deductiblex

DOCVARIABLE-
MasterAccount
Merge.Policy.Li

ne.LOB.Busines

sAuto.Vehicles.

Coverages.Vehi

cleCoverages.C

ollision.COLL.D

eductible1*8*6
2-¥x

Save the document and test it. Re-access and edit the template to adjust as necessary.
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Summaries of Insurance / Proposal Templates

Summary of Insurance and Proposal Templates are built to merge coverage detail specific
information held in Applied Epic application detail into Word documents. Summary of Insurance
templates for the main coverages associated with ACORD application detail come pre-installed
in your Epic database.

Pre-configured base Proposal templates are available for download and import from Applied
Epic Help.

There are also free proposal sets for Applied Epic available from AB Solutions, Inc. on the
downloads area of their website at www.absolutionsinc.com

(TR T ]

To edit or create Summary of Insurance or Proposal

m templates, click on Configure, Policy then

o o Summary/Property Templates.

Skatuses

| SurnmaryProposal Templ. .. |_

Supplemental Scresns v The default list view is of the coverage specific templates
| Proofs | themselves. You also have access to cover pages or other
non-coverage specific pages by modifying your listview:

J s LULOLS | HILLI I AL AT T MLLG:D [ S| ] | [ l=d o

E Summary of INsyssn e Moo ol T o

L:] | Surmmary of Insurance/Proposal Templates
Title:

Surnrnary of Insurance Cover Pages/Proposal Docurnents : |
% Waorkers Compens v fe e itle | Tre

™ —
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We will focus on coverage specific templates first. Templates identify how the template will be
used.

Detail A summary or proposal template can only be
Tle  #Property associated with one application detail.
Application detaill  Property Detail
Proposal Template For those templates that will not be associated

FNmery i Inaience anpists with ANY specific application detail, ACORD

Set as default Summary of Insurance template or CUStom Form, they WI” reSide Under the

Entered 3/16/2012 - Todd Arnold Cover Pages/Proposal Documents area.

Last updated 7/22/2013 - Todd Arnold
Lastused R ey A template can be BOTH a Proposal and

Summary of Insurance template or just unique
to Proposal or Summary. Also, for those
templates identified to be used as a Summary
of Insurance template, they can also be set as
the default template that will be used when the
End User generates a Summary of Insurance
from the On Demand menu on a client
account.

In the list view of the templates E Summary of Insurance /Proposal Templates

themselves, there are indicators

for the type of template: LJ Title Application Detail | Default | Type

S = Summary Only S Accounts Receivable,.. Accounts Recei,.. Mo 5

P = Proposal Only Workers Compensati,.. Workers Compe... Mo B |

B = Both Summary and Proposal XK | Workers Compensati... Workers Compe.., Mo =
indicators marked bl mdenes S Vb Wi Cornme s n
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All of the templates that are available for Summaries and Proposals can be customized for your
agency for such things as adding your agency logo, changing the font style and size, for adding
color, etc.

A
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In order to customize the Summary of Insurance templates they must be copied first as the base
templates that are installed in your Applied Epic database cannot be modified. Although you
CAN maodify the Proposal templates you import, it is also strongly suggested that you copy the

Proposal templates first before modifying.

Copying Templates

Click to highlight the
summary/proposal
template you wish
to copy.

Click Actions, Copy

Template on the
options bar.

In the popup window

that displays, enter
new agency specific
name of the template in the Copy To field:

& X &

1anagement

ment

#Inkernational - Auto

#International - GL

#Inkernational - K&R
#International - YW
#International Prope...

L S | © i i s
Horme Locate Actions On Demand ACcess Lirks
E Summary of Insuram: Copy Template |
.j Title | Edit Template at
% Warkers Compensati,., ‘Warkers Compe... Mo 5
‘Wakercraft - Current... ‘“Watercraft Detal Mo ) &
X Truckers/Motor Carri,.,  Truckers/Mokor ... Mo 3
J:i Transportation - Cur,.. Transportation ... Mo =]

Business Auta ..,
General Liability...
International k&R
International v...

Mo
Mo
Mo
Mo
Mo

This name should contain characters
that will easily identify it as an
agency specific template, and if the
agency will have multiple “styles” of

m T m T |

Property Detail

| #Properky Property Dg=—"
#Technology E&O Technaology:
#Umbrella Umbrella Dg
#YC Protectar VC Protectd
#WisionPak, Vision Pak_

miom omp Workers Co

+#cks Reclvalual
P. - Mew
+BAM - Renewal
+iZFiC Online E&C
+Zommercial Auko
+Commercial Bond

+iZommercial Flood
LTrira - ACCDR

nks R
BAM
BAM
Technology

In this example of a
list of Summary /
Proposal Templates,
the first character of
each Title uses a
symbol to identify and
sort those templates
that were designed to

go

— templates, different leading
characters should be used on each.

Titles, and their leading character
indicators, can always be changed.

o Click Finish or press [Enter] to

together. complete copy process.

Business AUt
Commercial Band

Flood Insuranc, ..
~rirma Mak =il

i Lu}
Mo
Mo

Pl

o m T W
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Editing Templates

¢ Click to highlight the summary/proposal template you wish to copy.
e Click Actions, Edit Template

The template will open within the L .| G 8 . @ e

. X Home Locate Actions 2 Demand frcess
Applied Epic/Word Interface
| Copy Template

Edit Template

AS1 Wotkers Comp - ... Workers Compe... Mo 5

L] Title Il
%

‘Workers Compensati... Workers Compe... Mo = ‘ ‘ A

= -
.@“ o [ O N Na\rigation‘l:ne e RS ASEpic - Microsoft Word E@g
ﬂ Home Insert Page Layout References Mailings Review View Developer Add-Ins [ e
| Bl _‘; Verdana T2 T A A Aar — _ _ _ ... | aaBbcd aseecax | A2B : % L
Paste » B 7 U ~abe x, X° a7 . A~ T1Free-B.. T1Free-Fo.. |T1Free-Pa.. | gg:nge Edifiﬂg
- i es
Clipboard = Font ) Paragraph ) Styles )
in)
H H H H -
Commercial-Liability-9]
] 1
\ Companyx Policy-Number= Eff-Datexn Exp-Datex Premium=H
ACCTNAME= POLICYMUM= POLEFFDATE= | POLEXPDATE= LINEES'I'[PREMI:S
bl
| |
| Named-Insuredsq
bl
: First-Named- Insuredx= "
| APPLNAME= 0
| bl
Additional-Named:Insured’sx "
BEGINREPY
ONINAME= H
ENDREPY
bl
Coverage-Detail
bl
Coveragex Limits:"
Each-Occurrence= COVLMTEAOCCUR=H
Personal- and-Advertising-Injury= COVLMTPERSADVINI="
General-Aggregatex= COVLMTGENAGGAPPLTO="
Wi s d s o AR S A

Editing functions are the same as outlined in the earlier section of this document.

To save the changes made, exit the document and click Yes when prompted to Save Changes.
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Application specific templates are tied to a specific ACORD or Custom Form application. This
allows the merging of coverage details, limits, forms & endorsements, as well as scheduled

information such as drivers, vehicles, locations, subiects of insurance, etc.:

Detail

Title |'-.-'-.-'u::rkers Campensation - Current - Base Summary |

Application detail |Wurkers Compensation |

[ ] Proposal Template
Surnmary af Insurance template

[ ] set as default Summary of Insurance kemplate

Cover Pages are not application specific and can be both cover pages as well as agency
specific pages such as Agency Service Team pages, Commission Disclosure page, Agency
Mission Statement, etc. To access these pages, change your listview under
Configure/Policy/Summary/Proposal Templates section to Summary of Insurance Cover
Pages / Proposal Documents.

| L= Lo gLes | ML I WA LT3 MLLIThn L ez | [ L=

E Summary e

I_] | Surnmary of Insurance/Proposal Templates
Tiktle
summary of Insurance Cover Pages/Proposal Documents ; ]
%, Warkers Compens i ges/Prop itle E
i] L —
The process for either copying 1 Detail
the base template cover pages Title |p.51 Service Team Page

or creating your own is similar to
those for Summary of
Insurance/Proposal Templates.

Proposal docurnent

[ 1{5ummary of Insurance cover page!

Set as default Summary of Insurance cover page

Identify how you want to use the document and click finish to begin editing the document. All of
the editing tools outlined in the above are available for use in creating this template.
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Proposal Groups

Proposal groups are used to assist your end user in creating a proposal. They group proposal
templates, both coverage specific and non-coverage pages, into a set of templates that allow
them to easily select all the templates they intend to merge. You can put the pages in a specific
order within the group although the end user still has the ability to change the order or add and
remove pages while they are selecting the proposal they want to merge from the On

Demand menu.

Proposal Groups are located under b
Configure / Policy / Proposal Groups Policy
Prefills S
| Proposal Groups [
Sources
[ Skabiicne vi
Proposal Groups do not exist by default and will need to be created, though if you import a
set of templates the associated Proposal Group may come along with the templates.
To start, click the Add Icon and enter a name
for the Proposal Group:
Detail nte [ropesl-Comercaines e ranrg 5t Give your new Proposal group a Title, and
e oposal - Comm = Taining .
Entered 8/16/2013 - System User then click the Add Icon under Proposal
Last updated Templates/Documents to begin selecting
Last used the templates you want to make part of
: this group:
LJ Title Type Application Detail
3¢ | ~Cover Page Document  None Make your selections in both tabs —
~Table of Contents Document Mone . . .
& | ~Disciaimers / Discosures Docwment None Proposal Templates (Application specific)
a [ Named Ins & Location Scheduie Doaument None | and Proposal Documents (Non-app
~Property Template  Property Detail P
¥ General Liability Template  General Liability Det... SDECIfIC).
~Commerdial Auto Template Business Auto Detail
~Umbrella Template Umbrella Detail . ..
~WWorkers Compensation Template  Workers Compensation C“Ck F|n|Sh once yOU have Completed
~Crime Template  Crime Detail H
~Equipment Floater Template  Equipment Floater D... your SeIeCtlon
~EDP Template Electronic Data Proc...
~Recommendations & Coverage Discussion Points Document  None
T T Use the black up & down arrow keys to
~Premium Summary Document None move the pages around in the grouping to
get the order you want. The order you set
here will be the default order when your
users use this group at the Account level.
Click Finish to complete or Add to create
Finish ][ cancel ]

another proposal group.
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Generating Proposals at the Account Level

End users will click On Demand from the policy list screen and then select Proposal to get the
merge process started.

* R ¥ 4 = ¢ L ]

- - - 4 -l - -
Haorne Locate Actions Real-Time On Dernand Access Lirks Hew

E Policies - Current/Renewed Coverage Snapshot

| Search where ‘ 2 -E ] Service Surmary Comparison

Summary of Insurance

When merging a proposal at the Account U tre | ssispesaptien S T .-
Level, the order in which user selections 2 - Gims 4 “ow  BlingRegster .
are made do matter. N y — . gl - gl

aal - Be sure to have the Policy with the most -
e m Lines highlighted before clicking the On -
—— M Demand Button. This will save a click or two. .
Rl L -
L L™ -
b L LR L . 1 s -
| CPKG 07/15/2013 07/15/2014 MARKETED POLICY
PROP Prospect - Ackive 071512013 07 15/2014 MARKETED POLICY A
GLIB Prospect - Ackive 07/15/2013 07f15/2014 MARKETED POLICY D
CLIMB Prnﬁct - Active 07/15/2013 07/15/7014 MARKETED POLICY o]
e LT T - e e Y -
- LT e - e - e -
e [P —. ko bl sl i bl | Gl =

Choose all additional lines as

Change Line Association

the first thing when the = = ;
Proposal dialogue window e - _ In Epic, the
D Title | AbplicationDetail| Line | Policy Hum h I t
opens. x +CL Coverpage - Tech - Mew ne = user nas a o
WATERCRAFT TESTING L Cover - Tea&& N?me‘j;" 5 of control over
+iCL Cover - MarketingExech. ..
E:g; :?;ili‘?a ABRINI | Py Property Detail  PROP ARKETEC the Proposal
le Papers Accounts Rec... merge process
Equipment Fla. .. .. :
+VisionPak. Vision Pak - ThIS IS a Vel'y

R — ; good thing.
@ Mame | Description | PrimaryfMain Busin...
X

Blank Line and Pol # for 3 template However’ In .
means it is not associated with an Order to beneflt
Application. You may have forgotten to .
add the Line (step 4) first. You can from thlS
click the "Change Line Association" to fix ContrOI they do
9 these if necessary. !
need to take

the time to

- understand
Line of business D&O0X - Excess D&O - $5M Hs $5M - 2/23/2013 - 2/23... Suppress blank templates h
Service summary 2/23/2013 - Renew - Excess D&O - $5M .. Page break @ Yes  © Mo ow to use

those controls.

| @___. [rmn )| coneel ]|

| 0,285 | PROPOSAL
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Appendices
Appendix 1: Attachment Templates

Attachment templates use the same set of skills as proposal / summary templates. They are
located in a separate area of Configure and have a few different configuration choices.

'f) Configure I

File  Edit  Areas Home Locate  Actions OnDemand  Access  Links  Help

From home base, click on
Configure, then choose
Attachment then select
Templates.

Thursday, August 29 o Ll o~ i
- v v -
2:11 PM Horne Locake Ackions Cn Demand Acces

Configure Home Broker _
[ Tite - v client
Templates may be created for Account  [Fomabato 153

B Templates - Clie

different types of “Files”. To choose Accounting Appraisal to Insu Ry
between the types of templates, XK pudt adjustment|  EmPRves
CI|Ck on the Word Temp|ateS on the Activity Q Auto ID CardfEvi Finance Compary

i X Blank Letter ko In Other Interest
title bar (right below the button bar) BarkLetterhead]
. ) endor
and make your selection. System Generated Attach... * BOR without Cow
I%] Cancellation Termination™®
Templates |:| Cancellation/'w arning®

To create a new AttaChment Template Folders - Check Request-Trust Account™
i Claim Acknowlzdgement Letker®*
Template, Click the Add button ) ponotcal B

to the left of the list and then enter a | Document Management | Dummy Inveice*
Title for the new template in the field on the right.

There are five tabs that have information that can, or in some cases must, be filled in.

Associations

Select the checkboxes of the sources from which you wish to merge data for the new template.
These are the choices:
e Contact (Allows you to pull a

particular contact's information Associations ITempIate Folder I Attachment Defaults I Diskribution I Comments |
into your template) Llerge,Data,from
e Claim (A”OWS you to pU” SpeCifiC ‘ [ contact [T Claim ServicngfBiling  [] Related Accounts |
claim detail information into your Loss notice
template) ‘ Auko Liability Property Workers compensation |
e Service/Billing (Allows you to pull
information from Policy / Line ] Application Detail -~ |
Detail and any components 3¢ | Warkers Compensation |
contained there)

¢ Related Accounts
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e Loss Notice information can also be integrated. Since there are different types of ACORD
loss notices, you must select which form(s) you would like to include. This area is only
activated once you have selected Claim in the section above.

Auto Loss Notice

Liability Loss Notice

Property Loss Notice

Workers Compensation Loss Notice

e To choose Application Detail from which to merge data, click the Add button B to the
left of the list. You can choose one or multiple application detail. This allows you to pull
in actual data from application detail such as limits, deductibles and schedule items such
as vehicles, drivers, Forms & Endorsements or Additional Coverages.

¢ Inthe popup window that displays, select the checkbox next to each desired
application. Click Finish or press [Enter] when you have made your application
detail selections.

Template Folder

Template folders can be used to limit the number of individual template selections each user
must view when adding a new template at the Account level.

Note that User Field Defaults are a very important part of thinking about your template folder
setups.

To choose a template folder or folders in which this template should reside, click the Add button

L to the left of the list on this tab.

¢ In the pop-up window that displays, select the checkbox next to each desired folder. We
will talk about template organization a little later in this session.
e Click Finish or press [Enter].

Note the separate section that follows which addresses template folders in more detail.
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Sllent Network Conf

This area is where you determine the default Attachment Folder(s), Access Level and Activity

Code you want to tie to this particular template.

Each of these settings can be overwritten once the end user is merging the document.
¢ Choose the Folder (and Subfolder 1 and Subfolder 2 if applicable) in which documents
created with this attachment template will be stored by default.

¢ Indicate the default Access level for documents created with this attachment template.

e Choose an activity Code for documents created with this attachment template.
Depending on your agency’s workflows, tying a specific Activity Code to a particular
template can be used as a milestone in the workflow that letter is used in.

File ~ Edit Areas Home locate Actions  OnDemand

.

Links  Help
= L

-
Locate

OnDemand ©  Access

Distribution

! Configure Home
[ % | Description 4 | « | Detail
Account 2 AJR Write-Off B Generate activity for event automatically
Accounting Acoquire and Attach Image @ Required
Add Account () Mot required
Add At‘ad.lment
Add Barcode Attachment -
Access Levels Add Claim [] Activity code 4 | Description | Default |
Categories Add Document | X DocU Added document 8Atta... Yes
Codes Add Policy | MEPL New Personal opportuni,.. No |
I Events I Adjust Receipt =
Frocess Activitios Agent/Broker of Record Change
Binder pe=
Unsuccessful Reasons Cancell  If you want to default an activity code to an Attachment Template, you
Attachment Certifig must first go over to "Activity => Events" and add that activity code to the
Certifig "Add Document” event.
Interface Certifid
Changd Until you do this, it will not appear on the list on the Attachment Defaults
International Copy A tab for your template document.
Distrit
Job Management Emai Sent

This area is used to determine how a letter will be generated/distributed if it is generated
automatically either as a result of a further action of an Activity or as part of a Marketing

campaign in reports.

e Choose the appropriate Paper type.

e Select the desired Letter type.

e Deselect the Use Contact Method from Contact Detail checkbox you do not want to
use the contact method that is specified in the contact detail for accounts for which the

templates will be used.

¢ |If you deselect the checkbox, select the appropriate radio button:

e Generate as email
e Generate as mail
e Generate as fax
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Comments

Utilize the comments area to note any special situations that may exist in this particular
template. Consider it a place to put a “bread crumb” trail to other possible editors of the
template itself (it's a good idea to think of the “you” that might have to revise this document in a
year or more from now as being a totally different person than the “you” of today; so be nice to
your future self.)

Appendix 2: Attachment Template Folders

Templates can be assigned to a folder or folders to help organize the templates for ease of use
by your end users.

Please note that once a template is assigned to a template folder, it is not visible in the User
Interface unless you have selected that folder first. However, you can associate a specific
template with multiple template folders.

If you haven't configured any Template Folders yet, Applied Epic comes with several folders by
default. Any of these folders can be edited or deleted as they do not affect the templates
associated with them.

J ']

To create template folders, access B Template Folders - Client

“Configure, Attachments” and click on

“Template Folders” |_]| Mame
&, | Accounting |
This area defaults to Clients — click on the |5 Benefits
listview to change to any other entity in X | Bonds
Epic to create template folders for those Y I Claims
entities. I3 Commercial Lines
@ Farm 2 Equine
| Toadda folder, click on the Add I Personal Lines
%, lcon
X Enter the folder Name |
\‘-‘l}g DE;:I:ne |Test Folder |

You can then add templates to this folder by
clicking on the Add Icon under the Templates tab.

Templates | Structure

Templates residing in this folder

I_] Title Policy/Line Type
Detail

Mame |Test Falder | X
Templatesl Structure | You can apply
Structure restrictions to this template which controls
SRS | O6]) (&) el access to the templates within the folder based on the End
User’s Structure controlled under the Security area of
Ad... Eranch Department Prafit Center Conflg ure.
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By default, this area is set to “All". If you click the Selected radio button, then click the Add icon
and mark the boxes to the left of each organization to select the restricted structure you want
assigned to this template folder. Click Finish to save your changes to the folder’s structure
settings.

Once the folder is created, click Add to add another template folder or Finish if complete.

It is also possible to manage what template folders a template is associated with by editing the
Template details and clicking on the Template Folder tab:

B Templates - Client

Detail
Title |Binl:|er To Cuskomer

Title

Audit o Insured

* | Benefits Mew Account Setup Sheet
Binder To Customer

Blank Letter to Client

Bond - Indemnity Agreement

Bond - Request for Updated Underwri, ..
Bonds - Duplicate Payvment

BOR Acknowledgement

Zancel Letter

Certificate Email Wording

Change Acknowledgement

1 B FarradFanima hlai feemnnk Sako

|

Entered &6/8/2012 - SUPPORT
Last updated 7/12,2012 - MSHOMAKER
Last used 7/13/2012 - AWILSON

Template Faolder |Attachment Defaults | O

Folders this Template resides in
I_] Mame

Commercial Lines

Associations

Personal Lines

To merge a document on a
client account, once you have
clicked, Attachment,
Document, the first field that

Add Document

(%) Select template Blankjcustom docurment

needs to be selected is Template Falder || 4
Template Folder: Templake | Description
Accounking
Then you will see the This Account | pelated| Benefits
templates that have been Policy,line Bur_uds Contact
associated with that folder: Include history | Claims —
- Cammerdial Lines
Tvpe Policy # . .

Add Document

(%) Select template

Blank)custom document

Template Folder |Cummercial Lines

Template

Description

This Account | pelated

Policy/line
Include hiskory

| Audit to Insured —

Binder To Custamer
Blank Letter to Client

Tvpe Palicy #

BOR Acknowledgement
Cancel Letker

Cao

Microsoft ® Word® — Introduction to Applied Epic Interface — Install Free Set: // PAGE 33

APPLIED NET CLIENT NETWORK CONFERENCE | www.appliednet.com



http://www.appliednet.com/

SESSION HANDOUT A\

Microsoft® Word®— Introduction to the Applied Epic Interface

APPLIED|NET

Appendix 3: Other Classes and Handouts from the
Proposal Track Series

Proposals and the Power of Graphic Design — This class also includes
information on a Style Guide you may find useful for your design specifications.
Microsoft® Word® — Introduction to the Epic Interface — Install Free Set — Includes
instructions for downloading and Importing templates.

Intermediate Microsoft® Word® Formatting — Applied Epic — includes Tables,
Borders & Shading, Section Breaks, headers & footers, etc.

Leveraging Microsoft® Word® Styles - Applied Epic

Applied Epic / Microsoft® Word® - IF, ASK, Math, SET, Bookmarks,
INCLUDETEXT (Service Roles)

Applied Epic / Microsoft® Word® — Formatting Numbers, Text & Dates

Applied Epic Proposal Workshop / Advanced Clinic — this session has no
handouts and will be based upon questions and issues brought to the group by
the attendees.
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