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A. Set personal default proposal State:
1) In the upper right click “Preferences”.

2) In the lllustration section, select your Proposal
State from the drop down list.

3) Click “OK".

Note: If application state is different than default set-up, simply
override selection on the proposal input screen.

w

Set personal default producer information:

1) The Home page shows pre-set producer
information. Re-type each field to input your own
Producer name and details. This information will
be retained and the Producer Name, Address and
Phone will appear automatically on each proposal
generated.

Note: If on a selected proposal you want to indicate a different

producer, you can override and input a “one time” update on the
Reports Page.

C. From this screen, run a new proposal by clicking
"New Proposal” in the left Navigation.
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After inputting your client and coverage information,
you can generate your proposal from the Reports
Page, listed in the left navigation area of your
screen. You can also generate a proposal by using
the "Generate Proposal” button at the bottom of
each screen.

Please note that if you have not input client and
coverage information, your proposal will only show
pre-set information.
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