FARMERS MUTUAL DAILY POLICY PRINT TUTORIAL

1. Login to the online site and click on the “Reports Button”

https:/fwww.apps-system.com/dashboard/ < Search * E
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Hello! We will be hosting free informational Vector
(Online Agent Quoting) webinars for your Mutual

2. Select the “Policy Print” option

Signed in as [

Welcome Amanda
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APPS Online gives you access to a variety of reporiipiififiss ur office:

OQutstanding Balance: The outstanding balance report consists of all amounts that have been billed, but are not paid.
Claims: Choose any number of filters to create your own custom claims report.
Daily Activity Policy Print: Search for a policy changed between a certain date range and print the Decs, Schedules, and Forms.

3. Select the date range you want Dec pages for and select “Search”

i for a policy changed between a certain date range and print the Decs, Schedules, and Fo

Agency - -
Date Type  Daily Activity -

Date Range |[11/02/2016 [ to 11/02/2016 [
Search Activity |

4. To Print Dec Pages:
- Check the Dec Pages Box
- Check the Schedules Box unless you don’t want copies
- Check Duplex if you want front and back copies
- Select “Print Policies”



Search Activity

9 Results

Select items you'd like to print for each policy.

Dec PagesDownIoad in a ZIP File? L=
IMT Liability Decs  [] Duplex
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HPrint Policiesl

Select MName Policy Number Policy Type Transaction Status Transaction Eff Date Processed Date

- Dec pages will open up as single pdf file to be printed

5. To Download Dec Pages to be uploaded and saved

- Check the Dec Pages Box

- Check the Schedules Box unless you don’t want copies

- Check the Download in a Zip File Box
- Select Print Policies

9 Results

Select items you'd like to print for each policy.

Dec Paged Download in a ZIP File?
IMT Liability Decs  [C] Duplex? ||
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5 Print Policiesl

Select Name Policy Number Policy Type

Transaction Status Trans

all f none

- A Download/Open/Save box will pop up
Cpening printzip u‘

You have chosen to open:

4, print.zip
which is: Compressed (zipped) Folder

from: httpsy/fwww.apps-system.com

What should Firefox de with this file?

Windows Explorer (default) A

() Save File

[F] Do this automatically for files like this from now on.

You can choose to open or save to your computer



